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Step #4: Select Candidates for the 
Phone Screen

A phone (or Skype) screen will give you a chance to share more details about the role 
and get a feel for the applicant before committing to an in-person interview—saving 
both you and the candidate time and hassle. (The interview questions from Step #5 
below can also work here, especially if you want to hire an engineer directly off the 
phone screen.)

Once you have a stack of applications, sort them into "yes," "no," and "maybe" using 
three criteria: Skills, experience, and budget. You may also want to use your gut feeling 
to figure out whether the candidates are a good fit with your company culture.

Candidate #1 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #2 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No
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Candidate #4 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #3 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #6 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #5 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #7 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No
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Candidate #9 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #8 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No

Candidate #10 Name: 
How well does this candidate match the skills you need?  
How well does this candidate match the experience you need?  
How well does this candidate match your budget?  
How well does this candidate fit into our company culture?  
Move on to phone screen? Yes                No



Field service engineers are the face of your business, so be sure they meet your 
criteria before moving them on to the in-person interview (or hiring them outright).

Candidate #1 Name:  

This candidate:

Is punctual:  
Shows confidence:  
Communicates well:  
Can think on their feet:                                     
Is friendly:                                                          
Looks professional (for a Skype screen):  
              

Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No

Move on to in-person interview? Yes                  No

Candidate #2 Name:  

This candidate:

Is punctual:  
Shows confidence:  
Communicates well:  
Can think on their feet:                                     
Is friendly:                                                          
Looks professional (for a Skype screen):  
              Move on to in-person interview?

Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
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Step #5: Conduct Phone Screens and 
Select Candidates for the In-Person 



Candidate #3 Name:  

This candidate:

Is punctual:  
Shows confidence:  
Communicates well:  
Can think on their feet:                                     
Is friendly:                                                          
Looks professional (for a Skype screen):  
              Move on to in-person interview?

Candidate #4 Name:  

This candidate:

Is punctual:  
Shows confidence:  
Communicates well:  
Can think on their feet:                                     
Is friendly:                                                          
Looks professional (for a Skype screen):  
              Move on to in-person interview?

Candidate #5 Name:  

This candidate:

Is punctual:  
Shows confidence:  
Communicates well:  
Can think on their feet:                                     
Is friendly:                                                          
Looks professional (for a Skype screen):  
              Move on to in-person interview?

Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No

Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No

Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
Yes                  No
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Yes                  No

Step #6: Write Your Interview Questions

Ready for the in-person interview? Be sure to cover these four types of questions 
that will give you insights into a candidate's skills and personality, and add any 
business-specific questions you need to ask.

Q 1: 
Q 2:
Q 3:
Q 4:
Q 5:

1. Position-specific questions. (For example, 'Do you have a clean driving record?' 
and 'What kind of training or certifications do you have?')

Q 1: 
Q 2:
Q 3:
Q 4:
Q 5:

2. Motivational questions. (For example, 'Describe your ideal boss' and Where do 
you see yourself in five years?')
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Yes                  No

Yes                  No

Q 1: 
Q 2:
Q 3:
Q 4:
Q 5:

5. Additional questions:

Q 1: 
Q 2:
Q 3:
Q 4:
Q 5:

3. Behavioural questions. (For example, 'Tell me about a time when you dealt with 
an angry customer. How did you handle their complaints?')

Q 1: 
Q 2:
Q 3:
Q 4:
Q 5:

4. Curve-ball questions. (For example, 'What's the first thing you should do in a 
zombie apocalypse?' and 'What's the last book you read?')
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Step #7: Make an Offer and Rejoice (Or 
Begin Again)

By now you should have the perfect engineer. If not, you can go back to your pile of 
applications and conduct more interviews, or put the role on a freeze for two months 
and see if the job market opens up.
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Step #8: Send Thank-You Notes to the 
Candidates You Didn’t Hire

A quick thanks keeps candidates from wondering what the status of their job 
application is. It also creates goodwill, which will help you when you're ready to hire 
another engineer in the future.

Candidate #1 thanks sent
Candidate #2 thanks sent
Candidate #3 thanks sent
Candidate #4 thanks sent
Candidate #5 thanks sent
Candidate #6 thanks sent
Candidate #7 thanks sent
Candidate #9 thanks sent
Candidate #10 thanks sent

Ready to Grow?
The bigger your business gets, the harder it becomes to keep track of your projects, 
your engineers, and your documentation. Commusoft creates workflow management 
solutions that can help with all of those things—and more. 
Take a tour and request a demo today. 
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