The standard interview process at TEG should include:

Stage 1: Phone Screening ( 15 minutes)
Stage 2: Interview one ( 30-40 mins minimum)
Stage 3. Interview two (45mins-1 hour)
Stage 4: Offer stage- phone call to offer, email to reference check- hired
By following this Interview handbook, the interviewer will be able to meet the objective of the interview and make an assessment on the candidate and their alignment to the role of the business.

Stage 1: Phone screening
Understanding the candidate. 
The purpose of the phone screen is to briefly assess candidates to determine their suitability for the role and decide if you will move them through to the formal interview stages.
Position:
Candidate name:
Date:
Hiring Manager:

Introduction
Hi (insert candidates name), its (insert your name) calling from (insert business), is now a good time to have a chat about the (insert position) position which you applied for. Are you still interested in being considered for the role? Yes – Proceed or arrange time to speak / No – Thanks for your time.
Screening questions:
1. What attracted you to this role and why TEG?
1. Reasons for leaving/ What is the reason you are looking for a new role?
1. What’s important to youin your next role?
1. Background/experience: Can you please tell me more about your current role and your responsibilities?
1. What is your notice period?
1. What are your salary expectations?
1. Working rights/ What are your working rights in Australia?
1. Location: where are you based?
1. ( if you want to progress this candidate) ask for Interview availability: What is your availability for interviews in the next week?

Conclusion-next steps 
Thanks for your time today; we are screening applicants this week to get a sense of their suitability for the role. We will be in touch in the next few days to let you know how your application will progress further.
Notes: 
· Recommendation (first impression): 
· Proceed to interview/Do not proceed to interview
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Stage 2: Interview one: Functional Interview

Here you want to get an idea of their previous role responsibilities to ensure they align with our role and understand how they work, collaborate with teams and problem solve by asking behavioural and situational questions related to the role.

Interview format: 
Introduction: 5 Minutes
· Welcome candidate and shake hands, thank them for taking time to meet with you. 
· Introduce yourself and explain your roles within the company.
· Tell them what’s on the agenda for the interview.

Body of Interview: 30 Minutes
Note: Detailed notes should be recorded for the candidate’s responses to allow rating and candidate comparison.

1. TEG QUESTION: 
(Q.) What do you know about TEG and why are you interested in “department” eg. Handome or Ticketek?
We are interested in candidates who demonstrate passion and dedication for working with us. We want them to show us they have done their research and are up to date with market/industry trends.

	

	




2.Summarise Career: 
(Q.) Can you provide a quick overview of your career to date?
We want candidates to verify what they have presented in their CV, outlining their qualifications and technical skills they have developed through their career.

3.Candidate Background questions
Envision how the candidate will settle into our Company, what motivates them and how they will apply what they have learned from their previous employment. The questions below relate to our business Values which we want to ensure the candidate aligns to.
These questions also reflect our commitment to DEI by Advocacy, Belonging and Balance pillars, we welcome diverse candidates as we know diversity achieves good results. 

1.What is most important for you going into your next opportunity? What do you expect to see at TEG? ( culturally, environment , management, team etc)

	

	



Team Work ( Belonging)
Values:  to ‘Take Care’ and ‘Move with Purpose’
(Select suitable questions to ask from the list below)
Relate these questions to relevant positions on their resume.
1. Tell me about a time you helped an employee improve their performance in their role. What steps did you take? What was the outcome?  How did you find this rewarding?
2. Describe the methods you use for promoting ownership and accountability within your team?
3. Tell me about a result/outcome you and your team achieved? What were the key factors that contributed to this?
4. Can you outline your leadership/management philosophies and methodologies?
5. Tell me about a time where you had to work with your team to meet a challenging deadline? What actions did you take? What was the outcome?
6. Describe a time you have had to manage an underperforming employee. How did you approach this? What actions did you take? What was the outcome?
7. What does your manager expect of you and how do you manage your reporting relationships?

Question number:

	

	




INNOVATION ( Belonging)
Values: ‘Whole of Company Mindset’ & ‘Build for the Future’ & ‘Move with Purpose’ 
(Select suitable questions to ask from the list below)
1. Can you provide an example of a time you have identified an area of opportunity in the business and driven improvement based of this? How did you get others in the business on board with your vision?
2. Can you tell us about a time where you stepped up to take the lead on a project that wasn’t running to plan? What did you do to bring the project back on track?
3. How have you translated organisation strategy/vision into measurable outcomes in your team?
4. Can you describe a time where you have challenged the way of thinking or standard operating practices to create new ideas, opportunities or efficiencies? 

Question number:

	

	



Question number:

	

	



CUSTOMER ( Advocacy)
Values: ‘Take Care’ & ‘ We Value Diversity’ & ‘We do what we say’ & ‘Move with Purpose’ 
(Select suitable questions to ask from the list below)
1. Define really superb customer service? What experiences have you had personally that are great examples?
2. Can you describe a time where you have dealt with a difficult customer, where yours or your company’s reputation was questioned or challenged? How did you take ownership of and diffuse the situation?
3. Can you tell me about a time you have received customer/stakeholder feedback? How did you address it?
4. What steps do you take to establish rapport with others?
5. Can you provide an example of a time where you have had to keep multiple stakeholders abreast of something you were working on? How did you manage this and why was it important? 
6. PCI (Payment Card Industry) compliance is vital in protecting our customer’s financial interests, can you describe your understanding of PCI compliance and how you have/would ensure your staff members follow the required procedures?
7. Can you describe a time where your understanding of your customer(s) needs have prompted you to make a change to a product or service? What factors lead to this change? How did you drive this change in your business?

Question number:

	

	



Question number:


	

	



Passion ,skills, self awareness( Balance) 
Values: ‘Build for the Future’ & ‘in partnership’ & We Value Diversity’ & ‘Take Care’ 
We are specialists in our areas of expertise, we want to bring experts into the business and help them drive our success.
(Select suitable questions to ask from the list below)
1. Can you share with me some feedback you have received that has stuck with you and why?
2. What is it about this area of work that engages and motivates you?
3. How do you keep up to date in your area of expertise, marketplace trends and the competitive industry landscape?
4. Can you tell us about a time you have discovered a competitive insight in your field and how you drove this to your company’s advantage? 
5. Can you tell me about a time where you have challenged others to think differently? What was your approach and what was the outcome?
6. Can you tell us about a time you have proactively used your technical skills and experience to improve on a business system? What did you do? Why? How did it benefit the business?
7. Tell me about a time that you led an important meeting. How did you set it up? How were you able to effectively communicate outcome expectations and drive accountability for action items?
8. Describe a time when you were faced with an unmanageable workload. How did you approach this? What was the outcome?
9. Tell me about a time where you were faced with conflicting priorities. How did you manage these? How did you communicate to the stakeholders involved?
10. Please outline how you have previously contributed to or repaired the brand health of an organisation you have worked for? 
11. What management style gets the best results from you?


Question number:

	

	



Question number:

	

	



Question number:

	

	

	



Values: ‘Build for the future’ & ‘We value diversity’ & Take care’ 
WRAP UP QUESTIONS 
We are looking to see where the individual wants to end up. Our goal is to have them want to work with us in the long run rather than a short period of time. 
1. What are your long term career goals, and how do you see yourself achieving this?
2. What would others consider to be your top 3 strengths? 
3. What would others perceive to be your top 3 weaknesses?
4. What areas are you interested in further developing in?
5. From everything you’ve learned about this role, me and our company tell me how you feel you’d make a contribution.
6. If you were successful in gaining this position what, specifically, would you hope to achieve in your first year? 

Question number:

	

	

	



Question number:


	

	

	



Question number:

	

	

	



Interview Close: 10 Minutes 
· Invite candidate to ask questions and respond 
· Revert back to basic screening questions to ensure they still have the same answers as before ( candidate can tend to change their salary expectations, for example once they hear more about a position) 











Interview wrap up
Base salary expectations:  
$.....................................................................................................................
Current notice period/available start date: 

……………………………………………………………………………………………
Candidates working rights:	  
Visa             Permanent Resident             Aus/Nz Citizen   

If Visa: 
What visa do you hold? 

…………………………………………………………………………………………………………………
Are you currently under consideration for any other roles? (If yes, please probe for progress)

………………………………………………………………………………………………………………………

Next Steps in recruitment timeline
· Discuss next steps (e.g. currently interviewing, will be in contact ‘by end of the week’- always give yourself a week /couple of days to get back to candidates. It will reflect better for you if you contact them earlier rather than promising an answer by a specific date and the decision gets pushed back).
· Thank candidate for their time and escort them out of the interview area before discussing suitability.
· Rate the candidate’s suitability for the role, team and organisation.
· Decide which candidates will progress to stage 3=Interview 2.

Further assistance 
If any further advice or assistance is required in preparation for your interview please contact the talent team.







Stage 3: Interview two: Practical challenge and role deep-dive
This interview focuses on role-related problems, strategic presentations, and detailed discussions. 
It is recommended to involve key stakeholders, consider diversity in your panel representation when putting this together.. If stakeholders are included, ensure they are briefed on the candidate, with consistent questions and a practical task to assess the candidate’s skills.
Interview Format:
1. Introduction (5 minutes)
· Welcome the candidate, thank them for their time, and introduce yourself and anyone else on the interview panel.
· Explain the agenda for the interview.
2. Candidate Presentation/Problem solving (30 minutes)
· Focus on leadership challenges, strategic decision-making, and team management.
· Assess the candidate’s leadership capabilities, problem-solving, communication, and ability to align team goals with company objectives.
· Candidates may be asked to present solutions or participate in case studies that simulate leadership challenges they will encounter in the role.

Different roles require different criteria for assessing skillset.
Please choose the division and be specific on the criteria assessed. (these are examples of practical challenges / assessments/ scenario based questions below: These are sample assessment type questions only, please make individual to the open role and specific to TEG. 












NB (Please use the examples below as a reference, but ensure your questions are tailored to the role and TEG specifically)

Technology (Tech): 
Focus: Leading technical teams, project management, cross-functional collaboration, scaling operations, and fostering innovation.
Task 1: Managing a Performance Bottleneck (case study to do Before the Interview)
· Scenario: Your team is responsible for maintaining the company's web application. Users have reported performance issues, especially during peak hours. The product team is demanding a quick fix, but the issue appears to be related to the architecture, which requires significant refactoring.
· Task: As the tech manager, how would you approach resolving this issue?
1. How would you prioritize this task in relation to other ongoing projects?
2. How would you communicate with the product team about the impact on timelines?
3. What steps would you take to involve the right team members to address the issue effectively?
· Assessment Focus: Prioritization, communication, resource management, and cross-team collaboration.
Task 2: Managing a Distributed Team (During the Interview)
· Scenario: You manage a team spread across multiple time zones. A critical project is behind schedule, and you need to get everyone on the same page quickly. One of your team members is underperforming and missing deadlines, but they're very skilled technically.
· Task: How would you handle this situation?
1. How would you communicate the urgency of the project to your team without causing burnout?
2. How would you support the underperforming team member to help them get back on track?
3. How would you ensure that the whole team remains aligned despite the time zone differences?
· Assessment Focus: Leadership in managing remote teams, performance management, team alignment.
Practical Tasks:
Task 1: Technology Strategy Development (Before the Interview)
· Before the Interview: Provide the candidate with a scenario where they must build a technology strategy for the company over the next 12 months. Include factors like scaling, security, and technology upgrades.
· Task: Ask them to prepare a strategic document or presentation detailing the tech strategy, including:
1. Goals and objectives for the next year.
2. Key challenges (e.g., scaling, performance, security).
3. Resource allocation and budget considerations.
4. Key metrics to track progress.
· During the Interview: Ask the candidate to present their strategy and justify their choices. Ask them to explain trade-offs and how they would lead their team through this strategy.
Task 2: Cross-Functional Leadership Exercise (During the Interview)
· During the Interview: Present the candidate with a scenario where they must lead a cross-functional team to resolve a critical issue (e.g., a major performance bottleneck). Have them work through the steps of:
1. How they would organize the team (who would be involved from product, development, QA, etc.).
2. How they would delegate tasks and responsibilities.
3. How they would keep stakeholders updated.
4. How they would ensure the team is motivated and aligned.
· Assessment Focus: Leadership in managing teams, cross-functional collaboration, strategic problem-solving.

























Finance: 
Focus: Leading finance teams, strategic budgeting, forecasting, and aligning financial goals with business objectives.
Scenario
Task 1: Budget Allocation Simulation (Before the Interview)
· Before the Interview: Provide the candidate with a hypothetical scenario in which they must allocate a fixed budget across various departments (e.g., marketing, product development, operations) for a strategic initiative.
· Task: Ask them to propose their budget allocation, including:
1. How they would prioritize the allocation based on company goals.
2. How they would manage competing requests from departments.
3. How they would justify these allocations to senior leadership.
· During the Interview: Ask the candidate to present their decision-making process and walk through their rationale.
Task 2: Financial Forecasting Exercise (During the Interview)
· During the Interview: Provide historical financial data (e.g., past revenue, cost structure, and profits) and ask the candidate to:
1. Create a financial forecast for the upcoming year.
2. Present assumptions, risks, and growth opportunities.
3. Identify which metrics they would track for success.
· Assessment Focus: Financial acumen, strategic decision-making, leadership in managing financial performance.
Practical Tasks:
Task 1: Budget Overrun Management (Before the Interview)
· Scenario: You’re managing the budget for a new product launch, but mid-way through the project, it's clear that the costs are going to exceed the initial budget by 15%. The executive team is expecting the launch to stay within budget.
· Task: As the finance manager, what steps would you take to address the budget overrun?
1. How would you reallocate resources to cover the overrun without affecting key deliverables?
2. How would you communicate this to senior leadership, ensuring transparency while minimizing the impact on your team?
3. What actions would you take to prevent further budget overruns?
· Assessment Focus: Financial acumen, risk management, communication with senior leadership.
Task 2: Forecasting for Changing Market Conditions (During the Interview)
· Scenario: The company is facing an unexpected decline in revenue due to an economic downturn. Your team is tasked with adjusting the forecast for the next quarter.
· Task: How would you approach the forecasting process under these conditions?
1. What factors would you consider when revising the forecast?
2. How would you manage the communication of revised forecasts to key stakeholders, including non-financial leadership?
3. How would you adjust your department's budget to align with the new forecast without impacting growth initiatives?
· Assessment Focus: Strategic thinking, communication, financial planning under pressure.



















Human Resources (HR):
Focus: Leading HR teams, talent development, employee engagement, performance management, and organizational culture.
Scenario: Reducing Employee Turnover in a Key Department
· Context: Employee turnover has been high in a key department, and exit surveys indicate a lack of career growth opportunities. As the HR leader, you must develop and implement a strategy to retain talent in this area while balancing organizational needs.
· Task:
1. How would you lead the HR team in diagnosing the reasons for high turnover?
2. What retention strategies would you implement to improve employee satisfaction and engagement in the department?
3. How would you work with department heads to align retention strategies with business goals, and how would you communicate these strategies?
Assessment Focus:
· Leadership in managing employee retention and engagement
· Strategic decision-making in HR practices
· Ability to diagnose root causes and implement corrective strategies
· Collaboration with other departments and alignment of HR initiatives with company objectives
· Communication skills in conveying strategies to both employees and leadership
Practical Tasks:
Task 1: Employee Engagement Plan (Before the Interview)
· Before the Interview: Provide the candidate with employee survey data or exit interview feedback, indicating low morale or high turnover in certain departments.
· Task: Ask the candidate to develop an employee engagement strategy to address these concerns.
1. How would they approach diagnosing the root causes of disengagement?
2. What specific actions would they implement to improve morale and reduce turnover?
3. How would they measure the success of these actions?
· During the Interview: Have the candidate walk through their strategy, highlighting how they would communicate with team leaders and engage employees.
Task 2: Performance Management Simulation (During the Interview)
· During the Interview: Provide a scenario where a team member is underperforming, and the candidate needs to lead a performance improvement discussion.
1. How would they approach the conversation with the employee?
2. How would they ensure the conversation is constructive and maintains motivation?
3. How would they track progress and provide ongoing support?
· Assessment Focus: Leadership in handling difficult conversations, coaching, and motivating employees.





































Consumer-Focused/Customer Care roles: 
Focus: Leading customer service teams, improving customer experience, crisis management, and strategic initiatives to enhance customer satisfaction.
Scenario: Managing a Customer Service Crisis after a Major Product Flaw is Discovered
· Context: A new product release has a design flaw causing widespread customer dissatisfaction. Complaints are flooding social media and customer support channels. As the customer service leader, you need to manage the crisis while leading your team through this challenging time.
· Task:
1. How would you lead your customer service team in addressing the immediate customer concerns and complaints?
2. How would you prioritize customer issues, and what strategies would you put in place to manage expectations?
3. Post-crisis, how would you work with other teams to prevent similar issues in the future and improve customer service processes?
Assessment Focus:
· Leadership in crisis management and team coordination
· Ability to prioritize issues under pressure and manage customer expectations
· Communication with customers and senior leadership
· Strategic thinking for continuous improvement in customer service
· Team management in high-pressure situations

Practical Tasks:
Task 1: Customer Service Improvement Plan (Before the Interview)
· Before the Interview: Provide the candidate with a report showing poor customer satisfaction scores, high complaint volume, or service delivery failures.
· Task: Ask the candidate to develop a customer service improvement plan that includes:
1. Key metrics they would track to evaluate improvement.
2. Immediate actions to address current issues.
3. Long-term strategies to improve the customer experience.
· During the Interview: Have the candidate present their plan, focusing on how they would implement the changes and lead the customer service team through the process.

Task 2: Crisis Management Role-Play (During the Interview)
· During the Interview: Simulate a scenario where a critical customer service issue arises, such as a system outage affecting thousands of users.
1. How would they manage their team through the crisis?
2. How would they prioritize customer complaints and set clear expectations?
3. How would they communicate with affected customers and senior leadership?
· Assessment Focus: Crisis management, communication, and leadership in high-pressure situations.





































Marketing: 
Focus: Leading marketing teams, strategic planning, campaign execution, and aligning marketing efforts with broader business objectives.
Scenario: Revitalizing a Declining Brand as the Marketing Leader
· Context: One of the company’s well-known brands is losing relevance, with declining consumer sentiment and stagnant sales. As the marketing leader, you are responsible for re-establishing the brand’s presence in the market.
· Task:
1. How would you lead your marketing team in diagnosing the brand’s current state and identifying areas for improvement?
2. What strategic marketing initiatives would you implement to rebrand or reposition the product?
3. How would you measure the success of these initiatives, and how would you report progress to senior leadership?
Assessment Focus:
· Leadership in strategic brand management
· Ability to analyze and diagnose marketing challenges
· Team collaboration and alignment of marketing strategy with business objectives
· Communication skills in reporting marketing impact to leadership
· Measurement and data-driven decision-making
Practical Tasks:
Task 1: Marketing Campaign Strategy (Before the Interview)
· Before the Interview: Provide a product and target demographic, and ask the candidate to design a comprehensive marketing campaign, including:
1. Key messaging and value proposition.
2. Channels and tactics to use.
3. Budget allocation and metrics for success.
· During the Interview: Ask the candidate to present their campaign strategy, including their reasoning for choosing particular channels and tactics. Challenge them with questions regarding ROI and potential challenges.
Task 2: Brand Crisis Management Exercise (During the Interview)
· During the Interview: Present a scenario where a brand faces a public relations crisis (e.g., a controversial advertisement or a product recall).
1. How would they lead the marketing team in responding to the crisis?
2. How would they align the messaging across different channels?
3. How would they mitigate damage to the brand reputation while still maintaining trust with customers?
· Assessment Focus: Leadership in brand management, crisis communication, and strategic thinking.












































Event Management: 
Focus: Leading event teams, managing logistics, coordinating vendors, and handling crisis management during events.
Scenario: Managing a High-Profile Corporate Event with a Major Crisis
· Context: On the morning of a high-profile event, the venue experiences a power outage, delaying the start and affecting the event schedule. As the event lead, you must manage the crisis and ensure that the event still goes smoothly.
· Task:
1. How would you lead your event team through this crisis, ensuring minimal disruption to the event schedule?
2. What contingency plans would you have in place to mitigate further risk, and how would you communicate with vendors, media, and stakeholders?
3. Post-event, how would you lead a debrief to assess the response and identify areas for improvement in future events?
Assessment Focus:
· Leadership in crisis management and team coordination
· Vendor and stakeholder management during high-pressure situations
· Ability to adapt and make quick decisions in a crisis
· Post-event evaluation and team feedback to drive improvement
· Communication with senior leadership and external stakeholders
Practical Tasks:
Task 1: Event Budget and Planning (Before the Interview)
· Before the Interview: Provide the candidate with a hypothetical budget and attendee expectations for a large event (e.g., a product launch, conference, or company-wide meeting).
· Task: Ask the candidate to develop a detailed event plan, including:
1. Venue selection, vendor coordination, and logistical considerations.
2. Budget breakdown and cost-saving strategies.
3. Contingency plans for potential disruptions.
· During the Interview: Have the candidate present the event plan and discuss their decision-making process and how they would lead their team to execute the event flawlessly.
Task 2: Event Crisis Management Simulation (During the Interview)
· During the Interview: Present a scenario where an event faces an immediate crisis, such as a vendor cancellation or technical failure.
1. How would they handle the crisis and ensure minimal disruption to the event schedule?
2. How would they communicate with stakeholders (e.g., vendors, clients, attendees) during the crisis?
3. How would they adapt their plan in real-time to ensure a successful event outcome?
· Assessment Focus: Crisis management, decision-making under pressure, team leadership, and communication skills.








































Legal: 
Focus: Leading legal teams, managing risk, negotiating contracts, compliance, and advising senior leadership on legal matters.
Scenario: Leading a Legal Team through a High-Stakes Contract Dispute
· Context: Your company is involved in a legal dispute with a supplier, who claims the company has violated contract terms and is threatening litigation. As the legal lead, you must manage your team through the review and negotiation process.
· Task:
1. How would you lead your legal team in reviewing the contract and assessing the supplier’s claims?
2. What strategies would you implement to negotiate with the supplier and prevent litigation?
3. How would you communicate potential risks and the legal strategy to senior leadership?
Assessment Focus:
· Leadership in legal team management
· Strategic decision-making in contract negotiations
· Risk management and mitigation
· Ability to advise senior leadership on legal strategy and business impact
· Effective communication and stakeholder management during legal disputes
Practical Tasks:
Task 1: Leading a Contract Negotiation (Before the Interview)
· Scenario: Your team is involved in negotiating a major partnership agreement. The other party is requesting terms that could expose the company to unnecessary legal risks.
· Task: How would you manage this situation?
1. How would you lead your legal team to address the risks and negotiate favorable terms?
2. How would you collaborate with senior leadership to ensure alignment on key objectives and risks?
3. How would you communicate these risks to non-legal stakeholders, ensuring they understand the implications?
· Assessment Focus: Negotiation skills, legal risk management, cross-departmental collaboration.

Task 2: Managing Legal Risk in a Fast-Moving Environment (During the Interview)
· Scenario: Your company is expanding into a new international market, and there are potential legal risks regarding intellectual property and local regulations.
· Task: As the legal manager, how would you approach managing these risks?
1. How would you assess and mitigate the legal risks involved?
2. How would you ensure your team remains responsive and adaptable to the fast-moving business environment?
3. How would you communicate the risks and legal requirements to senior leadership and other departments?
· Assessment Focus: Legal risk management, communication, team leadership.


















Candidate summary

Position (Technical):

	

	



Team (Cultural):

	

	



Organisational (Strategy):

	

	



Outcome:	Appointable  |  Not Appointable 

Was the decision unanimous? 	Yes  |  No


Hiring Manager Name				Signature			  Date


Panel Member	Name				Signature			  Date


Panel Member	Name				Signature			  Date

Once completed please upload this document to workable or copy your notes to the comment section in Workable.

Please note that Offers of Employment will not be sent until all the necessary documentation in the Recruitment Guide has been completed. 


