PHASE II - MANAGEMENT SKILLS

INTERVIEWING TIPS & TECHNIQUES
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HIRING MISTAKES ARE COSTLY

· POOR JOB PERFORMANCE

· LOST PRODUCTIVITY

· POOR STAFF MORALE

· EEO CHARGES

· COURT SETTLEMENTS

· STARTING THE SEARCH OVER AGAIN – COST ASSOCIATED WITH TURNOVER

· DISAPPOINTMENT FOR YOU, THE ORGANIZATION AND THE APPLICANT

WAYS TO AVOID COSTLY HIRING ERRORS

· PREPARATION:  

If you are properly prepared you can conduct an efficient interview.

· ATMOSPHERE:

Make applicant comfortable so they will be spontaneous and open rather than restricted and closed.

· STRUCTURE:

Conduct the interview in an organized fashion.

· INQUIRY TECHNIQUES:

Ask open-ended questions that call for examples of past behavior in both technical and performance areas.

· DOCUMENTATION:

Take notes during the interview and use them to document your decision.

· EVALUATION:

Carefully review all the information you’ve collected about the job and about each candidate.

EEO (EQUAL EMPLOYMENT OPPORTUNITY) LAWS

GOVERNING THE HIRING PROCESS

TITLE VII OF THE CIVIL RIGHTS ACT OF 1964

Prohibits discrimination in employment based on race, color, religion, sex or national origin.

EXECUTIVE ORDERS 11246 AND 11375

Prohibit government contractors from discriminating against employees on the basis of race, color, religion, sex, or national origin and require the contractor to develop Affirmative Action Programs in the employment of female and minority applicants.

THE REHABILITATION ACT OF 1973

Establishes Affirmative Action obligations for government contractors toward handicapped individuals.  The law requires that contractors take Affirmative Action to employee and advance qualified physically or mentally handicapped individuals.

THE VIETNAM VETERANS RE-ADJUSTMENT ASSISTANCE ACT OF 1974

Requires that government contractors take Affirmative Action to employee and advance qualified disabled veterans of the Vietnam Era.

AGE DISCRIMINATION IN EMPLOYMENT ACT OF 1967

Prohibits discrimination in employment and promotion against any individual between 40 and 70 years of age. (Subsequent legislation in some states widened this age range.)

THE EQUAL PAY ACT OF 1963

Prohibits discrimination based on sex for work in jobs requiring equal skill, effort and responsibility when performed under similar working conditions.  Exceptions may be made pursuant to seniority or merit system or a system which measures by quantity or quality of production factors other than sex.

LOCAL AND STATE LAWS

It is important that you know your state and local EEO laws.  In many cases, they differ from or may be more stringent than federal laws.

FCC EEO RULES: SECTION 73.2080

Require that licensees afforded Equal Employment Opportunity to all qualified persons without regard to race, color, religion, national origin or sex and that they take positive steps to provide Equal Employment Opportunities for all.

AMERICANS WITH DISABILITIES ACT OF 1990

The Americans with Disabilities Act (ADA) of 1990 has been hailed as the “emancipation proclamation” of the disabled.  A comprehensive piece of civil rights legislation, it is designed to help integrate person with disabilities not only into the workplace but into every facet of society.  Title I of the Act covers employment of individuals with disabilities, which prohibits discrimination against individuals whom can perform the essential job functions with reasonable proficiency.  To be protected by the ADA, an employee must have an impairment or must be regarded by others as being impaired.  While temporary disabilities are not included, the ADA covers a wide range of medical problems, including the following:

Cancer, Cerebral Palsy, Diabetes, Emotional Illness, Epilepsy, Hearing and Speech Disorders, HIV Disease, Mental Retardation, Multiple Sclerosis, Specific Learning Disabilities.

Not covered are behaviors such as the following:

Illegal use of Drugs, Homosexuality, Transvestitism or Compulsive Gambling.

EMPLOYERS MUST TAKE STEPS TO REASONABLY ACCOMMODATE WORKERS WITH DISABILITIES SO THEY CAN HOLD JOBS WHICH THEIR DISABILITIES MIGHT OTHERWISE PREVENT THEM FROM PERFORMING.

PRE-EMPLOYMENT QUESTIONS GUIDE

	The following chart helps interviewers distinguish legal from illegal inquires when seeking information during the interview process.  Any questions that are not job related may be unlawful if the information obtained is used in a discriminating manner.


	SUBJECT
	DO NOT ASK
	YOU MAY ASK

	SEX
	Are you male or female?

What are the names and relationships of person living with you?
	None

	RESIDENCE
	Do you own or rent?

Give names and relationships of persons residing with you.
	What is your present address?

	RACE/COLOR
	What is your race?

What color is your hair, eyes or skin?
	None

	AGE
	What is your date of birth?  How old are you?
	If hired, can you provide proof that you are at least 18 years of age?

	ARRESTS AND CONVICTIONS
	Have you ever been arrested?  Have you ever been charged with any crime?
	Have you been convicted of any crime?  (The Employment Application asks for this information and indicates that a conviction itself does not constitute an automatic bar to employment, and will be considered as it relates to fitness to perform the job in question.)

	DISABILITIES
	Are you disabled?
	Are you capable of performing the essential functions of this position?  With or without reasonable accommodation?

	CITIZENSHIP
	Of what country are you a citizen?  Are you or other members of your family naturalized citizens?  If so, when did you or they become an U.S. Citizen(s)?  Attach a copy of your naturalization papers to your application form.
	If hired, can you prove citizenship or eligibility to work in the United States?


YOU CAN ASK THIS, BUT YOU CAN’T ASK THAT

Many interviewers inadvertently expose the organization to legal action by asking improper questions.  Below are questions to test your knowledge of the law.  Read the scenarios below and construct questions you may legally ask in an interview.

1. English is clearly not the native language of this applicant.  You wonder if he is fluent enough to perform the job.  You also wonder if the applicant is in this country legally.  (The last thing you need is to train him only to see him deported!)  Even if he is here legally, his family may not be with him and he may soon become homesick.  You question whether or not he will stay here long.

________________________________________________________________________________________________________________________________________________________________________________________________

2. A highly motivated applicant is wearing a very loose fitting dress.   A maternity dress?  If so, when is the baby due?  How much time is the mother going to be away from work?  What childcare arrangements will she have?  You can’t help but notice she isn’t wearing a wedding ring.

________________________________________________________________________________________________________________________________________________________________________________________________

3. You have a terrific candidate sitting in front of you and you plan to hire her.  Since you are committed to the Hospital’s Equal Opportunity Policies, you hope this woman is from a minority group.  But in fact, you can’t really figure out what her ethnic background is just by looking at her.  Her last name is “Gonzales” but she’s mentioned her husband and you don’t know if “Gonzales” is her husband’s name.

________________________________________________________________________________________________________________________________________________________________________________________________

ORGANIZING THE INTERVIEW

The Structured Interview provides a format for conducting the interview in an organized fashion.  The Structured Interview has three basic parts:

A.
An Opening:   Sets the stage for the interview.  Establishes rapport and gives an overview of what will be discussed.  A brief description of the position, the company and associated benefits may be included.

B.
The Body:     Reviews the applicants’ academic background, work experience, additional training and career goals.

C.
The Closing:   Summarizes what has been covered in the interview and what happens next.  It includes how and when the applicant will be contacted for follow-up interviews and when a hiring decision will be made.

The general areas to be explored in The Body of an interview should be planned in advance.  A workable pattern includes:

1.
Education and Training:   Covers job related courses and formal education, if relevant.  Ask how major subjects were selected, about subjects of high and low interest, and about outside activities.  Also, probe for additional job related training on or off the job.

2.
Work History:   Beginning with the first job and working up to the present or last position.  Get descriptions of the work performed, feelings about the jobs and reasons for leaving them.

3.
Specific Job Related Questions:   Explore technical and performance skills needed in the specific position for which the applicant is being considered.  Probe for behavioral examples of past performance.

4.
Work Related Leisure Activities:   In asking about work related leisure activities, get a picture of:  level of activity, management of time, leadership, teamwork, social effectiveness and diversity of interests.

5.
Aims and Aspirations:   Discuss the applicant’s career plans and goals.

Unless you are deliberately trying to create a stressful situation, stick to one topic at a time instead of shifting from work, to school, to leisure time activities, and back to work. You might say, “Now that we have talked about your work history, tell me about your education.”

CREATING THE APPROPRIATE ATMOSPHERE

DO’S AND DON’TS 

DO

1. Concentrate:  Make a conscious effort to listen.

2. Pull all irrelevant matters out of your mind and resist distractions.

3. Keep your eyes on the person you are interviewing.

4. Listen for meaning, main thoughts and feelings.

5. Put yourself in the interviewee’s place – Try to understand the speaker’s point of view and intentions.

6. Use feedback (summaries or restatements) to confirm or clarify the interviewee’s meaning.

7. Make the person you are interviewing comfortable and be friendly.  Conduct the interview in a quiet private place.  

DON’T

1. Doodle or try to do something else while you are listening or conducting the interview.

2. Let your feelings about the person you are interviewing affect your listening.

3. Listen just for words or facts alone.

4. Interrupt, unless the person you are interviewing wanders off the subject.

5. Express immediate agreement or disagreement.

6. Assume you already understand.

7. Do most of the talking yourself.

8. Allow needless interruptions or phone calls.

Targeted questions, effective questioning techniques, rapport and active listening are essential for the success of an interview.

It is equally essential that the interview be conducted completely within legal requirements.  

 WHAT SHOULD I ASK?

PRE-PLANNING QUESTIONS


The purpose of the interview is to:

· Verify Existing Information

· Elicit New Information

· Gain an Accurate Picture of the Applicants Abilities and Potential

The questions you ask during an interview should be:

· Based on an analysis of the job description

· Well thought out and written down before the applicant arrives
In all cases, you want to ask each candidate for the position, the same or very similar questions. This process eliminates the danger of interviewing in a random fashion and gathering different information on each candidate/applicant for a position.

Good questions and good questioning techniques are the keys to an effective and productive interview.  

TYPES OF QUESTIONS

Open Ended and most Opened Minded questions begins with “What”, “How”, or “Tell Me”. An open-minded question is intended to produce a lengthy answer.  Ideally, the interviewer will ask many open-ended questions to get the candidate to give as many real world, behavioral answers as possible.


Closed Ended questions can be answered with a simple “Yes” or “No” or with very few words.  Closed-ended questions may be used to verify or confirm information.


“WHY” questions often elicit superficial answers.   They also have a tendency to refer to feelings and desires.   In many cases they should be reworded to begin with “WHAT”, such as “What do you think would be better about working for us than for some other company?”  The idea behind this shift is to emphasize what the candidate perceives as advantages rather than relying upon feelings or desires.  “WHY” questions can also sound accusatory. 

PRACTICE EXERCISE

Read each inquiry below and indicate the question type.  Put an “O” on the blank in front of Open Ended Questions and put a “C” on the blank in front of Closed Ended Questions.

______  1. 
 How many employees did you supervise in your last job?

______  2.  
Tell me about a project or procedure you initiated and developed.

______  3.  
How large was the last organization where you worked?

______  4.  
How many sales people have you supervised?

_______ 5.  
Give me an example of a time when your supervisor complimented you?  Criticized you?

______  6.
Tell me about the toughest sales call you ever made and how you handled it.

______  7.
Describe a time when you were faced with problems on the job that tested you coping skills.

______  8.
Give me an example of a time when you had to terminate an employee.  What steps did you take?

______  9.
Do you have a geographical preference?

______  10.
Are you willing to relocate?

______  11.
Are you willing to travel?

______  12.
Describe the most significant written report which you have had to complete.

ANSWERS:  1. C  2. O  3. C  4. C  5. O  6. O  7. O  8. O  9. C  10. C  11. C  12. O

BEHAVIORAL SKILL QUESTIONS/TECHNIQUES

BEHAVIORAL EXAMPLES 

Behavioral examples are descriptions of a specific example which can be used to rate the development of a job skill.  Behind asking for behavioral examples is the common-sense idea that:

“The best prediction of what people will do in the future is what they have done in the past”


The key to Behavioral Questions is that they ask for specific examples of past performance.  Behavioral Questions typically contain phrases like:

“Tell me about a time when…”

“Give me an example of…”

“How did you…”

In the example below, note how the question has been rephrased so that it will elicit a behavioral example:

Original:
How would you train a new supervisor?

Revised:
Tell me about a time when you had to train a new supervisor.  How did you go about getting it done?

EXAMPLES OF BEHAVIORAL SKILL QUESTIONS

Ability to Set and Meet Objectives

1. What are your standards for success in your job and what have you done to meet those standards?

2. Describe a time when your supervisor either formally or informally talked with you about you performance.

Ability to Analyze and Solve Problems

1. Tell me about some of the problems you faced on the job and the procedures you followed in solving them.

2. What sort of problem-solving techniques do you use and how do you advise you employees to deal with problem situations?

Initiative

1. Give me some examples of times when you did more than you were required to do.

2. Tell me about some projects that you generated on your own.  What prompted you to begin them?

Ability to Motivate and Develop Staff

1. Tell me about a time when you needed to motivate your staff and deal with morale problems.

2. Describe a recent performance evaluation session that you had with a staff member.

Stress Tolerance

1. Explain some of the critical problems you faced on your job last year and how you handled them.

2. How did you react when your computers were down during you busiest season last fall?

PRACTICE EXERCISE


Try rephrasing each question below so that the applicant will give you a behavioral example.  Write it in the space provided.

1. If you were assigned a new management position in the Salary Administration Area, how would you approach its development?

________________________________________________________________________________________________________________________________________________________________________

2. How have you fared in contests and other incentive programs?

________________________________________________________________________________________________________________________________________________________________________

3. How do you sell your ideas to management?

________________________________________________________________________________________________________________________________________________________________________

4. What do you think might interfere with your effectiveness as a supervisor?

________________________________________________________________________________________________________________________________________________________________________





PROBING FOR DETAILS

Probes are used to increase the amount and the depth of information the applicant is giving you.  Probes encourage the applicant to elaborate and to clarify.  They provide you with information that the applicant may not have volunteered without the probe.


Some other examples of probes that help applicants elaborate and clarify are:

· Could you tell me more about that?

· Explain what you mean by _____________.

· Would you elaborate on that?

Probes often turn up unexpected pieces of information.  For example:

An applicant may indicate having a good rapport with a supervisor by saying, “We got along pretty well most of the time, but then like most people we occasionally had disagreements.”

A probe will clarify shades of meaning:  A “Disagreement” could mean anything from a bloody nose to a mild difference of opinion.

TIPS TO MAINTAINING CONTROL OF INTERVIEW

· Always have your goal in mind, getting and clarifying information.

· Avoid asking many yes or no questions. 

· Be flexible and willing to allow some free discussion in promising areas.  However, be ready to step in when the applicant drifts from the subject.

· If the applicant over-talks or digresses, it is appropriate to interrupt by beginning to talk at the same time.  (But remember, it’s the applicant who should be doing most of the talking).

· Allow sufficient time for the applicant to respond fully to your questions.

· Be prepared to reword questions so the applicant will know precisely what information you want. Be prepared to wait for the answer.

· Be thoroughly familiar with the job description and details. 

REMEMBER:  Targeted questions and good questioning techniques are the key to gaining the information you need.  However, even the best questions won’t evoke much of a response if you haven’t made the effort to create a relaxed atmosphere of respect and good will toward the applicant.

DOCUMENTING THE INTERVIEW

NOTE TAKING

There are many ways to take notes, and everyone’s style is different.  If you choose not to take notes during the interview, some important information will probably be forgotten.  However, too much concentration on note taking may distract from what is being said by the interviewee. Using abbreviations and phrases can help.

It is important to tell applicants that you are taking notes because you want to be sure to remember important facts about their skills and experience.  Note taking communicates that you are serious about getting as much information as possible about the applicant.   Be sure to invite the applicant to take notes also.

To avoid anxiety and inhibiting further responses, stop taking notes during sensitive discussions, such as explanations of dismissals, failures or mistakes.  Make a mental note of these discussions and, if relevant, write them down immediately after the interview.  

DOCUMENTATION

Because some time may pass before a hiring decision is made, documenting your interview will help you remember the information you’ve gathered.

A clear record of the highlights of the interview including your opinions of strengths and weaknesses will help you evaluate the candidate.  Good records will also be a help if you have to justify a decision to a hiring supervisor, or in some cases, to a third party representing an unsuccessful applicant.

Poor records may come back to haunt you.  Consider these questions when documenting the interview.

1. Do my notes substantiate the evaluation and final decision?

2. Do my notes include any illegal information?

· References to race, sex, age, or national origin

· References to marital status or parenting responsibilities

· References to physical capabilities unless physical prowess is an occupational qualification.  Examples may include assumptions that a female applicant may not be able to lift certain weights, or that a handicapped applicant’s disability might affect performance.  (NOTE: Employers must be able to justify selections based on sex, race or color as a business necessity.  Generally jobs for washroom 

or locker room attendants and biographical acting roles are the only exceptions).

3.
Do my notes include irrelevant information, references to personal or physical characteristics or references to future plans that don’t affect current employability?

DEVELOPING REASONS FOR SELECTION AND NONSELECTION OF APPLICANTS

· Before making a hiring decision on the best applicant for a position, review the job description, the job skills checklist and any supervisor and incumbent comments. Make sure you have followed Baptist Hospital East procedures: the position has been authorized; internal and external applicant sources have been identified; etc.

· Identify all applicants who meet the qualifications.  Then make a careful comparison of education, work experience and performance.  Review the qualifications and work records of internal applicants with their supervisors.  Give extra weight to the applicants who possess “Desired Qualifications” in addition to the required qualifications.  Desired qualifications are those extra abilities which may enhance the candidate’s future potential and may vary, increase or decrease responsibilities.

For example:  A position in the Systems Department requires two years of experience in COBOL and FORTRAN.  Applicants who have that experience and in addition have experience on IBM Systems and RPG language will have “Desired Qualifications”.  After you have narrowed down the number of candidates with required experience, give extra consideration to those with desired qualifications.

· Review performance skills by discussing supervisory experience, accomplishments, personal effectiveness, stability progress and attitude.  Responses to work related questions will help indicate technical skill level, but it may be more difficult to measure more subjective factors, like performance skills on previous jobs.

· Evaluating personal effectiveness is probably the most complex analysis to make.  Consideration of the applicant’s personal traits should include an assessment of the environment in which the candidate for employment will work.  The goal is to match the person to the job and the environment.  

For example:  An introverted, soft-spoken sales applicant may not be the best candidate for a competitive, high-powered department.

· Other intangibles to consider are stability and progress.  Generally, applicants who have “job-hopped” are evaluated as lacking stability.  This is not always the case as “job-hopping” is common in some fields such as computer programming.

· Consider an applicant’s progress in each position either by skill level or compensation.  If the moves are all lateral, investigate the reasons for changing jobs.  The job history of the “stable person” should also by analyzed.  Has there been steady progress in the organization? Delve into the factors affecting promotion and determine the real solutions for not progressing.

· Final Evaluation Factor  “ATTITUDE”:  How the prospective employee feels about work is very important.  Does the applicant consider the job as drudgery done solely for making a living or as something that provides satisfaction and fulfillment?  This can usually be measured by the applicant’s responses to the aspects of the job that were best and least liked.

· REMEMBER:  THE AIM OF THIS EVALUATION PROCESS IS TO GET A PICTURE OF THE WHOLE PERSON.

SAMPLE INTERVIEW QUESTIONS:

Typically, a wide variety of questions can be used to help gain information about a candidate’s job skills.   The questions on the next few pages may be used as guides to help you develop questions which would target a specific job’s skill requirements.

SCHOOL QUESTIONS:

1. How did your college experience prepare you for a business career?

2. What led you to choose your major?

3. Do you think your grades are a good indication of your academic achievement?  Of your potential?

4. What have you learned from participation in extracurricular activities?

5. On what committees have you served?  What did you contribute?

6. Describe the toughest course you took in school.  Describe the least.

7. Which course did you find most beneficial?  Least beneficial?

8. Describe your favorite or best instructor?

9. If you could go back to school, would you take the same major?

10. How do you feel about the amount of time you spent in extracurricular activities?

11. I see you worked while in school.  Tell me about a typical day for you.

12. Tell me about some of the elective courses you took.  How did you choose them?

JOB RELATED QUESTIONS:

1. What interests you about this particular position?

2. For what reasons should we hire you?

3. In what ways do you think you can make a contribution to our organization?

4. Describe your most rewarding professional experience.

5. If you were hiring for this position, what qualities would you look for?

6. What were your highest priorities in your last job?

7. Tell me about a project or procedure you developed and initiated.

8. How large was the last organization you worked for?

9. If you were to get this job, in what areas could you contribute immediately?  After some orientation and training?

10. Give me an example of a time when your supervisor complimented you?  Criticized you?  How did you react?

11. Tell me about the toughest interview you ever had and how you handled it.

12. Describe a time when you were faced with problems on the job that tested your coping skills.

13. What led you to seek a position with us?

14. How would you evaluate the organization you were with last?

15. What do you think this job entails?

16. What are you seeking in a new position that you are not getting in your present one?

17. Tell me what you know about Baptist Hospital East.

18. Describe the most significant document or report you have had to complete.

INTERPERSONAL RELATIONS QUESTIONS:

1. How have you handled an employee or co-worker who changed from a reliable, hardworking person to a problem employee?

2. Describe your method of influencing people.

3. Do you prefer to work alone or as part of a team?

4. Tell me about your relationships with your co-workers and supervisors in your present and previous positions.  What special problems did you face and how did you handle them?

5. How do you get things done?

6. If I asked a former co-worker or supervisor to describe you, what would they say?

7. Tell me about the person you admire most.

8. Of the supervisors you have had, describe the one who most impressed you.

PERSONAL CHARACTERISTICS QUESTIONS:

1. How would you describe yourself?

2. What motivates you to put forth your greatest effort?

3. What factors in your past career, education or other activities do you feel will contribute to your success?

4. Describe your most significant accomplishment in your past work.

5. What major problem have you encountered and how did you deal with it?

6. What are your strengths and weaknesses?

7. Tell me about some unusual problem you faced at work (school) and how you handled it.

8. What makes you special?

9. Tell me about one really good decision you made in the past year.  One not so good decision.

10. Describe the perfect job for you.

EXPECTATION QUESTIONS:

1. What are the most important rewards you expect in your career?

2. What made you decide to make a career change at this time?

3. How far back do you remember being interested in this career?

4. What are your career goals?   Do you have a contingency plan?

5. Describe a time when you reached a goal and discovered it wasn’t what you wanted?

6. How do you know you’ll be successful?

SAMPLE MANAGERIAL QUESTIONS

ACCOMPLISHMENTS:

1. What are some of your more important accomplishments?  Concentrate on both operating and non-operating results.

2. Considering your accomplishments, what are some of the reasons for your success?

3. What two or three things do you feel you have learned from your last or present job?

4. What did you particularly like about you last position?  Dislike?

5. Give me an example of when you set out to do something you didn’t accomplish.  What are some of the reasons for not accomplishing this example?

SUPERVISION:

1. How do you think your associates (peers/manager/direct reports) would describe you as a supervisor?

2. What contributes to your effectiveness as a supervisor?

3. Give me an example when something interfered with your effectiveness as a supervisor.

4. Describe the type of supervisor who would get the best results from you.

5. How much experience have you had in hiring and/or terminating subordinates?  Give an example of each.

6. How would you describe your managerial/supervisory style?

DECISION MAKING:

1. Describe the steps you used in making an important decision or recommendation in the last year.

2. In what respects do you feel you have improved in your decision-making ability in the past year?

3. Most of us can think of a decision we made which turned out to be really good.  We can also think of one that wasn’t so good.  Describe one of each.

4. What kind of decisions are easiest for you?  What makes them easy?

5. What kind of decisions are more difficult for you?  What makes them difficult?

FUTURE:

1. How do you feel about your career progress to date?

2. What are your career aspirations?  How long do you think you should stay in this particular position should you get it?

3. What do you believe would be most helpful to your continued growth at Baptist Hospital East?

4. Most people do some goal setting? Tell me about some of your career goals and how you expect to achieve them.  How will this opportunity help you to succeed in meeting your career goals?

INTERVIEW RATING REPORT

Candidate_______________________                                                          Position_______________________

	Category

QUALIFICATION FOR POSITION/ABILITY TO

PERFORM DUTIES IN JOB DESCRIPTION
	RATING

1-RESPONSE DEMONSTRATES SKILL NOT PRESENT

2-RESPONSE DEMONSTRATES ACCEPTABLE SKILL PRESENT

3-RESPONSE DEMONSTRATES SUPERIOR SKILL PRESENT
	RESPONSES/COMMENTS

	QUESTIONS
	1
	2
	3
	

	1. Have you read and do you understand both the essential functions and standards of performance in the job description?
	
	
	
	

	2. Can you perform the essential functions of the job with or without reasonable accommodation?
	
	
	
	

	3. What experience or training has prepared you for this job/position?  Is there any additional training you feel would be necessary if you were offered this position?  If yes, what types of training would you need.
	
	
	
	

	4. Have you worked in a health care facility in the past?  In what capacity?  Tell me about your experiences in these positions.
	
	
	
	

	5. Have you ever worked with confidential information?  Tell me about a time when you have handled a confidential situation.
	
	
	
	

	OVERALL RATING
	
	


	Category

INTEREST IN POSITION/ORGANIZATION
	RATING

1-RESPONSE DEMONSTRATES LIMITED INTEREST

2-RESPONSE DEMONSTRATES ACCEPTABLE INTEREST

3-RESPONSE DEMONSTRATES SIGNIFICANT INTEREST
	RESPONSES/COMMENTS

	QUESTIONS
	1
	2
	3
	

	1. What led you to apply at BHE? What interests you most about the position for which you are applying?
	
	
	
	

	2. What type of work schedule do you prefer?  Does the work schedule of this position present a problem for you?  If yes, please explain.
	
	
	
	

	3. If you are hired, when would you be able to start?
	
	
	
	

	4. What do you think is most important when considering whether or not to accept a position?
	
	
	
	

	5. What are your career goals?  How would accepting this position or working for BHE assist you in achieving your career goals?
	
	
	
	

	OVERALL RATING
	
	
	
	


INTERVIEW RATING REPORT

	Category

PREVIOUS WORK PERFORMANCE/PATTERN OF

ACHIEVEMENT/PROMOTABILITY
	RATING

1-RESPONSE DEMONSTRATES LESS THAN ACCEPTABLE 

    PREVIOUS PERFORMANCE AND PATTERN OF

    ACHIEVEMENT  

2-RESPONSE DEMONSTRATES ACCEPTABLE PREVIOUS

    PERFORMANCE AND PATTERN OF ACHIEVEMENT

3-RESPONSE DEMONSTRATES SUPERIOR ACHIEVEMENT IN

    PREVIOUS PERFORMANCE AND HAS DEFINED CAREER
	RESPONSES/COMMENTS

	QUESTIONS
	1
	2
	3
	

	1. Are you currently working?  If no, explain.  If yes, where and tell me about your current position.
	
	
	
	

	2. What other positions have you held?  Describe your duties in these positions.
	
	
	
	

	3. Of all the positions you have held, which did you enjoy most?
	
	
	
	

	4. Describe a work place setting where you feel you could be most successful.
	
	
	
	

	5. When you have been told about a problem with your work performance, what have you done?  Be specific.
	
	
	
	

	6. What does the term “customer service” mean to you?
	
	
	
	

	OVERALL RATING
	
	
	
	


	Category

FLEXIBILITY/INTERPERSONAL SKILLS
	RATING

1-RESPONSES DO NOT INDICATE FLEXIBILITY AND

    ACCEPTABLE INTERPERSONAL SKILLS

2-RESPONSES INDICATE ACCEPTABLE FLEXIBILITY AND

    INTERPERSONAL SKILLS

3-RESPONSES DEMONSTRATE SIGNIFICANT FLEXIBILITY AND

    INTERPERSONAL SKILLS
	RESPONSES/COMMENTS

	QUESTIONS
	1
	2
	3
	

	1. Under what type of supervision do you prefer to work?
	
	
	
	

	2. What types of rules and/or policies have you found difficulty in supporting and following?  Tell me About a time when you disagreed with a rule or policy and how you handled the situation.  Did you let this disagreement get in the way of getting the job done?
	
	
	
	

	3. How would you characterize your relationship with co-workers in your present and previous positions?  Tell me about a time when you had to encourage people to work together to get a job done.
	
	
	
	


	QUESTIONS
	1
	2
	3
	

	4. Explain how you work under pressure.
	
	
	
	

	5. What have you found to be the hardest obstacles to overcome in your previous positions?
	
	
	
	

	OVERALL RATING
	
	
	
	


INTERVIEW RATING REPORT

What would you say about your greatest strengths?  Weaknesses?  What have you done personally to improve upon those areas identified as weaknesses?

	IDENTIFIED STRENGTHS
	IDENTIFIED WEAKNESSES

	
	1. 

	
	2.

	
	3.


	OVERALL RATING:

· Does Not Meet Expectations for Position

· Meets Expectations for Position

· Exceeds Expectations for Position


	HIRING RECOMMENDATION:

· Recommend for Position

· Do Not Recommend for Position
	INTERVIEWER SIGNATURE:

DATE:


	IF NOT HIRED, PLEASE CHECK ONE OF THE FOLLOWING REASON CODES;

	· 1  Communication Skills
· 2   Education
· 3   Experience
· 4   Professional Impression
· 5   Salary Issues
	· 6     Willingness to Relocate

· 7     References/Background Checks

· 8     Work History

· 9     Drug Screen

· 10   Declined Employment Offer
	· 11   Other:_____________________________


	ADDITIONAL COMMENTS;




Interview questions which lead to behavioral examples might be:





What are your strong points?





I feel that my strong points are that I am hardworking and very determined.





Give me an example of when you demonstrated these strong points.





Last year we were facing the most pressured, demanding time of the year when a flu epidemic struck the office.  Out of seven people in the office, five were sick, leaving me and one secretary to get the work done.





What I did was commit myself to working 14 12-hour days straight in a row in order to be sure that we were dealing with all of our customers needs.  Also, during that time I had to make a service trip to deal with a major account that was in jeopardy.





When it was all over, the boss threw a special surprise party and the office had a cake with one big candle on it to show that I was Number 1 in the office for the whole month.








One useful probing tool is to repeat a key word or phrase used by the applicant:





Applicant:	I just didn’t seem to be making the progress that I should, so we decided it would be best if I quit college.





Interviewer:	We decided?





Applicant:	Well, I mean my mother and I talked it over and thought it was best for me to leave school.  After all, it was her money.
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