Useful tips for the Chair of the presentation panel

Before the presentation:

· Ensure all panel members are clear about their role, the criteria they are assessing, the scoring and feedback process.

· Each panel member should complete a Presentation Assessment Sheet.

· Arrange for one of the panel member to take interviewee to their interview after the presentation – ask them to sit outside and wait to be called in.

· Ensure there is fresh water for each candidate.

· Personnel will advise if any candidate has indicated particular help needed to enable them take part in the presentation.

At the presentation:

· Introduce the panel members to the interviewee.

· Explain the presentation process and timing to the interviewee.

· Any internal candidates should be treated in a similar way to externals to ensure a consistent and fair approach is taken.  It is appropriate to remind internal candidates to provide full discussion and complete answers as if they did not know the panel

· Ensure any particular requirements have been catered for and check that the candidate is comfortable with the arrangements made.  

· Provide any help needed to access the presentation or operate equipment eg where to insert memory stick etc

· Time the presentation and indicate to interviewee when 2 minutes of time is left.  Bring the presentation to a close if the interviewee over-runs.

· Invite questions arising from the presentation from the panel members.

· Ask the interviewee for a copy of the presentation

· Thank the interviewee, and arrange for them to be taken to the interview waiting area.

After the presentation:

· Take feedback from each panel member and record the agreed score and summary of performance.

· If the panel have differing views the Chair should record these and explain when feeding back to the interview panel.

· It is helpful if the Chair records any strengths or concerns the panel have where candidates go outside the “steady” column.  

· Feed back the scores and summary of performance for each candidate to the Chair of the interview panel once interviews have been completed.

· Collect all paperwork and pass to personnel rep at the interview panel.
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