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Marketing Coordinator

Interview 

	Candidate:
	
	Phone No.
	

	Interviewer:
	
	Circle One:
	PHONE / IN PERSON

	Date:
	
	Time:
	


	INSTRUCTIONS:


Please note all responses made by the applicant

INTRODUCTION / BENEFIT STATEMENT: 

· Introduce self – your position, brief background, etc. (if applicable)

· “The purpose of today’s interview is to see if there is a ‘fit’ between your experience, skills, knowledge and personal characteristics, and career goals with our organization.”

· We are committed to hiring TALENTED people – the BEST in our industry – into our organization.”

· Explain the interview process – reference testing, drug testing, credit / background checks, skills testing, etc.

· Follow up: we will let you know by phone or letter by this time next week if the interviewing process will continue.

· I will save a few minutes at the end of this interview for your questions, please hold all your questions until then

· I’ll be taking notes, please feel free to do so yourself (provide them with pen and paper if they so desire)

· Ready?  Let’s get started … 




	
	Question

	1.
	Briefly walk me through your academic and professional history, I am particularly interested in why you have chosen marketing.  Share your salary expectations.  



	2.
	Tell me how you would ensure that marketing materials are effective?



	3.
	How have you made sure that marketing materials are produced in a timely and cost effective manner?



	4.
	What methods have you used to determine the best media and mediums for communicating the product / service message?



	5.
	How would you see that sales staff understand and use the marketing materials you develop?



	6.
	How would you go about establishing the purpose / objectives of marketing materials?



	7.
	Why use demographics and psychographics when developing marketing materials?



	8.
	Tell me about your experience in developing and designing marketing materials?  What have been your greatest challenges doing so?  What has been your greatest success?



	9.
	What role does the Marketing Plan have in the creation and development of marketing materials?



	10.
	What measurement tools have you used to validate the effectiveness of the marketing materials you have developed?



	11.
	How would you go about identifying the ‘target’ audience?



	12.
	What tools or systems do you use to organize your work?  (Pause, let explain)  How do you prioritize?



	13.
	How do ensure that what you start gets finished on time and on budget?



	14.
	How do you set goals?  What goal are you particularly proud of accomplishing?



	15.
	Tell me about your experience with various marketing mediums, radio, television, print, direct mail, etc.?



	16.
	Tell me about the most successful marketing piece you developed.  (Pause, let answer) Why do you consider it a success? 



	17.
	How do your determine the amount of material you’ll need to have produced?  How have you managed the inventory of that material?



	18.
	How have you ensured that your marketing message reaches diversity goals of the organization?



	19.
	How do you go about making decisions?  Tell me about your thought process.



	20.
	In conducting professional references, what are the best and worst things we’re going to hear?

Best:

Worst:




Conclusion:
“Thank you, ______________.  Those are all my questions…now, how about you?  We have a few minutes for any questions you might want to ask me about our company.”  (Answer candidate’s questions.)


“Thanks for your time today.  As I stated earlier, we will be in touch with you by this time next week either by phone or letter.”  (Be certain to confirm phone number and address on résumé and/or application.)

Summary:

	Exceeds Job Standards    (
	Meets Job Standards    (
	Below Job Standards    (


	Recommend Hiring?
	 Yes
	No 


Notes:
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