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Hiring Manager/Panel Member Guidance: Pre-Screening Call (Shortlisting Stage) and Template
Purpose of the Pre-Screen
This call is designed to:
· Validate core role fit (experience, skills, motivation)
· Identify early deal-breakers
· Decide whether a candidate should progress to a structured interview
It is not a full competency interview and should avoid deep technical probing.
Recommended duration: 15–30 minutes. 
Outcome required: Clear progress / hold / decline decision
For further information on pre-screening, please click here. 
How to Use the Scorecard
· Ask the questions consistently across candidates
· Probe briefly for clarity, not perfection
· Score each section immediately after discussing it
· Use evidence from the conversation — not “gut feel” 
· One weak area does not automatically disqualify a candidate unless it is a core requirement

Candidate Details
· Full Name:
· Role Applied For:
· Date of Pre-screening: 

	Section
	Question / Prompt
	What to Assess
	Notes
	Score (0-3) 

	Opening
	Brief intro & explain purpose of call
	Rapport, clarity
	
	N/A

	Candidate Overview
	“Can you give me a brief overview of your current role and how it relates to this position?”
	Relevance of experience, seniority alignment, communication
	
	

	Core Experience
	“What experience do you have that’s most relevant to this role?”
	Alignment to essential requirements
	
	

	Key Skills / Tools
	“Which key skills or tools do you use most day-to-day?”
	Hands-on capability, depth of experience
	
	

	Motivation
	“What caught your attention about this role?”
	Genuine interest, understanding of role
	
	N/A

	Location / Working Model
	“Are you comfortable with the role being [on-site / hybrid / remote]?”
	Flexibility, deal-breakers
	
	N/A

	Salary Alignment
	“Does the advertised salary range align with your expectations?”
	Commercial alignment
	
	N/A

	Notice Period
	“Roughly, what notice period are you on?”
	Availability / timing risk
	
	N/A

	Candidate Questions
	“Do you have any questions at this stage?”
	Engagement, preparation
	
	N/A

	Closing
	Once the pre-screen is complete and you’ve answered any candidate questions, let the candidate know when they can expect to hear back and what the next steps will be.
	
	
	N/A

	Overall Impression
	Panel Member summary
	Total suitability
	
	N/A



	Score
	Definition

	0 – Does Not Meet
	Does not meet minimum requirement or clear misalignment

	1 – Partially Meets
	Some relevant experience but gaps or limited depth

	2 – Meets
	Clearly meets expectations for this stage

	3 – Exceeds
	Strong evidence of high capability or added value



Total score: 
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