INTERN INTERVIEW SHEET
Office of Information Technology, State of Maine


Date:________________________   Time:________________ Location:___________________

Name of Intern (Candidate)_____________________________________
Interviewers:

Please start the interview by a brief description of your role in OIT, a short overview of the intern position, and provide the job description, if the candidate does not have one.

· Did you get a chance to look over the internship description? Do you have any questions about it? 

· What interested you most about this particular internship? 

· Why do you want to intern with us? 

· This internship will involve training with new technology and regularly learning or adjusting to our program needs. Describe a time when you had to learn a new technology task or a skill?   What was the outcome? 


· You will be working with a diverse group of highly technical individuals and sometime working in tight deadlines with team members.  Do you consider yourself a people person and comfortable working in teams? 

· How does an internship at OIT fit into your career goals? 

· What do you want to achieve here while you are with us? 

· What specific skills would you like to learn while interning here? 

· What would your last supervisor or professors say your strengths are? What would s/he say your areas for improvement are? 

· Are there any skills or achievements that you'd like to share with us? 

· Give me an example when you had to learn a new task or complete a task but was having difficulty following specific guidelines or policies, how did you handle this situation? If you don't have any personal experience with this, what would you do in a situation like this? 

· What is your experience with networking, applications, or specifically technology skills? 

· What is your experience with computers and are you comfortable with programs at a beginning, advanced or very advanced level?  How would you rate your skills? 
· Do you have any questions for me? 

· When would you like to start? What hours would you like to work? 

· (If the interviewee is completing the internship for school credit or other organization's program) What sort of paperwork should I expect to fill out? 





INTERVIEWER(S) REVIEW SHEET
Please observe the intern candidates during the interview and seek evidence on behaviors and answers to the interview questions to answer below:
Use a scale of 1 to 3 and check the box for appropriate number beside each area
1= poor, did not answer questions well, skill in technology weak
2 = average answers or responses, behaviors, technology skills average for entry level
3=excellent answers, gave details, and technology skills average or above for entry level
Intern name:____________________
	AREAS
	1
	2
	3
	NOTES

	Dress appropriate, professionalism, courteous

	
	
	
	

	Eye contact, engaged during interview, smiled or pleasant

	
	
	
	

	Prepared for interview, on time and understood job applying for

	
	
	
	

	Answered questions with details and examples  - follow thru

	
	
	
	

	Technology skills adequate to complete the intern requirements
	
	
	
	

	Communication skills-evident in cover letter, resume, and in verbal communications

	
	
	
	

	OTHER- would this person be a good team player or be a good fit for OIT
	
	
	
	

	OTHER – availability, hours ok
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