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Example interview questions and template scoring sheet

Part of Shortlist and interview in the Trustee Recruitment Cycle.


Please use these questions as a starting point and adapt them for your own organisation and role. 
You may want to split questions between two interviews, especially if you are interviewing remotely. 
Consider sending the questions to candidates in advance: they will be able to give more considered responses, which is a better test of the qualities of a trustee. It will also help people with less confidence. 

Ask open questions about specific examples, so that candidates can demonstrate relevant experience. Unless previous experience of being a trustee is essential, make it clear that transferable skills from work or personal experiences are welcome.  

Each panel member should fill out a scoring sheet for each candidate. These can then be compared at the end of the process to enable you to decide on the best candidate(s). 

Suggested scoring criteria:
0 – Failed to answer the question, even with probing
1 – Made some effort to answer the question, but does not demonstrate that meets the specifications of the role. 
2 – Meets few of the specifications of the role. Needs prompting to draw out examples.
3 – Meets some of the specifications of the role. Gives examples but may not be entirely relevant for the role. 
4 – Meets the specifications of the role. Gives clear and relevant examples.
5 – Meets the specifications of the role and in many instances, exceeds expectations.


Interview scoring sheet
Interview Question Matrix: [Insert post title]
Candidate name: _________________________________

Total Score for the interview for this candidate: [Insert candidate’s score]/ [Insert total possible score]

Overall Comments:

	Q1. To be asked by [name]
	Score

	Can you tell us a bit about your background and what attracted you to this role?
Follow-up questions if needed – Why this charity? Why now?

Looking for: Relates background to the role, draws out relevant skills. Understands the work of the charity and the role of trustee. Energised about the work of the charity.

Candidate’s response [this is space for your notes]






	

	Q2. To be asked by [name]
	

	What personal qualities do you think make a really good trustee – and which personal qualities do you feel you would bring to the role?

What particular skills do you feel you would bring to this role?

Looking for: Has read and understood the role description. Has reflected well on their own skills and qualities. Self-awareness. Also, a chance for them to share other skills which may not have been in the person specification, but which you would find useful.


Candidate’s response [space for your notes]






	

	Q3. To be asked by [name]
	

	What experience of collective leadership do you have (either as a board member, or otherwise)? What role did you play in the team?

Looking for: Is comfortable with collective responsibility and decision making. Can play a constructive role in a team setting. 

Candidate’s response [space for your notes]





	

	Q4. To be asked by [name]
	

	Can you describe a time where you have contributed to a challenging meeting or a group discussion?  What approach did you take? How effective was it?

Looking for: listens to others, contributes, assertive rather than aggressive, moves conversation forward, achieves the best outcome. 

Candidate’s response



	

	Q5. To be asked by [name]
	

	Based on your understanding of our organisation and the role of trustee, what do you understand may be the biggest risks and opportunities facing our organisation, or opportunities?
What role do you see the trustees having in facing those challenges and opportunities?

Looking for: Has researched the charity. Understands the role of trustee, eg. leadership, strategic not operational, has read role description. Can balance risk and opportunity 

Candidate’s response



	

	Q6. Question to be asked by [name] 
	

	Focusing on an area in which you have particular expertise (and for which we are recruiting)  please tell us:  what is your ambition for [our charity] in this area? What do you think our priorities should be? What strategies could we deploy to achieve this?

Looking for: knowledge and expertise of the specific experience sought. Relates this to the work of the charity. 

Candidate’s response





	

	Q7. Question to be asked by [name]
	

	Please imagine this scenario: The CEO presents an option to the board that you really like, but that the rest of the board think it is too risky and want to reject it. Please talk us through how you might deal with that situation. 
Looking for: Ability to think creatively and strategically, exercise good, independent judgement, and work effectively as a board member. 

Candidate response: 

	

	Q7. Question to be asked by [name]
	

	Our board of trustees meets every three months, for around three hours, usually on a [eg. Wednesday afternoon, at our offices in central Liverpool].  Outside of this, trustees will need to allow time to read board papers and prepare for meetings; commit to one annual awayday [usually a Saturday in eg. May], and one day a year minimum to visit our services in action. 

How comfortable are you with these commitments?  Is any of this likely to cause you difficulty? Is there anything we could do to make the commitment more manageable for you?

Looking for: Understands the commitment required. Can practically meet the commitment required. 
Note that it can be helpful to be flexible, eg. in offering virtual meetings, or rotating the time or location of meetings


Candidate’s response:





	

	Q.8. Question to be asked by [name]
	

	What, if any, training, support or development do you feel you may need to fulfil this role to the best of your abilities?

Aim is to make you, the organisation, aware of training and development you may need to provide (all candidates are going to need some form of development, with a good induction of course being the starting point). This also lets candidates know that they will be well-supported by the organisation. 

Candidate’s response






	

	Q9.  Question to be asked by [name]
Do you have any questions for us?
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