INTERVIEWER'S
GUIDE TO
REMOTE
INTERVIEWS

PREPARING FOR A REMOTE INTERVIEW
Treat the interview as you would a face-to-face, including dressing appropriately.

FINDING A LOCATION
Set up in a quiet, clutter free and well-lit location, avoiding an empty room to prevent
any sound echoing on the call. If you're at risk of external noise, use headphones.
Remove distractions and reduce the chances of people in the background, or pets
making an appearance. If you're at risk of this, position yourself in front of a plain wall.

USING MICROSOFT
TEAMS
Test run Microsoft Teams before
the interview to familiarise yourself
with the functionality.
Activate your webcam so that you
can be seen via video, as this
provides a better interview
experience for all parties.

Let anyone around you know that you are interviewing, to ensure they don't interrupt.

GETTING READY
Ensure that your webcam is an arm's length away from where you are sitting and that it
is at eye level (use books or a box to raise the height of your screen if necessary).
Get ready to take notes, familiarising yourself with the interview questions.

Have a backup plan in case of
technical issues and ensure you
have the candidate's contact
number so that you can dial them in
if needed. Please note that in this
instance, the candidate will join
audibly only.

MICROSOFT TEAMS LOBBY

NOTE TAKING OPTIONS

When an external candidate joins the meeting, they might automatically go into the
"Lobby". The interviewer must invite the candidate into the meeting when they are
ready, as follows:
1. Select 'Show participants'

2. Select 'Admit participant' in the lobby

DURING THE INTERVIEW
Introduce yourself and built rapport with the candidate before progressing to the
interview questions.
Ask the candidate how they are coping under the current circumstances and try to put
them at ease, as it may be their first experience of a virtual interview.
Be yourself as you will be better positioned to judge if the candidate is a good fit for
the role and the team. Explain to the candidate that you will be taking notes to help set
the scene and to manage their expectations.
At the end, thank the candidate for their time and ask if they have any questions.
Inform them of any next stage and timeframes in which they will hear back from you.

Print interview questions and
hand write notes.
Minimise Microsoft Teams to
facilitate reading interview
questions and typing notes on
screen or, if you have two
screens, use one for the video
and the other for typing notes.
If your internet connectivity is
poor, if you don't have a printer,
or if you have one screen and
you're unable to minimise
Microsoft Teams in order to view
both the video and the interview
questions simultaneously, you
may switch off your video and
use audio. Remember to turn
your video back on for the
candidates questions at the end.

