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What is the Purpose of First Interviews? 

 

- The purpose of first interviews is to quickly eliminate weak candidates. It’s 
impossible to tell whether someone is a good hire just from the first interview. 
That’s what the rest of the interviewing process is for. But the first time you 
interview someone, you will very quickly know whether or not you’d like to 
interview them again. If you use this technique you can save yourself significant 
interviewing time. 

- Hiring is a process of filtration. You start off with a pile of resumes to try and find 
the best person for the job. It’s impossible to interview every candidate, which is 
why each step of the process narrows down the selection. 

- Spending a lot of time on each resume or each first interview simply isn’t an 
option. This is why we recommend super-fast, focused first interviews of 
maximum 30 minutes. Preferably using phone interviews to save both of you 
time. 

 

Why do you need the Manager Foundation                                        

First Interview Questions Guide? 
 

The Manager Foundation First Interview Guide will show you the best first interview 
questions to ask to quickly filter and eliminate job candidates. 

 

What will the Manager Foundation                                                      

First Interview Questions Guide do for you? 
 

- The Manager Foundation First interview Questions Guide will save you time.  
- You don’t need to do face-to-face interviews for first round interviews. You can 

use phone interview questions to save time. Saving 50% of your first interview 
time is a very worthwhile saving – imagine what you can do with an extra day or 
two. 

 
  

The Manager Foundation 

First Interview                  

Questions Guide 

www.managerfoundation.com 

“Managing Made Easy” 

file:///C:/Users/Chantel/Documents/Chantel/Keith%20Tatley/Manager%20Foundation%20Modules/HIRE101/Resources/Final%20Drafts/www.managerfoundation.com
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What are First Interview Questions? 

 

- First interviews aren’t about the difference between the best and second best 
candidate. First interview questions don’t go into a lot of detail in individual 
competencies. Therefore first interview questions are not strongly competency 
focused like the second interview behavior questions.  

- First interview questions are more about a general check to see if this is the sort 
of person that does good work and will fit in well in the company.  

- Good first interview questions are the sort of interview questions that give you a 
lot of information in a short period of time. 

 

 

How will the Manager Foundation                                                      

First Interview Questions Guide Help You? 
 

The Pack contains everything that you need to: 
 

- Select the best first interview questions to ask job candidates; 
- Accurately record candidate responses; 
- Quickly filter and eliminate candidates so you can spend quality time on your 

second interviews. 
 

The Manager Foundation 

First Interview                  

Questions Guide 

www.managerfoundation.com 

“People, Performance, Profits” 
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"The secret of my success is that we have 

gone to exceptional lengths to hire the best 
people in the world."  

 

- Steve Jobs 
  

 

Note: 
 

 
This is part of the "Hiring for Performance" HIRE101 system - if you like this and find it 
helpful then you should use the system:    
 
http://managerfoundation.com/training/hire101 

 
 

The Benefits of Hiring for Performance: 
 

 
- Avoid poor hiring decisions; 
- Remove guesswork from the hiring process; 
- Get better at defining job requirements; 
- Consistently evaluate candidates; 
- Truly test candidate skills against job requirements and; 
- Improve organizational performance by having the right person in the right job 
 

But there is a wrong and a right way to run a recruitment process. Common problems 
of ineffective hiring include: 
 

- Poor staff performance and productivity; 
- Low staff engagement; 
- High staff turnover and; 
- Wasted time and money. 

 

 

 

“Managing Made Easy” 

www.managerfoundation.com 

 

 

About The Hiring for Performance – HIRE101 System 

http://managerfoundation.com/training/hire101
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Thank you for using this resource. We hope that you have found this useful. This 
resource is a sample of a larger solution. 
 

The Mission of Manager Foundation is to: 
 

• Help managers to manager their employees 
• Increase job satisfaction of employees 
• Increase company productivity and profitability 
 

By supplying practical, proven, people management solutions. If you are a 
manager you can get better employee performance in less time by using the 
Manager Foundation solutions. 
 

The Business Case for Management Solutions: 
 

A paid for product is the best way to get the benefits of our solutions – for the 
business and for you personally. To find out more about the business case of 
these techniques see this article: http://bit.ly/1a4K1q1. Selling solutions is how we 
fund the creation of this content. 
 

Solutions - Options: 
 

There are a range of solutions at different price points and support levels.  
 

 Self-directed solutions are where you purchase the system and supporting 
material and implement it yourself (this is the lowest price point) 

 Coached: A business coach assists in the implementation (this is more 
expensive because it includes the time of a qualified business coach) 

 

Relevant Solutions for this Resource: 

Hiring for Performance Module HIRE101 http://bit.ly/QXVmBZ 
 

 The complete “How to Hire” process 

 Improve performance by getting the best person for the job 

 Time saving recruiting process 

 Reduce bad hires 
 

Power Interview Pack. The Complete Interview Resource, Including: 
 

 Behavioral questions for testing and comparing skills 

 Questions & reference checks to avoid bad hires 

 Candidate values assessment 

 Interview checklist and more 
 

Get this solution here: http://bit.ly/QYceZg  
 

 

 

Next Steps: Getting the Best From Manager Foundation 

http://bit.ly/1a4K1q1
http://bit.ly/QXVmBZ
http://bit.ly/QYceZg
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A Good Hiring Process 

 

Hiring is expensive and time consuming. Getting the best person for the job is 
important which is why companies invest so much in the hiring process. But many 
companies forget a crucial step to hiring good employees. Around half of new hires 
don’t meet hiring expectations. 

 
 

Increases Bad Hires Too 

 

Missing this crucial step also increases the number of bad hires. A bad hire isn’t just 
bad at their job. A bad hire can demotivate the rest of the team and suck your 
management time & energy dry. Yet around 1 in 10 new hires turns out to be a bad 
hire.  
 

 

The Problem Isn’t What You Think… 
 

The reflex is to point a finger at the hiring process but that’s ignoring a large part of 
the problem. Because around half of bad hires aren’t bad hires on day one. 
Employees underperform and become bad hires when: 
 

 They fail to build good relationships and communications with peers, 
employees and their boss 

 They lose their motivation to care about doing a good job 
 

Successful managers prevent this because they know that a good hiring process 
doesn’t end the day the contract is signed. A good hiring process includes 
onboarding an employee for performance. 
 

 

The Managers Role in Employee Performance 
 

As a manager, you are responsible for the performance of your staff. Corporate 
onboarding processes such as security, health & safety and learning the company 
expense policy is important but is not motivational to employees. You only get one 
chance to make a first impression which is why Manager Foundation has the New 
Employee Onboarding for Performance module. 
 

 

New Employee Onboarding for Performance. Benefits include: 
 

 Effectively engage & retain new hires; 

 Encourage socialization and create a sense of belonging; 

 Set performance & delivery expectations; 

 Prevent new hires from turning into bad hires and; 
 Build functioning boss-employee relationships and communications 

 

 
 

Hiring Good Employees. The Forgotten Steps 
 – Special Mention 
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A good hiring process comprises a series of action steps. Have you completed all of 
yours? Are there additional resources that you still need? 

 

Additional Free Resources in this Series  

Job Description Template http://bit.ly/1kjNXsQ 
 

 Writing job descriptions is an important step in planning your staffing programs. 
They form the foundation for many important processes such as job postings, 
recruitment and selection, setting expectations, compensation, training and 
performance management.  

 Use the Manager Foundation Job Description Template to write accurate, 
comprehensive job descriptions.  

 

Job Competency Guide http://bit.ly/1jVFKdI 
 

 It is important to know what an individual must be capable of doing in order to 
be effective in their job.  

 Use the Manager Foundation Job Competency Guide to identify key 
competencies for specific jobs/ roles. 
 

Interview Question and Assessment Guide http://bit.ly/1thrblL 
 

 Create customized interviews using behavioral questions that effectively 
evaluate skills and job competencies. 

 

Interview Questions to Avoid Bad Hires http://bit.ly/1nrB3vQ 
 

 Avoid the unexpected costs of a bad hire by using customized interview 
questions that identify characteristics of bad hires.  

 

Values Assessment http://bit.ly/TPuqqc 
 

 Use the Manager Foundation Values Assessment to identify candidates that have 
values in common with your team and who would therefore be a good job fit. 

 

Reference Check Template http://bit.ly/1gwNinT 
 

 Checking references is an important step in the recruitment process. 

 Avoid making a bad hiring decision by using the Manager Foundation template as a 
guide to conducting a comprehensive reference check. 

 

Interview Checklist http://bit.ly/SaSJgS 
 

 Use the Manager Foundation Interview Checklist to ensure that you don’t forget 
any vital steps in the recruitment process. 

 

 

Additional Resources for Hiring for Performance 

http://bit.ly/1kjNXsQ
http://bit.ly/1jVFKdI
http://bit.ly/1thrblL
http://bit.ly/1nrB3vQ
http://bit.ly/TPuqqc
http://bit.ly/1gwNinT
http://bit.ly/SaSJgS
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The Mission of Manager Foundation is to Make Work a Better 
Place: 

 

The mission of Manager Foundation is to make work a better place: 
 

 Helping employees to find job satisfaction; 

 Helping managers with a difficult job and; 

 Improving employee performance through better engagement. 
 
We do this by providing management systems, resources and training for managers 
that focus on: 
 

 Proven time saving techniques; 

 Motivating employees by tapping into employees internal motivators which 
improves performance and;  

 Support & resources for managers. 
 

 

Make Managing Easy: 
 

 
Sign up for the free “Make Managing Easy” email series and find out about how 
the Management Sweetspot can: 
 

 Make the lives of Managers easier; 

 Make employees happier and; 

 Make companies more profitable 
 

www.ManagerFoundation.com/signup 
 

 

www.managerfoundation.com 

www.managerfoundation.com 

“Managing Made Easy” 

 

 

About Manager Foundation 

http://www.managerfoundation.com/inspiring-quotes
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Become a Manager Foundation Super User: 
 

 

Help Us to Spread the Message:  
 

Work, isn't working if:  
 

 Staff are unhappy at work; 

 Managers are stressed and; 

 Company profits suffer.  
 

The vision is to work towards a place where: 
 

 Employees are engaged and get job satisfaction from intrinsic motivators; 

 Managers have effective, time-efficient ways to manage staff and; 

 Companies are productive and profitable.  
 

If this is a vision that you feel is worth spreading then please help me to spread the 
message because I can't do it on my own.  
 

Join: http://managerfoundation.com/super-users/ to become part of the community 
and find out more. 
 

 

 

About Manager Foundation (Continued…) 

www.managerfoundation.com 

“People, Performance, Profits” 

http://managerfoundation.com/super-users/
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- Select your questions prior to the first round interviews; 
 

- Use the Manager Foundation First Interview Question Resources on the following 
pages as a guide; 
 

- Aim for a maximum of 10 questions (Your aim is to quickly filter and eliminate job 
candidates in a quick-fire 30-minute interview.) 
 

- Write the names of each candidate that you will be interviewing in the columns 
provided on each question page that you select. This allows you to evaluate and 
compare candidates against each other; 

 

 

 
 

TIP: Rather than writing lengthy notes, make the interview process more 

efficient and save time by using ticks, crosses or coloured dots marks to mark 
off the positive/ negative indicators displayed by each candidate for each 
question. You can even give a candidate two ticks for a really great reply. Refer 
to the example template below for guidance. 

  

 

 

Instructions for Using This Guide 
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First Interview Questions

Interview Question and Evaluation

Question Category:

Question:

Behaviors to listen for:

Candidate name
Sue 

Maxwell

Jack 

Bayers

Mike 

Black

Lisa 

Hayes

Melanie 

Perkins

Positive Indicators

Authentic reply

Candidate has vision 

and demonstrates 

ambition

Candidate has positive 

goals and aspirations

Negative Indicators

Shallow, unclear 

response

Candidate lacks vision

Poor ambition and goal 

setting

© Manager Foundation 20132014

First Interview Questions for Quick-Fire, 30-Minute Telephone Interviews

What are your career goals for the next year? What are your career goals for the next five years?

Begin the interview portion of the conversation with a discussion about the candidate's career plan.  

Asking a candidate to talk about their career goals is a good way to break the ice and put your interviewee 

at ease.  If you dive right into their resume (like 99% of interviewers) you'll get canned/ rehearsed 

answers that tell you what they think you want to hear.  You're looking for authenticity.  Ask them their 5 

year, and 1 year professional goals.  You'll get a good overview of your candidate, and good sense of their 

vision for themselves. 
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A proper introduction is important in any 

interview situation, and telephone interviews 

are no different.  In the introduction, start by 

introducing yourself, and thanking the 

candidate for setting time aside to speak with 

you.   

Then, take a minute to walk the candidate 

through your company's interview process so 

they know what to expect.  Explain the 

purpose of the first round interview and that it 

should take no more than 30 minutes.  

 

What Telephone Interview Questions Should You Ask?   

Consistency is key when conducting telephone interviews. Your aim is to make sure that 

you follow the same script for every candidate so that you eliminate variability from your 

interview process. Below you will find a selection of the best first interview questions. 

  

 
 

 

The Introduction 
 

 

 

First Interview 
Questions 



Page 13                                                                                   © Manager Foundation 2014 

  

 
 

The TWO questions you MUST ask job 

candidates. 
 

 

 

First Interview 
Questions 
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Fast Interview Process Question 1

Interview Question and Evaluation

Question Category:

Question:

Why This is Important:

Candidate name

Positive Indicators

Good problem-solving - 

quantifies or assesses 

problem first

Logical thought process

Tests assumptions

Identifies more than 

one solution

Good suggestions

Uses strengths, skills 

and knowledge

Collaborative (if good 

for the role)

Creative/ ambitious 

improvements

Negative Indicators

Uninterested in 

solution

Weak solution

Weak logic

© Manager Foundation 20132014

Interview Question for Fast Interview Process/ Initial Wide Funnel Filter

The biggest problem (or most important issue) in the role is X - what would you do to do solve this or 

improve this? 

Interviewing properly is time consuming, so you may as well kill two birds with one stone. When you are 

doing the initial wide funnel filter and speaking to many people you should take the opportunity to solicit 

advice. Similar to doing market research.
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Fast Interview Process Question 2

Interview Question and Evaluation

Question Category:

Question:

Why This is Important:

Candidate name

Positive Indicators

They have done their 

research

They know what the 

job requirements are

They can relate their 

capabilities to the job 

requirements

Negative Indicators

Important 

requirements are 

omitted

The skills as explained 

don't contribute to the 

job

© Manager Foundation 20132014

Interview Question for Fast Interview Process/ Initial Wide Funnel Filter

Tell me how you think you meet the requirements for this job. 

In the initial screening you are making sure they meet the minimum requirements in terms of 

qualifications, skills, experience etc. Asking them to explain how they fit the criteria is a good filtration 

process. 
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 Other First Interview Questions for the initial 
screening of job candidates (wide funnel filter process).  

 

 

First Interview 
Questions 
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Career Plan 
 

First Interview Question 1

Interview Question and Evaluation

Question Category:

Question:

Behaviors to listen for:

Candidate name

Positive Indicators

Authentic reply

Candidate has vision 

and demonstrates 

ambition

Candidate has positive 

goals and aspirations

Negative Indicators

Shallow, unclear 

response

Candidate lacks vision

Poor ambition and goal 

setting

© Manager Foundation 20132014

First Interview Questions for Quick-Fire, 30-Minute Telephone Interviews

What are your career goals for the next year? What are your career goals for the next five years?

Begin the interview portion of the conversation with a discussion about the candidate's career plan.  

Asking a candidate to talk about their career goals is a good way to break the ice and put your interviewee 

at ease.  If you dive right into their resume (like 99% of interviewers) you'll get canned/ rehearsed 

answers that tell you what they think you want to hear.  You're looking for authenticity.  Ask them their 5 

year, and 1 year professional goals.  You'll get a good overview of your candidate, and good sense of their 

vision for themselves. 
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Strengths/ Best At/ Like Doing 
 

First Interview Question 2

Interview Question and Evaluation

Question Category:

Question:

Behaviors to listen for:

Candidate name

Positive Indicators

Candidates strengths 

match the job 

requirements

Candidate likes doing 

the things that will be 

required for the 

position you are 

interviewing for

Negative Indicators

Candidate's strengths 

don't match the job 

requirements

Candidate likes doing 

things that are not 

relevant to the job you 

are interviewing for

© Manager Foundation 20132014

First Interview Questions for Quick-Fire, 30-Minute Telephone Interviews

What are your strengths? What are you best at doing and what do you like doing most?

This is the start of your job candidate career audit. People tend to like the work that they'r good at doing. 

This will give you insight to the type of work in which the candidate excels.
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Dislikes 
 

First Interview Question 3

Interview Question and Evaluation

Question Category:

Question:

Behaviors to listen for:

Candidate name

Positive Indicators

The aren't many things 

the candidate dislikes 

doing

The things the 

candidate dislikes doing 

are minor/ trivial

The things the 

candidate dislikes doing 

aren't relevant to the 

job you are 

interviewing for

Negative Indicators

The candidate has 

many dislikes in their 

current/ previous jobs

The things the 

candidate dislikes doing 

indicates that they 

won't be good at doing 

key things required for 

the job you are 

interviewing for

© Manager Foundation 20132014

First Interview Questions for Quick-Fire, 30-Minute Telephone Interviews

Based on your previous work experience and your current job what don't you enjoy or dislike doing in your 

job?

This is the continuation of your job candidate career audit. The candidates answers will give you an 

indication of the things they are not good at doing.
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Job History 
 

First Interview Question 4

Interview Question and Evaluation

Question Category:

Question:

Behaviors to listen for:

Candidate name

Positive Indicators

Candidate willingly 

answers giving clear, 

concise information 

and details

Candidate is confident 

in their response

Candidate indicates 

positive performance 

references

Negative Indicators

Candidates response 

does not correspond to 

the information on 

their resume

Candidate is hesitant to 

supply information

Candidate is not 

confident that they will 

receive a positive 

performance reference

© Manager Foundation 20132014

First Interview Questions for Quick-Fire, 30-Minute Telephone Interviews

Who did you report to at company XYZ? If I them for a reference on you what will they say about your 

performance there?

Reserve questions relating to job history until the midpoint of the interview. If you don't get the desired 

responses to your questions regarding career path, strengths and dislikes then there is no point continuing 

with the interview and job history won't be relevant. Ask basic questions to verify job history. Reluctance 

to divulge information or contradictory information should be your red flag indicator.
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New Job/ Role Discussion 
 

First Interview Question 5

Interview Question and Evaluation

Question Category:

Question:

Behaviors to listen for:

Candidate name

Positive Indicators

Candidate has 

researched the 

company and the role 

you are interviewing 

for

Candidate believes that 

he/ she will be a good 

job fit

Candidate gives good, 

positive reasons why 

they will be a good job 

fit

Negative Indicators

Candidate has poor 

insight to the job and 

the company

Candidate is not sure 

that they will be a good 

job fit

Candidate offers poor 

or no supporting 

reasons why they will 

be a good job fit

© Manager Foundation 20132014

First Interview Questions for Quick-Fire, 30-Minute Telephone Interviews

Read a brief summary of the role from the Job Description that you've created, and then ask the 

candidate: What do you know about this role and the company? Do you feel that you are a good fit for the 

role?  

If the interview is proceeding well and you're still getting the replies you're looking for then you 're ready 

to talk about the position you're interviewing for. Strong candidates will have done their homework and 

will have good insight to the role and the company. They will be confident that they are a good job fit and 

will be able to substantiate their answer.   
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Wrap-up the interview with three, quick 

questions.  You'll know by their answers 

whether or not your candidate is truly 

interested and available for employment 

with your company.  

 1. What is your availability/ notice 

period for taking this job? 

 2. Do you have any offers pending that 

will make it hard for you to follow through 

with our interview process? 

 3. Is there anything that you feel is 

relevant to our conversation that we 

haven't yet discussed? 

End the call by thanking the candidate for their time. Confirm the next steps in 

your interview process 

 

 

First Interview 
Questions 

 
 
 
 
 

 First Interview Wrap-Up and Next Steps 
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Copyright and Licence Agreement: 
 

 

These materials are licences for the use of the license holder only. They may be amended 
as wished but if you do so you must credit the original source. The licence holder is the 
person who received the document as part of a purchased module/training course or as a 
promotional download.  
 
If you are not a licence holder and wish to get your own copy then see the Manager 
Foundation website www.managerfoundation.com for more information. 
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