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EU-wide guidelines on gender-neutral job evaluation and classification: Step-by-step toolkit
[bookmark: _Hlk195892816][bookmark: _Ref195878918][bookmark: _Ref195878923][bookmark: _Ref196404086][bookmark: _Toc202869476][bookmark: _Toc210916467][bookmark: _Toc220058060]Sample interview guide
Hello, I’m [your name]. Thank you for taking the time to speak with me today. This interview is part of our gender-neutral job evaluation and classification process.
I’ll ask you some questions about your job, focusing on the skills, responsibility, effort and working conditions it involves. The aim is to gather more information to complement earlier questionnaire responses and help us to better understand your job.
During this interview, we will focus on what your job requires and what another worker in the same position would also be expected to do. We will not discuss your performance or that of others.
The interview should take around 30 to 45 minutes. Nothing you share will be used for performance appraisal, and everything you tell me will be kept confidential and used only for the purposes of this job evaluation and classification process.
Do you have any questions before we start?
Opening questions
	· [bookmark: _Hlk196250050]Can you describe a typical workday?
· What aspects of your job do you believe are least visible or least understood by others in the organisation?
· Can you describe a recent accomplishment that demonstrates the unique value of your job?
· How would you describe the impact of your job on the success of your organisation or team?


Responsibilities
	· Of all your responsibilities, which do you believe has the greatest impact on organisational success? Why?
· Can you share a specific example of a high-stakes situation you managed and how your handling of it affected outcomes?


Skills and competencies
	· What skills do you regularly use that are not immediately apparent in your job description?
· Can you tell me about a time when you used specialist knowledge that was really important in getting the job done well?
· Can you also describe a situation in which you relied more on soft skills, such as communication, teamwork, problem-solving or empathy?
· In what ways does your job require emotional labour or interpersonal management that may be undervalued?


Effort and working conditions
	· What are the most challenging aspects of your job that might not be obvious to others from reading your job description or looking at your workspace, including exposure to risks and dangers?
· How do you handle competing priorities or conflicting demands? Could you share a specific example?
· How do you manage unexpected changes or disruptions in your work environment? Could you share a specific example of how you have had to adapt?
· What recovery time or strategies do you need after particularly demanding periods of work that might not be formally recognised as part of your job?


Comparative value
	· Have you observed any patterns in how certain types of work or skills are valued differently in terms of pay across the organisation?


Thank you very much for your time and thoughtful responses today. The information you’ve shared provides valuable insights into your job that will help to ensure our job evaluation and classification process is fair and comprehensive.
Do you have any final questions or comments before we conclude?
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