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Interview Schedule Process 
 

 

Interview Options 

As you design the timeline and components of your interview process, give consideration to the level of the 

position you are hiring for and the appropriate amount of resources to invest in the process. Elements of the 

interview process may include phone screening interviews, video interviews, and on-campus interviews.  

 

For entry-level positions, plan to have a succinct interview process that helps you assess the candidate’s overall 

viability for the role without over utilizing time or financial resources. This may include one round of screening 

interviews followed by up to a half-day on campus interview for the top candidates. 

 

For mid- or senior-level positions, plan to have a more in-depth process that helps you and campus stakeholders 

assess the candidate’s overall viability for the role from multiple viewpoints. As these positions may have more 

reach, consideration to who needs to be part of the interview process should be a focus. The interview process 

may include phone screening interviews, a second round of video interviews, and a full-day campus interview for 

top candidates.  

 

Throughout the process it is important to remember that the candidate is often interviewing us just as 

much as we are interviewing them.  

 

More information about interview component options is provided in the section below. 

 

Screening (adapted from https://hr.fas.harvard.edu/telephone-screens)  

The purpose of screening is to help determine which candidates you would like to invite to campus for interviews. 

Generally, screening is a time to assess whether or not a candidate’s qualifications, skills, and compensatory needs 

match the position. You should set questions related to the foundational skills and experiences necessary for 

success in the position, and ensure all candidates are asked the same questions. You may also ask follow-up 

questions if an individual candidate gives a response that warrants additional probing (i.e., “Tell me more about 

your role as a member of the team”).  

 

Depending on the level of the position you are hiring for, screening interviews can last between 15 minutes to 1 

hour. Based on the size and overall quality of the candidate pool, additional screening interviews may be 

necessary. These interviews may be conducted via phone or video conferencing programs such as Zoom or Skype. 

To reduce bias, the same method should be used for all candidates.  

 

There are a variety of thoughts about the pros and cons of conducting screening interviews over the phone vs. 

video conference. (https://hraffiliates.com/in-person-vs-phone-interview-candidate-pros-cons/) 

 

Phone Interview Advantages: 

• Candidate has more flexibility to choose a comfortable setting 

• Ability for candidate to use notes  

• Phone Interview Disadvantages:  

• Difficult to build rapport with candidate  

• Less accessible  

 

https://hr.fas.harvard.edu/telephone-screens
https://hraffiliates.com/in-person-vs-phone-interview-candidate-pros-cons/)
https://hr.fas.harvard.edu/telephone-screens
https://hraffiliates.com/in-person-vs-phone-interview-candidate-pros-cons/)
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Video Interview Advantages: 

• Easier to assess candidate’s body language and non-verbal presentation 

• Increased opportunity to build rapport with candidates 

• More accessible option 

• Video Interview Disadvantages: 

• May cause difficulty for candidate to find suitable location 

• Increased likelihood of technical difficulties 

• Could create bias in process based on candidate’s perceived identities 

 

Final Round Interviews (adapted from https://www.washington.edu/diversity/staffdiv/hiring-
toolkit/candidate-review-selection/)  
 
Once a top pool of candidates has been selected, final round interviews should be scheduled. The purpose of final 

round interviews is to explore the candidate’s qualifications and skills in-depth. While final round interviews 

generally occur in-person, you should consider the time and budget constraints for both the department and 

candidate when a non-local candidate is in the top pool. If the interview elements can be performed using phone 

or video interviews, and stakeholders can get the information they need to assess candidates to the same degree 

they would if the candidate were on campus, an in-person interview may not be necessary. However, you should 

also assess whether or not a candidate’s physical location on campus would aid in their recruitment. 

Regardless of the format you choose (phone, video, in-person, etc.), it is important that you use the same format 

for all candidates. 

Interview Schedule 

Interview schedules can be highly variable. While more entry-level positions may take place over a half day, mid 

and senior level positions may occur over a full day or multiple days. The length of the interview should be 

determined based on the following considerations: 

• Skills and experiences that need to be assessed based on the position description 

• Time needed to show the candidate relevant portions of campus 

• Amount of stakeholders that should be involved in the interview process (students, peers, team members, 

etc.) 

• Communication methods to be assessed (presentation style, group and individual communication, etc.) 

• Consideration for candidate down time  

 

A sample half-day interview schedule, which could be more appropriate for entry-level positions, may look as 

follows: 

• Welcome and Overview of Schedule with Hiring Manager (15 minutes) 

• Interview with Team Members (45 minutes) 

• Interview with Stakeholders (60 minutes) 

• Break (15 minutes) 

• Interview with Supervisor (45 minutes) 

 

A sample full-day interview schedule, which could be more appropriate for mid- or senior-level positions, may 

look as follows: 

• Welcome and Overview of Schedule with Hiring Manager (15 minutes) 

• Campus and Work Space Tour (45 minutes) 

https://www.washington.edu/diversity/staffdiv/hiring-toolkit/candidate-review-selection/
https://www.washington.edu/diversity/staffdiv/hiring-toolkit/candidate-review-selection/
https://www.washington.edu/diversity/staffdiv/hiring-toolkit/candidate-review-selection/
https://www.washington.edu/diversity/staffdiv/hiring-toolkit/candidate-review-selection/
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• Interview with Team Members (60 minutes) 

• Presentation and Q&A with Stakeholders (45 minutes) 

• Break (15 minutes) 

• Lunch with Host and Down Time (90 minutes) 

• Interview with Peers (45 minutes) 

• Interview with Selection Committee (45 minutes) 

• Interview with Supervisor (60 minutes) 

 

Interview Considerations 

Travel and Meals 

Final round interviews can include a significant amount of logistical oversight, and should be planned as early in 

advance as possible. If a candidate is traveling to campus, arrange details including accommodation and transport 

to and from campus early and communicate these with the candidate at least 1 week prior to the interview. It can 

be helpful to designate a “host” for each candidate so that they have a single point person for any questions or 

issues that arise. Additionally, for interviews that occur over a typical meal hour, you should communicate with the 

candidate about whether or not meals will be provided.  

You should also ask the candidates what their needs are prior to planning the in-person interview. This includes 

consideration for accessibility needs. Giving the candidate an idea of the format of the in-person interview in 

advance may help them share their needs with you. You can find accessibility language in the communication 

templates portion of this document.  

A candidate’s needs may also include any necessary accommodations, whether the candidate prefers to have 

more down time or more scheduled time, and if the candidate would like any recommendations for food and 

entertainment in the area. Remember that the candidate is often interviewing us just as much as we are 

interviewing them.  

Stakeholder Involvement  

For all interviews, it is important to consider who should be a part of the process. In determining who should be 

invited to participate in the interview process, you may consider the following: 

• What teams would this person serve on? 

• Who does this person report to? 

• Who does this person supervise, directly or indirectly? 

• Who are this person’s peers? 

• With whom would this person communicate with on a regular basis? 

• What other units are impacted by this person’s work?  

• Who is most impacted by this individual’s work?  

• How is the student voice represented in the selection of this position? 

• What populations and/or perspectives might be underrepresented in the selection process? 

• Whose involvement in this process might help the candidate decide if we are a good fit for them?  

• Who will help give the candidate an honest sense of the work they will be doing? 
 

Tips 

• Try to schedule a campus and/or office tour as part of the interview process. This may help the candidate 

get a better sense of their work environment. 
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• When possible, designate a host to serve as a point person for the candidate. The host may pick the 

candidate up from the airport or hotel, walk them to and from interviews, get meals with the candidate, 

and answer any questions they have during the process. 

• For in-person interviews, send the candidate their itinerary, including names and titles of who they will be 

interviewing with, in advance.  

• If multiple candidates for the same role are on campus at the same time, try not to have candidates cross 

paths.  

• Consider providing a hard copy of the questions to the candidate during the interview. This will help the 

candidate follow along and refer back to the question as needed. 

• Reserve rooms and time on calendars for interviewers at least 2 weeks in advance. Send reminder emails 

to encourage individuals to attend interviews.  

• Ensure the candidate has multiple opportunities to take a short break to go to the restroom or get water. 

• The candidate may have questions about places to eat or activities to do after the interview. Have a few 

suggestions ready to help the candidate get a sense of Seattle, if they are interested in that. 
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