INTERVIEW GUIDE

GREETING

SMALL TALK

TRANSITION QUESTION

How did you happen to become interested in our organization?

How did you hear of the opening?

What has been your contact with us in the past?

What is your understanding of the position you're applying for?

WORK EXPERIENCE

I'm interested in the jobs you've held, what your duties and responsibilities were, your likes and dislikes, and what you may have gained from them.

Lets start with a brief review of your first work experiences, those you might have had part-time during school or during summer, and then we'll concentrate on your more recent jobs in more detail.  What do you remember about your very first job.

ACTIVITIES AND INTERESTS

Turning to the present, I'd like to give you the opportunity to mention some of your interests and activities outside of work--hobbies, what you do for fun and relaxation, any community activities, professional associations, or anything else you'd like to mention that you think might be relevant to our job.  What would you like to mention:

SELF ASSESSMENT

Assets

Now let's try to summarize our conversation.  Thinking about all we've covered today, what would you say are some of your strengths--qualities both personal and professional that make you a good prospect for any employer?

Developmental Needs (DO NOT USE THE WORD "WEAKNESS")

You've given me some real assets, and now I'd like to hear about areas you'd like to develop further--all of us have qualities we'd like to change or improve...What are some of yours?

TRANSITION QUESTION:  (To information Giving Phase)

You've given me a good review of your background and experience, and I have enjoyed talking with you.  Before we turn to my review of our organization, and the job, is there anything else about your background you would like to cover?

Or Do you have any specific questions or concerns before I give you information about the job and the opportunities here?

All right, now I have some information I'd like to give you>

(Review organization, the job, benefits, location, etc.)

(Tailor your presentation as appropriate to your interest in candidate)

CLOSING

Do you have any other questions about us, the job, or anything else?

What is your level of interest in us at this point?  (Explore any doubts or reservations.)

Let me review what the next steps are.

(End the interview) I want to thank you for coming today . . .
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