	
	
	



University of Illinois at Urbana-Champaign
Example Evaluation Forms
When reviewing candidates, it is essential that an established evaluation process is determined which will be used to assess all applicants in the same manner. The plan for how candidates will be evaluated should be determine before any applications are reviewed. In addition, the evaluation should be based on objective and job-related criteria. 
On the next couple of pages, are some examples of evaluation forms. They are provided as a general template. Hiring departments should feel free to make their own version, which is specific to the duties and qualifications of the position being filled. 
Once the evaluation form has been established, please save a copy to be provided to the search coordinator, as this will need to be attached to the Hire from Search form which must be completed prior to making an offer. 


Example Evaluation Form #1

Candidate Name: ___________________________    Position: _____________________________
Interviewer Name: __________________________    Interview Date: _______________________
Evaluation Criteria
Please rank the candidate’s overall qualifications for the position to which they applied. For each category listed, please give the candidate a number rating based on the scale provided. In addition, there is space for comments, if applicable. Please ensure all comments are job-related. 
1 = Unsatisfactory/Unknown     2 = Below Average     3 = Average     4 = Above Average     5 = Exceptional
	Education: the candidate has the appropriate education qualifications and training for the position	
	1
	2
	3
	4
	5

	Prior Career Experience: the candidate meets the minimum criteria for prior experience, skills, and qualifications
	1
	2
	3
	4
	5

	Communication: the candidate demonstrated effective communication skills during the interview
	1
	2
	3
	4
	5

	Interest: the candidate expressed interest and/or enthusiasm for the position
	1
	2
	3
	4
	5

	Knowledge of Department: the candidate showed evidence of learning about the department before the interview
	1
	2
	3
	4
	5

	Interpersonal Skills: the candidate explained examples of experience with good team building/interpersonal skills
	1
	2
	3
	4
	5

	Time Management: the candidate was able to articulate instances of good time management skills
	1
	2
	3
	4
	5

	Customer Service: the candidate expressed examples of time when they provide excellent customer service
	1
	2
	3
	4
	5

	Overall Recommendation: overall impression of the candidate being qualified for the position 
	1
	2
	3
	4
	5

	Additional Comments:



Adapted from SHRM Candidate Evaluation Form

Example Evaluation Form #2

Candidate Name: ___________________________    Position: _____________________________
Interviewer Name: __________________________    Interview Date: _______________________
Please indicate which of the following apply to your review of the candidate (check all that apply):
· Reviewed candidate’s CV
· Reviewed candidate’s letters of recommendation
· Attended candidate’s interview
· Attended candidate’s presentation or job talk
· Attended meal with candidate 
· Other (please explain): ________________________________________________________
Evaluation Criteria
Please rank the candidate’s overall qualifications for the position to which they applied. For each category listed, please give the candidate a number rating based on the scale provided. In addition, there is space for comments, if applicable. Please ensure all comments are job-related. 
1 = Unsatisfactory/Unknown     2 = Below Average     3 = Average     4 = Above Average     5 = Exceptional
	Evidence of, or potential for, scholarly impact
	1
	2
	3
	4
	5

	Evidence of, or potential for, research productivity
	1
	2
	3
	4
	5

	Evidence of, or potential for, research funding
	1
	2
	3
	4
	5

	Evidence of, or potential, for collaboration
	1
	2
	3
	4
	5

	Evidence of, or potential to, attract and supervise grad students
	1
	2
	3
	4
	5

	Evidence of, or potential to, teach undergraduates
	1
	2
	3
	4
	5

	Evidence of, or potential to, work with and teach diverse students
	1
	2
	3
	4
	5

	Experience aligns with current needs or priorities of department
	1
	2
	3
	4
	5

	Overall Recommendation: overall impression of the candidate 
	1
	2
	3
	4
	5

	Additional Comments:



Adapted from Harvard Sample Candidate Evaluation Sheet
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