Interview Checklist
Opening

· Relax the candidate
· Greet applicant, shake hands, make introductions

· Small talk – weather, sports, etc.

· Use applicant’s name

· Don’t start before candidate is at ease

Body
· Introduce format (i.e. start with education, then work history, etc.)

· Inform candidate that you will be taking notes and explain why

· Information-gathering stage

· Control the interview but let the candidate do most of the talking (80%)

· Don’t be afraid of long silences – they can signal top applicant that you want him/her to elaborate

· Listening skills are key to good interviewing

Information that must be provided during interview to qualified candidates
· Grooming (hair must be neatly combed, only manicured facial hair, no tacky/excessive jewellery, no excessive perfumes, etc.)

· Uniform (what is provided, what can be purchased in golf shop, etc.)

· Golf is a privilege not a benefit

· Merchandise discount = cost + ___%

· Food on duty = retail - ___%; Food off duty = retail - ___%(no alcohol)

· Benefit coverage

Close
· Allow applicant time to ask questions

· Thank applicant for his/her time

· Inform candidate of next step and when they can expect to hear from company
