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Competency: Interviewing a Prospective Employee

Assessment


You will assume the role of a potential employer and interview an applicant for a job of your choosing. Prior to the actual interview, you will develop a list of questions and scoring guide based on the student’s resume/application and a job description. You will then videotape a mock interview with your applicant.

Each student should be prepared to hand in the following:

· Job description 

· Your questions about resume/application

· Questions to be used in the interview

· Assessment of how the student handled the interview using a scoring guide

· Decision of whether or not to hire applicant for your job
· Videotape of actual interview

· Self-assessment of interview

Interviewer must demonstrate the following on videotape:

· Using a job description, develop a series of relevant questions 

· Ask a series of questions in a professional manner to obtain information about a potential employee

· Make observations to assess the candidate’s skills, knowledge, and abilities 

· Follow laws which apply to interviewing

· Complete all written work prior to the actual interview

Process:


Before the interview
· Complete the online process review quiz in Blackboard

· Obtain a job description for a position with which you are familiar. O*Net may be useful

· Prepare interview questions and a scoring guide for the position
· Find a partner for the interview. 

· Obtain your partner’s application/resume and complete the Resume/Application Screen questions that are attached A sample application is available on the instructor’s website. 
Interview 
· Set up an area that would be appropriate for an interview (i.e. quiet, free of interruptions)

· Conduct an interview that is at least 15 minutes in length
After the interview

· Document what happened during the interview

· Assess the applicant according to the scoring guide
· Make a decision as to whether or not the applicant is qualified to be hired for the job. This decision must be supported by job-related arguments. 
· Complete a self-assessment on the interview

GRADING CRITERIA 
	WRITTEN WORK
	Mostly Yes
	Somewhat
	Mostly No

	Did student use a job description?
	
	
	

	Did the student complete the resume/application screen?
	
	
	

	Did student prepare a variety of questions?
	
	
	

	Do majority of questions relate solely to this position?
	
	
	

	Does the student use a large number of behavioral questions?
	
	
	

	Did student include open-ended questions?
	
	
	

	Did student prepare criteria for judging applicant?
	
	
	

	Are criteria job-related?
	
	
	

	Did student assess candidate according to criteria?
	
	
	

	Did the student decide if the applicant is qualified to fill the position?
	
	
	

	Is the decision to hire/not hire documented?
	
	
	

	Is documentation free from information related to discrimination charges? (i.e. race, age, religion)
	
	
	

	Is documentation complete?
	
	
	

	Is documentation in a professional format?
	
	
	

	Did student prepare a resume or application for another student’s interview?
	
	
	

	Did the student complete a self-assessment?
	
	
	

	
	
	
	

	INTERVIEW
	
	
	

	Did student avoid ‘illegal’ questions?
	
	
	

	Did student avoid making promises of employment?
	
	
	

	Was interview at least fifteen minutes in length?
	
	
	

	Did student act in a professional manner? (No profanity, unprofessional attire, gestures, joking, or unprofessional language) 
	
	
	

	Did questions relate to the position?
	
	
	

	Did student conduct an interview that included an introduction to the position, interviewer questions, applicant questions, and closure?
	
	
	

	Did student obtain enough information to make a decision regarding the candidate?
	
	
	

	Did student present position in a positive light?
	
	
	

	Did student follow up on applicant’s responses?
	
	
	

	Did student let applicant know what would happen next?
	
	
	

	Did student obtain permission to check references?
	
	
	


Shaded areas above are grounds for an automatic failure. After that, all items above must be checked ‘mostly yes’ for a grade of “A”. Any ‘No’ response drops the grade by one letter. (Ex: A becomes a B with one No check.)  Any ‘somewhat’ checks lowers the grade by half.(A to an A-)
Resume/Application Screen 
1. What are the strengths of this candidate for this position?

2. What are the weaknesses of this candidate for this position?

3. If you had to choose applicants to interview for your position, would this candidate fall into the yes, no, or maybe pile? Why?

4. Based on the information presented, list three areas where you would like to follow up with questions in the interview. (For example, if you see a questionable date, you need a question that asks about time.)

Self Assessment 
· Do I act professional? (Do I sit up straight, not move the chair, use appropriate language, and use gestures appropriately?)

· Do I ask questions in a way that makes it easy for the candidate to understand? (Are they clearly worded and asked one at a time?)

· Do the questions flow in a logical fashion?

· Do I listen to the candidate and respond to what they are saying by gestures or words?

· Do I follow up on what the candidate says with other related questions or ask for clarification?

· Do I get clear answers or follow up on weak answers to make sure that I have the information needed?

· Do I transition between sections of the interview smoothly?

· Do I appear prepared?

· Do I have control of the interview?

· Do I refrain from making promises to the candidate?

· Do I refrain from questions that are unrelated to the job?

Listen improvements that you could make for the next time you conduct an interview:

1.

2.

3.

