[BRANCH NAME] – Co-ordinator Post on [DATE]				_______________________________

Introductions, put the candidate at ease, explain the process, interviewing all day, hoping to appoint for end of April, explain self employed, self motivated, flexible working, one year post and hopefully a further two years minimum.  Explain job profile and ask if they have any questions before you start.

	
	Candidate Presentation
	Questions
	Rating
	Notes

	
	What would your priorities be for the first 6 months working with [BRANCH NAME] and what would be your perceived challenges?

	
	
	

	
	Opening Questions
	Follow up question
	
	

	
	What drew you to / interested you in this role?
	What do you think you would bring to this role from your current work experience?

For those who are already doing a full time job, ask them – if successful, do you have plans to step down from your current role? If not, how will you balance the requirements of this role with a full time job? 
	
	

	
	What do you think you could bring to [BRANCH NAME]? / What skills do you have which would bring success to this role? 
	
	
	

	
	Describe a time when you worked with a disabled athlete or in a group situation.  Where there any challenges? How did you overcome these? 
	
	
	

	
	Describe a time when you organised an event, ideally a sporting one if possible.  What was the event? What steps did you take to make it happen? 
	What were some of the challenges you came across and how did you overcome them? 
What were the key successes of the event? 
	
	

	
	How would you rate your IT skills? What level of proficiency would you give yourself using Microsoft Word, Excel,  Powerpoint? 
	Do you have any experience using Twitter, Facebook or other social media platforms? 
If yes, describe your experience. 

Have you ever written a newsletter before? If yes, describe. If not, how would you go about doing one? What would you put in it? 
	
	

	
	Have you had any opportunity to fundraise.  What was the cause? How did you go about raising monies? What was the result of this? 
	What were the challenges?
	
	

	
	As part of the role, at times, you will be required to work flexibly, including weekends and evenings. How do you think you would handle this? 
	

	
	

	
	Is there anything you’d like to know about the role or ask us?
	If unsuccessful, would you be interested in being involved in [BRANCH NAME] in a voluntary capacity? 
	
	



Explain what we mean by self-employed 
The core hours that are required with flexibility around the post. 
We will request references, salary at [AMOUNT], self employed, part time flexible working hours (weekdays/weekends and evenings), 
You will be offered expenses for phone and mileage, training (possible Midas), 
Support structure, report to Chair and [BRANCH NAME] committee, 
Set up diary and agreed workload on a fortnightly/monthly basis.
If successful are you STILL INTERESTED?
[BRANCH NAME] Co-ordinator Post 

1. Much less than acceptable
2. Less than acceptable
3. Acceptable
4. More than acceptable
5. Much more than acceptable

	Candidate
	[INTERVIEWER]
	[INTERVIEWER]
	[INTERVIEWER]
	Overall Rating

	1000   
[CANDIDATE NAME]
	
	
	
	

	1100   
[CANDIDATE NAME]
	
	
	
	

	1230    
[CANDIDATE NAME]
	
	
	
	

	1330
[CANDIDATE NAME]
	
	
	
	

	1430  
[CANDIDATE NAME]
	
	
	
	




[INTERVIEWER 1]			_____________________

[INTERVIEWER 2]			_____________________

[INTERVIEWER 3]			_____________________

Date						_____________________

