APPENDIX L

Interviewing Techniques

Steps to successful interviews

· Ask detailed questions about

· Past work experience and education

· Candidate’s knowledge, skills and traits which are necessary for success in the position

· Ask open-ended questions

· Avoid questions in which the second word is YOU

· Avoid leading the applicant by preparing YOUR questions in advance

· Don’t talk too much.  Instead observe and listen

· Maintain appropriate eye contact

· Persuade the candidate to elaborate on suggestive or incomplete responses by asking follow up questions.

· Sell your project and the important role the position plays

How to structure an interview
· Set the atmosphere--Greet the candidate and make small talk to help him/her relax, transition into the interview by asking what he/she knows about the position or how he/she heard about the position.

· Give an overview--Tell the candidate how the interview will proceed and what will be covered.  Let him/her know there will be time to ask questions.

· Cover the candidate’s work experience and education--Ask prepared questions first, followed by any responses that deserve further inquiry

· Ask about a candidate’s interests and self-assessment--After covering education and work experience, ask a few questions about activities and interests and then ask for a self-assessment.

· Review the job--Save discussing details of the job until the interview has covered a candidate’s qualifications to avoid the applicant exaggerating certain skills required in the position

· Close the interview--Give the candidate an opportunity to ask questions.  Explore doubts or reservations he/she might have.  Leave a way out for possible rejection by explaining that there are other candidates to interview before selection.

Documenting the interview

· Keep the interview on schedule

· Take notes for reliable recall

· Note dress, behavior, or facial expressions, if relevant

· Wait until after the candidate has left to write down any evaluative judgments

· Note points to follow up later in the interview

· Retain records on all interviews for 2 years and devise a system that describes how you rated one candidate over another
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