	INTERVIEW ASSESMENT WEIGHTING SHEET FOR:
	

	ADMINISTRATION/RECEPTION/SUPPORT ROLE
	

	


	

	APPLICANTS NAME:
	
	DATE:          /          /

	

	Requirement
	Comments
	Rating
(out of 10)
	Weighting
(for office) 
	Weighted Score

	
	This #
	X
	This #
	=
	This #

	
	E.g.
	

	Confidence with people
	
	
	10
	

	Personal appearance and presentation
	
	
	10
	

	Telephone manner
	
	
	10
	

	Computer skills
	
	
	8
	

	Written presentation and English skills
	
	
	7
	

	Attitude to work
	
	
	8
	

	Ability to communicate with a wide range of people
	
	
	9
	

	Typing speed and accuracy
	
	
	8
	

	Secretarial skills
	
	
	5
	

	Initiative/ability to work alone
	
	
	5
	

	Other Equipment Operation (fax, photocopier etc)
	
	
	5
	

	Ability with handle workload time pressures (and be flexible)
	
	
	10
	

	Knowledge/Interest of the industry
	
	
	6
	

	Attitude to mundane tasks
	
	
	8
	

	Likelihood of staying greater than 1 year
	
	
	8
	

	“Fit” into office culture
	
	
	10
	

	
	Total:
	



[bookmark: _GoBack][image: ]
image1.png
()

BUSINESS WITHMILES

Coaching Leaders in Real Estate





