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OCCAR-EA 
RECRUITMENT GUIDANCE NOTES 

 
1. PREPARING THE SIFT 
 

1.1  General Remarks 
 
OCCAR – EA HRD Focal point will check all applications to ensure that applicants 
meet the eligibility rules.  Any anomalies should be highlighted for the Selection 
Committee to consider. 
 
1.2  Purpose 
 
The purpose of sifting is to ensure that those applicants “sifted in” are those who 
have best displayed in their application that they meet the essential requirements 
advertised in the vacancy notice.     
 
1.3  Composition of Selection Committee 
 

3 members of staff 
 

1 x PM  / HoD / Section Leader 
1 x Independent staff member from Business area 
1 x HRD staff member 

 
At least two members of the panel must have received training in structured 
behavioural and competence based interviewing and at least two nations should be 
represented. 
 
1.4  Timing 
 
The sift will take place shortly after the dates published in the vacancy notice unless 
there are exceptional circumstances in order to invite successful applicants well in 
advance of the interview date. 
 
Any applications which have not been received in their entirety will be hastened by 
HRD through the relevant National HR Section.  

 

2.  CONDUCTING A SIFT 
 
You are reminded that the deliberations and results of a sift panel are 
MANAGEMENT IN CONFIDENCE and must NOT be discussed with anyone.  
CANDIDATES WILL BE INFORMED OF THE RESULT BY HR STAFF IN THE 
APPROPRIATE MANNER. 
 
2.1  Criteria 
 
The sift criteria are those published in the advert under the Experience and 
Competences / Skills sections. 
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2.2  Location 
 
The sift will take place in a private area and should be quiet and uninterrupted.     
 
Members of the sift panel must be present during the sift process – this will enable 
any necessary discussion regarding candidates to take place promptly. 
 
In the event of a telephone sift, members must ensure they are in an appropriate 
location. 
 
2.3  Process 
 
Section 13 of each applicants application form is considered in turn against the 
essential criteria and scored accordingly. If the information is not contained within 
these sections, the candidate cannot be assumed to have it. Applicants must score a 
minimum of 1 in ALL essential criteria to be considered for interview. If there are 
more than 5 applicants who meet all the essential criteria then the desirable criteria 
must be applied. 
 
For applicants who do not fulfil the essential skills and /or competences the sift 
summary sheet must be completed at this stage with the reasons given in the 
remarks column. Reasons given for sifting an applicant out must be agreed by all sift 
members at the time of the sift since all unsuccessful applicants will personally 
receive a brief sift report providing feedback on their application 
 
The remaining applicants should be sifted against the desirable competences and 
any other criteria.   
 
The Sub-totals for each applicant must be added together to give the total figure. 
The highest scores will be invited for interview based on a maximum ratio of 5 
applicants to 1 post, however if there is more than one post it would be sensible to 
use a ratio of 3 to 1.  All sift members must sign and complete all boxes and sign the 
summary sheet. The HR representative must return the sift sheet to the appropriate 
HR focal point. 
 
Note:  All applications must be kept by the sift members in their selection 
packs and kept in a secure location. The applications have to be returned 
to HRD after the completion of the INTERVIEW. 
 

3. INTERVIEW PANEL 
 
3.1 Aim 
 
The panel aims to: 
 

 Assess candidates’ suitability for the requirements of the advertised 
post. 
 

 Give each candidate an opportunity to demonstrate their knowledge 
and skills. 
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 Ensure fair treatment by considering all candidates equally. 
 
3.2 Preparation 
 
Prior to the interview the Chairman must: 

 
 Plan the panel’s questions carefully. 

 

 The majority of questions must focus on the attributes and behaviours 
needed in the job however candidates will also be required to display 
a basic understanding of the role and structure of OCCAR. 
 

 Ensure that all candidates will be asked the same questions. 
 

 Agree the rating system. 
 

3.3 During the interview 
 

 At the start, the Chairman should introduce the Panel, aim to settle 
the candidate and “break the ice”. 

 
 Give the candidate the opportunity to discuss recent duties and 

achievements. 
 

 Ask open ended questions “Why” “How” or “When”. 
 
 Be clear in your questions if you think that the candidate has 

misunderstood the question give them another opportunity to answer. 
 

 Specialised questions should aim to stretch the candidate but not push 
them beyond the bounds of the requirement of the post or grade. 

 

 Treat all candidates fairly and equally. 
 
3.4 Timing 
 

 Ideally interviews should last approximately 60 minutes, although this 
may not always be possible. 

 

 The Chairman is responsible for maintaining the programme schedule. 
 
3.5 Level/Style of Questioning. 

 

 Behavioural Questioning Techniques should be used based on the 
Core and Functional skills / competences required for the post. This 
involves getting the applicant to give specific examples of situations 
rather than hypothetical examples. Please see attached for further 
guidance. 

 

 Questions must be appropriate to the published skills / competences 
for the grade. 
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3.6 Shy/Nervous Candidates. 
 

 Allow ample time for the candidate to collect their thoughts. 
 

 Give suitable encouragement. 
 
3.7  Over-talkative candidate. 
 

 It is acceptable to interrupt a candidate if; 
 

 The panel has all the information it requires on a topic. 
 The members are not competent to assess the content of what 

the candidate is saying. 
 The candidate’s answer is irrelevant to the question. 

 

 Interruption should be polite but firm. 
 
3.8 Discrimination. 
 

 The Panel must be impartial and be seen to be so. 
 

 Candidates must be assessed solely on;  
 

 Motivation 
 Relevant knowledge 
 Experience / Skills/ Competence 
 Personal qualities 
 Language skills  

 
3.9 Assessment of Candidates. 
 

 The Panel is required to produce recommendations on the suitability 
of candidates for the advertised post. 

 

 After the candidate has left the room, the Panel Members should 
INDIVIDUALLY consider and complete the candidate assessment form. 

 
 The Chairman will then lead a discussion to reach a final overall 

conclusion. 
 

 The Panel will be required to rank successful candidates in Order of 
Merit. 

 
3.10 Categories of Candidates. 

 
 Candidates should be placed in one of the following categories; 

 
Suitable and selected 

 

 Has a range of knowledge, skills and experience to perform the 
duties of the post. 
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Suitable but not selected 
 

 Has the range of knowledge, skills and experience to perform the 
duties of the post but was not the best candidate on the day 

 
Not Suitable 

 

 Does not meet the requirements of the advertised post. 
 
3.11  After the Interview, all members must; 
 

 Ensure that have signed their copy of the Assessment Sheet for each 
candidate. 

 
 Note that HRD will provide all unsuccessful candidates with feedback 

on their performance at interview 
 
Interview Packs will be collected by OCCAR HRD 
 
Remember All interview proceedings are MANAGEMENT IN CONFIDENCE and 
must NOT be discussed outside the interview room.  Results should not be 
discussed, even informally, with line managers. RESULTS ARE SUBJECT TO 
APPROVAL 
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NOTES ON BEHAVIOURAL/COMPETENCE BASED INTERVIEWING 
 
1. Behavioural  interview questions must be tailored to the Essential and  
Desirable Skills/Experience/ Competencies that are required if a person is to perform 
well in the target job. Competency based, behavioural interviews ask for specific 
examples of situations which have required the person to demonstrate a specific 
quality.  
 
2. The following tables show the difference between Behavioural and  
Hypothetical Questions based on Core OCCAR Skills / Competences.  

Core Competence Hypothetical Questions Behavioural Questions 

Managing workload in a 
demanding environment 

If you were in a position with 
several people working for 
you, how would you delegate 
your work? 

What type of work have you 
delegated recently? How did 
you decide what to delegate 
and to whom? 

Team Working. How would you deal with 
conflict within the team? 

When have you had to deal 
with conflict within the team? 

Ability to work in a 
changing environment  
 

When do you feel it is 
necessary to introduce change 
into your job? 

When have you felt it 
necessary to introduce change 
into your job? Tell me about it.   

 
3. Using Behavioural Questions shows the interviewer how the interviewee  
reacts in real life situations. This gives a good indication of how the interviewee 
would behave in similar circumstances.  
 
Funnel Technique 
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4. The most common sequence of questioning is called the funnel, this is  
demonstrated in the above diagram. Using the funnel, the interviewer starts by 
asking a very broad, open, but still quite specific, question which sets the scene for 
further probing questions.  

5. Moving down the funnel, the interviewer asks further open questions 
targeting specific aspects of the evidence arising from the answer to the scene-
setting question. The interviewer then homes in on specific aspects of the evidence 
revealed and completes the journey down the funnel by very briefly summarising the 
information received. Summarising allow the candidate the opportunity to confirm, or 
correct, the interviewer’s understanding of the evidence. 
 
6. The questions should be skill or competence based, and relate to the 
Essential or Desirable skills / competences as defined in the advert. Each question 
should always be part of a sequence, an example of funnel questions are shown in 
the table below. 

 

Competence: Management of Work 

Opening Scene 
Setting Question: 

Can you describe a time when you had to work to a very tight 
schedule? 

Probes: What did you do 
to get it all done? 

How did you 
ensure that 
deadlines were 
met? 

How did you decide 
on your priorities? 
 
 

Follow-on 
Questions: 

How do you go about 
planning an activity or piece 
of work? 
 
 

Tell me about a situation which 
involved a number of different 
things which were all of 
different importance? 
 

Further Probes: How did you decide what 
was the most important? 

Can you give me an  
example? 
 
What needed to be done 
first? 
 
Why? 

What did you do? 
 
What particular problems did 
you face? 
  
How did you overcome them? 

 
  
 


