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Structured interviews involve the use of standardized interview  
questions and incorporate a scoring system so feedback is easy  
to get and candidates are easy to assess.

Without structured interviews, the hiring process can become inconsistent 
and unorganized, causing delays.

After exchanging pleasantries it’s time to evaluate a candidate objectively to determine if she or he is 
a good fit for your company. This process should include hiring managers meeting to compare notes 
about the prospective employee.

Use this guide to measure candidates against 5 key traits crucial to all roles.

Legal Disclaimer: Paycor is not a legal, tax, benefit, accounting or investment advisor. This document is intended 
for informational purposes only, and does not constitute legal information or advice. All communication from 
Paycor should be confirmed by your company’s legal, tax, benefit, accounting or investment advisor before 
making any decisions. 

future hiring efforts.

An official post-interview evaluation 

process outlines what you are looking 

for in a new hire and can guide



QUESTION LIST

• Do you prefer to see a project through from 
beginning to end, or just do one significant part 
of it? Why?

•	Would you rather formulate a plan or carry 
it out? Give an example of a plan you have 
implemented.

•	How do you keep track of things that you 
are responsible for at work? For example, 
schedules, tasks, ongoing goals, etc. Be specific.

•	Describe a way you have improved the 
organization of a system or task at your last job. 
What impact did it have?

•	Describe a recent job situation that required a 
great level of precision on your part in order to 
complete a task. How did you handle it?

•	Talk about a time when you made a mistake in 
a past job. What happened? Were you the one 
who found it or did someone else? What did 
you do to make sure it didn’t happen again?

INTERVIEW NOTES:

RATING LIST

High Rated Responses
•	Takes time to plan and prepare before 

starting something new or different.

•	Good with details but also has an eye on the 
“big picture”.

•	Has established ways of tracking what needs 
to be done.

•	Very effective in efforts to prioritize what 
needs to be done.

Low Rated Responses
• Likes detail work but gives weak examples  

of experience.

•	Seldom uses checklists or other methods  
for following through on tasks.

•	Has not made or suggested changes for  
fixing errors or improving accuracy at work.

•	No experience with complex projects.
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QUESTION LIST

• What is your definition of success? Follow-up:
How are you measuring up? How will you go
about achieving it?

• What role do you usually take in a group
meeting or discussion? What are the
advantages of that? Disadvantages?

• What situations have caused you to become
irritated or angry when doing a job? What
would you do when that happened?

• Would you rather work in a team or on your
own? Explain why.

• Give me an example of a time when you
motivated others.

INTERVIEW NOTES:

RATING LIST

High Rated Responses
• Eager to work on a team or with others.

• Helps others without being asked.

• Goes above-and-beyond.

• Conveys sense of loyalty to past employers;
critical but objective.

• Defuses conflict with others.

Low Rated Responses
• Has many complaints about past jobs

or bosses.

• Not many examples of helping co-workers 
beyond what a job called for.

• More “I” than “We” statements.

• In conflict, shuts down instead of engaging 
with others.
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QUESTION LIST

•	How much information do you need to get 
started on a new project or assignment?

•	What has made you feel excited about coming 
to work? When have you felt down or unfulfilled 
by a job?

•	Have you ever been held accountable for 
reaching a goal that you knew wasn’t possible 
to attain? Explain what happened.

•	Describe which job and which manager got 
the most out of your potential. What made that 
situation so productive?

•	What have you done to develop yourself 
professionally over the last year or two?

•	If you could go back to when you were first 
thinking about your career, what advice would 
you give yourself?

INTERVIEW NOTES:

RATING LIST

High Rated Responses
•	Sets high standards for self and others.

• Gives good examples of recent  
self-development efforts.

•	Has good insight into career and has  
learned from experiences.

•	Comfortable dealing with ambiguity;  
builds structure where needed.

Low Rated Responses
•	Unable to provide examples of areas  

that need improvement.

•	Has done little to develop self in last  
few years.

•	Goals and personal standards are seldom 
beyond job requirements.

•	Prefers direction over autonomy.
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QUESTION LIST

•	Give me an example of a decision you had to 
make quickly or under pressure. How did you 
approach it and how did it work out?

•	Describe a time when your plans didn’t work 
out. What did you do to recover?

•	There are times when it is important to be 
creative on the job. Tell me about a time when 
you were able to apply some creative thinking 
to a tough problem. What happened?

•	Tell me about a situation at work when you 
realized that your own biases were keeping you 
from seeing things in the correct way. What did 
you learn from it?

•	Tell me about a time when you had competing 
deadlines at work. What did you do? How did 
you come to that conclusion?

INTERVIEW NOTES:

RATING LIST

High Rated Responses
•	Provides examples of working with  

difficult and challenging problems.

•	Considers many alternatives before  
making a decision and acting.

• Uses creative, outside-the-box thinking  
when problem-solving.

•	Has good insight into own biases.

Low Rated Responses
•	Answers to questions lack depth.

•	Decisions made were not tough or difficult.

•	Examples of creativity were more routine  
and not very innovative.

•	Not much self-insight; takes credit for 
successes and blames others for failures.
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QUESTION LIST

•	What ethical guidelines did you work under  
in your last job? Give an example of a time 
when they had an impact on something you 
were doing.

•	Tell me about a mistake you made in a past job 
that you regretted. What happened and what 
did you learn from it?

•	In your last job, if you didn’t think you could 
meet an expected deadline, what did you do? 
Can you give me an example?

•	What kind of ethical conflict could you imagine 
having that would cause you to debate 
whether or not to quit a job?

•	How do you know when others have trust  
in you at work? Give a couple of examples.

•	Tell me about a time when someone 
questioned your ethics or integrity.  
What happened? What did you do?

INTERVIEW NOTES:

CONTACT:

RATING LIST

High Rated Responses
•	Gives examples of standing up for what  

is right.

•	Shows a willingness to admit faults or  
when wrong about something.

•	Understands there are ethical gray areas  
but more than able to explain the choices  
or decisions that were made.

•	Gives praise/credit to coworkers when 
appropriate.

Low Rated Responses
•	Seems unaware of policies and ethical 

guidelines in past jobs.

•	Gives examples of excuses and workarounds 
rather than addressing the main issues.

•	Puts relationships with others above doing 
the right thing.

•	Seldom takes responsibility.
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LEARN MORE AT PAYCOR.COM

CALL 844-981-0040 

Paycor Empowers Leaders to Build Winning Teams

Paycor’s human capital management (HCM) platform modernizes every aspect of people management, 
from recruiting, onboarding and payroll to career development and retention, but what really sets us apart 
is our focus on leaders. For more than 30 years we’ve been listening to and partnering with leaders, so we 

know what they need: a unified HR platform, easy integration with third party apps, powerful analytics, 
talent development software, and configurable technology that supports specific industry needs. That’s 

why more than 30,000 customers trust Paycor to help them solve problems and achieve their goals.

BENEFITS ADVISOR
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