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Effective Interviewing

1. Ensure you plan ahead. Arrange a clean, private place to conduct the interview. Staff so you do not have to abandon the applicant. Ensure your appearance is excellent. You are making a first impression on a potential employee, and customer. They are important. You want to convey professionalism, and courtesy. It is pre-training, and will set the tone for their employment if hired. Remember you are role modeling. The applicant should not feel they are a disturbance, or interruption. After all you scheduled the interview. Be professional.
2. Greet the applicant at the appointed time. Do not keep them waiting. Offer them a complimentary beverage. Break the ice with a few moments of chit-chat. You want the applicant to feel as much at home as possible. Nervousness is not conducive to good communication.

3. Keep your questions short. Avoid closed questions (which can be answered with a yes/ no). Use an open-ended format instead. Ask the same questions of each applicant. Focus on the applicant response, not your next diabolically tricky question. There is a sample list attached.. Do not allow the applicant to control the interview. When their answers, or questions, or side trips, are not useful to the interview, diplomatically steer the interview back on course. If you are not satisfied with their response, or simply want them to elaborate on an answer, say “tell me more about…” The less talking you do the better. Do not get sidetracked. They are not there to hear about you, although you may be encouraged to think so. Use silence. It is extremely effective in getting more of an answer from an applicant. For example they have just told you they left their last job due to a personality conflict. You smile and wait. After a few moments they know you’re waiting for more, and most people hate silence in a situation like that and will rush to fill it with whatever. Or else wonder if you know “something”, and are waiting for them to tell you.

4. NEVER: Discuss issues relating to race, gender, creed, or medical disabilities. Do not ask questions that could be construed as personal, if not job related. For example you may NOT ask what kind of car they have, but you may ask if they have transportation to and from work. If they bring up personal issues it is best to move on to your next question. If they express opinions that are offensive, do not get excited. Interviews are a legal issue, and all applicants are entitled to a fair chance.
5. Do not make statements that indicate, “how they’re doing”. Do not express personal opinions.
6. Watch your facial expressions, and body language, as it may be saying all sorts of things you don’t necessarily want to say. Be Professional.
7. If it becomes obvious the applicant is not suitable for one reason or another do not be rude. Finish your interview form, and conclude the interview as you would normally.
8. To conclude all interviews you need to indicate you are done, and ask if they have any questions. Then if it is their first interview, and they did well, set them up for a second interview. If you are not sure, or if it’s their second interview and you haven’t gotten job references say: “I have a few more interviews to do. We will make a hire decision”, (or set up 2nd interviews) “by” [a day within the next 5, you snooze you lose good potential applicants]. If you do not hear from us by then you may assume one of the other applicants was better qualified”. Thank them for their time. Questions like “Are you going to hire me?” etc, should be answered with “it’s too soon to tell”. 
9. After the interview make notes by each question. And fill out the last piece of the interview analysis. 
10. Two Job references should be conducted on all applicants who are set up for a second interview. Call, and ask for the Manager, or owner. Apologize for interrupting them, and ask if they have a moment for a reference on “applicant”. Use the form on the next page. Be polite. Listen to their tone, and for hesitations, they sometimes tell more than the actual reference, or contradict it entirely. Use the same questioning techniques as with an interview, ie open ended questions, etc. Do not call personal references. 

Employee Reference Check

Date ______________________   Your Name _______________________________   

Business Name ___________________________   Manager/Owner ____________________________

Job Title ___________________  Hours per week ____________   Wage ______________

Duties _________________________________________________________________________________

Tardy often? ___________________   Absent often? _______________________________

Reason for leaving? ______________________________________________________________________

______________________________________________________________________________________

What kind of job did [applicant] do for you?___________________________________________________

_______________________________________________________________________________________

How did he/she get along with co-workers/supervisors? __________________________________________

______________________________________________________________________________________

Eligible for rehire? ____________________ Explain ___________________________________________  

Did he/she have any (other) problems while in your employ? _____________________________________

Comments _____________________________________________________________________________

______________________________________________________________________________________

Interview Analysis

Name




Mgr                       


Date


.

Discuss App, or resume; Reason for leaving jobs. Clear up any questions the resume raises in your mind.

Write down school schedule if applicable. ______________________________________________________________________________

Are there any days, hours we haven’t discussed that you are not available? __________________

______________________________________________________________________________

Describe appearance standards. Would any of that be a problem? 

______________________________________________________________________________
Are you able to furnish I-9 information upon hire? Describe. 

__________________________________________________________
How do you know when you have had a good day at work? 

______________________________________________________________________________

Define “Customer Service”? 

______________________________________________________________________________

What did you like least about your last job? 

______________________________________________________________________________

Define “Professionalism”? 

______________________________________________________________________________

Increased  hours, raises, and promotions depend on your performance, effort, and loyalty. Are you comfortable with that ? 

_________________________________________________________________________________________
What would you do if a customer began yelling at you about his service? ________________________ 

_________________________________________________________________________________________
What would you do if you saw a co-worker steal? ________________________________________
What would you do if a co-worker lied to a manager?______________________________________
What was your favorite job ever? Why ?_________________________________________________________ 

__________________________________________________________________________________________

17. Describe the Company, wages, other benefits. Ask if the applicant has any questions. Close interview.

Complete After interview

Appearance ______________________________________   

Smile________________________________________________

Friendly, hospitable behaviors ________________________________________________________________

General communication skills ________________________________________________________________

Applicable experience ______________________________________________________________________

Hire?, Why? ______________________________________________________________________________

When? ______________

Further Interview?, Why? ___________________________________________________________________

When? ______________

No Action? Why? ________________________________________________________________________

After a “conditional” job offer has been made ask the following;

The job entails light janitorial, some chemical use, lifting up to 40 lbs, and the possibility of working on your feet for up to 4 hours at a stretch,. Are you able to do so? _________________ (Questions relating to the jobs physical requirements)
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