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EU-wide guidelines on gender-neutral job evaluation and classification: Step-by-step toolkit
[bookmark: _Ref203039016][bookmark: _Toc202869477][bookmark: _Toc210916468][bookmark: _Toc220058061]Sample interview invitation for the job evaluation process
Dear [worker name],
You have been invited to participate in a follow-up interview as part of our gender-neutral job evaluation and classification process.
This follows the job evaluation questionnaire you recently completed. The interview is designed to help us gather additional insights about your job and to complement your questionnaire responses.
Our goal is to ensure fair and equal pay practices across the organisation by assessing each job on the basis of its requirements and demands, not on individual performance.
Taking part in this interview is completely voluntary. If you choose to participate, the conversation will take about 30 to 45 minutes, and we’ll focus on exploring aspects of your job that might not be immediately visible or fully captured in written responses.
Thank you for considering being part of this important process.
Interview details
Date: [insert date]
Time: [insert time]
Location: [insert location or link]
Interviewer: [insert name and title]
Important reminders
This is not a performance review. We will focus on what your job requires, not on your individual capabilities or performance.
All information shared will be kept confidential. The responses will be anonymised for further analysis.
Your responses will be used only for the job evaluation and classification process.
Please confirm your availability by [insert date]. If the proposed time doesn’t work, please contact me to arrange an alternative.
If you have any questions before the interview or would like to discuss any concerns, please don’t hesitate to let me know.
Thank you for your valuable contribution to this important process.
Kind regards,
[Your name] [your title] [organisation name]
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