
Recruitment & Selection
Interviewing – Best Practices
PREPARATION TIPS

· The Hiring Official, Manager, or Supervisor may conduct the interview or may designate another person or a Search Committee with subject-matter knowledge to conduct the initial interview.   It is strongly recommended to incorporate diverse members when using search committees.
· Managers, Supervisors, and Hiring Officials must ensure the rating tool (i.e. Matrix) is based on an up-to-date job analysis and is supported by strong valid evidence.
· Ensure all persons involved in the selection process (e.g., administrators, Interviewers, and assessors) understand their roles and responsibilities.

· Establish job-related criteria (using criteria reflected in the Position Description and Vacancy Announcement) for selecting the Most Qualified candidates for interview.
· Prepare standardized, job-related interview questions and avoid questions that may elicit personal/family/medically-related responses.    
· Establish an objective, quantifiable scoring or ranking process to identify the Most Qualified candidates who advance within the process (i.e. Interview Evaluation Form).  
· Develop uniform note-taking formats related to standardized questions; distribute to Search Committee in advance of interviews, and use performance / behavioral based interview questions.
INTERVIEW TIPS
· Allow the same amount of time for each interview.
· Rotate questions among panel members.
· Take appropriate, job-related notes during the interview (do not consider or notate factors unrelated to the job criteria).
· Treat individuals with respect, sensitivity, and impartiality during the process.
· Provide applicants the opportunity to ask questions about the job and the selection process.
·  Provide feedback about all hiring decisions in a timely and courteous manner. 
·  Record notes and scores on interview sheets as appropriate; it is also helpful to note the date, time, place, and length of the interview.   A copy of interview must be on file. This information is very critical in the event that an EEO complaint is filed and such information is requested.
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Interviewing – Best Practices
INTERVIEW COMMITTEE TIPS

If a search committee is used, before referring candidates to the Hiring Official, the search committee should:
· Review notes and convene to rank candidates in accordance with predetermined scoring process and according to the charge of the Hiring Official.
· The search committee may use a scoring matrix identifying relative ratings of candidates based on rating criteria; and

· Forward the names of top-ranked candidates to the Hiring Official for interviews/selection.

DOS AND DON’TS
· DO write down notes as you listen to the candidates to remind you of what you perceived as a good, excellent or poor response, based upon the established criteria, skills, and qualities desired.
· DON’T write anything down that isn’t pertinent to the discovery of how the candidate meets the desired criteria, skills and qualities.  
· DO be outgoing and honest. Treat all candidates with consideration and enthusiasm. Remember that the candidate is interviewing us as well as we are him/her. Smile!
· DO be aware of BIAS…we know that interview teams tend to select people who “are like them.” Research shows that we try to avoid candidates who may demonstrate that they may ask us to stretch and grow. We tend to avoid people who don’t look like us (i.e., socio-economic status, race, color, wearing a suit we don’t like, having brightly colored nails, etc.).
· DON’T express your personal preferences to others during the selection process.
· DON’T share data about the candidates with those outside the selection process.  Remember that most of the information shared while (or learned through) the interviewing process is confidential.
· DON’T be tempted to learn about an applicant’s protected status (example, age, marital status, national origin, religion) while making conversation during “down time,” such as after the interview, during a tour, or as you are greeting the applicant or saying good-bye.
· DON’T make a general assumption that individuals with disabilities will always require an accommodation.
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