
 

Your Remote Recruiting 
and Interviewing Checklist 

 
As I type this up, with my hands cracked and dried from washing them for 20 seconds dozens of times a 
day, I wanted to share some thoughts on how to reduce the impact of working from home on the 
recruiting process. With all the ​news about COVID-19​ and the cancellation of large events, the world of 
recruiting continues to discuss the best practices and outcomes of the current work environment.  
 
Companies are requiring people to work from home and move to video or phone meetings. And, 
organizations still need to hire mission-critical talent and cannot afford to delay hiring. How do you keep 
the process moving along and the pipeline full if you’re holed up at a home office? Or, if you’re in the 
middle of a job search, how can you continue your interview process if the company’s offices are closed 
temporarily? 
 
Try these five tips to get your virtual life kicked into high gear. 
 

 

Start Conducting Virtual Interviews 
 

Using video calls for “virtual onsite” interviews can be a great answer to seeing a person without having to 
be right next to the person! Specific tools, like HireVue, WePow, and Vidcruiter, can help you manage video 
interviews, but everyone may not have the budget to implement these platforms. If you need a quick, 
temporary fix, we’ve put together a list of the most prevalent free or freemium tools you can use 
immediately. 

 
● Microsoft Teams   
● Skype 
● Zoom 
● Slack 
● Google Hangouts 

● GoToMeeting 
● BlueJeans 
● Join.me 
● Webex 
● Facetime (Mac/iPhone Specific) 

 
The process of scheduling can vary from tool to tool. From sharing user names of each person in the 
calendar invite to getting a dedicated link that works between the program and web browser version, it’s a 
rather simple process to get everyone on the same video call. Each party has to be responsible for following 
through with their responsibilities to make it a seamless process. The company needs to ensure that the 
candidates know the process of connecting to the service. If you’re a candidate, be sure to test the service 
well before your call and let the company know if you can use that specific tool on your phone or computer.  
 
Microsoft Teams is included in most Office 365 accounts. It's a great example of how tools allow for program 
to browser to phone connections. Candidates, hiring managers, and interview panelists alike, can download 
the software (free) or use the link to log in through a browser. In the event there are connectivity issues, a 
phone number and conference ID can be used for an audio-only call. 
 

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://teams.microsoft.com/start
https://www.skype.com/en/'
https://zoom.us/
https://slack.com/
https://chrome.google.com/webstore/detail/google-hangouts/nckgahadagoaajjgafhacjanaoiihapd?hl=en
https://www.gotomeeting.com/
https://www.bluejeans.com/
https://www.join.me/
https://www.webex.com/
https://support.apple.com/en-us/HT204380


 

 
 

Prepare Your Location for Your Video Call 
 

Just like you’d want to present your best self for an onsite interview, you want to do the same for a virtual 
interview. Be sure the lighting is good. Talking with someone who is sitting alone in the dark can feel 
creepy! The light should be on your face. If it’s behind you (coming through a window, for instance), you will 
be backlit and look like a shadow!  
 

Video location quick tips: 
● Consider the time of day. ​Do you have harsh light in your home at the scheduled interview time? 
● Maximize your lighting.​ Position lighting in front of you or diffused toward your face. 
● Don’t need to be a professional.​ Your interviewer should simply be able to see and hear you. 
● Choose a proper background.​ A rule of thumb is not too personal, not too sterile.  

 
Look Me in the Eye 

 
Look at the camera, not the person on the screen! This is easier said than done and takes some practice 
(facetime a friend). Certainly, watch the screen/the other person when he or she is talking because you 
want to see expressions and match the tone and emotion. But, when you’re talking, you want to “look them 
in the eyes.” If you look at the screen while you are talking, it feels weird for the person on the other end 
because they’ll see you looking down. 
 

Tip:​ ​It’s tough to stare at a tiny circle on the bezel of the computer screen. Put a sticker near the lens 
or even print out a picture of the interviewer and put it next to the camera. Do whatever will work for 
you and practice with a friend or colleague before you “go live.” 

 
Test Your Tech: Audio/Visual/Software 
 

The most important point for a virtual interview is to prepare well ahead of the call time! Nothing could be 
worse than discovering your camera won’t work just as the call is coming on-line. This is true for both the 
employer and the candidate. No one wants to work for a company that looks disorganized, and likewise, 
employers want to hire candidates who are prepared and confident. Particularly in an environment where 
you may have to work from home for a short time, companies want to know you have a grasp of current 
technology, specifically in the virtual meeting space. So, test your microphone and camera.  
 
Download the software in advance. Watch an instructional video on the software if you need to. Being 
prepared for a virtual interview comes with very different challenges than a ​traditional onsite interview​! 
 
 
 
 

https://blog.iqtalentpartners.com/five-tips-recruiting-interviewing-remotely


 

 
Prepare Your Questions in Advance 
 

Just like an onsite interview, preparation is key for both the candidate and the interviewer. Candidates 
should have researched the company and prepared a list of questions for the hiring manager that will 
determine if the role is a good fit for you. Likewise, ​the interviewer needs to be well prepared​ so the 
interview flows smoothly. If the onsite interview would have incorporated numerous people, and now each 
of those people is in a different location, it is imperative that each interviewer is assigned topics to discuss 
with the candidate. Ensuring that the candidate is not asked the same questions by multiple people will 
achieve a better experience for the candidate. 
 
 
Still Feeling Uneasy? 
 
Consider what you get from the face to face interview that ultimately helps you make a decision. This 
answer takes some deep philosophical thought. Hiring without an in-person meeting might feel 
uncomfortable because, up to this point, it isn’t really something that many hiring managers have 
experienced. However, the numbers show that more people than you may have realized received offers 
over the phone or video without ever meeting their bosses. We haven’t seen any data that says hiring 
virtually is detrimental to the new hire’s performance. It is simply not something we’re comfortable doing 
because we haven’t done it that way in the past! 
 
Whether the candidate goes through a traditional onsite interview or has a series of virtual interviews 
because we are practicing “social distancing” due to COVID-19, the recruiting and hiring processes 
ultimately end with a leap of faith. You have to trust that you and your team evaluated each candidate to 
the best of your abilities. When selecting the person that will ​receive the offer​, you’re making an educated 
guess. And if the person has had only virtual interviews, it is a guess that was not influenced by meeting 
someone in person. Who knows? This process of virtual recruiting may ultimately reduce bias in the 
recruiting process. 
 
 
It comes down to trusting yourself, your team, and your process. 
 
Now, go wash your hands! 
 
 

https://www.docwirenews.com/docwire-pick/best-practices-for-conducting-remote-job-interviews/
https://blog.iqtalentpartners.com/you-received-an-offer-to-join-the-sales-team-now-what

