Meeting Minutes for Interview

Meeting Details

e Meeting Title: Interview with Candidate for Marketing Manager Position

e Date: November 10, 2024

e Time: 10:00 AM - 11:00 AM

e Location: Conference Room C, Corporate Headquarters

e Attendees: Sarah Johnson (Hiring Manager), Alex Turner (Team Lead),
Emily Clark (HR Representative)

e Candidate: Michael Brown

Call to Order

e Opening: The interview was formally opened at 10:05 AM by Sarah
Johnson.

Candidate Introduction

¢ Michael Brown introduced himself, providing an overview of his
professional background, key achievements, and reasons for applying
to the position.

Interview Questions and Responses

1. Experience and Accomplishments:
o Michael discussed his experience as a Marketing Coordinator at
XYZ Corporation, highlighting a successful campaign that
resulted in a 30% increase in customer engagement.
2. Skills and Expertise:
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o Demonstrated strong skills in digital marketing, analytics, and
strategic planning. Emphasized proficiency with tools such as
Google Analytics and Hootsuite.
3. Team Management and Leadership:
o Shared examples of leading cross-functional teams and fostering
a collaborative work environment to achieve project goals.
4. Challenges and Problem-Solving:
o Described a significant challenge faced in a previous role and the
strategies employed to overcome it, showcasing problem-solving
skills and resilience.

Team Questions and Discussion

e Fit with Company Culture:

o The team discussed Michael's fit with the company culture,
emphasizing the importance of teamwork, innovation, and
continuous learning.

e Career Goals and Aspirations:

o Michael expressed a desire for growth and the opportunity to
contribute to the company’s success through innovative
marketing strategies.

Candidate Questions

e Michael inquired about the team structure, current marketing
challenges faced by the company, and opportunities for professional
development.

Closing Remarks

e Feedback and Next Steps:
o Sarah Johnson outlined the next steps in the hiring process,
including a timeline for decision-making and feedback.
o Michael thanked the interview panel for the opportunity and
expressed enthusiasm about the potential to join the team.
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Adjournment

e Closing: The interview was concluded at 11:00 AM by Sarah Johnson,
thanking Michael for his time and participation.

Next Steps

¢ Internal Review Meeting: Scheduled for November 12, 2024, to discuss
candidate assessments and make a decision.

e Feedback to Candidate: HR to provide feedback to Michael by
November 15, 2024.

Prepared by:

e Emily Clark, HR Representative

Date:

e November 10,2024
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