VIDEO Interview Script ADM – I SCRIPT
Test audio_____ Test video______
(Candidate Name) ...due to client business expansion, and this role is now available…interview will focus on your skills for fulltime employment as an ADMIN ASSISTANT…OK

1. Did you receive a copy of the job description? Yes_____ No______  

2. From the requirements of the job description, why do you believe that you would be able to perform the role successfully if hired?_______________________________

3. What made you decide to work in Office Administration type work? 
_____________________________________________________________________

4. How much Office Administration job experience do you currently have?_________

5. The role will require that you set appointments...Do you have any appointment setting experience?  _____ (If not experience, ask are you willing and able to learn or to schedule appointments?_______
6. The role will also require that you conduct customer feedback surveys ...._____ Will you be willing and able to conduct feedback surveys if selected?________________   
7. The job description also requires that you manage the office diary …_____ Do you feel confident that you would be able to accurately schedule meetings?  

********************* SHORT INTERVIEW STOP POINT****************** 

8. ASK YOUR SPECIAL QUESTION NUMBER ONE_______________________
9. ASK YOUR SPECIAL QUESTION NUMBER TWO_________________________
10. ASK YOUR SPECIAL QUESTION NUMBER THREE_______________________

11. On a scale of 1-10, 10 being highest, how to you rate yourself in:-
· Communication ____ Time management____ Multitasking_____ 
·  Adaptability____ Problem solving____ Computing ______

12. To be selected, you maybe required to achieve ISO 9001 certification while working... Do you know what ISO is (explain)? ...will that be a problem?...ISO is a global quality management certification that companies have so that they can get big government contracts…..as it confirms the company produces HIGH quality work… OK…

13. What is most important to you in deciding to join a new company: - Culture____ Team____ Work/life____ Benefits_____ Progression____ Good wages____

14. Just to re-confirm…your salary expectation is_____ and your notice requirement is_____ 
SUMMARY CLOSE
Thank you for taking part in this interview…. you can expect a response from the Selection Panel within 1-3 days from today…, please do not forget to respond to any emails sent to you by us, so as not to miss out on this excellent job role…., be informed that references will be required for this role…., so you can get them ready for us…OK, otherwise you may lose out on this excellent job role, … any questions..... (Get No)  BYE NOW
