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Welcome to the Effective Interviewing workshop facilitator guide!

As you prepare to facilitate the Effective Interviewing course, this manual will provide
you with the key information that you will need.

Managers and others who conduct interviews often stress about the interview process.
It is our job as facilitators to help them learn tips, tricks, and skills to help them be as
effective as possible. This course is designed to give interviewers a high-level overview
of some interview skills that they can take and immediately implement.

As this is a high-level course, be cautious about going into too much detail and work to
keep the conversations and activities focused on the topics. It can be easy to sidetrack
in a course like this, as each one of these topics could be a course on its own. In time,
this session will be extended into a larger curriculum, but until that time, we are only
offering a high-level look at the interview process.

Good luck and have fun with this!
Sincerely,
Brian Jewell, Trainer

Course Developer
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Course Objectives

This course is intended to give new managers, experienced managers, and anyone who
interviews potential candidates an overview of the interview process. Interviewing is a
widely researched and talked about process, with thousands of books and theories
available on the topic. With that in mind, the material stays focused on just four main
areas:

e The impact of ineffective interviewing
e Two questioning styles (Competency and Behavioral)
e Looking out for red flags during an interview
e Common pit falls managers fall into while interviewing.
In this course, participants will:
¢ |dentify the cost and impact that making poor hiring decisions can have on the
organization.
e Create a list of questions that can be used in an interview situation that contains
a mix of both behavioral and competency questions.
¢ Identify potential warning signs (red flags) in an interview and discuss how to
address them.

e Review the potential pit falls and biases that managers fall in to and how to avoid
them.

Who Should Attend:

Anyone who interviews potential new hires. This includes:
e Managers
e Team leads
e Human resources
e Senior level employees

&\\9 Availity
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How to Facilitate This Workshop

Know the Content

Your primary role in this workshop is to facilitate the conversations and keep the course
on track. Most of the key insights may come from those that are attending the course,
so help facilitate the discussions towards the course objectives. You must be familiar
with interview process and the material so you can apply what is said in the workshop
back to the course objectives. If you can become a student of this material, this will
increase your ability to effectively facilitate the course.

Use personal examples and stories from your own observations to help illustrate the key
concepts and course objectives.

Using This Guide

This guide is designed to be used in conjunction with the participant guide and provides
notes and instructions for the activities. It is a good idea to also have a participant guide
handy, as this guide will only reference the pages for the participant guide.

Create a Safe Working and Learning Environment

Set a tone and atmosphere where it is safe to discuss challenges and build
relationships.

Guide group discussion and do not let a few people monopolize the conversations. Try
to get everyone involved in the conversation.

Make the course interactive and fun. As mentioned earlier, your best material will come
when the group is providing their own experiences with the rest of the group. If you can
make the environment interactive and fun, this will happen more often.

Set up and debrief the exercises effectively. Make sure that the participants are clear on
the expectations and goals of the exercises. Review the exercise when complete and
reinforce the learning.

&\\9 Availity
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Preparation

One Month Prior to the Event

|

Determine the office for the session. (Dallas, Jacksonville, Indianapolis)
Reserve a room for the session.

Create a list of attendees (Work with Availity Learning to see who has and has
not attended.)

Send the invite for the session. (See Invite later in this document for suggested
verbiage.)

Two Weeks Prior to the Event

U
[

Review the material.
Meet with Human Resources to discuss any new challenges being faced.

One Week Prior to the Event

N I T B Y

Confirm the room reservation.

Print materials for the session and ship to the appropriate location.

Send confirmation to attendees.

Arrange for a flip chart and markers to be in the room.

Create the materials for the introductory exercise. (See exercise preparation for
instructions)

Hour Before the Event

U
U
[
[

Place the participant materials at each seat.
Test the projector and technology.

Adjust the lighting.

Have fun!
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Introductory Activity Preparation

This activity is designed to be a fun and interactive way for the participants to get
introduced to the concept of asking the right questions, as well as a way to begin the
course with a social factor.

To prepare for the activity you will need:

[J 3x5 index card for each attendee, plus about 5 extra.
1 Envelopes for every card
] Marker to write on envelopes

Steps:

] On each index card, write the name of a well-known cartoon character. Possible
options are:
o Mickey Mouse, Donald Duck, Goofy, Pluto, etc.
o Shaggy, Scooby
o Pink Panther, Snoopy, Yogi Bear
o Use your imagination and have fun!
[l Place each index card in an envelope and seal it.
[1 Write, “Do not open until instructed.” On each envelope.
Tl Place 1 envelope with the participant materials on each seat before the session.
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Introduction and Opening Activity

Before
Class

Each seat should have a copy of:

¢ Participant guide

e Envelope for introductory activity.
e Table tent

e Markers within reach.

As the participants come in, greet
each one and ask them to find a
seat. While they are waiting for the
class to start, they can fill out their
name tent at their table.

TSNS W

EFFECTIVE
INTERVIEWING

Effective

Interviewing

PARTICIPANT GUIDE

Erian jevdl, Trana

Part. Guide.
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Opening
Activity

10 Min.

Say:

Activity objective:

o |dentify the importance of asking
the right questions.

Welcome to Effective interviewing!
| am excited to have each of you
here today. Before we get started,
let’s play a little game.

You have probably been
wondering about the envelopes at
your seat. Open them now, but do
not share your information with
anyone.

Each of you are now the character
on your card, and we are going to
play Cartoon Speed-dating.

Each of you will pair off with
another person in the class and
ask whatever questions you think
you need to in order to figure out
who your partner is. However, you
only get 5 questions each, and
much like speed dating, there is a
time limit. You get two minutes for
both of you, so make your time
count.

After the 2 minutes is up | will yell
switch and | want you to find a new
partner and start over again. We
will do this twice and then come
back together and see how you
did. Any questions?

Start the timer and have the group
ask questions of each other.

At 2:00 minutes yell “Switch” and
have them switch to a new partner.

ACTIVITY

« Pair off with another participant.
* You have 2 minutes to ask 5 q

questions each. Make them count! . r? ? S5 ~
« After 2 minutes, find a new partner. Q L e gﬁ(}
« Lather, Rinse, Repeat. .

Slide 2
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Opening
Activity

10 Min.

Ask:

Ask:

Say:

At the end of the activity, have
everyone return to their seats.

Who was able to discover the
identity of each of their partners?

(Wait for acknowledgement)

What about at least one of your
partners?

What were the challenges that you
faced in this?

Responses could include:
“Knowing the right questions”

“They wouldn’t respond right”

Did you know that you could have
uncovered the information in just 1
question? What about just simply
asking, “Who are you?” Did any of
you think about that?

| know this was a little strange, but
think about it. Aren’t interviewing
and speed dating very similar? You
want to find out as much
information as you can in a short
period of time. You are looking to
see if there is a fit, and bad
decisions can be very costly in the
end. So if you know the right
questions that can get you the
information, and you can spot
potential red flags, you can avoid
the bad mistakes.

ACTIVITY
« Pair off with another participant.
* You have 2 minutes to ask 5 q
questions each. Make them count! r? ? S5 >

« After 2 minutes, find a new partner. ‘Qo <D
« Lather, Rinse, Repeat. e

Slide 2
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Objectives

Say:

Ask:

Say:

(Switch to the objectives slide.)

That is why we are here today to
talk about effective interviewing.

Interviewing is one of the biggest
challenges that organizations
face. It can be costly, there are
many theories about how to ask
questions, and you want to make
sure that you are making the right
decisions.

So when we put this course
together, those were our
objectives. At the end of this
course you will be able to:

(Read Objectives)

OBJECTIVES

By the end of this session you will be able to:

« Identify the impact of ineffective interviewing

« Ask candidates high-impact questions during an interview
« Identify potential red flags during an interview

+ Avoid common pit-falls managers face during interviews

Objectives

1. 1antify the Impact Ineffective ntervizwing iring nas an an
arganization

2. AEK CENICates high-Impact QUEESING during an Intenvisw,
2. sdantify potential red Nags Suring an Wtarview.

4. Avold ComMman pit-talls Mansgere f30e ouring MtErisws.
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Introductory
story

5 min

Say:

Ask:

Imagine you are Eric. You have
just been contacted to go
interview for one of Fortune’s
top 10 places to work, GXI.

You have been trying to get an
interview with them for months,
and you see this as your perfect
opportunity to work for a great
company.

You are very excited and show
up a little early dressed to the
nines and fully prepared.

As it comes time for your
interview, your interviewer is 30
minutes late for the interview.

You pass this off as just being
because they are extremely
busy and that is a good sign.

As the interview starts, the
interviewer, your potential boss,
starts eating a sandwich while
he is talking to you. He then
starts asking questions about
your current job and your
education, which makes it very
clear he hasn’t even read the
resume he is now using as a
placemat for his sandwich.

If you were eventually offered
this job, would you take it
knowing that this will be your
boss?

(Click to bring up red X)

Eric didn’t either.

IMAGINE THIS...

« Eric was excited to interview with
GXI Technology

+ GXlis rated one of Fortune's ten
best places to work

* He is a star performer and would be
a great asset to GXI

&\\9 Availity
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Introductory
story

5 min

Say:

Ask:

Eric would have been a top
performer at GXI, just as he was
at his current company.

That is just one impact that an
interview can have. (You lose the
opportunity of star performers.)

However, what if you hire the
wrong person and they don’t work
out.

Interviewing decisions can have a
large impact on an organization.
Here are a few:

(Slide 5)

Can you think of any other
impacts you have faced due to
bad hiring decision?

Let’s brainstorm a few more in
groups of 3 or 4.

IMPACT OF INEFFECTIVE INTERVIEWING

« Cost of an employee making $60,000 a year
over 10 years is $940,000.

+ Employees making more than $60,000 per
year will cost you more than $38,000 to
replace.

« For each vacant position, HR staff and

managers typically review 20 to 100
resumes.

Slide 5

Impact of Ineffective Interviewing

The Interview Is tha mast widely used and most misunderstood
niring technigus. Every company usss some form of Intervewing
befora making a hiring declsion

Unfartunatedy. for 3l the ime and 2ffort spent Inenviawing. the
results are not ahways what we expactzd. At imes, tha best
candidate walks away, whilz fhe "What were we thinking =
CANOKIEe S13ME on Monday.

Here sre some quick facts sbout hirng employsss:

= For each vacant posifion. HR £13ff and managere typically
reviaw ] racumes.

= The COSLaf an employes Maxing $60.000 3 yaar over 10 years

53 2
= Those employess making mars than § per year will cost
you mors than 5. ta replace.

= When an empioyes leawsee, existing staff has ko do mare work,
which In turn affects thelr produciivity.

M, KT, CTaRRA ML B & KRRk, ©, P (TR ) G SRER. N e G-

Fmsining Ve Recruleg, [S60T) Tod, L T4,

P.G. page 5
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Activity: Identify Impact of Ineffective Interviewing

Brainstorm
Activity

5 min

Say:

Activity Objective:
Identify additional
impacts interviewing can
have on an organization.

| want you to get into
groups of three and come
up with additional impacts
that interviewing can have
on Availity.

Think in terms of what it
would be like if the wrong
person was hired. —or-

What if you interviewed
and had a bad experience.

Think of all the impacts
you can in 3 minutes.

Walk the floor and listen in
on conversations to make
sure they are on track.
Prompt the groups if they
need assistance.

After the time is up, bring
everyone back and have
them share their lists.

Write additional items on a
flipchart.

BRAINSTORM

What are some additional impacts that ineffective Interviewing
practices?

+ Discuss in groups of 3 or 4

+ 3 minutes

Slide 6

Activity: Brainatorm the impacts of Ineffective Interviewing

For this activity, you wiil break into groupe and bralnstorm
addfional Impacts that inafzciive Intenviawing can have on
Avaliny.

Use these questions 36 3 way to slan your discussion:

“I I Inerviawad at an organization and had 3 bad expariencs |
would....”

“ifan EITIP‘D:{EE Ig hired that Is mot able 1o FEI'TEI"I'“ ihe dutias of
tha jab e Impast waould be__ "

Mobas:

P.G. Page 6
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Say:

So how do we make it better
and avoid those bad
decisions?

The first thing that we have
to do is be prepared. This
includes:

Reviewing the resume,
knowing why we are
interviewing, determining
what we are looking for, etc.

However, we also have to
know what we are going to
ask and avoid those
common mistakes that
interviewers often fall prey
to.

Let’s look at the first step,
understanding why we are
interviewing.

Review the main reasons
that we interview and have
the participants provide input
from their own positions and
experiences.

HOW DO WE MAKE IT BETTER?

« Be prepared for the interview
+ Create a list of the right questions
« Avoid the common mistakes

Slide 7

WHY DO WE INTERVIEW?

+ Sell the job
« Complete the profile

Source Kinvex, etal 1699, p 6788

Evaluate the candidate’s ability to perform the job
Evaluate the candidate’s fit for the organization
« Provide a realistic job preview

‘Why Do We Interview?

‘There at szt five purposes for aimest any infenlew. The
‘emphass tat yau pisoe on any ane pUCEE £3N N2Ip You
delenmine e struiure of your ienview.

1. Evaluate e canasazte’s
alon

D2Ip you SCCUTAtE) evaNate e CINGHIAte's SKNS 3G ZDWES
compared with fose required for cumant and future job
sucease.

2. Evauate me eanmaste's
) skilled candlgates ar nol
WhO WIl IVI2 11 YU SNUITSNMARt of t2am, TRE IMeruied heps
you evaluate how the candidale's Ikes and dislkes mesh wih
the rok2, he sufure, the snvimnment, and ihe team.

3. Provioe a realisse oo
The Interviaw ks a unicuz ogportunlly 1 provide 3 cantid laok
312 job 2nd our organization. ThiS s 3160 e Bme for the.
CANIGatE 10 36K UESDONG 300Ul N2 J0B and the Drganzaton.
Open tiscissslon encourages appllcants who M e job purcue
employmant 34 @scourags INOSe WAG don't. Thers s naming
Worse (han 2 new e saying. “f only I known that, | woukan'
have acospied te ob.”

Compebton Ie 2xtreme for the best people. During e
Intenview you can sfecilvely snare seing points thzt might
atract a candieate

5. Compiate tre
The Interaw providzs a perfect opgoriunlty ta folaw up on
arezs arInterest and N MiSing INorMNEN 1O IhE rEEumS.
Candigates compiete appleatians wih varying levels af detal
and aceuragy. Oftan, what agpears 1o bz meaningtul s much
1258 SIJAINC3NT WNE You Nar e F2staf e stary, whlle otner
ieme 1hat appear Inglgnifieant may fum out ta be quite
meaningtuL

v 8. a8 P18 K o o i

P.G. pgs. 7-8
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Questioning
styles

Say:

15 minutes

When you understand why you are
interviewing and understand what
you are looking for, you can then
start to think about HOW you are
going to ask the questions.

There are many different theories out
there, but two main styles of
interviews rise to the top:
Competency and Behavioral
questioning.

The first style, Competency/SkKills
focuses on discovering more about
the candidate’s:

Knowledge

Skills

Abilities

Motivation.

Expand on each of these sections
and have the class give examples of
what they feel it means by each one.
Review some of the sample

questions on pages 10-11 in the
participant guide.

STYLES OF QUESTIONS

« Competency/Skills
+ Behavioral

Slide 9

COMPETENCY/SKILL QUESTIONS

Focused on a candidate’s:
+ Knowledge

« Skills

« Abilities

« Motivation

Slide 10

Questioning Styles

"winen il cames 1o Infenviewing, ere are two main styles of
quesiions that are primarly ueed. campatency and behaviaral
Zzch style has s awn purpase In 20 Interview and can be used
Inlarchangeably to help you dicover the Information you nesd
mom the candieate.

Compatencyi Skl Gusstions

COMPEIENCY/SKIN QUEESONE 3r2 KICUERT 00 3 Candiaaie’s:

1

=
. 77

2
&
4

e

Prass Can = .

P.G. page 9

Sample questions are available on
pages 10-11
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Say:

The second style, Behavioral is
focused on discovering more about
how the person reacts or will act in
situations.

It is based on the theory that past
performance can predict future
performance in similar situations.

Behavioral interviewing focuses on
examples of past behavior that can
be used to predict future actions,
attitudes, and/or needs.

In behavioral interviewing, we ask
questions relating to something the
person has done or something that
happened to him or her, as opposed
to hypothetical examples.

When we are writing behavioral
questions, we want to use
descriptive phrases to help the
candidate think about specific
situations and not hypotheticals.

This makes them feel more
comfortable and allows them to
answer the questions faster and
more accurately.

BEHAVIORAL QUESTIONS

In behavioral interviewing, we ask questions relating to
something the person has done or something that happened to
him or her, as opposed to hypothetical examples.

Based on the theory that past performance can predict future
performance in similar situations.

Slide 10

Behavioral Guestlons

A pracags that Ie basad on the pramies that the most accurate
predicion of fubure perfarmance Is past performance In a eimilar
shuaiian.

Sehavioral Interviewing focuses on examgles of paet behavior
1hat can be ugad to predict future actons, atitudes, andior needs.

In benavioral INSrviewing, we 35k qUagtiane reiating 1o Eomething
ihe person hae done or something that happenad o him or her,
a& opposed io hypathetical examplae |

Wrifing Behavioral Guestiona

\Wnen creafing behavioral questions, remember that our braing
think in plctures. Try to creats 3 qUestion that can heip them
plcture an actual event In thelr mingd.

=Tall ma what you 0ld whan you had @ coworker who dion't
et thelr part of the project done.”

Va.
“It & coworker dossn't get thair part of a project done, what
wiil you 0o?”
P.G. page 12
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Behavioral
Activity

5 minutes

Say:

Activity Objective: Create
behavioral questions out of
hypothetical situations.

Now that you have a better
understanding of behavioral
questions, let’s put that to the test.

On page 14 of your guide, there are
3 questions that are focused on
hypothetical situations.

Get back into your groups of three
and work together to rewrite these to
be behavioral questions.

Remember, behavioral questions are
focused on actual situations, so we
want the candidate to be able to
picture the situation in their mind.

Give the participants just 2 minutes
to rewrite the 3 questions then pull
the group back together and discuss.

Remind them of why we ask
behavioral questions.

ACTIVITY

Rewrite the questions to paint a picture in the mind of the
candidate.

Remember to use: i

+ Describe atime...
« Tell me about when... A

h—

« Have you ever had...

Slide 13

Aotrerty: Writs Banavioral Quastions
Fewrits the foowing Rypatnetical quEstiane 35 behavioes|
fUEstone.

1. Same people kave roubiz gefting all thalr wark dona. Why o
you think that is7

2. What woukd ¥au do If you wers on 2 project and did “all she
right thinge" and it was still unevscessflT

3. If you hkad 3 warker tat you didn't get Slong with, how would
you resalfe me Esua?

P.G. Page 14
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Topics to Avoid

Topics to Say: | As with anything, there are also legal
Avoid requirements and regulations that we
must follow when interviewing.

5 minutes
Who can tell me what topics we
need to avoid when we are
conducting interviews?

Allow the class to respond before
moving to the next slide. TOPICS TO AVOID
« Religion « Arrests and convictions
+ National origin « Bankruptcy/Financial
. . . . « Citizenship « Car/Home ownership
ReVIeW the tOpICS tO aVOId Wlth the + Disabilities « Sexual orientation
class and have them review the + Marital/Family « Physical characteristics
questions on page 17 of the Status/Chidren
. . . + Pregnancy
participant guide.
Slide 15

Topice o Avald

Avoid putting yourself at risk by asking questions about:

Raligian

Mamanal Origin/Racs

Cazenznip

Di3niinies

MarialFamily Status:Children
Faligion

Arresls and Conviglions
Sanknuplcy/FinancialiGamiehmants
Carfroma Cwnerehip

Sexuai Orlzntatan

Physicsl Characiedelics/Groaming
Sregnancy

Lty [, b e V2, e Do

P. G. page 16
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Activity: Create a List of Questions

Activity Objective: Create a list of
questions that can be used in an

Create a list interview.
of CREATE ALIST
Questions
+ Work with your group to review the sample questions in the
. i i guide.
5-10 Say: | We have spent quite a bit of time + Pick 4 or 5 that you feel will work best for you.
minutes talking about two different question + Create at least 2 new questions you can use.
styles and provided you with * Sminutes

examples on pages 10-11 and 15.

The examples are great references,
but they may not always work in your
particular situations. So now we are

going to create a list of questions Slide 16

that can work in your world.

This will again be a group activity

because | want you to use each Activity: Create 2 List of Giusstions

other and bounce ideas off each _ )
Review tha sample quastione I the guics (pages 10-11, 15)and

other. plek the 4 of 5 QUBEBANS tat £an WoeK far your hng siustions.

\Wark wiEn vour Qroup io creatz at leas 2 new qUeEtions you can
aod 1o tha sk

Review the examples of questions
and pick about 4-5 of them that you
feel you can use in your interviews,
then work with your group to create
at least 2 more questions to add to
that list.

1 will give you about 5 minutes to
work with your group, then we will
come back and discuss what you
came up with.

Have the groups work with each
other to come up with a list of
questions. When time is up or the

groups look to be finished, lead a P. G. page 18
discussion on their questions.

If you have some that sound
“hypothetical”’, challenge them on
how to make them about a specific
situation.

Be watching for questions that may
fall under the realm of illegal as well.

&\\4] Availity
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Common Red Flags

Common Now that you have your list of

Red Flags questions prepared and are ready to LOOKING OUT FOR RED FLAGS
conduct the interview, we have to

10 minutes spend a little time discussing some Inteiviewing s oot st

) about asking the right
Say: | of the red flags we need to look for in questions.

H H Itis also important to look
an InterVIeVV. at the body language and
listen to how they answer

questions.
So when you hear the term, Red e N
Flag, what does that mean to you?
Wait for responses
That’s right... warning signs. Just as Slide 17
there are thousands of books on how
to conduct an interview, there are
equally (if not more) on how to
answer questions. Common Red Flags
We have to make sure that what we ot . e s

H H HYH nepnasenﬂrg hemsehas :urlrg ihe intarview. There are
are hearlng IS gIVIng us the WhOIe thausande of boaks that caach what o Bay In an Interview and
story and an accurate VieW Of the now B0 anewer quastions. 11 18 up & the Inferdewer to look oul for
B , 3 . Nings Mat may be consklered red Nags.
candidate’s profile and capabilities. S —
1. Using the word ____ to describe thelr accomplizhmeants.

Candidates use thie decepiive, DUt truthful 13ctic oflen.

Review the red flags in the
participant guide (page 19_21) “We planned and Implemenied a program.”

“We euccaedad In InCraasing proms.”

You are noed irying to hire a group of peogle, 5o 1y to uncaver
what rode hay Individually piayed in 1he SUCCEsE.

| understand that you did this project with ather peaple.
The first red flag deals with using the e 1o A P amibe
word We when describing

accomplishments.

We are not looking to hire a group,
so we need to get down to what the

candidate actually did as a part of
the project. P. G. page 19
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Say:

The candidate may also speak in
generalities and not give details.

When this happens, it could be that
the candidate is trying to avoid telling
the whole story.

Use follow up questions to get the
specifics.

They may also only answer
everything positively.

Nobody is perfect. We are all aware
that not everything we do is
successful. If a candidate is
answering everything in positive,
glowing terms, the negative
information could be hidden or
downplayed. This is where asking
negative questions can help uncover
the humanity, flaws and all, of the
candidate.

COMMON RED FLAGS

+ Uses the word “We" when discussing accomplishments.
+ Speaks in generalities and does not offer specific details.
+ Gives only positive answers to questions.

« Shifts body weight often while answering questions.

« Avoids eye contact.

+ Speaks poorly about current or past employers.

Slide 18

2. Speake In and dose not give detalia.
Candldates may gloss ower detalis In an intarview by ueing
phrases lke "I succ2eded In Implmenting 1he program.”

Tome IMervIewsrs may accept MIE 25 an answar and move on,
but olhers can 522 1hat Mie genarality may nat t2il me whole
stary. Use follaw up quesiions to get o the spechics.

“Tell me What you 0k 10 Impiement e program”
“What results did you achleve?

“

Glves anly anzwers to questions.

Mobady IE perfact. We are all aware that not averyining we oo
1§ successiul. If 3 candigata k= answenng everything In posiive,
glawing l2rms, he nagative Informanian could be nidden or
sownplayzd. This 15 where 3gking Negative questions can haip
uncover the humanity, laws and all, of e candidate.

“¥ou described your EUCC2ES on the praject. but what problems
O you ancountars™
“Tell me about 3 tima 1hat you goafed up. Deecribe It In detall”

Thils will help you determine if the candidate Ie able to canokdly
and apenly dIECUES problems.

Bbascar, UL W, (). Hie o B e S vhe . s Vi VLD
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Say:

As we discussed earlier, past
performance is a good predictor of
future success. The same goes with
behavior. When a candidate speaks
poorly about their previous employer,
they may do the same for you.

Try to get the candidate to think
differently about what they are
saying. This can help you determine
if there is a reason for their
negativity, or if they are just generally
negative.

“You have stated some things that
you did not like about your previous
employer. Tell me about a situation
you were in that caused you to feel
this way. What did you do to try and
change the situation?”

“What are some things that your
organization did well? How did you
contribute to the situation?”

How a candidate reacts to questions
can be more telling than their
answers themselves. Watch their
body language. If they suddenly shift
their weight or avoid eye contact,
they may be avoiding telling you
something or are uncomfortable with
the question.

Just because there is a warning sign,
doesn’t mean a no-hire. It just
means that we need to pause and
clarify the information before moving
on with a decision

COMMON RED FLAGS

+ Uses the word “We" when discussing accomplishments.
+ Speaks in generalities and does not offer specific details.
+ Gives only positive answers to questions.

« Shifts body weight often while answering questions.

« Avoids eye contact.

+ Speaks poorly about current or past employers.

Slide 18

4. Speake apaut thelr previous employer or
reveals Information.
Ag we discussad earller, past performance I 3 good prediclor
of future EuCo2Es. TNE E3ME goee wih Dehavior. When 3
candidate Epeaks poarly about thel previous employer, they
may do the Eame far yau.

Try ta get the candidats 1o tink difarently sbout what they ars
gayIng. This can heip you determing If thers Is & regsan far
thelr nagativity, ar If tney are Just generally nagative.

“¥ou have tatad Eome things tat you did net ke about your
pravious employer. Tell me about a suation you were In that
caused you 1o Teel Inis way. What did you oo 1o ry and change
the eltuztion?"

“What are some things that your organization did well? How did
yOU oMUl 13 1he Siuation ™™

m

Body language. $hifts thelr weight or avolde

How 3 canokiate reacts 1o QUEETNG ¢an be mors 12Eng than
thelr answere themsalvee. Watch thelr body [anguage. If they
ELgdanty ENIM elr waight or avold 2ye comact, they may be
avoiding teling you eomething ar are uncamfartable with the

QueEtan.

marra, R . i s S g g o B g, Frarin Lakma, 2L s Zaer P

P. G. page 21

&\\4] Availity




Four Common Pit Falls

Page |23

Four
Common Pit
Falls

10 Minutes

Say:

We mentioned that not everyone is
perfect, and that also goes for the
person conducting the interviews.

We all have something that is going
to influence our decisions. That is
human nature.

If you can make yourself aware of
the common mistakes or traps that
interviewers set for themselves, you
can work to avoid or overcome them
in your interviews.

Review the common pitfalls with the
participants.

Ask for examples of times when they
have fallen prey to these particular
traps.

4 COMMON PIT-FALLS

« Similarity Bias

— Allowing a 's larity or ity to you to infl
your decision
, school, hobbies, etc
* Halo Error
— Ifaperson is highly rated in one area so we assume they are good
in all areas

Slide 20

4 COMMON PIT-FALLS

« Pressure to fill
— You feel you need to hire someone now!
— Itis better to wait for the right candidate than hire potential
problems.
+ Contrast effect
— After several bad interviews, a mediocre candidate looks amazing.

— Use fixed for SO you are against the
standards and not against each candidate.

Slide 21

Four Common Pit Falls

Every interviewer is Influsnced to same degree by persanal
preferences and pact expesiences that are enrelated 1o selecting
ha fght canoidate. If you are awars of the common pit falls
interviewers face, you can work o overcome fham-and select the
right candddate regardaes of 2 sauasian.

The four most commmoen pit falls ares

3. bias
We alll fesl more comidriabie with peaple wina are like us and
ehare simdar characiensilcs and backgrounde. Have you
naized how 2asy & |5 10 131k 30 50means who hae the same
Infesesis? This famlllarity can often casse you ho overioak
Impartant weaknesses In 3 candidate.

e
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Reflection
Activity Objective: Develop an
action plan to implement two REFLECTION
Reflection things in the next interview.
Think back on all that we have
3 ., discussed today.
5 Minutes We have covered a lot of information - Whatare 2 key things that you

Say:

in just a short time, and we could
spend hours discussing even more.

However, as we come to the end of
our time together, | want you to think
back on what we have discussed
and find at least 2 things that you
can take away and implement in
your next interview.

Spend about 3 minutes thinking back
and write your findings on page 25 in
the participant guide.

Think about how you will implement
them and what you want your results
to be.

can take from this session and
implement in your next interview?

+ How will you put them into
practice?

Slide 22

Reflection

Efaciive Inervdawing takes practice. Ve hava [ust scratched the
surtaca today and provided 3 few Ikame thal you can start 1o work
an.

“ow it Is your tum 1o create 3 personal aciian plan.

\What are twa things that you can take away today and implement
In your next Imtarview?

How 'will you Implament them?

P. G. page 25
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Summary
Review the objectives of the class
and have the participants state SUMMARY
Reflection whether the objectives have been
met. Now that we are at the end of the session you can:
5 Minutes « Identify the impact of ineffective interviewing

+ Ask candidates high-impact questions during an interview
« Identify potential red flags during an interview
Say: « Avoid common pit-falls managers face during interviews

Thank the class for coming and wish
them continued success in their
upcoming interviews!

Slide 23

Have the class complete the
evaluations and leave them on the
table as they leave.

Evaluation

EFFECTIVE INTERVIEWING EVALUATION FORM

[

Remain behind to answer any
questions they have.

Teaar,

Iatrmacsmns Bieata e S s en o agreaes i e B Seime

arangy amanghy
DAzl DRIZWE Manal SISk
1. Tha chisctiar of e aking e ceary v
el
% Farkigadon sed brsacias wem
ncamng & L& B R <
G ThE IR AEL SO S Ry 1 e
4. Tha paniigan: gaida nas kel

5 Tha schifardming i vaiing wn
rabnE o cha conmer.

TN raindg S SREL SR T

T, T ke s wal [ROE.

T )
=k

B T caarns nl Falg e g ey L
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comEios o 0 =] [

P. G. page 28

&\\9 Availity



