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 are you looking for in 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 the candidates 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. What role do you typically find yourself falling into naturally on a team project?
2. What management style gets the best results from you?
3. Describe a time when you and your teammates did not agree? Was there a solution to get everyone on board? What was the outcome? What role did you play?
4. When did you have a positive impact on someone?
5. Give an example of a project or piece of work you have completed, talk me through who you kept up updated and how.
Question number:

	

	



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 share an example of a time when you faced a significant challenge at work? How did you approach solving it, and what was the outcome?"
2. Describe a specific problem you solved for your employer. What did you consider? How did you approach the problem? What was the outcome?
3. What has been the most useful criticism or feedback you’ve ever been given?
4. Tell me about an idea you have pitched? How did you carry this idea forward?

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. Can you provide an example of a time you have had to deliver bad news to a customer/client on something that was out of your control? How did you frame this? What steps did you take after delivering the news?
2. Customer Success: Share a time when you’ve received positive feedback and what led to that?

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. How would you describe your approach to work?
3. What personal strategies do you use to handle pressure. Give us an example of an organizational tool to support you.
4. Describe a time when you were faced with an unmanageable workload. How did you approach this? What was the outcome?
5. How do you recover after a failure?
6. How do you manage stress in a high-pressure environment without affecting your work quality?
7. Detail a complex problem you solved by breaking it down into manageable parts?
8. Recall a time when you had to learn new skills quickly to adapt to changing job requirements?


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 would others consider to be your top 3 strengths? Choose one, how did you use it to your advantage?
2. What would others perceive to be your top 3 weaknesses? What do you put in place to manage this?
3. If we hire you, what would you bring to the table/team?

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 (candidates 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 real-world challenges or role-specific problems.
· Assess strategic thinking, problem-solving, leadership potential, and communication skills.
· The candidate may be asked to present solutions or participate in case studies that simulate actual job scenarios.
Different roles require different criteria for assessing skillset.
Please chose 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 on technical problem-solving, infrastructure, security, performance optimization, and technology stack transitions.
Scenario: "Performance Bottleneck in a Web Application"
· Context: Your team has received reports from users that the company’s web application is slowing down, especially during peak traffic hours. The application was developed using a traditional monolithic architecture, and performance is now an issue as the user base grows.
· Task:
1. Identify potential causes for the performance issues (e.g., architecture, database design, code inefficiencies).
2. Propose a plan to address the issue. How would you approach optimizing the application for scale and performance?
3. What tools or strategies would you use to measure performance and verify improvements?
· Assessment Focus:
. Understanding of scalability and performance optimization.
. Ability to break down complex technical issues.
. Familiarity with modern software architecture (e.g., microservices, cloud solutions).
. Use of tools (e.g., profiling tools, load testing).
. Communication skills when explaining technical concepts to non-technical stakeholders.
OR Practical task
Task 1: Code Review & Optimization Exercise
· Before the Interview: Ask the candidate to review and optimize a small piece of code that you provide. This could be an example of inefficient code, poor structure, or a known bug.
· During the Interview: Ask the candidate to walk through their thought process while identifying bugs or optimizing the code in real time.
· Example: Provide them with a snippet of code for a web application (e.g., a function or API endpoint with performance issues or security flaws). Ask them to:
· Identify and fix any issues.
· Explain their reasoning for optimizing the code (e.g., for speed, security, or maintainability).
· Test their fix and explain how they would further test for edge cases.
OR
Task 2: System Design Challenge
· Before the Interview: Ask the candidate to design a scalable system or solution (e.g., a distributed database, microservice architecture, or messaging system) for a given use case. Provide the candidate with some requirements and have them document their approach.
· During the Interview: Have the candidate explain their design, discuss trade-offs, and answer questions related to performance, scalability, and reliability.
· Example: "Design a system to handle millions of daily user interactions on a social media platform. What technologies would you use, and how would you ensure the system can scale?"

































Finance: 
Focus on financial analysis, cash flow, cost-cutting, forecasting, and evaluating financial viability for growth strategies.
Scenario: "Budgeting for a New Product Launch"
· Context: You are working in the finance department of a company planning to launch a new product line. The product has been approved, and now you need to create the initial budget for the launch.
· Task:
1. Provide a high-level outline of the key budget categories you would include (e.g., marketing, production, distribution).
2. How would you ensure that the budget aligns with the company’s overall financial goals and strategy?
3. Identify potential risks and assumptions you would account for in the budget.
4. How would you communicate budget constraints and trade-offs to senior leadership?
· Assessment Focus:
. Ability to create a detailed financial plan.
. Consideration of risks and assumptions in forecasting.
. Understanding of financial strategy and its alignment with business goals.
. Communication skills in presenting financial data to leadership.
OR Practical task
Task 1: Financial Forecasting Exercise
· Before the Interview: Provide the candidate with a set of historical financial data (e.g., revenue, costs, and profit margins for the last 3-5 years). Ask them to use the data to create a financial forecast for the next fiscal year.
· During the Interview: Ask them to walk you through their assumptions, how they calculated key metrics (e.g., growth rate, profit margins), and what factors they would consider when revising the forecast based on new information.
· Example: "Using the data provided, create a financial forecast for the next 12 months. What assumptions did you make, and how would you adjust if sales fell by 10% in the next quarter?"
OR
Task 2: Budgeting Simulation
· Before the Interview: Provide a scenario where the company must allocate a fixed budget across various departments (e.g., R&D, marketing, operations). Ask the candidate to propose a budget allocation based on strategic priorities.
· During the Interview: Have them present their allocations and justify their decisions.
· Example: "Given a budget of $10 million for the next year, how would you allocate funds across R&D, marketing, and operations to maximize company growth? Justify your decisions with expected ROI."






















Human Resources (HR):
 Focus on employee retention, performance management, recruitment, engagement strategies, and diversity & inclusion.
Scenario: "Employee Retention Strategy"
· Context: Your company has been experiencing high turnover in a specific department (e.g., Sales or Tech). Employee exit surveys indicate that a key reason for leaving is a lack of career growth opportunities.
· Task:
1. What steps would you take to address the issue of high turnover? Outline a retention strategy.
2. How would you gather data and insights to validate the issue and refine the strategy?
3. How would you communicate this strategy to department heads and ensure alignment with other teams?
4. What metrics would you use to evaluate the effectiveness of your retention initiatives?
· Assessment Focus:
. Ability to diagnose underlying HR issues.
. Understanding of employee engagement and retention strategies.
. Approach to data-driven decision-making in HR.
. Effective communication and collaboration with leadership.
OR Practical task
Task 1: Employee Engagement Survey Analysis
· Before the Interview: Provide the candidate with data from an employee engagement survey, such as employee satisfaction ratings, responses to open-ended questions, and turnover rates.
· During the Interview: Ask the candidate to analyze the data and present their findings, identify areas of concern, and suggest potential HR interventions or strategies.
· Example: "Based on the provided survey data, identify the key factors affecting employee engagement and propose a strategy to address areas of concern."
OR
Task 2: Recruitment Task
· Before the Interview: Ask the candidate to create a job description and a recruitment strategy for a challenging or niche role (e.g., a senior technical role or a leadership position).
· During the Interview: Discuss how they would attract the best talent, how to assess candidates effectively, and how they would manage the recruitment pipeline.
· Example: "Write a job description for a senior software engineer role and create a recruitment plan that includes sourcing strategies and interview questions."








































Consumer-Focused/Customer Care roles: 
Focus on customer satisfaction, handling complaints, improving customer service, and strategic initiatives to enhance customer experience.
Scenario: "Handling a Customer Service Crisis"
· Context: A major customer service issue has arisen. A new product release has resulted in widespread customer dissatisfaction due to a design flaw. Complaints are flooding social media and customer service channels.
· Task:
1. What immediate actions would you take to manage the customer service crisis and mitigate damage to the brand’s reputation?
2. How would you prioritize customer complaints and decide which issues need immediate attention?
3. How would you communicate with the affected customers and manage their expectations during the resolution process?
4. After the issue is resolved, what steps would you take to prevent similar problems in the future?
· Assessment Focus:
. Crisis management and prioritization.
. Customer-centric thinking and communication.
. Ability to handle high-pressure situations.
. Post-crisis analysis and continuous improvement.
Or Practical task
Task 1: Customer Interaction Simulation
· Before the Interview: Provide a detailed scenario involving a frustrated customer (e.g., a complaint about a product or service). Ask the candidate to prepare a script or outline for how they would handle the conversation.
· During the Interview: Role-play the customer interaction with the candidate acting as the customer service representative. Assess their communication skills, empathy, and problem-solving abilities.
· Example: "You receive a call from an angry customer who has received a defective product and wants a full refund. Role-play the conversation and resolve the issue."
OR
Task 2: Customer Feedback Analysis
· Before the Interview: Provide the candidate with a set of customer feedback data (e.g., from surveys, reviews, or support tickets). Ask them to analyze the feedback, identify key issues, and propose actionable recommendations to improve the customer experience.
· During the Interview: Ask them to present their findings and discuss their proposed solutions.
· Example: "Based on this customer feedback data, identify the key themes and suggest improvements to our product/service or customer support process."









































Marketing: 
Focus on branding, campaign strategy, market analysis, social media, and ROI measurement.
Scenario: "Revitalizing a Declining Brand"
· Context: A well-known brand within your company is losing relevance in the market. Consumer sentiment is declining, and sales figures have plateaued. The executive team wants to revitalize the brand.
· Task:
1. How would you assess the current state of the brand and identify areas for improvement?
2. What marketing strategies would you recommend to rebrand or reposition the product?
3. How would you measure the effectiveness of the revitalization efforts?
4. What channels or tactics (digital, traditional, etc.) would you prioritize and why?
· Assessment Focus:
. Brand diagnosis and strategic repositioning.
. Market research and consumer insight.
. Ability to design and implement an effective marketing strategy.
. Strong measurement and analytics skills.
OR Practical task

Task 1: Campaign Strategy Development
· Before the Interview: Provide the candidate with a product and a target audience. Ask them to design a marketing campaign, including key messaging, channels, budget allocation, and metrics for success.
· During the Interview: Have them present the campaign and discuss how they would optimize and scale it.
· Example: "Design a marketing campaign for a new health and wellness product aimed at millennials. How would you target this demographic, and which channels would you use?"
OR
Task 2: Content Creation/Brand Messaging Exercise
· Before the Interview: Ask the candidate to create a piece of marketing content (e.g., a blog post, ad copy, or social media post) to promote a product or service.
· During the Interview: Discuss their approach to content creation, brand messaging, and how they would adapt their content to different platforms or audiences.
· Example: "Create a short blog post or ad copy promoting a new eco-friendly product. How would you tailor the message for social media versus a corporate website?"











































Event Management: 
Focus on logistics, crisis management, budgeting, coordination, and stakeholder communication.
Scenario: "Event Logistics and Crisis Management"
· Context: You are managing a high-profile corporate event with several stakeholders (vendors, media, sponsors). On the morning of the event, the venue experiences a power outage, delaying the start and causing a potential loss in the event schedule.
· Task:
1. How would you manage the immediate crisis, and what contingency plans do you have in place?
2. How would you communicate with event stakeholders to ensure transparency and minimize disruptions?
3. After the event, how would you evaluate its success and identify opportunities for improvement?
· Assessment Focus:
. Crisis management and logistics coordination.
. Stakeholder management and communication.
. Ability to adapt under pressure and problem-solve on the fly.
. Post-event evaluation and improvement planning.
OR Practical task
Task 1: Event Planning and Logistics
· Before the Interview: Ask the candidate to plan a small corporate event (e.g., a product launch, team-building event, or conference). Provide the candidate with a budget, expected number of attendees, and basic requirements.
· During the Interview: Have them walk through their event plan, including venue selection, timelines, vendor coordination, and contingency planning.
· Example: "Plan a 1-day company-wide event for 150 employees. You have a budget of $10,000. Provide a rough event agenda, venue options, and any vendors you would work with."
OR
Task 2: Crisis Management during Event
· Before the Interview: Present a scenario where something goes wrong at an event (e.g., a speaker cancels last minute, there’s a catering delay, or technical issues arise).
· During the Interview: Ask the candidate to respond to the scenario by providing an immediate action plan to minimize disruption.
· Example: "During the event, the keynote speaker is unable to attend due to a flight delay. What would you do to handle the situation, and how would you communicate this to attendees?"











































Legal: 
Focus on legal risk, compliance, contract negotiation, litigation management, and regulatory issues.
Scenario: "Contract Dispute Resolution"
· Context: Your company is facing a legal dispute with a major supplier. The supplier claims that our company has violated the terms of a contract, and they are threatening legal action.
· Task:
1. How would you approach reviewing the contract to assess the validity of the supplier's claims?
2. What steps would you take to negotiate with the supplier to reach a settlement or resolution outside of court?
3. How would you advise senior leadership on potential risks and legal implications if the dispute escalates to litigation?
· Assessment Focus:
. Ability to analyse contract terms and legal risk.
. Strong negotiation skills and conflict resolution.
. Legal advice and counsel to senior leadership.
. Understanding of business impact and litigation strategy.
OR Practical task
Task 1: Contract Drafting/Review
· Before the Interview: Provide a sample contract with some potential issues (e.g., unclear language, missing clauses, or risky provisions).
· During the Interview: Ask the candidate to review the contract, identify issues, and propose changes or revisions.
· Example: "Review this partnership agreement and highlight any areas of concern or clauses that might expose the company to unnecessary risk."
OR
Task 2: Legal Research and Analysis
· Before the Interview: Provide the candidate with a legal problem (e.g., intellectual property dispute, employee contract issue) and ask them to perform legal research to find relevant laws or precedents.
· During the Interview: Have the candidate present their findings and discuss how they would apply the law to the situation.
· Example: "We are considering trademarking our logo, but there is a potential conflict with another brand. Research the trademark law and provide your recommendation."

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.

