Interviewing & Selection




This one hour presentation focuses on the skills, techniques and strategies for conducting an effective employment interview and making the best selection for a productive and long-term employee.

Behavioral Interviewing

Behavioral interviewing focuses the interviewer on the candidate’s job-related experiences.  It is designed to minimize the impact personal impressions can have in influencing the hiring decision.  Instead it focuses on getting information relative to a candidate’s past behavior and actions.  

Why is this so important?  Because research tells us that previous behavior is the best predictor of future behavior.  Questions that help you get at a candidate’s past behavior will give you a clear picture of how that candidate will behave going forward.  

Behavioral interviewing vs. traditional interviewing

Behavioral interviewing differs from traditional interviewing in that traditional interview questions tend to focus on the future.  In behavioral interviewing, the questions focus on the past; more specifically, past behaviors.  

	Traditional Interview Approach
	Behavioral Interview Approach

	Asking the candidate how he/she might behave in some particular future situation
	Asking the candidate to describe how he/she behaved in a previous situation and the results of the actions taken

	Questions that call for general approaches
	Questions that call for specific answers

	May be based on education, knowledge or experience
	Focuses on past job-related behavior

	Impressions and intuition play an important role
	Objective information gathered from job-related past experience is the focus

	Questions may vary from candidate to candidate
	Interview is structured with all candidates being asked the same initial questions (follow-up questions may vary)

	“What would you do if you had an angry customer?”
	“Tell me about a time when you dealt with an angry customer.”

	“What are your strengths?”
	“Can you give me some specific examples of your accomplishments that were beneficial to your company?”

	“How would you sell me this ball point pen?”
	“Can you describe a sales situation when you had to think fast to make the sale?”


Additional thoughts and tips:

· One of the biggest mistakes interviewer’s make is talking too much.  The more the interviewer talks, the more likely he or she will be to signal the interviewee what to say and how to say it to fit the job.  For instance, if the interviewer says, “We really need a self-starter, someone who is motivated, etc….” the candidate can easily follow with statements claiming to have these (and many more) wonderful traits and characteristics.  Beware of giving the candidate room to tell you exactly what you want to hear.  

· Spend your valuable interview time asking questions that require the candidate to give examples that demonstrate why he or she would be productive and successful on the job.

· Listen attentively.  Be alert and responsive, maintain eye contact and practice effective listening techniques.

· Listen for content and feeling.  Notice the words the candidate chooses.  Can the candidate phrase a clear answer to your question?  Does the candidate use the typical vocabulary/jargon related to the position appropriately?  Can the candidate express both abstract and concrete information? 

· Pay attention to tone of voice, rate of speech, hesitations, enthusiasm and confidence.  All can be areas to explore further in an interview.  

· Observe things like: body language, professional appearance, facial expressions, gestures and eye contact.  A note on eye contact.  In American culture it is often an expectation that candidates use frequent eye contact with an interviewer because it is perceived to be a sign of honesty and confidence.  Be aware that this belief varies widely among cultures and the absence of prolonged eye contact should not necessarily be viewed as a negative.  
Complete this questionnaire for your open position.

	Date Received:
	Date Profiled:
	Position #:


Manager Information/Organization Information:
	Hiring Manager’s name, title, AA’s name and contact #:
	

	How is success measured in this group?
	

	Who are the customers?
	

	Where are the customers located?
	

	Group or division for offer letter
	


Position Information:
	Position title:
	

	Location of Opportunity:
	

	How much travel, if any, will be required?
	

	Salary range 
	

	Is there a bonus option? Payout dates:
	

	Paid relocation? Other benefits? 
	

	Who will be on the interview schedule?
	

	What happened to the last person in this position?
	

	Who does this position interact with? 
	

	Will this person work primarily alone, or with a group?
	

	What technology will be used in this position?
	


All Candidate Information: 

	Experience must haves:
	

	Education/certification must haves:
	

	Other nice-to-have qualifications:
	

	Describe some of the key job experiences a candidate for this position should have:



	What prior geographic or market type experience should a candidate for this position have?



	If considering an internal candidate, are there any key factors to keep in mind? 




Assessment Information:

	Who will the candidate report to?
	

	How many direct and indirect reports?
	

	Locations of reports?
	

	What are the major outcomes/results for which this position is responsible?
	

	What is a typical day/week like for the incumbent in this position?
	

	What are the personal characteristics required for success in this position?
	

	How much decision-making latitude is given to this position?
	

	What are the knockout factors for this position?
	

	What would be a major challenge facing a new hire in this position?
	

	What is a likely career path?
	


ALL questions must be job related; avoid inappropriate and illegal questions.  Be certain that your questioning avoids:
	Age
	National Origin
	Gender

	Creed
	Religion
	Marital Status

	Family status (children)
	Color
	Sexual Orientation

	Race
	Disability
	


Examples of inappropriate and illegal questions that you cannot ask, and those you can:
	Topic – You can ask
	You cannot ask

	Age

You can almost never ask this question unless age is a bona fide occupational qualification (BFOQ).
	“How old are you?”

“When were you born?”

“When did you graduate from college?”

	Race, color or national origin

Might ask:

-  “This position requires that you be able to speak Spanish.  Do you speak Spanish?”

-  “Are you authorized to work in the U.S.?”  (vs. “Are you a U.S. citizen?”)
	“Where were you born?”

“Where are you from originally?”

“You are a citizen of what country?”

“What language do you speak at home?”

“What kind of accent is that?”

“Are you a U.S. citizen?”

“Where were your parents born?”

	Religion

“This position requires working on Saturdays.  Can you do that?”
	“What church/synagogue do you go to?”

“Are you a member of any religious group?”

“Is there a particular day of the week you are not able to work?”

	Sexual Orientation

Never.
	“What is your sexual orientation?”

“Do you belong to any gay or lesbian groups?”

	Marital Status/Household

“This position requires overtime several nights a week and overnight travel twice per month.  Can you do that?”

While you cannot ask about children, if the employee is continually out for a child’s illnesses, for example, you may use corrective action related to the attendance policy once FMLA eligibility has been ruled out or exhausted.
	“Are you married?”

“Do you have children?”

“What is your wife/husband’s name?”

“Do you live by yourself?”

“Do you have someone who can take care of a sick child?”

“Are you a single parent?”

“How many people live in your household?”

“What does your wife/husband do?”


	Disabilities

“This position requires sitting for up to 6 hours per day and lifting up to 50 pounds one or more times per day.  Can you do that?”  (must ask all candidates same question)
	“Do you have any disabilities?”

“Have you ever been denied health insurance?”

“Do you have any back problems?”

“Have you ever filed for Workman’s Comp.?”

“Do you have any mental or emotional problems?”


* Note: Questions related to physical requirements for a job must be related to essential job functions.
A word of caution:

If during conversation prior to the interview or if a candidate’s response alludes to one of these areas, do not pursue the conversation.  Politely move to another area of discussion or return to your original question
Managers and employees involved in the hiring process should complete this form with relevant interview notes.  It could be forwarded to the Recruiter after the selection decision is made for record keeping purposes.  

	Candidate:



	Position:



	Interview Date:




Rate each category by checking the appropriate box; make comments as necessary.  

I. Knowledge, Skills and Abilities:

Excellent/Very Good
O
Good
O
Fair/Poor
O

(Comment on candidate’s knowledge, skills and abilities as related to the position)

II. Presentation:

Excellent/Very Good
O
Good
O
Fair/Poor
O

(Comment on candidate’s ability to present and project themselves, articulate their suitability for the position and express interest in a position with the company)

III. Overall Position Match:

Excellent/Very Good
O
Good
O
Fair/Poor
O

(Comment on your assessment of the candidate’s overall match to the position; note any outstanding concerns or issues and/or recommend next steps.

	Interview conducted by:

	Title:

	Telephone number:


	Position:

	Interviewer:
	Date:


Rank each area of focus on a scale from 1 – 3

1: Fair/Poor

2: Good

3: Very Good/Excellent

	Area of Focus
	Candidate A:
	Candidate B:
	Candidate C:
	Candidate D:

	Job Related Knowledge
	
	
	
	

	Technical Skills
	
	
	
	

	Client Relationship Skills
	
	
	
	

	Ethics
	
	
	
	

	Reliability
	
	
	
	

	Initiative
	
	
	
	

	Time Management
	
	
	
	

	Interpersonal Communication
	
	
	
	

	Written Communication
	
	
	
	

	Planning
	
	
	
	

	Problem Solving
	
	
	
	

	Decision-making
	
	
	
	

	Collaboration
	
	
	
	

	Leadership
	
	
	
	

	Other
	
	
	
	

	Total Ranking
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