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Organisational Development
SCRIPT FOR MANAGERS/RECRUITERS CONTACTING
UNSUCCESSFUL INTERVIEWEES

STEP ONE - ADVISE UNSUCCESSFUL INTERVIEWEES WITHOUT SPECIFIC FEEDBACK
· The Interview Panel should decide who is going to contact the unsuccessful applicants (and later provide applicant with feedback, if requested).  
· Let interviewees know within one to two weeks of the outcome of their interview.  If the timeframe will be longer, tell applicants at interview or contact them afterwards to explain that the panel is still deliberating.
· There is no requirement on you to tell a person why they did not get the job.  Keep the discussion brief, positive and respectful.  
· If the person asks for feedback, make a time to call them back.  This allows you to review the panel’s interview notes and to prepare for the call (unless you have already done so).  Make sure you have kept good interview notes to refer back to when preparing your feedback.
	Example script:

Hello [name], its [name] from the City of Greater Dandenong.  I was one of the panel at your recent interview for the position of [insert].

Firstly, I’d like to say thank you for applying to work at Council.  We appreciated the time and effort you put into your application. 

However, I’m calling to let you know that you haven’t been successful on this occasion.  As you can imagine, we had a number of applicants for this position.  The final candidate was a better match with the job requirements. 

OR

However, I’m calling to let you know that you haven’t been successful on this occasion.  Although you met the Key Selection Criteria for the position, on this occasion, another applicant demonstrated a higher level of knowledge, skills and experience than was required.

[If true] We enjoyed meeting you and we’d welcome any further applications from you.  

Thanks again for your time and we wish you well in your future job search activities.

[If the applicant asks for feedback] Yes, I’m happy to give you feedback on your interview.  However, I want to make sure I have all the relevant information in front of me when I do that.  Can I make a time to call you back?  What is the best number for me to call you back on?




STEP TWO – PROVIDE FEEDBACK TO UNSUCCESSFUL INTERVIEWEE
General suggestions:

· Call the applicant back at the arranged time.  Make sure you have considered and prepared the relevant information from the panel papers. 
· Keep notes of the feedback conversation you have with the applicant.  
· Be polite and professional at all times.  Remain calm if the situation gets heated and never argue back.
· Sometimes when providing feedback, a candidate can try to negotiate with you again or explain that they didn’t have chance to share some information that they now believe is relevant.  To avoid getting into a discussion about information they now wish to disclose, it can be helpful to focus on what the successful candidate was able to demonstrate (as they cannot argue with you as to whether the successful candidate does or doesn’t have these skills.)
Feedback:
· Take care not to be or appear to be discriminatory or judgemental.  Avoid making any references to the person’s functional assessment, and/or a psychometric test. If you are unsure as to whether the information could be misconstrued to be discriminatory, please contact an Organisational Development Consultant to discuss.
·  Do not make any specific descriptive details (for example, the way they dressed).

· Your feedback should be relevant, easy to understand and related to the requirements of the position, i.e. the skills, knowledge and attributes outlined in the Key Selection Criteria (KSC) in the Position Description.
· Focus your feedback on the extent to which the applicant demonstrated an ability to meet the KSC.  Identify strengths and weaknesses, giving equal time to each.  Make difficult messages easier to receive by alternating them with positive points.

· Tell the applicant something helpful. For example, tell them if they lack experience in a certain area or if they could gain another qualification to improve their skill set. 

· Back up your comment with relevant examples from their interview. If they didn’t give a particularly good answer to an important question, constructively tell them how they could have improved upon it. 
	Example scripts:

Your response to the interview question on leadership didn’t sufficiently demonstrate you have the ability to lead a large team in a busy work environment.  On this occasion the successful applicant provided an example which was a closer match to demonstrate how they would prioritise and allocate tasks to team members, based on their skills and abilities.

Your response to the interview question on managing conflict didn’t sufficiently identify the specific techniques you have used to manage interpersonal conflict between team members.  The successful candidate was able to provide the pane with very specific techniques they use in these situations.

Your response to the interview question on project management didn’t demonstrate that you have sufficient experience in financial management.




· Ensure the applicant understands the feedback by asking them questions and summarising your key points.
· Remember to thank the person once again, and again acknowledge their interest in Council. 
	Example script:

[If true] As I said to you the other day, we enjoyed meeting you and we’d welcome any further applications from you.  

Thanks again for your time and we wish you all the best in your future job search activities.
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