Tips for Interviewing

1. Interview questions should be directly related to the experience, training and skill requirements of the job.  When developing evaluation criteria, break down broad, subjective impressions to more objective factors.  Learn to assess the job candidates on their merits and how they relate to the requirements of the job.  The questions should solicit answers as to whether or not the candidate possesses the knowledge, skills or abilities (KSAs) of the position.  For example, the KSA of “Ability to give oral presentations to large groups” may be a significant part of the job but this statement does not provide the candidate with enough information to gauge how to best answer the question.  An easier question to address and judge might be “What experience have you had in giving oral presentations to large groups?”  You could ask questions which reflect the requirements of your vacancy such as:  who was the audience, what was the size of the group addressed, if the audience was hostile and to what extent the candidate participated in preparing the presentation.

2. Pair up with another interviewer especially one who has previous interviewing experience.

3. Do not formulate hypothetical cases and ask the candidate to provide possible solutions.  For example, the following KSA is found in supervisory positions “Ability to delegate work”.  An interview question could state: “What experience do you have in delegating work; what was the workload, how many subordinates did you supervise, what were the situations?”  Versus “What would you do in the following situation: You have 100 appraisals to prepare and your secretary is on leave.  How do you get all the appraisals done?”  This type of question is not objective and there are no right answers.

4. Some questions have been included in so many interviews that the question adds nothing to the interview.  As an example, one question is:  “Why do you want this job?”  There is no right answer and candidates tend to have prepared answers ahead of time.

5. The vocabulary used in the interview should be geared to the level of the candidate.  Specialized terminology, organizational abbreviations and so forth, which may intimidate or confuse the candidate, should not be used.

6. All questions should be prepared in advance and should be job related to ensure that all candidates were given the same opportunities during the interview.  Pertinent responses and information provided by the candidates should be recorded and kept as documentation.

7. Prepare for the interview by reviewing the application, resume, transcripts and other materials submitted by the candidate.

8. Always give the candidate time to ask questions.  You can learn a lot from what the candidate asks.

9. Interview results should not be given undue weight in determining the best-qualified candidates.  Rather, they should be combined with the results of all criteria to determine the candidates’ final position relative to other competitors.

10. The best time to summarize your interview findings is right after the interview.  Leave enough time between the interview and your next activity to review notes and summarize findings in enough detail that later you can adequately review all of the candidates at the same time.
11. Some possible warning signs that a candidate may not be right for your position include: The candidate quit a job without providing adequate notice, arrives late for your interview with no explanation, smells of alcohol, can not supply verifiable references, reveals confidential information, can’t provide specific behavioral examples to back up general statements, bad-mouths a previous employer, excessive job hopping and a history of under-utilization of skills or education.
12.  Don’t be concerned when the conversation lapses into silence.  It can happen.  As you ask for specific examples, there may be a period of silence while the candidate recalls just the right example to relate.  Some candidates prefer to take the extra time to formulate the answer in the best way possible.  Sometimes our questions pay off only when we wait for the answers. 

13. Do NOT violate any laws that protect candidates.  These laws prohibit questions that discriminate due to: age, sex, marital status, ethnic origin, religious preference, sexual preference, and disability.
The Acts include

Civil Rights Act of 1866 and 1871

Title VII of the Civil Rights Act of 1964, Amended in 1972

Age Discrimination in Employment Act of 1967

Rehabilitation Act of 1973

Pregnancy Discrimination Act of 1978
