HR Interview Meeting Preparation Checklist for Recruiters

Efficiently prepare for your HR interview meetings with this HR interview meeting preparation checklist designed specifically for recruiters. It
ensures you cover all essential steps, from candidate resume review to structured question planning, enhancing the recruitment process. Stay
organized and confident to select the best talent every time.

ChecKklist

1. Review Candidate Resume:
o Assess work experience, education, and relevant skills
o Identify gaps or points needing clarification
2. Understand Job Requirements:
o Reuvistt the job description and key competencies
o Align interview focus areas with job needs
3. Prepare Structured Interview Questions:
o Create competency-based and behavioral questions
o Include role-specific and situational questions
4. Coordinate with Interview Panel:
o Share candidate information and interview agenda
o Assign question responsibilities (if panel interview)
5. Set Up Interview Logistics:
o Book meeting room or virtual platform
o Test technology and presentation materials
6. Prepare Evaluation Criteria:
o Define clear scoring or feedback guidelines
o Prepare evaluation sheets or digital forms
7. Welcome Candidate and Set Expectations:
o Send interview details and logistics to candidate
o Have a friendly introduction and overview ready
8. Follow-Up Plan:
o Decide next steps post-interview
o Prepare follow-up communication templates

Pro Tips

¢ Double-check all nformation before the meeting to avoid surprises.
¢ Keep candidate experience positive and professional at all stages.
¢ Take concise and structured notes during the interview.
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