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Purpose 

The purpose of this document is to: 

• Get you more comfortable with participating in online interviews

• Show you how to download and install the Cisco Webex Meetings app in
advance of the interviews

• Explain how best to use the technology

• Give you some tips for remote online interviewing

• Provide guidance to ensure a smooth and professional interview process
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1. Technology & use of the platform

– Online, remote interviews will be conducted over video-conference 
facilities using the Cisco Webex platform.

– It is designed to replicate face-to-face interviewing as much as possible.

– It is important that you feel comfortable in using the technology before 
interviewing – HRConnect will support you with this.

– We will also set the panel up with a ‘trial run’ to test whether the 
technology works and to identify any issues that need to be resolved in 
advance.

– HRConnect will support you with issues before and throughout the 
interviewing process.

– If you are using a mobile device as your connection method you may 
want to ensure that you have sufficient data to proceed.

– It is important to note that if you are a panel member who utilises a 
desktop in the office and a separate device (laptop, tablet) while working 
at home that you don’t login to your remote desktop session.

– Any panel members who are working remotely using a desktop PC will 
require a laptop or tablet to carry out video interviewing.

– Short, step-by-step videos and guidelines on using Webex can be found 
on the following link: https://help.webex.com/en-us/article/nrebr3c/Get-
started-with-Webex-Meetings-for-hosts

– These guidelines only reflect the use of Webex on a laptop, iOS or 
Android device. The app may appear differently depending on the device 
you are using.

– If you are a panel member using your NICS laptop please go to section 2a 
for the setup instructions.

– If you are a panel member using your own device please go to section 2b 
for the setup instructions.

Back to contents 
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2. Getting started

2a. NICS laptop 

If the Cisco Webex meetings App hasn’t already been installed previously, you 
can install the app from the ITAssist store on your work computer using the 
following https://www.finance-ni.gov.uk/publications/it-assist-how-webex. 

If you are on the ITAssist Confidential (ITAC) network you will need to raise a 
request via your normal support route to request that the Webex Meetings 
software is installed on your device. 

2b. Personal device 

If you are a panel member using your own device please follow install 
instructions below. 

Download / install the Cisco Webex App 

Unless you already have the Cisco Webex Meetings app installed on your 
device, then the first time you click on Join Meeting you will have to download 
and install the app for your particular device. 

The instruction below requires you to download the Cisco Webex app from the 
Cisco Webex site on first connection, however there may be restrictions on 
your access that prevent you from doing this. 

The links below take you to the appropriate section for your type of device: 

Apple Devices 

Android Devices 

Laptops Back to contents 
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Cisco Webex Meetings 

Good \ 1:n nlnli, 
l!o1ra::ir;:i. 

C 1a.c.o 

+as+ 
4.2***** 

n () Offers iPhone and Apple Watch Apps "' 

11 ,I 

My M eetings 

!Meet Any,.vhere An.yti m e, Fnjo y a ric h meet ing exper ience •ni:h i ntegr::1te.d au dio, 

h igh-qua li t :,,• • .,, ideo, and c ontent sharing on the go. 

4+ 

Don't lot being mv~y from the offlco slow your b usiness do•1,m. Experience en mo re 

Cis co W e bex Meetings 
I have r-eviewed and accept the Te,.ms 

o f Service and Privacy Statement_ 

Review Terms of Service 

R eview Privacy Statement 

I Do Not Accept 

I Accept 

• 

Cosco 
Developer 

3. Apple devices

Go to the App Store and search for ‘Cisco Webex Meetings’. 

Select the Cisco Webex Meetings application from the list and you should see 
something similar to the following. 

Select the ‘Get’ button to install the application on your device. 

If required, complete any prompts for authorisation to begin the installation of 
the app from the App Store. 

Once installation is finished select the ‘Open’ button to start the application. 

The Webex Meetings screen will open and you will be prompted to accept the 
terms and conditions to open the application (as below). 

Select the ‘I accept’ option. 
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"Webex Meet" Would Like to 

Access the Microphone 
Be heard in the meeting and connect 

to nearby devices. 

Don't Allow OK 

Join Meeting 

"Webex Meet" Would Like to 
Access the Camera 

Make your camera avai lable so you can 
meet face-to-face. 

Don't Allow OK 

Do you want to join Mark M Test as a 
guest attendee? Enter your display 

name and email address. 

Cancel Join 

You will be prompted to allow access to the microphone and camera (as 
below). 

Select the ‘OK’ option for both prompts. 

Note: If you select ‘Don’t Allow’ to either of these options then the interview 
will not be able to proceed via video link. 

If you haven’t allowed access to the audio / video on your device and proceed 
with joining the meeting you will be prompted to go in to the Settings of your 
device to allow access. It is recommended that you do this but need to be 
aware that you will disconnect from the meeting and need to reconnect again 
by using the Join Meeting link. 

The app is now installed on your device. 

When you select the ‘Join Meeting’ link in the email invitation it will 
automatically open the Webex application and, if the meeting has started or 
you are starting the meeting as a host you will be presented with the meeting 
preview screen. 

If you are joining a meeting that has not yet started then you may be 
prompted to enter some identification information, as below. 

Enter the details that were received in your email invitation and select ‘Join’. 
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Cannot Join This Meeting 
The meeting has not started yet 

OK 

Participant Icon 

More Options button 

Alternatively you may be presented with the prompt below. 

You will need to select ‘OK’ and close the Webex app. To join the meeting you 
will need to click the link in the invitation email again. It is possible that you 
may need to do this several times until the panel starts. 

Operating Webex using iOS 
There are some minor differences between the Windows and iOS (Apple) 
interfaces and these have been captured below: 

1. The iOS user has less initial options on their screen – the list of
participants can be viewed by pressing the person (Participant button) at
the top right hand corner of the screen and further meeting options can
be found in the More Options button at the bottom centre of the screen.
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.. ·-
( Participants (2) 

" 

This the Participant 
screen and shows a 
list of the current 
participants. 

• 
O 0 

2. The iOS Participant screen is more condensed but all the features are
still available, see screenshot below:

The screen shows a list of participants – the blue / green circle indicates 
who the current presenter is and the ‘host’ tag indicates who the host of 
the interview is currently. To return to main screen from the Participant 
window click on the ‘<’ in the top left hand corner of the screen. 

To go back to the previous screen without making any changes, press the 
Cancel button. 
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12,2tl 

8 

In the Mor• Opttons tereen chd c on 
the 01..'lt with Ev.-rvone l(!ofl 10 

~ss I ~ c:hl'lt l')ftnd 

Cancel 

..... 

To leave a call at the end o f the 
int e rview - f r-om the main scl"een, 
select the •x• and p ress the Leave 

Leave Meeting 

••• 

3. When you click on the More Options button you will be presented with a
screen similar to below which allows you access to various functions, the
main one would be the Chat panel which can be accessed by pressing
the Chat with Everyone option.

4. To leave the interview at the end either wait for the host to end the
meeting or you can leave by pressing the ‘X’ button and choose the
Leave Meeting option.

Back to contents 
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4.2 . 
380K reviews 

CiscoWebex 
Meetings 
Cisco Systems, Inc . 

10M+ 
Downloads 

Install 

""" . CISCO Wcbcx 

About this app 

PEGI 3G> 

➔ 

Tap Into a Webex meeting, wherever you are. w ith 
Webex Meetings for Android1 

Business #6 Topapps 

Cisco Webex Meetings 

I have reviewed and agree to the ~ 

of Service and Pri~atement. 

00 NOT ACCEPT ACCEPT 

4. Android devices

Go to the Play Store and search for ‘Cisco Webex Meetings’. Select the Cisco 
Webex Meetings application from the list and you should see the following. 

Select the ‘Install’ button to install the application on your device. 

Complete any prompts for credentials to proceed with the installation. 

Once installation is finished select the ‘Open’ button to start the application. 

You will be prompted to accept the terms and conditions to open the 
application (as below). Select the ‘Accept’ option. 
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~ Allow Webex Meet to \. Allow Webex Meet 

take pictures and record to make and manage 
video? phone calls? 

3 of 5 Deny Allow 2 of 5 Deny Allow 

~ Allow Webex Meet to CD Allow Webex Meet to (:) Allow Webex Meet to 

record audio? access your contacts? access this device's 
location? 

1 of 5 Deny Allow 4 of 5 Deny Allow 5 of 5 Deny Allow 

You will be further prompted to allow access to the microphone and camera 
(as below). 

Select the ‘Allow’ option for both prompts. Note: If you select ‘Don’t Allow’ to 
either of these options then the interview will not be able to proceed via video 
link. 

If you haven’t allowed access to the audio / video on your device and proceed 
with joining the meeting you will be prompted to go in to the Settings of your 
device to allow access. It is recommended that you do this but need to be 
aware that you will disconnect from the meeting and need to reconnect again 
by using the Join Meeting link. 

You may also be prompted to allow Webex Meet to access / record other 
elements on your device (as below). You can choose to select ‘Deny’ to these 
without impact on the interview experience. 

The app is now installed on your device. 
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< 

Ready to join? 

··-~ ~ Use Internet for audio • 

W ebex Meetings 

Name 

i--~ a I address 

CANCEL 

Webex Meetings 

The meet ing has not started. 

OK 

When you select the ‘Join Meeting’ link in the email invitation it will 
automatically open the window below (a feature of Android devices is that it 
will initially have the audio muted and video switched off, signified by the red 
microphone and red camera icons), when you are ready to join press the ‘Join’ 
button. 

The Webex application should automatically join the meeting and you will be 
presented with the meeting preview screen. 

If you are joining a meeting that has not yet started then you may be 
prompted to enter some identification information, as below. 

Enter the details that were received in your email invitation and select ‘Join’. 

Alternatively you may be presented with the prompt below. 

13 



 

 
 

 

      
     

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

HRICl]~l~I 
You will need to select ‘OK’ and close the Webex app. To join the meeting you 
will need to click the link in the invitation email again. This could happen 
several times until the Host starts the meeting. 

Back to contents 
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B 1' -" t'i" :; Wf'~ mffl,nq ,n~•t•t,on NIC\ TMt lntf'l'V•- MMwgf' (HTML) 

F,lc- Acrob.t Q Tell me wtu11 yo u w•nt to do 

X 1, Commumotion5 e To M•~ 

□ Tc.mEm.11 V Done 

a. R,epty & Odete I c,w, New 

O.,,tkSttP'i 

NICS Interview Room <messenger@webex.com> 
Webew: meeting Invitation: NICS Test Interview 

To t«Cornect SMO 

NICS Interview Room Invites you to join this Webex meeting. 

~ ~ Ru~• 

.?oncNotc 
~ fj)ActlQfls• 

c~ ..... 
U1ueMI 

1► al, P find Q. D Rd1tcd• 
CMego<t1c foJlow Tr.1n_;~tc ~ Sdfl:t• Zoom Ho 

Up• -· ... , Editing Zoom OntN0lt 

Meeting number (access coda): 849 008 310 

Meeting password: GNmMPpXe633 +-------
If prompted to enter a meeting number and/ or password, t hese will be located 
here on your invite/ invitation letter 

Wednesday. 15 Apfll 2020 

13 15 I GMT Summer Twne (London. GMT +01 00) I 1 hr 

Join meeting Click on this link to join the Webex meeting 

HRConnect will issue the panel with an invite for a Webex meeting 

,1h,1h, 
c1sco vVel:>ex 

NICS Interview Rom o 

Install the Cisco Webex Meetings app and start collaborating. 

Click on the Run button to install the 

Cisco Webex Meetings app. 

..., c.... 

5. Laptops

In advance of the interviews click on the Join Meeting link in the email that you 
have been issued, something similar to the screenshot below: 

On first connection you may be requested to install the Cisco Webex Meetings 
app (see screenshot below): 
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You will sec the status bar 
progress as the app 
downloadc;. :.nd installs 

M e \ face to face. W herever you are. 

Test 

'Wldnlldlr,A(,t152020 t''5AM·10'4SAM 

= e® Cltthef910lnstal W•bHpt9 

Install the Cisco Webex Meetings app and start collaborating. 
Having trouble downloading the app? Join from yoor browser. 

Wlioog fDf the downlold? Oownk>.::l lhl app ~ . 

You should see this screen. Click on the "Join from your 
browser" option 

B 

If you can click on the Run button (see above screenshot) and then allow the 
file download and install you should see a window something similar to below. 

If for some reason you can’t install the software on your laptop you can click 
on the Cancel button and it should give you the option to Join from your 
browser. 
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NICS Test Interview 

16:0 - 17:0 

A 
After \OU join the ToHtirlg, voJ'I be Pl'M'l'tecl to 11ow the bfoWs« .cces1 
to Yollr camera. II you don't want to show your vld,ec, WI the meeting, click 

the button btllow to tum off YoUt ~ 

••*'*'* .::i UM\llclllO~ Q Usingcompulerlo,auc:lo" 

0 a..--.. 
i,,ta...,._ .... ,_.....,.." • c-... . 

Wa1tm9 for others to JO-In 

•••••••• 

Once the Cisco Webex Meetings app has installed you should subsequently see 
the screen below. 

Click on the Join Meeting button and that should allow you access to the 
meeting where depending on how many other participants etc there are you 
should see a window something similar to below: 

Back to contents 
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EJ 't .,&. (?_; • WttM-:o: m-mq ,n~,t•loon N CS f,..,.t lnlrr.,_ MIM.,&qt IHTML) 

Ftle Ac:ro~t Q Td mcwtwitY°"w•nttodo 

X n,Mttt1ng 

.;e, ... 
Rir:ply R:7 f orwMd ~ Motc • 

R.upond 

Wtd 1s.o4'2020 1l 01 

~ Commun1ut10M e ro~nagn 
□ Tt:•m Em.,1 ..,/ Done, 

a, Rq,ly & Dedr f c,...,tr ~ 

Quo(II: Sttps 

NICS Interview Room <messenger@webex.com> 
Webex meeting Invitation: NICS Test lntetvlew 

To HltCa-nKt.SMO 

0 tf the~ •re pt"oblems with how this mcs~ge IS dilpl.yed. cltdc he.-eto- rt 1n • web brow,;c.r. 

NICS Interview Room invites you t o join this Webex m eeting. 

~ ~ Ru!a· 

.,JI On,Nooe 

~ ~ Actt0ns• 

M-

!;~ I 1► al, .P F1nd Q. Q I 0Rd.tecl· 
MMlc: Uf.~nz:e Follaw Tr•~l•tr ~ Stittt • 

,~ ... 
Unrt:.ct Up• ..... .. ,, fdot,no ZOOM OntNolt 

Meeting number (access code). 849 008 310 If prompted to enter a meeting number and/ or password, these will be located 
Meeting password: GNmMPpXe633 +------- here on your invite/ invitation letter 

Wednesday. 15 Apnl 2020 

13 15 I GMT Sunvner Tme (LOOOOn, GMT +01 00) I 1 hr 

~ ----- Click on this link to join the Webex meeting 

HRConnect will issue the panel with an invite for a Webex meeting 

6. Invitation to join a Webex interview meeting
Panel members will be invited to a Competition Initiation Meeting (CIM) 
meeting which will be held via Cisco Webex. 

See below example of an email invitation. 

Contained within the interview invite is a link to join the meeting via the Cisco 
Webex App, by clicking on the Join Meeting button. 

You will be provided with the Meeting Number and Meeting Password in the 
email invitation also, however it is unlikely that you will need these. These are 
usually only required if you cannot connect via the Join Meeting link and have 
to enter these details manually. 

Panel members and each candidate being interviewed will receive the same 
invitation for a Webex meeting. 

Note: panel members will receive separate invitations for each candidate that 
you are interviewing. 

Back to contents 
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Cisco Webex Meetings 

This is the name of the interview 
room, the exact name of your room 
may differ from this 

These are the controls for your 
microphone and video. 

~ Use video system 

ICS Interview Rom 

Preview 

d) Use computer for audio v 

0 x I 

<J» Realtek High Definition ~ 

7. Using Webex
On completion of the installation or when you click on the Join Meeting link 
when you receive an invitation to a meeting, you will be presented with the 
meeting room preview screen: 

A few things to note are: 

- The name of the interview room you will be using will be different from
the name used above.

- The 2 grey buttons located slightly offset to the left of the bottom,
centre of the screen mute / unmute your microphone and hide / display
your video. These are signified by the microphone and camera icons, if
either is grey it means that they are currently unmuted or displaying, if
either is red it means that they are currently muted or not displaying
video. Their status can be changed by clicking on either icon.
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Waitmg for others to JOm 

•••••••• 

• • • 
• -

• 

- To start the meeting click on the Start Meeting icon. Note: this is what is
presented for the first member of the panel to join the meeting.
Subsequent panel members will receive a Join Meeting button.

After you click on Start Meeting you will join the meeting and see a screen 
similar to that below. 

There are a number of icons located along the bottom of the screen, you 
should take time familiarise yourself with these, below is a quick summary of 
the function of these buttons: 

- The microphone icon allo allows you to mute / unmute your microphone
allows you hide / display your video 

is allows you to share content (it is unlikely that you will 
- The camera icon 
- The next icon

be using this)
- The recorder icon   allows you to record the interview.  This must not

be used. 
- The person icon allows you to toggle between viewing and hiding

the list of participants. This can be useful to confirm who is in the
interview

- The speech bubble icon allows you to toggle the chat window off /
on. This can be useful to alert some or all parties if there is an issue e.g.
you can’t hear the candidate or one of the panel members. 

- The More options icon      allows the host to perform some additional
controls i.e. lock / unlock the meeting 
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.. . . 
Q 

O ~~:"-~ O 

0 kwtr O f 

••• 

- The red button with the white x is the End Meeting / Leave Meeting
button.

If you want to see who else is on the meeting, click the ‘Participants’ button. 
This will also allow you to see who has their microphone muted, video turned 
on/off, etc. 

You can click on the ‘chat’ function (press the speech bubble icon, it is 
highlighted in blue once selected) to ask questions or send messages to others 
in the meeting. This is helpful if you or another member are having problems 
with sound. 

By default ‘Everyone’ is selected.  Type in the ‘Enter chat message here’ 
section and press Enter on your keyboard. This will be seen on the screen of all 
attendees, including the candidate. 

If there is an urgent message you need to relay to the Chairperson/Host, select 
the appropriate name from the drop-down menu. 
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---

••• 
Type your message in this box 

and press Enter 

·- I 
The Chairperson, as the host, must lock the room at the start of each meeting. 
This prevents anyone else dialling in to the meeting room. This needs to be 
unlocked again to allow anyone else to join and it is therefore good practice to 
lock the room so that the candidate cannot join the interview early. 
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.,._.,, 

" 
0 0 ,.~~'-.__ > ' 

0.....,, > ' 

To leave the meeting click the X button ‘End or Leave Meeting’ option and then 
choose either the End Meeting option if you are the host or Leave Meeting 
option. 

You can ‘lock’ the video on a specific participant in the interview by clicking on 
the ‘pin’ icon beside their name at the top of the screen. It may be ideal to pin 
the camera on the candidate you are interviewing as their feedback is the main 
focus of the panel. 
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0 

0 

0 

Right click on t he candidates name and 
then choose Expel. 

__ ., 
" 

-

0 ' 

> ' 

I) ' 

At the end of the interview, the host should remove the candidate.  They can 
do so by right clicking on the candidates name and from the list of options 
select the Expel option. 

You will be presented with a confirmation dialog box to ask if you are sure you 
want to expel the participant. Click on the Yes option. 
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Expel 

Oo you want to expel Andy? 

- No 
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Remember 

– There are additional, short videos and tutorial on using Webex on iOS 
and Android devices which can be found on the following support 
page: https://help.webex.com/en-us/article/nty3mb6/Use-the-
Webex-Meetings-mobile-app

– You can also join a Test Meeting here, to check your
technology: https://www.webex.com/test-meeting.html

– Be aware that there is the potential for a candidate to also hold a host 
license as part of their job role, however they will not use this in the 
interview situation.

Back to contents 
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8. Getting ready for the interview

Environment 

- Ensure you are comfortable with using the technology and have stable
internet/broadband/Wi-Fi connection – test it in advance if needed.

- Ensure you are in a quiet and private location, with minimal background
noise.

- Ask others in the household/location not to disturb you, a sign on the
door can be a good reminder.

- Try to find an area with suitable lighting and a neutral background.

- It is advisable to close or mute any apps e.g. email, Jabber, phone etc. on
your device before the start of the interview as this can be a distraction.

- If connecting from a smartphone or tablet and to avoid unnecessary
distraction, the panel and candidate should mute all ring tones and
sounds on their device. This is device specific and you should investigate
how to do this in advance of the interview.

- Some programs such as Skype may try to control your camera or
microphone. Quitting these programs will ensure that Webex has access
to your audio and/or video.

- During your training you will have agreed which panel member will take
on the role of host (Chairperson). This person must start the meeting
approximately 10mins in advance to ensure the Candidate does not
become the host. Should the candidate have become the host you must
ask them to leave their session and reconnect again, this will ensure that
the host function transfers to the agreed panel member.

Back to contents 
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9. Remote interviewing protocols

- The Chairperson should invite the panel members to introduce
themselves in the order in which they will be questioning.

- Remind the candidate that as per standard NICS interview practice, the
use of aide memoire notes is not permitted.

- Invite the candidate to hold up their ID to the camera so that the panel
can confirm their identity before the interview starts.  If necessary, ask
the candidate to manoeuvre their ID in front of the camera lens so that
it is clearly seen. Ensure that the ID is valid and within date.

- There is a Chat facility available to all interview participants, including
the applicant. It is recommended that this feature is only used to report
technical issues that are causing issues with the actual interview and not
for any other communication in relation to the interview.

- Speak at a normal pace and check that the candidate can hear you
clearly (and vice versa).

- If problems with sound cannot be rectified at the beginning of the
interview, consider if the interview can be rescheduled. Do not
continue if sound quality is inadequate.

- If the disruption to the interview sound has been minimal and the
interview has been able to continue, an extension can be awarded at the
Chairperson’s discretion.  The extension should be comparable in time to
the disruption.

- If sound is acceptable but the picture is poor, you may continue,
provided the picture quality is adequate enough to confirm identification
of candidate.  Remember, it is what the candidate says that is important.

- The host panel member should invite the candidate to leave the
interview at the end, and verify that only they and the other panel
members are still in the meeting room following the interview.  Should
the candidate not leave, the host should then remove them using the
expel option. Back to contents
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Tips 

- Look into the camera as much as possible to replicate eye contact &
engagement.

- Demonstrate active listening by briefly summarising or reflecting on
what the candidate has said.

- Do not use your phone, smoke, drink tea/coffee etc. – the candidate can
see you throughout.  You may want to have some water available.

- Whilst you may find it more difficult to interrupt or challenge the
candidate, remember that you must obtain enough information to make
an assessment as to whether the candidate meets the required
standard.

- It is a tiring process looking at the screen all day.

- You may need to repeat yourself from time to time if the connection
breaks.

- If you are having problems with the technology during the interview, use
the chat function to make the others aware. It is advisable that you are
on mute when you are not questioning the candidate.

- You should also be on mute before and after each interview.

- Use the Participant panel before and after the interview to confirm that
only the interview panel and the candidate are in the interview.

- Give a clear introduction into the competency area and a clear handover
to your colleagues.
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10. Post interview

Assessment & scoring 
- Ensure the candidate has left or been expelled from the meeting before

you begin discussing their performance.

- You should assess the candidate immediately after their interview, do
not let candidates’ assessments build up.

- You should assess candidates on the basis of evidence provided – treat it
as a regular interview (e.g. no need to be more lenient because it’s an
online interview).

- Be aware of unconscious biases.

Confidentiality 
Ensure any confidential documents, notes, interview guides, etc. are kept 
confidential. 
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