
 
 
 
 
 
 
 
 
 

Top tips for Shortlist Selection & Effective interviews 
 

Shortlist Selection 
Application review process – Having a clear job description is invaluable when assessing applications.  At 
LU our team always ensure there is a clear understanding of how we are ‘scoring’ applications, especially 
if several are involved in the process, so that each candidate is on a level playing field.  The scoring method 
and level should also accurately reflect the likely ability of those applying, for example students may not 
have direct work experience but will still have relevant and attractive skills for the role advertised.  
 

Involve colleagues - Incorporating a variety of people in the process helps reflect diverse viewpoints, and 
of course the employer department hiring should have direct input to staffing requirements and 
decisions. 
 

Remain neutral - Using a scoring system that is neutral and fair means that all candidates are measured 
by the same values such as skills or experience on tasks.  Ideally applications are depersonalised to avoid 
unconscious bias, such as removing name, gender, date of birth, nationality and so on. 
 

Effective Interviews 
Be organised – Stick to a timeline for the recruitment process and allow enough notice for the candidate(s) 
– and yourself – to prepare for the interview. Provide the candidate(s) being interviewed with clear 
information of time and place, or a link if the appointment is virtual.  Be ready to consider alternative 
dates if a candidate cannot attend the suggested appointment and, similarly, ensure any colleagues 
involved in the interview(s) are also provided with the relevant information well in advance. 
 

Prepare! 
o Send each candidate an outline of how the interview will be structured any pre-interview tasks if 

appropriate for example if you are asking the candidate to prepare answers to questions, or any 
practical checks that are required such as a visa or passport.  

o Spend time familiarising yourself properly with each candidate’s application and ensure any 
colleagues involved also do the same. 

o Pre-prepare what questions you will be asking, including general questions and ones specific to each 
candidate.   
These should cover a variety of question types such as: 

• Motivation – “What was it about this role that motivated you to apply for this position?” 

• Competency – “Describe a situation where you had to deal with someone who you struggled 
with interpersonally. How did you handle it?  

• Strength based – “When did you achieve something you’re proud of?”  
o Plan how the time during the interview will be scheduled in order to stay on track, for example: 5 

mins intro / 20 mins interview / 20 mins candidate questions / 5 mins next steps 
 

Don’t forget an interview is also a chance for you to impress the candidate!  Make them welcome and 
then introduce the people on the interviewing panel, ask questions to the candidate and be prepared 
to answer any questions the candidate(s) may have about your organisation or the job role.   

 



Interview scoring & neutrality – As with Applications, be clear how you are ‘scoring’ each candidate with 
their interview to make it a fair process so all candidates are measured in the same way, without bias.  
Ensure colleagues involved in the interview panel are diverse and also familiar with the scoring system. 
 
Review – Once an interview has finished, take time to review it straight afterwards and complete the 
scoring and any notes for that specific candidate while it is clear in your mind, especially if you have a 
few interviews arranged.  This is invaluable for students so do also take time to give unsuccessful 
candidates constructive feedback so that they can improve for next time.  
Once you and the panel have compared all candidates a decision can be made - but don’t hang around, 
the best candidates are often considering more than one opportunity! 


