
How to Conduct 
Exit Interviews
(and improve your 
employee retention 
rate x 10)
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When someone decides to leave your 
company - it hurts. It can hurt team 
dynamics and productivity and leave 
skills and knowledge gaps that can take 
a long time to recover from. 

But some of these negatives can be 
turned into positives through exit 
interviews. When done properly, exit 
interviews can provide great insights into 
the business and can lead to boosted 
retention rates that mean you can hold 
on to your top performing talent.  

Ultimately, a good exit interview all 
comes down to timing and asking the 
right questions. 



When to do it
There are two days you definitely don’t want to conduct an exit interview: the day you find out the person 
is leaving; and on their last day. Ideally what you really want to be doing is scheduling the exit interview 
about one week before the person leaves. This way they will be relaxed enough to give in depth answers 
but won’t be mentally completely checked out.

Who should do it
Ideally, the interviewer should not be a direct manager or someone who dealt with 
the employee on a day to day basis. It needs to be someone who the 
employee feels they can speak openly and honestly with. You 
should also be looking to use someone as senior in the 
organisation as possible - so the interviewee knows their 
opinion is valued.

How to do it
The information revealed in an exit 
interview can provide incredibly valuable 
insights. So don’t treat it as something 
that’s just a routine exercise. Treat 
every exit interview as an opportunity 
to learn about the strengths and 
weaknesses of the business 
because this is one of the few 
times you can get truly unfiltered 
information and feedback on how 
the business operates.  

Therefore, preparation is key. 

Ensure you have prepared the right 
questions to ask, ideally questions 
tailored to the individual and their 
role within the organisation. In some 
cases it may be worth letting the person 
leaving know some of the questions in 
advance. This can give them some extra 
time to prepare more meaningful answers. 
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Questions
The following are some sample questions that you can ask. However, you should try to select the ones most 
appropriate to the person as well as adding new questions of your own. The ultimate goal is to get honest 
feedback that can be used by the company to improve its culture and processes. 

What most attracted you to your new job?

Was there something in particular that made you want to leave?

Before you made your decision to leave, did you look at other opportunities here, or speak to anyone about 

changes that might have made you stay?

What were the parts of this job that you enjoyed the most?

What were the parts that you liked the least? 

How satisfied were you with your job’s: 

onboarding process 

salary

career progression opportunities

work/life balance

benefits package (if any)

conditions, such as work hours?

culture

How aligned were the everyday responsibilities with what you thought this job would be?

Do you think you had enough training and support to do your job effectively?

Did you have access to the right resources to be able to complete your tasks?

Was your direct manager as supportive as you would have liked? If not, what would you have changed?

Do you feel as though your efforts were recognised by the team/company?

Did you get along with your manager and colleagues? If not, why?

What could we have done differently to encourage you to stay?

If you had some things for us to improve on, what would they be?

What skills or experience should we look for in a replacement?

Do you have any other concerns about your team or the company you’d like to share?

Would you consider returning if a position became available in the future?

Is there anything else that you would like me or the organisation to know?
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Closing thoughts
As you can see by some of the above 
questions, a good exit interview really gets 
to the heart of a company’s culture and 
the way it treats and supports its staff. 
Therefore you should be prepared to 
possibly hear some harsh truths. 
But these can be invaluable to 
gaining a genuine insight into 
how your organisation can make 
meaningful improvements to its 
culture and the way it supports 
its staff. 

For more information on the 
importance of exit interviews 
and how your business can 
gain the most benefit from 
them, talk to the experts at 
Finite. 
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Finite IT
Finite are experts in the Australian tech sector 
and can help candidates understand exactly 
where their skills are most in demand.

For twenty years, Finite has been helping 
candidates find their dream tech, digital and 
business transformation roles.
 
From humble beginnings, we’ve grown into 
a broad network of specialist recruitment 
professionals, who can help connect you with 
amazing career opportunities.
 
We understand that just as each job is unique, 
each candidate is unique. So, we focus our 
energy on giving you access to the best 
companies, leaders and roles that align with 
your individual personality, vision and goals.

Interested in finding out more? Get in contact 
with your local Finite office today.

Sydney
Level 23, Angel Place, 123 Pitt Street, 
Sydney, NSW 2000
T +61 2 8243 6868   E sydney@finite.com.au

Brisbane
Level 20, 307 Queen Street, Brisbane, QLD 4000
T +61 7 3232 2300   E brisbane@finite.com.au

Melbourne
Level 33, 140 William Street, Melbourne, VIC 3000
T +61 3 9617 3900   E melbourne@finite.com.au

Canberra
Level 6, 14 Moore Street, Canberra, ACT 2601
T +61 2 6243 6400   E canberra@finite.com.au

Adelaide
Level 12, 25 Grenfell Street, Adelaide, SA 5000
T +61 8 8224 3800   E adelaide@finite.com.au

Perth
Level 3, BGC Centre, 28 The Esplanade, 
Perth, WA 6000
T +61 8 9219 3500   E perth@ finite.com.au

Auckland
Level 10, AIG Building, 41 Shortland Street,  
Auckland, NZ
T +64 9 300 3095   E auckland@finitegroup.co.nz

Wellington
Level 14, ASB Tower, 2 Hunter Street, 
Wellington 6011, New Zealand
T +64 4 978 1888   E wellington@finitegroup.co.nz


