Candidate Name:_________________________________
                 Date:_________________
Candidate Checklist 







Current UH Student

BCB Student






Undergraduate 

Federal grant

Graduate


State grant


Description of Job
Logging, Copies, Central

Q&A

1)  This job is very detail oriented.  Can you describe a situation in your past where you had to be very attentive to detail?


2)  This job is somewhat repetitive in its nature.  Do you find that you work well under a routine that is somewhat standardized and repetitive?  And can you give us some past examples?


3)  The job requires a 45-minute to 1-hour mail run every day, which will require walking to the opposite side of campus and back.   Is there any reason that this would pose a problem for you?

Candidate Q&A

Allow time to answer any questions the candidate might have

Wrap-Up

Thank for applying

We will be making a decision by the beginning of next week and will let them know something definite by (date).

Rating Scale:


4 – thorough answer with specific examples


3 – general answer with no specific examples


2 – answer conflicts with qualities sought


1 – no response or inappropriate answer








