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Interview Techniques for Interviewers
Recruiting the right staff is essential to a successful business.  With this in mind it is imperative that you not only invest time identifying your specific requirements for a vacancy but that you do not under estimate the time required to prepare for interviews.
Pre-Interview  
Before conducting an interview, preparation is paramount.

· Ensure you have enough time set aside for the interviews and a tidy quiet interview space.

· Preparation is key with regard to planning the questions you intend to ask potential new recruits, to ensure parity in the interview process.

· Prepare a list of questions and make sure that they are relevant for both you and the applicant. 

· Pick out points that you have read from their CV / application form that require further explanation (gap years, changes in career paths, poor results, etc).

· To avoid any discrimination during the recruitment process treat all applicants fairly, for example, on grounds of their age, sex or race, sexual orientation, religion or belief, or because they have a disability.
· It is essential to promote a professional company and self-image to attract the right quality of new recruits to your company.

The Start of the Interview
The importance of making a good first impression cannot be overstated. A good start to an interview is essential. Ensure that you are well presented, punctual and friendly. A firm handshake and a smile are good openers.
Even if you have reservations about the applicant you are interviewing, be positive they may turn out to be exactly what you want. You can always turn down an applicant for a position, but you cannot retrieve an interview. 

The Interview

The objective of the interview is to evaluate the applicant, assess their skills and experience and be able to form a judgement as to whether they will be the best fit for the role and, more generally, if they will be an asset to your organisation in the longer term.  You also want to present the role and your organisation in the best possible light in order to attract the best applicants into your business.
Effective interviews are largely dependent on the skill of the interviewer to ask the right questions. If you do not ask the right questions, you will not get the right information. 

Give people a chance to think about their answers to more complex questions or examples. Interviews can be stressful situations and it is common for people’s minds to occasionally go blank!

A good interviewer will control and manage the progress of the conversation using effective questioning.  To do this you will need to use open, closed, probing and summary questions.  You should only be talking for 20% of the time, allowing the applicant to talk through their skills and experiences for 80% of the interview.

Ensure you make some notes on the applicant’s answers to questions – it can be difficult to remember the detail after interviewing a number of people.

Possible Interview Questions
Tell me about yourself?

· Will come at the beginning.

· Is the archetypal “Why should I employ you?”

· Is a great opportunity for the candidate to sell themselves
What are your strengths and weaknesses?

· What are your strengths – “Why should I employ you?”

· What are your weaknesses – “Why should I not employ you?”

· The question is about self-awareness – Does the applicant know what they are good at and in what areas they need to improve?

Why did you choose the A Levels/Degree that you did?

· The question should be used to evaluate the applicant’s decision making process.

· Finds out about the applicant’s motivations and approach to learning.

Reasons for leaving current or last employer?

· “Are there any reasons that might make me not want to employ this applicant?”

What is your biggest achievement?

· The applicant’s answer will give an indication of what motivates them and what is important in their life.

· You will be looking for evidence of the skills and positive characteristics the applicant displayed which will be useful in the job.

Where do you see yourself in 5 years time?

· How ambitious is the applicant?

· Will they stay with the Company?

· Do the applicant’s plans fit in with the Company’s plans?

What was your biggest mistake?

· Is the applicant honest and objective enough to recognise and admit a mistake?

· Could it have been avoided?

· Has the applicant learnt from it?

· What would they do / have done differently?

Why are you interested in this position?

How much do you know about our Company?

· Opportunity to demonstrate that the applicant has taken the time and effort to properly research the Company.

What did you do in your last job?

· Applicant should talk enthusiastically and in detail.  You are looking for them to emphasise the elements of their last role that are most relevant to the requirements of the job for which they are applying.

· Ask the applicant to provide specific examples of previous situations they have been in where they have had to utilise their skills either within their career or personal history.
At the End of the Interview

Make sure you have prepared for common questions that people ask in interviews especially with regard to the company history or plans for the future – it can be extremely embarrassing not knowing about the company you represent.

Ensure you ask applicants what other interviews / roles they have applied for and make them aware of your timescales for the decision-making processes. It is extremely frustrating to interview a fantastic applicant but lose them to another employer before you make your final decision.  

Invite applicants back for second interviews; they will be more relaxed and tend to show more of their true personality and characteristics.
Additional Advice

Recruitment mistakes can be extremely costly and time consuming - many people fall into the trap of simply choosing the best applicant out of the current batch of CV's or interviews. Whilst this may fulfil a short term need, the long term effects of poor recruitment decisions can be devastating for a team, department, company and your customers.
Having made your final decision, its time to offer the successful applicant the job.  Remember that the applicant could always reject the offer so don’t contact all those unsuccessful applicants until you have a solid acceptance. 

Make the offer conditional based on satisfactory references, health or credit checks, this will form part of your new employees contract.

In conclusion, you should never underestimate the time and effort that is required to ensure an effective interview and a positive outcome, should you require more assistance with interviews please do not hesitate to contact the Vanilla team on 01858 898058.






