CDS Family & Behavioral Health Services, Inc.

INTERVIEW SUMMARY

House Manager/ Cook

	APPLICANT NAME:
	

	PHONE #:
	                                                                                 DATE:

	
     GENERAL INTERVIEW
	
PROMOTION INTERVIEW
	   JOB TITLE DESIRED:
	

	INTERVIEWER:
	
	TITLE:
	

	
	
	
	


	
1)  Review  the job description.  Is there any reason that you could not perform all of the components listed? 
	

	
	

	
	

	
	

	
	

	
2) Of the duties listed which two responsibilities are you best suited to perform and why?

     Which two will you require the most assistance or training?
	Max 4 points

	       1point for each supporting reason noted  (up to 2 pts.)           1 point for each problematic issue (up to 2 pts.)


	Total____

	
	

	
	

	
	

	3) Please explain in detail all the job training, education and/or work & life experience that you have had as it relates to each of the responsibilities listed. 
	Max. 4 points

	        FORMCHECKBOX 
  0 if background not applicable                              FORMCHECKBOX 
  3 if above average level of exp. & background
	Total  _____

	        FORMCHECKBOX 
  1 if below average level of exp. &  background    FORMCHECKBOX 
  4 if superior level of exp. & background
	

	        FORMCHECKBOX 
  2  if average level of exp. & background 

      
	

	
	

	
	

	
	

	
	

	
4) Describe a situation that created a conflict between you and your supervisor or a coworker.  What did 

     you  do to resolve the problem?
	Max 2 points

	      FORMCHECKBOX 
1 point for acknowledging conflict                FORMCHECKBOX 
1 point for acceptable response                        
	Total _____

	
	

	
	

	
	

	
	

	
	

	5) If we contacted your most recent supervisor what would he/she describe as your strengths and areas in need of improvement? 

       FORMCHECKBOX 
 1 point for acknowledging strengths          FORMCHECKBOX 
 1 point for acknowledging areas for improvement 
	Max 2 points

	
	

	
	Total _____

	
	

	
	

	
	

	
	

	6) What steps are you currently taking to address the areas which you believe need improvement?
	Max. 2 points

	       1 point for each  acceptable action identified up to 2 points
	Total _____

	
	

	
	

	
	

	
	

	7) How  can a supervisor assist you in being successful and effective in the process of learning this job?  

    (Describe your learning style.)


	Max. 3 points

	         1 point for each idea identified up to 3 points
	Total _____

	
	

	
	

	
	

	
	

	8) How will you establish yourself as a team player in our work environment?
	Max. 3 points

	          FORMCHECKBOX 
  1 point for asking questions of staff           FORMCHECKBOX 
  1 point for learning the rules
	Total _____



	          FORMCHECKBOX 
  1 point for other appropriate response 
	

	
	

	
	

	
	

	
	

	
	

	9)  Give an example of your style when it comes to coordinating and organizing needs.


           FORMCHECKBOX 
 1 point for having any organizational system                       FORMCHECKBOX 
 1 point for regular maintaince of records 


	Max 4 points

	
	Total _____

	           FORMCHECKBOX 
 1 point for acknowledging the need to be neat                    FORMCHECKBOX 
1 point for other appropriate response 


	

	
	

	
	

	
	

	
	


	10) The house manager position is responsible for many Quality Assurance areas that result in the need for program  

       compliance, what specific steps would you take to ensure we meet and exceed the standards in those specific  

       areas?
	Max 3 points

	          FORMCHECKBOX 
  1 point for learning the QA standards      FORMCHECKBOX 
 1 point for following the concept of practice vs. policy
	

	          FORMCHECKBOX 
  1 point for other appropriate response 
	

	
	Total _____

	
	

	
	

	11) What prompted you to apply for this position?
	

	          FORMCHECKBOX 
  1point for meaningful work                                       FORMCHECKBOX 
  1 point for developing skills
	Max. 4 points

	          FORMCHECKBOX 
  1 point for association w/ a quality organization       FORMCHECKBOX 
  1 point for other positive response
	Total _____

	
	

	
	

	
	

	
	

	12) Professional Demeanor
	

	           FORMCHECKBOX 
  1 point for appropriate appearance              FORMCHECKBOX 
  1 point for appropriate affect
	Max. 3 points

	           FORMCHECKBOX 
  1 point for appropriate verbal responses      FORMCHECKBOX 
  1 point for appropriate behavioral responses
	Total _____

	
	

	                                                                                                                                                     Maximum Points Possible:
	34

	                                                                                                                                                     Applicants Total Points:
	

	
	

	
	

	Comments:
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