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Interview Presentation Agenda

· (Company) Interviewing Objectives

· Common Interviewing Pitfalls

· Interviewer Roles

· Definition of an Effective Interview

· Interview Preparation

· The Interview

· Candidate Evaluation

Interviewing Objectives
Company’s Goals:

· To get an accurate picture of the candidate by obtaining behavioral, job-relevant information (Targeted Selection)
· To analyze & evaluate this information to decide whether or not to move the candidate to the next step in the selection process

· To give You (the applicant) information about the Job and the Company

· To promote the Company

· To select the Best Qualified Candidate

Interviewing Objectives
Candidate’s Goals:

· To be listened to and understood

· To be given the chance to establish their qualifications for the job

· To be treated fairly and with respect

· To gather information about the Job and the Company

· To make an informed decision if an 
offer is extended

Common Interviewing Pitfalls

(Interviewer and Candidate)

· Lack of Interview Preparation

· Failure to seek (or relay) job-related information

· Misinterpretation of candidate data

· Judgments affected by first impressions

· Failure to listen carefully

Interviewer Roles

Hiring Managers
· Assess job-related skills and abilities.

· Assess candidate’s job motivation (desire) and fit (chemistry) within the dept and organization.

· Ask (& respond) to questions, especially those related to the employee and supervisor relationship.
· Provide an overview of position, department and the organization.

· Assess candidate’s ability to effectively interact with their staff on job-related activities.

Definition of an Effective Interview

The selection interview is a Planned, Focused, and Legal 

conversation that provides the interviewer with desired 

information to evaluate whether or not the candidate has the 

Ability (background and skill) and Motivation (desire) to 

successfully perform the job as well as Fit into the 

organization

Preparing for the Interview
· 
Structure the Interview


Plan and structure the interview so that it flows logically 
& adheres to a time frame (Interviewer & Candidate).

· Remember, you’ve got 30 min. – 1 hr. to demonstrate you have the Ability, the Desire, and will Fit within this department and organization. 

· 
Identify or review Job Scope and Requirements


Identifying job requirements makes it easier to 
pinpoint the skills and strengths that determine 
successful job performance

· 
Analyze Resume and Application

Resumes and applications don’t always tell the whole story; analyze them so questions can be formulated to    gain a fuller picture of the applicant.

· Assume the Interviewer is prepared!

Interviewing

Goals of Both The Interviewer and Candidate:

· 
Build Rapport

·    (Candidate) Demonstrate Capabilities, Desire & Fit


·  
Develop Job-Related Questions

· 
Use Follow-up Questioning Techniques

· 
Non-Verbal Communication Techniques

·    Close the Interview

Building Rapport
The basis of a successful interview is mutual trust.

Applicants will supply frank answers to tough questions, once rapport is established.

· Use a firm handshake when greeting the applicant.

· Introduce yourself, giving your title and purpose for interviewing the applicant.

· Maintain eye contact.

· Give the applicant your undivided attention throughout the interview.

· Maintain a conversational, two-way flow throughout the interview.

Develop Job Related Questions

· 
Have 2 characteristics:

· Open-Ended

· Behavioral 

Open (vs. closed) questions encourage a free expression of ideas and information.  They generally begin with words like “What”, “When”, “Where, and “Why”

Targeted Selection (Which is also what you want!):
Behavioral (vs. theoretical) questions seek information about what the applicant has done in the past, rather than the applicant’s theories about the past or future.  The best predictor of future performance is past performance.
How has the applicant specifically functioned in a particular work-related situation – How has the applicant specifically applied this knowledge, expertise, experience.


Examples:


“Give me an example of a situation where you had 

to go beyond the call of duty to get something done.”

“Tell me specifically what you did the last time you faced this particular situation” (provide details – who, what, when – all the relative facts).

Job Related Questions (Continued)

How will you (the candidate) back up your outstanding first impression?

With Examples and “Stories” on how you have used your Tools (Skills, Expertise) to help others solve similar problems (Again – You’re providing exactly what interviewers want) 

Targeted Selection!

 Follow-up Questions

Follow-up questions probe deeper within an area of inquiry, seeking clarification, additional information, or rationale.        

There are a variety of types of follow-up questions, which can be used, including:


(
Specific-fact


(
Compare/Contrast

Specific-fact questions ask the applicant for details:


(
“What was the actual savings?”


(
“When did that occur?”


(
“Over what period of time did that take place?”

Compare/Contrast questions ask the applicant to identify similarities or differences between two situations.


(
“What was different about the way you handled 



this situation as opposed to ____________.


(
How would you compare your last two jobs in 



terms of satisfaction.
(Again, Expanding on Targeted Selection!)
Non-Verbal Communication Techniques

Eye Contact:

Maintain eye contact to show interest in what the applicant (or interviewer) is saying.

Lean Forward:
Lean forward slightly to indicate your interest in the applicant and his or her remarks.

Smile:
A smile at appropriate moments helps put the applicant at ease and encourages open communication.

 Close The Interview

The goals of the Closing are to provide the applicant with the information he/she needs & to leave with a good impression of your organization & the interviewing experience.

During this section of the Interview, the Interviewer needs to:

· Describe the job and the organization.

· Elicit and respond to questions.

· Promote the job, if appropriate.

· Answer any questions the applicant may still have about the company and the job.  

· Take the opportunity to promote or “sell” the company.     

· Outline the next steps so that the applicant knows where he or she stands.

Candidate Evaluation

The written evaluation of an interview is important because it is this assessment of how the applicant is likely to perform on the job, and is the basis on which a hiring recommendation or decision is made.

The guidelines for completing the interview report are:

· Write up the date as soon after the interview as possible while the applicant is still “fresh in your mind.

· Review the resume, the application, and your notes so that the evaluation will reflect everything you learned about the applicant.

· Summarize key points (Your Key Points!); include supporting behavioral examples from the interview.

· Be precise, concise, and legible.

Candidate Evaluation

Interview Bias:
· A major obstacle to objective evaluation and decision-making is the interviewer’s bias. The interviewer who understands biases will be aware of when and why he or she subjectively favors certain candidates & dislike others.

· Prejudgments are usually inaccurate, but the interviewer may not realize it even after interviewing the applicant.

· The initial impression (good or bad) an applicant made on the interviewer can also create a bias.

· During the interview, the interviewer has a chance to correct their biases by asking behavioral questions.

· Some of the more common types of bias are describe below.

Common Types of Interview Bias:

“Halo” Effect

In this form of bias, one positive trait is allowed to overshadow any negative traits:  the applicant can, literally, do no wrong (personality, education, come highly recommended by a person in a 
position of authority). Regardless, the interviewer should probe for the applicant’s job-related skills and experience, strengths and weaknesses, and successes and failures.

“Horns” Effect
This is the opposite of the halo effect:  An objectionable trait/traits overwhelms any good points the applicant might have.  For example, the applicant is overweight, dresses in a style the interviewer associates with negative traits, or reminds him or her of an unpleasant person met in the past.

(Candidate Questions To Ask)

· Check the Website ahead of time (Do your research on Company History, Products, Finances)

· (With HR) Ask about Benefits

· Ask Good, Solid Job-Related Questions

· “What’s Your Management Style

· Ask about Associates

· Ask about Key Responsibilities and Foreseeable Problems (90 / 180 days)

· Ask about Company Stability 

· Short and Long Term Objectives

Mechanics

· Be On Time!

· Dress Appropriately (At a minimum, dress consistent with the position)

· You can always take your coat and tie off!

· Remain Alert, Confident & Passionate (Enthusiastic)

· Eye Contact (and Smile)

· Always Follow-up (Correspondence)

· Keep Cell Phones and Pagers in your car

· For the Interview: 

· Be Prepared 

· Practice

· Research

· Follow-up in writing 
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