
 

Interview Coordination 
Designing an interview coordination process for corporate recruiting is essential to ensuring that the 

interview process runs smoothly and efficiently. Below are some general steps and considerations that can be 
used to design an interview coordination process: 

 
 

1. Develop an interview schedule: Develop an interview schedule that outlines the date, 
time, and location of each interview, as well as the names of the interviewers and any 
additional information that is relevant to the interview. 

 
2. Communicate with candidates: Communicate with candidates in a timely and 

professional manner to confirm the interview schedule and provide any additional 
information that they may need, such as directions to the interview location or 
information about parking. 

 
3. Coordinate with interviewers: Coordinate with interviewers to ensure that they are 

available for the scheduled interviews and that they have the information they need to 
conduct the interviews, such as the candidate's resume and job application. 

 
4. Prepare interview materials: Prepare any materials that may be needed for the 

interviews, such as interview questions, scoring sheets, or feedback forms. 
 

5. Send reminders: Send reminders to interviewers and candidates prior to the scheduled 
interview date to ensure that everyone is on the same page and the interviews run 
smoothly. 

 
6. Provide support during the interview: Provide support during the interview process, 

such as greeting candidates, answering any questions they may have, and ensuring that 
the interview process runs smoothly. 

 
7. Gather feedback: Gather feedback from interviewers after each interview to assess the 

candidate's suitability for the position and to identify any strengths or weaknesses 
that may be relevant to the decision-making process. 

 
8. Optimize for diversity: Ensure that the interview coordination process takes into 

consideration diversity and inclusion, and that candidates from underrepresented 
backgrounds are given equal consideration. 
 
 
 

By considering these factors and designing an interview coordination process that is tailored to the 
specific needs of the company and the position, the recruiting team can effectively coordinate the interview 

process and ensure that the decision-making process is informed and thorough. 


