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INTERVIEWERS GUIDE TO CONDUCTING AN INTERIVEW – Video Conference Interview UPDATED 
 
Role of the interview Panel 
The single aim of the interview panel is to determine the suitability of the candidate to carry out the role. 
 
The panel should ensure that they conduct a fair and interview where the candidate is given a sufficient 
opportunity to demonstrate their skills and experience.  
 
Preparing for an Interview 

 Confirm the interview panel – This should be at least 2 people and does NOT need to include HR 
unless agreed as necessary.  

 Consider if it would be useful to have an independent / subject expert on the panel 

 Consider the gender mix of the panel. As part of our Equality and diversity commitment, we seek to 
ensure that we are representative and without conscious or unconscious bias  

 Prepare the interview structure and format  

 Plan a realistic schedule of interviews – Do NOT rush and ensure that you have sufficient time to 
satisfactorily explore the candidates background 

 Build in change over time between candidates, interviewer breaks and wash up time to the schedule 

 Know the job description / person specification  

 READ the application form-  
o Look for gaps in information/dates 
o Scrutinise supplementary info e.g. statement of support 
o Look at structure of career to date 
o Prepare areas you wish to explore further  

 Agree format and a structure of interview and questions 

 Organise room, seating, video conference equipment. 

 Supply candidates with relevant VC information: skype email to dial 

 Give candidates a 5-minute window to make contact with panel. 

 No disturbances/sign on door and switch off phones  
 
Information before interview 
There are some cases, where you might have information on a candidate before they are interviewed. This 
might be through social media, they previously worked for the Service or you know of them through a 
previous employment. 
 
In this case you should either disregard this information if not relevant to the role they are being 
interviewed, or of you have concerns you should discuss this at interview with the individual.  
 
Interview Questions (Also see “Interviewers Guide to Asking Questions”)  

 Ask open questions - ones that do not allow a yes/no answer 

 Plan which competency / skill / trait you are trying to measure – What do you want to get from the 
question?  

 Consider the number and length of questions within interview timeframe – Remember less questions, 
more depth. 

 Probe further – See Funnelling technique in Asking Question Guide  

 Ask negative questions – These are often more telling than asking for positive outcomes. (When have 
you failed at something? What have you not achieved you would like to have) 

 Keep accurate and thorough notes to aid with feedback 

 Be clear with other panel members the scoring mechanism and which competencies are being 
considered 
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Conducting the Interview 

 Introductions, usually done by the Chairperson 

 Introduce everyone on the interview panel 

 Briefly outline the job roles and responsibilities, discuss the history of department, why the role has 
been created etc- set the scene 

 Tell candidate what to expect in terms of the interview structure, eg interview questions, rotating 
questions, etc 

 Ice breaker- ‘Did you find the building ok?’, Discuss the weather etc 

 Give easy first questions to allow the candidate to settle in- e.g. ‘Can you tell us about your career to 
date and what lead you to apply for this post with the Service?’ 

 Keep an eye on the time – don’t overrun if you have other candidates waiting 

 Ask if the candidate has any questions and give information 

 Close down, thank them for attending & tell them when they will be informed of outcome 

 Remember that 1st impressions count and the interview is likely to have a lasting impression. 
 
 
Preparing for a Skype Interview 

 Raise a request with the IT Service Desk to have Skype for Business downloaded to your device, at 
least a few days in advance of the interview. While Skype platforms such as ‘Skype for Business’ 
cost money, it is free to video chat on the normal Skype app (available on phones, desktops, laptops 
and tablets). 

 Your username will be your NHS email address. 
 Alert Recruitment as soon as possible of Skype details to allow candidates efficient time. 
 Do a test call or two with colleagues. Make sure you can easily make and answer a call. Check to 

see that your microphone and camera work. Practice getting comfortable looking at the camera for 
long periods of time. 

 Adjust the lighting. Be sure you have enough lighting to avoid any heavy shadows. However, make 
sure the lighting is not too bright either, because that can wash you out or even blind the candidate. 
You can figure out lighting issues during your practice run. 

 Check the background. Before the interview, select your backdrop. If you live with other people (or 
pets) and are doing the interview in your home, tell everyone you live with not to interrupt you during 
the interview. 

 Test everything again an hour or two before the interview. Make sure the microphone and camera 
work to ensure everything is in order. 

 Know who is contacting whom. Make sure that, before the interview, you know whether you are 
supposed to reach out to the candidate or vice versa.  

 Ask candidates to sign up and take a note of their Skype name ahead of time. Before the interview, 
find the person on Skype, and add him or her to your list of contacts. This will make it easier to 
contact them. 

 
Where candidates have no access to Skype a telephone interview can be carried out at the hiring 
manager’s discretion 
  

http://sdeskweb1/ServiceDesk.WebAccess/ss/Dashboard/OpenHomeDashboard.rails?id=1dbebf5f-e58e-4759-9d58-8d6633ec78d8
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Do’s of a good interview 

 Guard against the 'halo effect'. This occurs when something about a job applicant creates a favorable 
first impression and the panel doesn’t view the candidate objectively. Ensuring a good mix on the panel, 
E.g. gender, backgrounds, grade, will help guard against this. 

 Recognise your own general personal attitudes, views and likes/dislikes regarding people, and learn to 
put these to one side during selection interviews.  

 Distinguish between the information that the candidate is presenting and the mode of presentation. 
Unless presentation skills are relevant to the job. 

 Move the candidate along if they’re talking too much. 
 
Don’ts of a good interview  

 Allow the initial impression of a job applicant to influence the selection decision, for example by making 
negative assumptions about an applicant based on mode of dress, general appearance or accent.  

 Be influenced by stereotypes, for example assuming that older candidates will not be capable of 
undertaking training in new technology.  

 Ask multiple questions at the same time or ask leading questions  

 Make assumptions  
 
 
Interview Notes 
It is essential to keep notes of the interview and record the rationale behind the selection decision because: 
 

 If you interview several candidates during the same day you may be unable to recall accurately who 
said what, what the key issues were in relation to a particular candidate, and how a particular question 
was answered.  

 If a rejected candidate brings a tribunal claim alleging discrimination, you may be asked to recall precise 
matters that were discussed or the way in which questions were phrased/ answered.  

 The absence of records may lead a tribunal to conclude that the recruitment process was conducted in 
a random, subjective or haphazard way.  

 Records can provide evidence that the recruitment process was approached in a professional manner 
and can form a defence against the claim.   

 Note: Under Data Protection job applicants have the right, upon written request, to be given a copy of 
their Interview notes.  

 


