CLIENT INTERVIEW FEEDBACK CHECKLIST
Phone Int. FU Date ___________​​​​​_________
Company:      



        (Pencil)

Candidate:      
1st Int. F.U. Date __________            2nd Inv. F.U. Date __________           3rd Inv. F.U. Date __________
                            
      (Blue ink)



(Black ink)


           (Red ink)

“Because I haven’t had a chance to meet this candidate face to face, would you help me out? I’d like to learn as much as possible about him/her from you!”
Image and Chemistry
· Does he/she ask good questions – Like what? 

     
· Does he/she listen well?

            

· What does he/she look like? How did he/she dress? Anything unusual? (asked after a 
Face to Face interview)

     
· Did he/she come across nervous or over confident? (asked after a Face to Face interview)

     
· Did he/she come across as a team player?
     
· Overall can you visualize him/her calling on your customers OR working with your employees?

     
Skills and Experience
· Overall, how does his/her experience match your requirements?

     
· What impressed you most about his/her experience?

     
· What impressed you least about his/her experience?

     
· What areas in his/her background would need improvement?

     
· How short a learning curve do you think he’d/she’d have?

     
· How does his/her background compare to other people you’ve hired?

     
· How does his/her background compare to other’s that you’re interviewing?

     
Next Step & Decision
· When do you want to see him/her again OR how soon do you want him/her to start?

     
· Are there any questions you still need answers to? If so, what are they?

     
· Is there anything at this point that would keep you from extending an offer?

     
· What kind of offer have you been thinking about?

     
· Would you like to complete the references or have us take care of them?

     
· How are you handling the physical and drug screen? Is there any sort of Psychological assessment test involved?

     
State Candidates Positive Feedback
     
You’ve Got Competition–Time Kills All Deals!

Once the candidate has made up his/her mind to leave his/her company, timing becomes your worst enemy!  Other recruiters may be calling him/her–he/she may know of other companies he’d/she’d like to work for, and figure now’s the time to check them out, or his/her boss may get the feeling he’s looking and put internal pressures on him/her to stay!
So, If you really like and want him/her, we need to work fast and together as a team!

All Offers Come Through Me

I work as your representative so it’s my job to get all the facts on the candidate’s current compensation package, find out what he/she wants, and where the fine line between what he/she wants and needs is! I’ve already talked with him/her about this and he/she agrees to handle the offer and acceptance process in this manner.

So, let’s talk about what you’d like to offer and I’ll tell you ahead of time what his/her reaction will be! You won’t have to worry about emotions getting in the way, and there are things I can say to you that the candidate wouldn’t and vice versa!

The bottom line is–if you want him/her, I want to be sure that when you do extend the offer you get an acceptance, instead of a turndown or drawn out negotiations, which is a waste of everyone’s time–AFTER ALL there are many ways to configure an offer. THE GOAL is to get an acceptance the first time you present it!
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