
Interview Team Responsibilities
Board of Ordained Ministry Illinois Great Rivers Conference

The Leader: The leader has special responsibility for the concerns of the Annual Conference and the Board of
Ordained Ministry, is in charge of the interview, and hence will tend to symbolize authority for the candidate.
Duties include:
1. Clarification of structure with team in advance, and with candidate at the outset (e.g., expectations of the
team, preconceptions of the candidate, use of time, etc.).
2. Maintaining balance between needs of the candidate and the concerns of the Annual Conference.
3. Clarification of the status of the candidate, and relationship to the Interview Team to the Board.
4. Knowing the Discipline, without needing to use it legalistically.
5. Adhering to the time schedule.
6. Communicating the team's recommendation to candidate and to the Board.
7. Presenting the candidate to the (when appropriate).
8. When a written doctrinal exam is required, the chair will highlight the material for the team.
9. Provide evaluative materials to candidate and encourage candidate to return evaluation to the appropriate
chair of the Board.
The Biographer: The biographer is responsible for documents: for those in the candidate's file and for accurate
and complete reporting given to the registrar for the candidate's continuing file. The focus of the biographer is
always on the candidate. Duties include:
1. Reviewing the contents of the candidate's file prior to the interview team's gathering and being prepared to
offer a synopsis of the contents of that file. Biographer is responsible for reviewing the file and determining
whether all educational, experiential and process requirements are adequately satisfied in order to proceed with
interview. When other interviewers raise questions, the biographer should be prepared to provide immediate and
accurate answers.
2. Reviews and is prepared to offer evaluation on the audio and/or videotaped sermon.
3. Completing the interview report form for return to the registrar, along with other file materials.
4. Being the guarantor of all written materials.
The Observer: This important role is to maintain balance and to continue the learning process. The focus is on
process and on using keen observation during the interview procedure. Duties include:
1. Keep balance between confrontation and support, and between various persons on the Team.
2. Keep track of changes in feeling tones and any derailing of the team’s conscious intended agenda.
3. May seek to modify the pace—either speeding it up, or allowing more time for important issues.
4. Feedback to group both after the interview and before recommendation, and following the sharing of the
team's recommendation with the candidate.
5. Feedback to the Ministerial Effectiveness Review chair regarding the interview process.
The Caretaker (Advocate): The caretaker's role is to serve as a supportive influence to the candidate
throughout the interview process. The focus is on the candidate and his/her duties are:
1. Maintain an awareness of the candidate's comfort by paying special attention to signs of conflict, tension, or
distress.
2. Intercede on behalf of the candidate when the process appears to become antagonistic or negative.
3. Offer positive, immediate feedback as appropriate.
4. Ask at least one caring, sympathetic question.
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Illinois Great Rivers Annual Conference

Board of Ordained Ministry

SUMMARY REPORT OF INTERVIEW TEAM TO FULL BOARD

Name of Candidate__________________________________ Candidate for _______________

Date of Interview___________________ Place of Interview____________________________

Please provide summary statement in each of the following areas; note special concerns:

I. FILE MATERIAL
a. Health Report

b. School Transcripts, CPE:

c. Psychological Assessment:

d. Evaluations:

e. The candidate signed the lifestyle question form: ____Yes____No

II. WRITTEN WORK:
a. Appearance, spelling, grammar, language usage, clarity of expression, organization.

b. Content of Materials
1. Autobiography:

2. Sermon:

a. Exegesis/Manuscript:

b. Video presentation/Delivery:

3. Bible Study

4. Disciplinary Questions

III. INTERVIEW
a. Ability to articulate clearly

b. Ability to define/defend positions



c. Relational skills/style

d. Attitude toward the process

e. Attitude toward the interview team

f. Consistency of candidate’s position with UMC positions and practices

g. Attitude toward the practice of the United Methodist Ministry

**************************************************************************

EVALUATION BY INTERVIEW TEAM: Based on the whole of the file material, the written work, and the
interview, we:

____recommend ____do not recommend the candidate for the category sought.

If “not recommended ” we suggest ____continuation ____discontinuation

If continued, the following steps to be taken (actions completed) before re-applying:

If continued, to be completed by_____________________________________

Interview Team Signatures:

Leader____________________________ Biographer ________________________

Advocate__________________________ Observer __________________________



Candidate’s Interview Evaluation

Illinois Great Rivers Conference

To be completed by the interviewee after the Interview time (Please feel free to use additional space/paper):

1. How did you experience compared to the expectations you had prior to your

interview?

2. What did you find helpful, affirming and supportive about the interview

process?

3. What surprised you and/or disappointed you about your interview experience?

4. Tell us something that you think we should consider or know from your

perspective about the interview process?

Your name (optional) ____________________________Date _______________



Illinois Great Rivers Annual Conference

Board of Ordained Ministry

Worksheets for Interview TeamMembers in Preparation for Interview of Candidate

Name of Candidate_____________________________________________________

Candidate for (circle appropriate categories) Probationary, Full Member, Elder,

Deacon, Associate

It is hoped the following plan of organization, in preparation for interview of candidates, will facilitate
discussion and maximize the time available when the full Interview Team meets.

As you begin your preparation for the interview, you are invited:

1) to spend time in prayerful reflection before you begin to record any response to the material submitted
by the candidate;

2) then record your response to the different areas, using the following rating scale:

1=unacceptable 2=inadequate 3=adequate 4=superior 5=outstanding

WORKSHEET FORWRITTENWORK

A. Written Work:
1. ___ Appearance ___ Spelling ___ Language (including grammatical construction,

expanded/inclusive images, etc.)

2. ___ Clarity of expression; ___ Over-all organization

Comments:

B. Content:
1. ___ Autobiography

Comments:

2. ___ Sermon ___ Setting described ___ Rationale ___ Exegesis provided

Comments:

3. ___ Bible Study ___ Outline of 6 sessions ___ detailed lesson plans of 3 sessions
including ___ Description of group ___ Objectives ___ Resources ___ Techniques
___ Sources
Comments (on Bible Study)



C. Disciplinary Questions

1. ___ Experience and understanding God

Comments:

2. ___ Lordship of Christ

Comments:

3. ___ Holy Spirit

Comments:

4. ___ Assurance of Call to Ministry

Comments:

5. ___ Theological position of UMC: Scripture, Tradition, Experience, Reason

Comments:

6. ___ Doctrine: Repentance, Justification, Regeneration, Sanctification,
Marks of the Christian faith

Comments:

7. ___ Lifestyle

Comments:

8. ___ Meaning and Significance of the Sacraments: Baptism (inc. infant) and
the Lord’s Supper

Comments:

9. ___ Nature and Mission of the Church; its Primary Tasks Today

Comments:

10. ___ Understanding of: Kingdom of God, Resurrection, Eternal Life

Comments:



11. ___ Understanding of Vocation as Ordained Minister

Comments:

12. ___ Personal Gifts for Ministry: Strengths, Areas in Need of Growth

Comments:

13. ___ Understanding of the Itinerant System

Comments:

14. ___ Inclusiveness

Comments:

15. ___ Description of Experience in Peace and Justice Ministries

Comments:

D. ___ Audio or Video Tape of Sermon ___ Presentation/Delivery ___ Content
___ Sermon Length

Comments:

QUESTIONS/CONCERNS WHICH NEED TO BE DISCUSSED WITH INTERVIEW TEAM:



WORKSHEET FOR INTERVIEW

The following areas relate to the interview itself; please use the same rating scale as used in the previous
section:

1=unacceptable 2=inadequate 3=adequate 4=superior 5=outstanding

A. ___ Ability to articulate clearly

Comments:

B. ___ Ability to define/defend candidate’s own positions

Comments:

C. ___ Relational skills/style

Comments:

D. ___ Attitude toward the process

Comments:

E. ___ Attitude toward the interview team/individuals on team

Comments:

F. ___ Consistency of positions of candidate with UMC positions and practice

(Communion, Baptism, Itineracy, Inclusivity, Social involvement, Lifestyle, etc.)

Comments:

G. ___ Attitude toward the practice of United Methodist Ministry

Comments:



Interview Team Self-Evaluation Form

Illinois Great Rivers Conference

To be completed by the observer during and after the interview time.

Candidate ______________________________________________Date ____________

Leader ____________________________ Advocate ____________________________

Biographer ________________________ Observer _____________________________

1. During the “pre-interview” time, what and who was helpful to the process of preparation?

2. Describe the positive incidents and persons in the face-to-face portion of the interview time.

3. What/who helped to make the evaluation and feedback portions of the interview positive, clear and
direct?

4. Were there any situations among the interviewers, which distracted from the success of the total
interview (lack of preparation, inability to focus, personal agendas, etc.)?



Illinois Great Rivers Conference 
 

¶338 of The Book of Discipline 2012 states: 
 

The itinerant system is the accepted method of The United Methodist Church by 
which ordained elders are appointed by the bishop to fields of labor.  All ordained 
elders shall accept and abide by these appointments. 

 
¶¶304.2 of The Book of Discipline 2012 contains the following lifestyle standards for 
appointed ministers: 
 
“For the sake of the mission of Jesus Christ in the world and the most effective witness to 
the Christian Gospel, and in consideration of the influence of an ordained minister on the 
lives of other persons, both within and outside the Church, the Church expects those who 
seek ordination to make a compete dedication of themselves to the highest ideals of the 
Christian life.  To this end, they agree to exercise responsible self-control by personal 
habits conducive to bodily health, mental and emotional maturity, integrity in all personal 
relationships, fidelity in marriage and celibacy in singleness, social responsibility, and 
growth in grace and in the knowledge and love of God.” 
 
I accept, with the help of God, the mthod of the itinerant system and the above lifestyle 
standards as a United Methodist pastor, 
 
Candidate Signature:    
    

Date:     
    
    

In the Presence of:    
    

    
    
    
    
    
    
    

 
CC: dCOM Candidacy file 
 Candidate 


