Alexandria SBDC  SEQ CHAPTER \h \r 1IMPACT HIRING 3:  Interviewing and Selection
What do you need to learn or know to effectively assess candidates?

Learn about hiring and interviewing via books, tutorials, training, or personal coaching. Then create an effective interview process that includes all key players.
Warren Buffet on hiring: “Look for three qualities: integrity, intelligence, and energy.”

PLANNING FOR AN INTERVIEW
1. What do you need to know to assess the candidate's ability to succeed in this position?     


(Based on analysis of position and critical success factors)
2. Where and how can you obtain the information you need?  


(Such as: Interview questions, work samples, practical tests, asking references)
3. What information do you already have?   
(From resume, application, referral or other information)
4. What to you need to obtain in this interview to complete the information you need to assess the candidate? 
(Position analysis vs information already have)
5. How will you obtain the information?  (From: Specific questions, work samples, tests) 
Remember to discuss this with the others interviewing with you to ensure all areas are covered.

USEFUL INTERVIEWS
Interview content should be:


Valid: directly related to the job


Reliable: questions assist in accurate and consistent measurement


Fair: content related to the job requirements is perceived as fair

The content of an interview is directly related to your business, culture and the job requirements - the knowledge, skills, abilities and other characteristics required to succeed in the position.  Interview questions are developed to assess these.  Document as you talk.
Ask each applicant to talk about past achievements as they relate to your needs. Focus on

their business acumen, match to your culture, interest in your opportunity, flexibility to do whatever is needed, and their 'business smarts.'

BEHAVIOR BASED QUESTIONING 
A pattern of past behavior is the best predictor of future behavior.  Thus some questions should be asked to assess past behavior.  An example of a behavior-based question is one which asks for the specific situation, actions the person took, and the results.  Here is one:

Tell me about a work plan you made carefully which was later destroyed by events... what happened and what did you do to react?
A behavioral example is a description of a very specific event from the person's own experience which tells how that person behaved.  It describes their response to a need or job demand or other experience - what they did, how they did it, and what the results were.  Good examples often include names, dates, project acronyms, numbers or percentages, and other relatively concrete detail.  

A real behavioral example tells you what the person actually did and the results - not what they meant to do or only vague generalities about their role.

STRENGTHS BASED QUESTIONING
Strengths-based questions are designed to assess on whether a candidate’s interests and goals mesh with the job role and company goals.  These focus on what a person likes to do more than on specific work skills.  The approach can be especially useful for candidates without much work experience or new to the specific industry/field.  These include questions like ‘do you prefer to start or to finish things’ or ‘what work do you like least in your current job’.

SAMPLES: "CRITICAL SKILLS" QUESTIONS
1. Interpersonal Skills
*Describe how you developed good working relationships on your most recent job.

*When you are dealing with co-workers or customers, what really tries your patience and how do you deal with that?

2. Flexibility
*Tell me about your experiences dealing with frequent changes in your assigned work.

*Describe a time when you were almost finished with a major task and your customer suddenly wanted to change directions.  How did you handle it?  What did you learn?

3. Planning
*Describe how you determined your priorities on your job; what happened to them over time?

*How do you plan your work?  Tell me about how far in advance you plan, what benefits you have found in your planning, and what problems it has created.

4. Commitment and Motivation
*Tell me about the most difficult thing you have ever done and how you prepared for it and what happened. 

*What do you know about our company and how did you learn that?  What did you do to prepare for this interview?

5. Teamwork
*Describe the teams you have worked in and tell me what worked well and what did not.

*Describe a really difficult person you worked with and how you handled it.

6. Sales
* Tell me about your territory: how did it work, what was it like when you took over and how did it change while you were there.

* Describe your experience in developing leads and converting them into customers.

 SEQ CHAPTER \h \r 1Sample: Interview Report Format
Rating scale:
 Limited, Meets Minimum Standards, Above Average, Outstanding

Rate on each question.  May also rate on each section overall.  

Add notes to show why rating selected and to help with discussion of candidates.

A. Can Do

1.  Meets all the minimum position requirements for experience, knowledge, attitude, education.

2.  1-2 other specific requirements of your org; such as customer focus, interpersonal skills.

B. Will Do

1.  Motivation to do the Job

2. Knowledge of your Organization

C. Fit

Choose 2 attributes to rate that are directly related to success within your org.  Examples: ability to work with highly diverse clients, flexibility, continuous learner.

Summary: Hiring Recommendation

 Do Not Hire       Solid Contender     Must Hire 

SELECTING THE BEST
"CAN DO" FACTORS - HOW WILL I ASSESS? 

"WILL DO" FACTORS - HOW WILL I ASSESS? 

"FIT" FACTORS - HOW WILL I ASSESS? 
Sample: Reference Checking Format
Basic questions plus position specific details and questions

Outline:


Introduction (why calling, your name, role, applicant name and the position)

 
Easy comments/questions first



- how knows applicant, roles known in, where and when, how long 



- describe briefly the position you are hiring for to help focus

- simple ranking questions - what percentile compared to others worked with, dependability, quality


Focused questions related to job specifics


Ask for any development suggestions if you hire applicant


Ask if anything else the reference thinks you should know


Thank for time, give idea of when making decision and ask for confidentiality
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