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Training tool
Collaborators& managers

Individual interview
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Manager ςAccess to myǘŜŀƳΩǎinterviews
!ŎŎŜǎǎ ǘƻ Ψƛƴ progressΩ ƛƴǘŜǊǾƛŜǿǎ
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Manager ςPrepare the interview of my collaborator
Suggest an interview date to my employee

I can confirm the date 
suggested by the 
employee by clicking on 
ά/ƻƴŦƛǊƳέΦ

If my employee has not 
already done so, I suggest 
a date for the interview by 
clicking on 

Either I accept or I refuse 
the one he suggests. 
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Manager ςPrepare the interview of my collaborator
Preparethe answers

The interview will focus on several 
themes. 

For each theme, I prepare the answers to 
the questions that will be used as a basis 
for the exchange with my collaborator 
during the interview.
ÅLŦ ōŜƭƻǿ ǘƘŜ ǉǳŜǎǘƛƻƴΣ ƛǘ ƛǎ ƴƻǘƛŦƛŜŘ ΨLǎ 
ƴƻǘ ŀǎƪŜŘ ǘƘƛǎ ǉǳŜǎǘƛƻƴΩΣ ǘƘŀǘ ƳŜŀƴǎ L 
do not need to prepare this question 
during the preparation, This question 
ǿƻƴΩǘ ōŜ ŀǎƪŜŘ ŘǳǊƛƴƎ ǘƘŜ ƛƴǘŜǊǾƛŜǿΦ

Å If the collaborator has shared is 
preparation, I am able to see the 
answers
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Manager ςPrepare the interview of my collaborator
Pre-assessment of skills (optional: only if the skills module has been subscribed)

Å For each skills, I pre-asses the level 
of my collaborator by clicking on the 
scale. 

Å The level required is indicated by the 
ƛŎƻƴ ΨwŜǉǳƛǊŜŘΩ 

Å I can also visualize the assessment 
made during a previous assessment 
and the one made by my 
collaborator during his preparation 
(if he shared his preparation 
beforehand).
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Manager ςPrepare the interview of my collaborator
Pre-assesspreviousobjective
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Manager ςPrepare the interview of my collaborator
Share the preparationwith the employee

I can sharewith the employeemy preparationif I want to.
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CollaboratorςAccess to my interview
Access to myΨƛƴ progressΩ ƛƴǘŜǊǾƛŜǿ
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CollaboratorςPreparemy interview
Acceptor suggesta new date for the interview

I approvethe interview date 
suggestedby my manager. 

I can alsopropose him a new 
date by changingthis one.

If my manager ŘƛŘƴΩǘsuggesta 
date, I can suggestone. 
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CollaboratorςPreparemy interview
Preparethe answers

The interview will focus on 
several themes. 
Å For eachtheme, I preparethe 

answersto the questions that
will be askedduringthe 
interview. 

Å If below the question, it is 
ƴƻǘƛŦƛŜŘ ΨLǎ ƴƻǘ ŀǎƪŜŘ ǘƘƛǎ 
ǉǳŜǎǘƛƻƴΩΣ ǘƘŀǘ ƳŜŀƴǎ L Řƻ ƴƻǘ 
need to prepare this question 
during the preparation, This 
ǉǳŜǎǘƛƻƴ ǿƻƴΩǘ ōŜ ŀǎƪŜŘ 
during the interview.

Å If my manager prepared the 
interview and shared his 
preparation, I can see his 
answers. 
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CollaboratorςPreparemy interview
Pre-assessment of skills (optional: only if the skills module has been subscribed)

Å For each skills, I pre-
asses my level by 
clicking on the scale. 

Å The level required is 
indicated by the icon 
ΨwŜǉǳƛǊŜŘΩ 

Å I can also visualize my 
level assessed during 
a previous 
assessment and the 
one made by my 
manager during his 
preparation (if he 
shared his 
preparation 
beforehand).
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CollaboratorςPreparemy interview
Share my preparationwith my manager

I sharewith my manager the preparationof my interview if I 
want to. 
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Manager ςConductthe interview
Starting the interview and report

Å I have accessto my
collaboratorinterview

Å I click on «Interview done
start report » => I can start 
recording the interview that 
reflects the exchange with 
my employee. 
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Manager ςConductthe interview
Complete the synthesisƛƴ ΨOverviewǘƻ ŎƻƳŜΩ



Bien plus quõun SIRH
Votre solution Performance & Bien -être

Manager ςConductthe interview
Complete the skillsassessment(optional: only if the skills module has been subscribed)
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Manager ςConductthe interview
Complete the previousobjective assessment


