Interview Evaluation Form
Company name: ____________________    Document no.: __________    Version / Date: __________

Interview Details
	Candidate name
	

	Position applied for
	

	Interview date & time
	

	Interviewer name & title
	

	Interview round (1st / 2nd)
	



Assessment Criteria (1 = far below requirement, 5 = far exceeds requirement)
	Criterion
	Weight %
	Score 1-5
	Weighted score
	Observed facts / examples

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Interview Questions & Responses
	Question
	Summary of response
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Practical Information Check
	Expected salary (HK$)
	

	Current / last salary (HK$)
	

	Notice period
	

	Earliest start date
	

	Right to work in Hong Kong (Yes / No / Visa required)
	



Overall Recommendation
Overall weighted score: ________ / 5
Recommendation: [ ] Strongly recommend  [ ] Recommend  [ ] Further interview required  [ ] Not now (keep in talent pool)  [ ] Not recommended
Justification (mandatory, at least three sentences): ____________________________________________
Interviewer signature: __________________    Date: __________________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
