STEP 1 Template - Invitation to participate in interview:
 
Re: REQ XXXX
Classification - Position Title: XXXXXX
Ministry of XXXXXX
Location, BC
 
Hello,
 
Congratulations!  We are pleased to inform you that you have qualified to move forward in the competition process for the above-noted position. The next step will consist of an interview that will last approximately XX minutes. Please review all information below carefully.
 
Your interview details are as follows:
 
Date: XXXX XX XX 
Time: XX-XX OPTIONAL: - Please arrive 20 minutes early to review the interview questions.
Location: XXXXXXXXX

Please confirm your availability for the scheduled interview by DATE at XX AM/PM Pacific Time.

Important Information for your Interview: 

· OPTIONAL (if in-person): Upon arrival, please …
· OPTIONAL (if receiving Q’s ahead of interview): You will receive interview questions …
· OPTIONAL (if virtual): You will receive a MS Teams meeting link prior to your interview.
· OPTIONAL (if in-person and virtual is an option): If you are unable to attend in person, an interview over MS Team can be arranged. Please reply to this email immediately upon registration to request a virtual interview and to provide the email address and phone number you will use for the interview.
· OPTIONAL (if in-person): Please note that travel expenses may not be covered or reimbursed, with the exception of current BC Government employees.

For informative videos and tips on preparing for and participating in interviews with the BC Public Service please visit the Interviews and assessments page on MyHR.

The BC Public Service is an inclusive and accessible employer. Please advise me prior to participating in this interview if any accommodations are required. Every possible effort will be made to assist you to ensure equitable participation.
 
If you wish to remove yourself from this competition, please respond via return email.
 
Important: In the interest of fairness to all candidates, it is essential that you respect the confidentiality of the interview material and agree not to share or copy any of it. Any non-compliance with these instructions may result in the invalidation of interview results and may result in your elimination from this competition.

Optional Statement for Knowledge Base Interview Questions: It is also essential that you complete the questions honestly, by yourself, and without assistance from other people or other resources (e.g., books, notes, artificial intelligence tools, internet, files, etc.). 

Your Signature

STEP 2 Template – Sending questions prior to interview:
 
Re: REQ XXXX
Classification - Position Title: XXXXXX
Ministry of XXXXXX
Location, BC
 
Hello,
 
Following our previous correspondence, the interview question(s) to be reviewed in advance of your interview (today/tomorrow/or date) is/are attached.

The BC Public Service is an inclusive and accessible employer. Please advise me prior to participating in this interview if any accommodations are required. Every possible effort will be made to assist you to ensure equitable participation.

Important: In the interest of fairness to all candidates, it is essential that you respect the confidentiality of the interview material and agree not to share or copy any of it. Any non-compliance with these instructions may result in the invalidation of interview results and may result in your elimination from this competition.

Optional Statement for Knowledge Base Interview Questions: It is also essential that you complete the questions honestly, by yourself, and without assistance from other people or other resources (e.g., books, notes, artificial intelligence tools, internet, files, etc.). 

 
Your Signature
