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e Responsmiliﬁes; lay the role of the
o you by the interviewee. ?(ou can piay

sentative during the interview.
net and books are alsoag

Carefully study the information provided t
hiring manager or a human resources repres
A list of sample questions are below. The ullter |
Prepare to properly “open” and “close” the Interview. Ry, B
Develop a list of 4 to 8 questions to ask the interviewee. The type 01 g

determine the number of questions.

reat resource.

you ask will

Action Item:

- Tumn in to the instructor (at the time of your interview):

o An outline of the interview (opening, body, conclusion)

o The body should contain the list of questions that you will be askit:ng
rationale for asking them. Basically, briefly explain what type of info

the interviewee and 2 brief |
rmation you are hoping (o gain

Dress:
“Business Casual” attire

Time:
**Each individual interview should take about 10 to 15 minutes (approximately). Due to time constraints, the

instructor may ask you to close the interview if it appears that we will be going over time.**

REMEMBER: Your partner is relying on you to prepare for this assignment. Please be
__considerate and give one another the effort that you would want them to give you!

Remember, Effective Interviewers:

Are compietely prepared
Give the candidate undivided attention

@

i

¢ Put the candidate at ease

¢ Ask open ended guestions

o Listen at least 80 percent of the time



Sample Questions for the Interviewer to ask the Interviewee
From http://www1.umn. edu/ohr/too!k:ﬂhmng/academ;c/gwde!mes/appen dixe.html e
Attention to Detail Can you give an example of a time when an important detail was missed in your wor
. ~ the result? What did you do to correct the situation? o
Attention to Detail When you have come across errors in your own work, what have they been a
handle it? , !
:Creativity How much creatmty is possmle in your work? o i take'?
Decision-making |  Let's say you need to make a decision about H...E’?D?t e ..-fd;- s right chmce"
Decision-making  What kind of decisions did you have to make as a ____? Do you think you ma
. s sl gt il SR e gt s osition at __
Decision-making Te'll me ahout the most dzfﬂcult decision yc.lu _ﬁ?xve had to make m yeur IJ h g had Sy
'Integrlty L Rules sometrmes have to be bent or broken. Can you tE.'" Lo abDUt e A e
this? AN A e P S AN
Integrity  How far have you bent your standards to succeed in previous jobs? Give me an ejafzzf;
Initiative Du::l you have duties in your ]Gb asa _ F_tlleft were not included in your 3ob descrip
Initiative " Have yau ever done more than___v*iag r fﬂﬂi{?_‘;’_j?" el cac AN SRR SRR
'Ir{i'tiaﬂtive MBIy PR ;o;;i:;on ;;y new ;e#;phons;bzlltaes in your last job?
itiati What are some projects that you initiated? Why?
i::t:::i ‘Were there any rules or pahmes at ____ that you dldn t 391" ee W‘th? What did you :O abZUthd
'Learning o InSea you learn the duties of your prgviaus FJGS!tIOH and how lﬂﬂg did it take before you
comfortably perform them on your own:
Learning What formal CERNTEN DRYE YOU BRG T FOW QIS YOU GO R A s
Léa;f;:ng S 40 B P At wﬁﬂr;;t*smu“b}“e“;t;;courses are most difficult for you to learn and why? .,
Lrearﬁing ‘ ‘What subjects/courses are Ieast difﬁCUlt for you tu 5earn and why?
Knowledge How have you kepton top of the current trendsin___?
| ‘Knowledge @~ :What job-related conferences/seminars/etc. have you attended recently and what did you learn
from them?
Management b ] Is there somethmg ab{aut your management style you wou%d hke ts chaﬁge'?
Management 2 What have you dane N your previous supervisory pos:tmn(s) to make your subordmate s jobs
.easier or more rewarding? P AR TR T TR R R
Mothealhaf 1 7 aen s Wmmrf"“(ruﬁgt"—&i—d you ;;J;; the | n';”o}t“;ﬁé&t your previous job and why? Least and why? _
Maotivation Al jobs have th;-:r Lrugtratlons What duties or conditions have you found most dissatisfying in your
prev:ous JOb and why
‘Motivation What has been your greatest work achaevement and why?
Motivétfon Whal: facturs do you consu:ler most Important n e;.ra iuating the sucéess Gf ynuf work? z
Organization How do you keep- yaurself organized?
i’ Perfg;;n‘;:ge Sﬂtﬂgl;‘!dﬂ.i;‘ d“;‘"‘ | "’":""“‘ ot g;; i &E“;D: d?n; “& ;-Eg a*-g;;) .d ]outr)TE;r o;“:é&;;-égt E:j;itm;—;; A o At e, A 185 S At e _;
‘Performance Standards ' & ﬁgw IS ‘your perfsrfnaﬁce In your current JOE’J; How'du you know? :
Performance Standards LS TS o displeased with your own performance? When, why and what did you do abous.
Performance Sandards . Have yoU Sver Sitmmaa e

it "o T L T e S

Ipervisor on your perforrnance evaluation?

uih-h-_q_lt.m.,‘w____'. S T

Performance Standards . i _

ple of examples of times when you've produced
‘below standard? Y produced work above standard and

Pmbf&ﬂ't-SOIving What Were some Gf the more C(}mplex i Tyl o ;DN ISR EAREI b W o e e s doieais e

aSSignments you were given? Describ B
AP, ot Ry necessary to complete the assagnment d ¢ some of the steps
Prab!em So!vmg

Problem-—-Solvmg

-l-‘--.‘-_--—“ﬂ-,.m" s -

,If you ﬁnd errors in your

b b g L L L. P

i T T——— R i g P S e

work, how do You handle it? R D et

; Have you ever ;dentiﬁed a pmbiem before your supemsor? What dld you dcﬁ
;Satlsfactton S AR L e ac:hievements are you most proud of? Why? g
Sﬂtt AT TR W ety e Wl B G D N T Rt N i_‘_ﬂ_r_‘m:”_ e Ty L LT
& us;:ction | ‘What factors GO you consider when evaluating your success? : T S
ausfaction %
e — W bifirff._ﬁ,.f,, You? Jon a5 A _..:_:md#iﬁdmmg €njoy? What parts did you not enjoy?
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1. Opening:
tions that | have prepared.

a. Thank you for joining me today,
b. Before | ask you a little more about yourself, | am going

we are very excited to have you here for the
to go over a few gues

2. Body:
e s there anything that you wish to elaborate on while reviewing your resume?

o This question will give the interviewee a chance to tie up any loose ends Of

may be unclear. Perhaps even add new or forgotten information. sk
e What have you done in past employment positions that makes you feel as though you are prepare

this position? :
o This will give the interviewer a good idea of what the person took out of past job performa

Also, this will give more meaning to what is written on the resume.
Would you mind giving me a few examples of times when you have produced wor

explain anything that

nces.

k above standard ana

below standard?
o In an interview, the main goal of the interviewee is to make himself or herself look as good as

possible without seeming arrogant. This question will show the interviewer how well the person
handles victories (is he or she humble, arrogant, bashful, etc.) and how well the person handles

defeat (is he or she blameful, defensive, angry, etc.). If done correctly, this question will show
that the interviewee not only learns from his or her mistakes, but also continues 10 learn from

his or her victories as well.

e If you or your employer finds an error in your work how do you handle it?
o This will demonstrate the interviewee’s self-sufficient traits. The interviewer wants to be sure

that he or she won’t have to hold someone’s hand. This will also show the interviewee’s creative
ability. How well can he or she mend situations and fix what he or she has done?

e What makes you think that you would be an asset to this company?
o This will give the interviewee a chance to brag a little bit while showing that they know about
the company they are interviewing with. Perhaps he or she can give examples of past situations
and explain what they would have done alike or differently. This will also give the interviewer a

concrete list of the interviewee’s positive traits.

e What are you looking for in a company? What do you view as success?
o This question will make the interviewer more aware of whether it is the right fit for the

interviewee. By finding out what he or she values, the interviewer will be able to get a good idea
of whether or not the interviewee belongs with the company.

3. Conclusion:
s there anything else that you would like to go over? Do you have any questions about the company or

the position?
b. Thank you for meeting with me. | will keep in touch and let you know what our decision is.

c. Please do not hesitate to contact me if there is anything you need.

a.




