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	The purpose of a phone screen is to determine if the applicant has the minimum qualifications needed. After you have conducted a phone screen, you should be able to know if you want to invite them in for an interview. The phone screen should take no more than 10 - 15 minutes. At the end of the call, you may or may not invite them for an interview. 

	A best practice is to schedule phone screens in advance.  
Have your interview times and dates schedule before you phone screen. 

	Phone Screen Script

	Opening

	Hi ___________My name is ___________  Department at UC San Diego, Student Life.   Is now a good time to talk?

Thank you for your application. I am the hiring supervisor and responsible for the initial screening of applicants for the ________________ position. I have a few questions I'd like to ask you.  Would this be a good time for a brief interview or would you like to schedule a time?

	Questions

	Question #1: Please tell me why you are interested in this position and what is it about your experience that you feel qualifies you for this position?

	Tell me about a time when you had to explain something you knew well to someone who had difficulty understanding the subject. What did you do?

	Question #2:  INSERT COMPETENCY BASED QUESTION:  

	Question #3: INSERT COMPETENCY BASED QUESTION

	How do you approach rebuilding a customer relationship that has deteriorated? Give an example and the outcome.

	Discussion:  State the salary range for the position to the candidate.  

	Discussion:  State some of what you are looking for in a candidate 

	Discussion:  State the position desired start date.

	Closing

	If you are NOT interested: "Thank you for your responses.  There are additional candidates that we’ll be speaking too and once a final decision is made, we will follow up with the candidates who will be proceeding onto the next stage in the process.  

	If you are interested: "When possible, we utilize references to determine who we want to bring in for an interview. We use and online reference assessment called Skillsurvey. Would you be comfortable with us checking references at this time? Based on the results, compared to others we are screening, we will identify our top candidates to bring in for formal interviews."
- If they say, "No, I can't at this time."
     ° "I understand. We will still need to check references at a later time if you are a final candidate. We are willing to interview you at this time. Let' schedule it."

- If they say, "Yes, I'm comfortable."
    ° "Great!  A member from our Student Life HR office will follow up and provide further instructions on how to complete this process. "

	Other items you may want to address during a phone screen:

	° Work Schedule for the position (especially if the position is part-time or has an abnormal work schedule

	° If the candidate is located out of the area, ask about their relocation plans

	° Provide them with a timeline of interview process (especially if you will be moving quickly or if there will be delays due to vacations



