                                            Guidelines for Interviewing

· What is an Employment Interview?

An employment interview is a conversation with three- (3) basic purposes:

· To obtain as much relevant data as possible about the applicant, that will enable the interviewer to make a decision concerning the applicant’s qualifications and suitability for the job:

· To give information to the applicant about the Company, its products and operations, and available career opportunities and

· To present an image of the Company that promotes its philosophy and leaves the applicant with a positive impression of the Company and the interview experience.

The four- (4) basic steps to an effective interview are:

· Thorough planning and preparation

· Cordial opening

· Complete job-related data gathering and information giving and 

· Effective closing.

· Planning

Effective interviewing begins prior to meeting the applicant.  Planning prepares the hiring supervisor/manager to meet the applicant with a feeling of confidence.  A clear understanding of the job description is needed, including education, skills, and experience necessary to perform the job.  The applicant’s resume and employment application should be reviewed, particularly for gaps in the employment history, unanswered questions, and topics that need further clarification.  The interview objective is to obtain pertinent information concerning relevant work experience, technical knowledge, decision-making skills, leadership skills, communication/interpersonal skills, and any other core skills/competencies relevant to the Company’s business.  A written list of important questions to ask should be developed and referred throughout the interview.  All applicants for the same position should be asked the same questions. 

Questions asked during the interview must be relevant to the essential job functions set forth in the job description.  As a representative of the Company, you must be aware that inappropriate questioning can lead to a charge of discriminatory hiring practices against the Company.  The following are some areas of questioning that must be avoided during the interview:

· Age/date of birth

· Race

· Religious preference

· Marital status

· Children (how many, child care arrangements, plans for children, ages of children)

· Sexual orientation

· Credit record

· Arrest record

· History of convictions (unless a felony conviction is revealed on the employment application)

· Physical data (height, weight)

· Country of origin or birthplace

· Citizenship

· Housing (rent/own)

· Clubs, societies, or lodge memberships

· Any history of record of disability or medical condition including the existence or severity of any particulate disability and

· Type of reasonable accommodations that would be necessary in light of a disability.

· Opening the Interview

In a job interview, an applicant’s apprehensions can impede the flow of useful information.  Therefore, you should establish a climate that encourages comfortable dialogue.  The applicant should be allowed some time to relax.  The meeting area should be free of ringing telephones and other distractions.  Eye contact is important and should be established.  The applicant should be told in advance that notes will be taken.

Once the applicant seems at ease, the interviewing process should be explained.  A applicant who is to be interviewed by others should be given an agenda of whom he/she will see and the scheduled times for these other interviews.

· Data Gathering/Information Giving

The interviewer should obtain as much relevant information as possible about the applicant.  Three- (3) recommended areas of questioning are work experience, job/career objectives, and interpersonal skills.

· Work Experience

The purpose of these questions is to obtain more information about the applicant’s work history as well as an understanding of the applicant’s duties and responsibilities in each previous job, with emphasis on the skills/core competencies required for the open position.

· Job Career/Objectives

Specifics about a applicant’s objectives indicate how the applicant will succeed in the position.  Motivation and career direction may also be indicators of a good applicant match for the position.

· Interpersonal Skills

Questions regarding interpersonal and communication skills will help to identify potential future problems.  It is essential to know if the applicant has had problems with managers, peers, or subordinates.  Even a good technician with poor interpersonal skills can cause major disruptions and a loss of valuable productivity to clients/customers and the Company.  

It is important that broad, non-leading questions be asked, with probing follow-up questions as needed.  Questions that can be answered with a simple “yes” or “no” should be avoided.  Each topic should be covered thoroughly before moving on to the next one.  The questioning should be structured around the planned objective and the interview should be kept on track at all times.

During the interview, the applicant should be provided with information about the Company and the position.  This should include Company products/services, organization, goals, and job responsibilities.

· Closing

An effective closing helps give the applicant a feeling of completion and of what to expect next, encourages continued communication, and helps the applicant leave with a positive feeling.  The applicant should be told that the interview is completed and then asked if there are further questions.  The questions asked by the applicant may give the interviewer more insight into the applicant’s motivation and career direction.  If all of the applicant’s questions cannot be answered, the applicant should be told that someone will contact him/her with the answer.  It is important for the interviewer to ensure that this is done.

The interviewer should explain what steps will follow in the hiring/selection process.  The applicant should be thanked and then guided to the next interviewer or walked to the exit door of the building.  The interviewer must remember that the interview is not concluded until the applicant has left the building.  Inappropriate questions or statements must be avoided, even in casual conversation.

· Summary

The success of the interview depends upon how effectively the interviewer communicates with the applicant.  Body language, facial expression, and verbal prompts can either keep the conversation rolling or shut it off.  Sensitivity to negative reactions to the applicant’s questions is required.  For instance, repositioning in the chair, crossing of arms, or breaking eye contact might project a negative reaction.

Active listening keeps the applicant talking and ensures that important information is not overlooked.  This can be done through increased eye contact, sitting forward in the chair, and using verbal prompts such as “I understand,” “I see,” Very interesting,” and “Could you tell me more?”

Timing is important when taking notes.  Negative responses should be stored until a positive response is heard and recorded.  The applicant will think the interviewer is writing only positives and will continue the conversation.  

The interviewer should maintain control but not monopolize the discussion.  If the conversation is wandering from the objective or if it is necessary to move to another subject, the interviewer may tell the applicant that the topic has been covered thoroughly and the interviewer can then express interest in knowing more about other experiences.

Once the interviewing process is finished, the Applicant Evaluation Form should be completed.  Strength and weaknesses should be noted as appropriate.  Care must be taken that comparisons of applicants based on similar criteria, this activity should subsequently be completed once the interview is completed and the information is fresh in the interviewer’s mind. 

                                            Sample Interviewing Questions

· Work Experience

1. What are your major job responsibilities?

2. Why are you considering making a job change?

3. What do you want to avoid in your next job?

4. How is most of your time on the job spent daily?

5. How do you structure your day?

6. What are some of the things that you have done particularly well and why do you feel that way?

7. How do you keep track of work requiring your attention?

8. What type of decisions do you make quickly?  What type of decisions take you more time to make and why?

9. How is the job we are discussing similar to other jobs you have had?

10. What are some of you major accomplishments?  What impact did they have?

11. What did you like most about (job, supervisor, Company)?

12. What in your job gives you the most satisfaction?  The least?

· Job/Career Objectives

1. What are some elements of a job that are important to you?

2. What are some aspects of a job you would like to avoid?

3. What do you hope to get from your next job that you are not getting from your present one?

4. Why did you apply for this job?

5. In what other career areas are you interested?

· Interpersonal Skills

1. Tell me about a new policy or idea you implemented and how you persuaded other to go along with it.

2. What kind of supervisor do you like reporting to?

3. What are some of the things you do not like in a supervisor?

4. Describe your ideal co-worker.

5. What would make it difficult for you to work with a co-worker?

6. Describe your present relationships with your peers.

7. What were some of the worst communication problems you have experienced?  How did you handle them?

· Self Image

1. How would your present supervisor describe you?

2. How would your description differ form your supervisor’s description?

3. Tell me about some of your accomplishments.

4. What motivates you?

5. What skills/areas would you like to develop further?

6. Think of a manager that you respected and tell me about his/her management style.

7. How do you feel that knowledge and skills you have acquired in your past jobs will help you in this job?

8. How do you assess priorities in your job?

9. Have you ever submitted ideas to a supervisor who did not take action on them?  What did you do?     
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