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[bookmark: _Toc91644109]THE HIRING INTERVIEW

Once you have gathered all the resumes and sorted through them to narrow the field based on experience, etc., it’s time to schedule the interviews. 

If you have too many candidates, then review the applications with an eye to which applicants have the most desirable abilities.  Those can be determined by going back to your analysis of the job you are trying to fill and the various tasks that will be required.  Determine what level of experience and training will be needed to perform those duties most optimally.

Another way of prioritizing resumes is to choose the applicants who have the most experience in performing any of the most top duties.  Consistency is the key to this. 

As the interviewer, you need to be mindful of the following traits.

1. Communication skills. 

The applicants will be more likely to open up to someone who shares their job vocabulary and shows that he or she is able to discuss job content intelligently.  

If you are able to exude the qualities of friendliness, sincerity and integrity during the interview, it will help to establish rapport with the potential employee.  It is important that the applicant feel as comfortable as possible so that you, as the interviewer, have the opportunity to get a clear picture of who this person really is.  This will help you to decide on the best candidate to fill the open position.  Remember that the success of the interview will depend in a large part on your abilities to encourage honest responses while minimizing suspicion, hostility and / or embarrassment.

The interviewer must be able to understand what the applicant is saying, but also must be able to judge when additional questions need to be asked to elicit additional information in order to weed out extraneous information.  This kind of questioning, if done properly, can really help clarify the true situation that the applicant is discussing.


2. Knowledge of jobs in the industry.

The interviewer must be well acquainted with not only the job that is being interviewed for, but also all aspects of the field in order to contrast the job available with others that might be available elsewhere. 

Put together a list of questions that you will be asking each applicant. There will be a few questions that you will want to dwell on in depth in order to get a good idea of how this applicant handles work.  There is included in this manual a chart of some of the questions that can and cannot be asked based upon Federal guidelines.  It is recommended that you familiarize yourself with these categories so that you do not inadvertently ask questions that could be considered discriminatory.

Be very clear about company expectations regarding attendance, grooming, behavior, compensation and promotion before any offer of hire is made.  
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