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Candidate Skills Matrix


Position:
Workforce Planning Specialist

	Personal Information

	1. Candidate Name:
	     

	2. Address:
	     

	3. Email:
	

	4. Day Phone
	     

	5. Cell. Phone
	     

	6. Evening Phone
	     

	7. Soft copy of current resume?
	     

	Pre-Screening Questions

	1. OK with hours
	     

	2. OK with the salary:  
	     

	3. What was your most recent salary + bonuses (please break apart)?
	     

	4. Ok with location?
	     

	5. How well do you know excel?
	     

	6. How will you get to work each day?
	     

	7. Are you working now? If no, why?
	     

	8. Current vacation entitlement?
	     

	9. Can you provide at least 3 references from people you reported to?
	     

	10. Do you know what Erlang is? What do you use it for?
	

	11. What scheduling applications and telephone systems and reporting packages are you experienced with?
	     

	Work Experience

	1. For each job on your resume, please explain in detail why you left including why you want to leave your current position.
	     

	2. Please describe your current role and most recent relevant roles (where you have done data analytics, forecasting and capacity planning in a call centre environment).
	     

	Character

	1. Describe your optimum working environment.
	     

	2. What was your best job? Why?
	     

	3. What was your worst job? Why?
	     

	4. Where do you think you need to improve?
	     

	5. How do others see you?
	     

	Situations 

	1. Please provide an example of a time you identified opportunities relating to seating, call routing, workforce scheduling and reporting. Please detail how you arrived at your findings.
	     

	Final Question

	1. Why should we consider you for this role?
	     


INTERVIEWER SUMMARY - The Interviewer completes the following section.

	Skills – Interviewer Completes

	1. Call centre forecasting experience
	     

	2. Scheduling Tools 
	     

	3. Aggressiveness/Business maturity
	     

	4. Excel Competency
	     

	5. Capacity Planning/Forecasting
	     

	6. Communications Skills
	     

	Character – Interviewer Completes

	1. People skills
	     

	2. Energy level
	     

	3. Disposition
	     

	4. Other Skills
	     

	Conclusion & Summary

	1. Interviewer Comments
	     

	2. Recommend for Presentation to Client?
	     

	3. Interviewed By
	     



Rating Legend


GOOD	= Meets all requirements, sounds good & presents well


GREAT	= Surpasses all requirements


OK 	= Acceptable


FAIL    = We would not present this candidate
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