
Interview Question Design Worksheet 
Use this worksheet to design intentional, aligned interview questions. 

1. Define What Matters
Area Your Input 

Top 3 Priorities 

Priority 1

Priority 2 

Priority 3

Key Behaviors 

Leadership Traits 

2. Translate Into Questions
Priority Primary Question Follow-up Question 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

3. Assign Interview Ownership
Area Interviewer Responsible 

4. Post-Interview Reflection
Question Notes 

Did we learn what we needed? 

What worked well? 

What needs to improve? 



 

  

 
 

Interview Notes 

Candidate Information 
Candidate Name  

Role  

Date  

Interviewer  

1. Key Areas Being Evaluated 
Priority Area Notes 

  

  

  

2. Interview Questions & Observations 
Question Asked Candidate Response Initial Impression 

   

   

   

   

   

   

   

   

3. Behavioral Observations 
Area Notes 

Communication Style  

Composure Under Pressure  

Accountability / Ownership  

Listening Skills  

4. Alignment to Role Expectations 
Criteria Evidence Observed Strength 

   

   

   

5. Concerns or Gaps 
 

 

 



 

 

6. Overall Assessment 
Move Forward Yes / No / Need More Info 

Why  

Additional Notes  

7. Miscellaneous and Final Notes 
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