Telephone Interview Questionnaire

Name of Applicant:
Date:

Interviewer:
Position Applied for. Relief Ward Administrator

Intro:

Thank you for your application for the Health Administrator roles we are currently advertising at CCDHB.
We are currently considering applications and would like to ask you a few questions over the phone. Do you
have a few minutes to talk to me now?

What is your work visa status?
(Note: if the candidate is not currently eligible to work permanently further questions are not required)

| currently have a full time vacancy for Relief Ward Administrator , Wellington and Kenepuru based. Hours
are 7am — 8pm, some weekends.

The duties for this position involive Meet and greet, customer service, data capture and validation, handling
patient clinical information, providing admin support to clinical staff.

Meet & greet:
Customer service:
Data capture and validation:

Health sector experience?

What are your salary expectations?

Band based on experience. $47,100. Hourly rate $22.64.

Conclusion:

To progress with an interview:

What is your availability to attend an interview?

To not progress with an interview:

We are currently contacting a number of applicants by phone today. If you are short listed we will contact
you within the next 2 weeks to organise an interview. If you do not hear from us by 30/6/18 then you would
not have been shortlisted.

Verbal communication skills demonstrated in phone interview:
(Verbal English skills, listening skills, explains information clearly)
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