Selection Assessment Worksheet
(Complete for each candidate to summarise the key information from their application, CV, interview and reference checks. Then complete the weighted evaluation table to compare candidates.)
<insert candidate’s name>
Date: ___/___/___
Formal qualifications:
Other education:
Licences:
Current position:

Past Experience:
Skills relevant to job:
Special skills:
Hobbies and interests:
Current situation:
Salary – current & expected:
Personal ambitions:
Recommendations (by interviewer):

Reference checks:

Available starting date: ___/___/___
Weighted evaluation score (see weighted evaluation table to calculate this score):

Weighted evaluation table

	Skills / Attributes
	Weighting
	<Candidate A>
	<Candidate B>
	<Candidate C>
	<Candidate D>
	<Candidate E>
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	Rating
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	Rating
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Skills / Attributes�
Weighting�
Candidate A�
Candidate B�
Candidate C�
�
�
�
Rating�
Score�
Rating�
Score�
Rating�
Score�
�
Milking experience�
40�
1�
40�
3�
120�
5�
200�
�
Stock husbandry experience�
20�
3�
60�
2�
40�
1�
20�
�
Pasture management skills�
10�
3�
30�
2�
20�
1�
10�
�
Ability to fit our team�
30�
4�
120�
1�
30�
3�
90�
�
Total scores�
�
�
250�
�
210�
�
320�
�






On the right is an example record sheet for objectively ranking candidates using a weighted selection process


List skills and attributes from the position description.


Assign a ‘weighting’ according to how important each skill or attribute is for the position you are filling (the weightings should add to 100).


After each interview, rate the candidate for each skill or attribute, on a scale 1 = poor to 5 = excellent.


Calculate a score for each candidate by multiplying their rating by the weighting for each skill or attribute. 


The candidates can be ranked on their total scores.
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