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1. Who Is Involved in Interviewing/Assessing Candidates? 
Every internal interviewer needs to know:


What is the principal function of this job and how does it fit into company.


How does the position help the company achieve its goals.


What is a typical workday like.  


What other employees will the person work with regularly and how.


What external or internal customers does the position serve. What do they need.


What training will be provided.


What technology will be used.


How will success be defined in 90 days, 180 days, first year.


What are expectations about off-hours reachability, frequent overtime.

2. What Are the Decision Factors?
A defined set of assessments related to success should be done in advance.  

These include: 
Can the person do the job?  (Requirements usually)




Will the person do the job?  (Motivation, history)




Fit with culture?  ( Critical few, keeping diversity important)

Smart to have a written Interview Form for accuracy.  A sample form is in the Alexandria SBDC’s library of HR resources at https://alexandriasbdc.org/wp-content/uploads/2016/10/Sample-Interview-Report.pdf

3. Job Ad Smarts
Most job ads are boring and bureaucratic, to say the nicest things about them.

Consider:


Write as if you were speaking with the best person for the job.


Keep the requirements to the minimum critical to success in the job, not a laundry list of every task.


Give readers a reason to be interested: tell your story.


Help deter the wrong applicants: talk about challenges in the work, company.

Tip: Run yours through Hemingway for immediate help in improving your writing - http://www.hemingwayapp.com/
4. Diversified Candidate Sources
Alexandria Workforce Development Center (aka: OneStop), go to Employer Services

https://www.alexandriava.gov/WorkforceDevelopment
Northern VA Community College Careers department supports employers.

All campuses: https://www.collegecentral.com/nova/Employer.cfm
Alexandria:  http://www.nvcc.edu/careers/index.html
Marymount University

https://www.marymount.edu/Academics/Services-Resources/Center-for-Career-Services/Employers
US Dept of Labor Guide to Hiring People with Disabilities

https://www.dol.gov/general/topic/disability/hiring
ServiceSource - disabilities, seniors, unemployed

https://www.servicesource.org/
Ex-offfenders - OAR -  https://www.oaronline.org/
4. More on Interviewing and Selecting Candidates

The SBDC has Presentations (PPT) and Handouts (PDF) in its Resource Library on:


Planning to Hire


Interviewing and Selection


Sample Interview Questions
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