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Candidate Evaluation Forms
Sample 1 (General)
Candidate Name: 

	
	Evaluation of Qualifications
	

	Education:
	Exceeds

(
	Meets

(
	Below

(
	Notes:



	Experience:
	Exceeds

(
	Meets

(
	Below

(
	Notes:



	Technical Competencies:

	Exceeds

(
	Meets

(
	Below

(
	Notes:



	Behavioral Competencies:
	Exceeds

(
	Meets

(
	Below

(
	Notes:



	Overall Evaluation:

If below requirements, give reason:

	Exceeds

(
	Meets

(
	Below

(
	Notes:




For Office Use Only After Hire:

Date of Offer: ___________    Start Date: ____________   Position Title: _____________________________

Reports To: ____________________    Department: _____________________   Rate of Pay: ____________

Employment Classification:  

	· Full-Time
	· Part-Time (# of hours/wk)
	
	· Temporary (duration of assignment)


Comments: 

Sample 2 (Detailed)
	Job Title
	

	Name of Candidate
	


Fill in essential qualifications required for the job. Rate the candidate on the qualifications (i.e. education/equivalency, experience/training, technical and behavioral competencies, such as communication, customer service, leadership, resourcefulness, etc.) covered in the interview using the following evaluation.
	
	Evaluation of Qualifications

	Candidate Qualifications

	Candidate 1
	Candidate 2
	Candidate 3

	
	Name:
	Name:
	Name:

	
	Exceeds
	Meets
	Below
	Exceeds
	Meets
	Below
	Exceeds
	Meets
	Below

	Experience
	(
	(
	(
	(
	(
	(
	(
	(
	(

	Education/Training
	(
	(
	(
	(
	(
	(
	(
	(
	(

	Technical Competencies
	
	
	
	
	
	
	
	
	

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	Behavioral Competencies
	
	
	
	
	
	
	
	
	

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	Other job related factors taken into consideration
	
	
	
	
	
	
	
	
	

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	·  
	(
	(
	(
	(
	(
	(
	(
	(
	(

	Overall Evaluation
	(
	(
	(
	(
	(
	(
	(
	(
	(


	Overall Comments/Summary of Strengths and Weaknesses (can indicate training needs)

	

	

	

	

	

	

	

	

	

	


	Recommendation:
	Candidate 1
	Candidate 2
	Candidate 3

	(check one)
	· Hire
	· Hire
	· Hire

	
	· Pass on to next selection step
	· Pass on to next selection step
	· Pass on to next selection step

	
	· Do not hire
	· Do not hire
	· Do not hire


	Date:
	
	        Interviewer:
	


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
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