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PREFACE

Interviews form the mainstay amongst the tools for selection of resources for induction into our Company.  Interviews are conducted by the Managers of almost every Department to select resources for their respective departments.  For us to be able to get the right material and also to avoid losing out on a good resource who comes for an interview, everyone involved in the interview process needs to hone their interviewing skills.

Human nature is so complex that it would be a tall order to ask an Interviewer to select or reject a candidate for a position in the Company through an Interview lasting only for about 30 to 45 minutes.  However, if the process is gone through methodically and the interviewer consciously prepares himself well, the chances of selecting the best amongst the candidates is higher.  The effectiveness of the Interview in trying to fathom the “total individual” and predicting future performance in the Company depends a lot on the experience and maturity of the Interviewer.  However the basic guidelines set out in this booklet will help the Interviewer in the process of knowing the inner strength and weaknesses of the candidates and assessing his/her potential to fulfil the job requirements in the Company.

The Selection process starts with a clearly defined Job Specification or the Critical Attributes needed for the post.  Without knowing this, the selection process would be a non starter.  The interview is intended to match the critical attributes of the post with the qualities of the candidate and see which one of the candidates has the maximum match.  This booklet, however, does not intend to go into the process of making the critical attributes for each post.  It would be prudent for each Technology Centre and each Department of the Corporate office to make the Job Specification for each post in the Company in order to be able to match the right candidate for job whenever a need arises to fill a vacant slot.

This booklet is an attempt to put the entire Interview process in the right perspective and to present to the interviewers a very practical guide with Do’s and Don’ts, useful tips and suggested questions in order to make the interview a purposeful one.  It gives an overall perspective of the interview process, qualities required in an interviewer, preparation required prior to an interview, a detailed methodology for the actual conduct of the interview from the opening rapport building to the closing of an interview and give suggested actions required after the interview.  It also briefly touches on Panel Interviews and Management Interviews.

This booklet would be useful to conduct any type of interview be it the First Interview, Second or Subsequent Interviews, an HR Interview, Technical Interview or a Management Interview.  The basic principles and methodology would remain the same.  Only the contents of the enquiry process and  questions would vary.

This booklet has been the humble effort of Srikanth Ramalingam and his HRD team at Chennai and we hope that it proves useful to all our Managers.
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CHAPTER – 1 AN OVERVIEW

1. Interviews are the most widely used tool for making selection to fill slots.  The quality of inductees or the competence with which they perform will mainly depend on how well the Interviewers are able to assess the candidates.  Thus, Interviewing skills, in the Managerial Cadre, could to a very great extent determine the competence and performance of resources in the company.

2. It must however be noted that besides interviews, there are a number of tools available to assess the knowledge skills & mental & social attributes of candidates. Eg: group discussion, subject specific test, skill tests, aptitude tests and psychometric tests, case study analysis.  Not all skills & attributes can be objectively determined by the interview method.  Other tools must be used to supplement the interviewer. This booklet deals only with Interviews as a selection tool.

3. Interview as a selection tool has at a best “Moderate” validity in assessing candidates.  This can be enhanced only be refining our interviewing skills as well as the Interview Procedure and Techniques.
4. Identifying Critical Attributes for the post.

4.1 Critical Attributes underlying characteristics of a person in terms of knowledge, skills and attitudes which results in effective performance in the job.  Each post in the company must have its critical attributes laid out clearly  before calling for applications. This gives the interviewer base against which he can measure the candidates skills & attributes.

4.2 The Interviewer must keep the Critical Attributes in mind constantly during the interview process 

4.3 Benefits of Critical Attributes in Recruitment & Selection: 

· They improve our accuracy in assessing people’s suitability or potential for different jobs.

· They facilitate a closer match between a person’s skills and interests and the demands of the job.

· They help to prevent interviewers and assessors from making “snap” judgements about people or from judging them on characteristics that are irrelevant to the job in question.

· They can be used to structure the full range of assessment  techniques – interviews, tests, group processes and psychometric testing. 

5. Profile of a Good Interviewer: 

5.1
Criteria of Successful Interviewer – To look at a candidate as objectively as humanly possible. Most managers believe themselves to be sound judges of people.  It is this often-fallacious view which has helped to bring the interview as a technique of selection into disrepute.

5.2
Research into the validity of the interview has shown that the differences in selection decisions based on interviews are mainly accounted for by the varying quality of the interviewers themselves.

5.3 It may be helpful to consider the personal qualities and experience needed to produce a successful interviewer.

5.4 Personal Qualities

5.4.1 An Interest in People.  This should not be confused with morbid  curiosity.  There needs to be an underlying interest in people, with a desire to help them and not just expose their weaknesses and failures.

5.4.2 A Reserved, Unobtrusive Personality, A dominating, extrovert personality may bring distortion into the interview. 

5.4.3 Empathy.  The rare quality of understanding and insight. 

5.4.4 Warmth and sympathy.  Warmth is essential in establishing rapport with candidates but it must not detract from the ability to consider critically and objectively. 

5.4.5 Lack of Prejudice.  Prejudice indicates bias and interviewers with extreme opinions are not likely to be sufficiently objective. 

5.4.6 Sincerity.  This must be directed towards not only the candidate but also towards the interviewer who must have a realistic appreciation of himself.  Only then can he eradicate or compensate for his own bias or prejudice.

5.4.7 Good Humor.  Interviewing is fatiguing and at the end of a series of interviews the quality of good humor has a stabilizing and relaxing effect.

5.4.8 Ability to Withstand Pressure.  There are many pressures, which weigh on the conscientious interviewer.  The sense of responsibility, pressure from candidates, pressure to fill a specific vacancy quickly, pressure from lobbyists for a particular candidate – all must be tolerated and withstood.

5.4.9 Ability to Concentrate,   so that every piece of evidence is seen and understood at the  interview.

5.4.10 Ability to Listen.  Not just to hear, but to make sense of and interpret all that is said.  The ability to control the unnecessary interjection and comment.

5.4.11 High Intelligence.  This is especially necessary when interviewing candidates with considerable intelligence.

5.5 Experience
5.5.1 Experience in Different Jobs.  The interviewer may well be called upon to interview candidates to fill a wide variety of jobs.  Within this context his own work experience and personal knowledge of the job to be filled must be of considerable value to him.  

5.5.2 Experience of People.  The greater spread of contact he has through the various subdivisions of society the more chance he has of establishing rapport with the people he will be called upon to interview. 

5.5.3 Maturity.  Often achieved only through experience, maturity gives face validity to the interviewer.

5.5.4 Adaptability / Acceptability.  Experience enables an interviewer to recognize and adapt to a situation and so maintain his acceptability to the candidate.

5.5.5 Consistency of Judgement. Judgement is a fragmented concept.  The interviewer must first set appropriate standards.  He must accept that his ability to judge one factor or attribute may be different from his ability to judge the total situation.  The best interviewers can maintain their judgements in a wide variety of situations.  There is no evidence that men are better able to judge than women.  Good judges are not likely to be either extremely egocentric or introvert.

5.5.6 Well Balanced / Neutral.  Although the interviewer must be concerned with people he cannot become involved with candidates.  To preserve his objectivity he must remain uncommitted in the interview.

5.5.7 Good Reaction Control.  Since showing shock, distaste or disapproval is likely, to damage the tone of the interview, skill at concealing his emotion is necessary for the interviewer.

5.6 Job Knowledge 

5.6.1 Ability to Grasp the Total Picture.  The interviewer who can appreciate the global view of job and see it in a complete context is likely to be more successful than one who takes a flat, partial view.

5.6.2 A sense of Relevance.  The ability to know what is worth considering and what is valueless as evidence.  This ability is invaluable.

5.6.3 Strength to Control the Interview.  This is a function of experience and maturity.  But while controlling, the interviewer must not stifle.

5.6.4 A Systematic But Not Rigid Approach.  The interviewer must plan the interview, but he must be sufficiently flexible to follow leads or opportunities that present themselves during the interview.

5.6.5 Ability to Encourage.  The most telling form of words, the appropriate gesture or expression often marks the subtle difference between the top-class and the average interviewer.

5.6.6 Grasp of Public Relations.  This is the ability to project the most favorable image of self and company to all candidates; the building of goodwill for the future is a vital part of the interviewer’s job.

5.6.7 Enthusiasm For The Job.  Perhaps more than any other job, interviewing demands enthusiasm; the interviewer who looks on the next interview as a chore to be got through as speedily as possible is not likely to interview effectively.

5.7
This list is by no means exhaustive but it can be seen that the job calls for a rare combination of talents and abilities and, because of this, good interviewers are not plentiful. The interview is a complex tool and can only be used efficiently by people who have been specially selected and trained.  But interviewing is a personal skill and even with training not everyone can become a first-class artist, musician or gardener. The wise interviewer, realizing the enormity of the task and with the humility experience brings, will support his interviewing with every other selection device available.

6.   Common Errors in Interviewing:

6.1
While interviewing a person, some possible errors are likely to occur that leads to the failure of the interviewing process (Viz:)

6.1.1
 TYPE A Error – Recruiting the wrong person

6.1.2 TYPE B Error – Missing out recruiting the right person

6.1.3 Leniency Error – It has been experienced that if the candidate is known to the interviewer, there may be a tendency to rate him / her higher than the deserving level. In cases where the Interviewer is conscious about the above aspect, he is also likely to rate lower than what he should.

6.1.4 Error of Contrast:  Some Interviewers tend to compare some traits shown by a particular candidate with their own and may thus assess them in the reverse direction e.g. an interviewer with good application expertise may assess certain candidates as low in that quality when he compares such candidates with his own capacity.

6.1.5 Error of Central Tendency: Some interviewers may hesitate to use the wide range of rating scale. They may also at times hesitate in giving bold judgement and therefore tend to keep the candidates as border line cases, as the interviewers are not confident / sure about their assessment and are therefore unable to make up their minds.

6.1.6 HALO HORN EFFECT  - An interviewer may initially acquire a general impression about the candidate as being either  good or bad, and the same impression continues to result in what is called the halo or horn effect. As a result, the candidates are assessed at higher or lower levels than what they actually deserve. Affirming the suitability of a candidate based on one  particular behaviour or attitude (e.g. – If the candidate comes on time, is well groomed and speaks in a mature manner – many of us tend to assume that he is potentially a good material for the position being considered for), must be avoided.

6.1.7 Contagious Bias: Personal likes and dislikes, preferences and prejudices of the Interviewer may also affect the rating of the candidates and give them higher or poor grading in some qualities, which they may not actually deserve.

7. Interview Effectiveness:

7.1
The bottom line test that may give an insight to the effectiveness of the interview is by answering 3 questions :

Can he / She do the Job


:
Competence / ability

Will he / She do the Job


: 
Motivation 

Will he / she fit in (Team / Orgn.) 
: 
Match

Knowledge of past behavior is the single best predictor of future behavior. It pays to gain as much of this past behavioral knowledge.
CHAPTER 2: PREPARING FOR AN INTERVIEW

1. For an interview to meet its purpose would require considerable preparation by the interviewer, before the interview. The interviewer must know

· know the critical attributes of the post that is to be filled.

· scrutinise the CV of the candidate.

· Stage managing the interview in terms of location, seating, deciding on the strategy of the interview including the questions to be asked to verify facts, fill in gaps in the CV etc and go into depth of the stated area of experience.















































2. Assessing a Curriculum Vitae:

2.1 Although most people are truthful when composing their CV, some may be tempted to omit negative facts or exaggerate their achievements. It is important to analyze each CV to help shortlist the candidates and preparing relevant questions to ask them.

2.2 Looking at CV Structure: Analyzing the structure of a CV can tell you a lot about a candidate’s ability to organize and communicate a set of facts effectively. A well structured CV will be concise, and normally not more than 2 – 3 pages in length. Usually, it will contain educational and career histories in reverse chronological order to emphasize the candidates most recent activities. Relevant Skills are often highlighted. However, there are many ways of presenting a CV, and the most important factor to consider is whether a CV presents information in a logical and easily digestible form. 

2.3 Reading Information: Once you have looked at the overall structure and style of a CV, examine the information provided. Consider whether the applicant’s qualifications and work experience are relevant and meet the required levels your are seeking. Does the candidate have any other useful skills? Does the CV contain any background information that builds up a picture of the candidate’s personality? Can you get an idea of the speed and direction of his / her  career progress?

2.4 Dealing with Gaps and Inconsistencies in a CV:  Breaks in chronology and inconsistencies in the facts provided may be a result of simple error. On the negative side, however, they could provide clues to a candidate’s attempt to falsify or hide certain information. You must therefore carefully examine the chronology of the applicants educational and career achievements and ensure that all dates provided follow a logical sequence. Are there any periods of time unaccounted for? Does any other information provided account for this gap? Do periods of employment overlap with periods of education? Be prepared to give the applicants the benefit of doubt, but compile a list of questions to help clarify inconsistencies.

CHECKLIST:

a) Look for gaps in the chronology of the CV.

b) If necessary, verify qualifications with relevant institutions.

c) Estimate the average amount of time spent in each job.

d) Judge whether the candidate is making a logical career move.

e) Consider if the style of CV indicates a well organized candidate.

3. An Effective Screening Process:

3.1 Using Critical Attributes: When considering the applications you have received, divide the criteria of job specification to critical attributes into those that are essential, and those that are desirable. For example, how important is it that the candidate is competent in one or more RDBMS, GUI tools, SDKs etc? Should they have specific skills or are you willing to provide training if they do not? As far as possible, keep a flexible set of criteria as it is rare to come across ideal candidates who will fulfill all your criteria. Are there other attributes  - in terms of personality or physical skills – that you are looking for?

3.2 Short Listing  Candidates to be Interviewed: Once you have assessed candidates, you may draw up a shortlist of candidates to be interviewed. Often, only a small number of candidates are suitable – if this is not so, choosing whom to interview from the shortlist can be the hardest part of the exercise. One possible method to do so is to use a Matching Sheet for each candidate. On a blank sheet of paper, draw three columns. In column 1, list the criteria / critical attributes required for the position; make copies of the sheet, and use one per applicant, noting concisely their skills and experience in column 3. Now in column 2, tick off the items that “match” for each candidate, and select those with the most ticks to interview.

3.3 Rejecting Candidates:  When rejecting a candidate, use a courteous and professional tone. Remember that each applicant is likely to have invested a considerable amount of time and effort in applying for the post. Send a polite letter as soon as possible, thanking each candidate for their interest. Point out that although their application has not been successful this time, you will (with their permission) keep their details on file should any other suitable vacancies arise in the future.  

4. Arranging Interviews: 

4.1 Flexible Schedules: It may be difficult to arrange interviews with all the short listed candidates in a short space of time. Many will need to take time off from their current jobs, or to travel a considerable distance. Bear this in mind, and be as flexible as possible in scheduling.

4.2 Staging Interviews:  Before arranging any interviews, clarify how long the whole process will take. The level of vacancy may dictate how many stages you need: for a junior position , one interview may be enough to reach a decision, but for a more senior post you may want to ask some candidates for a second interview. Make arrangements and allow time for any tests to be administered. Confirm all details of the interview in writing to the candidate, and send travel instructions to them.

4.3 Scheduling and Timing Interviews:  Make alternative dates and times available for holding interviews in case candidates are unable to attend on suggested days. Schedule interviews with a generous amount of time between them. Candidates should not be kept waiting or in an interview longer than necessary. It may be difficult for them to be away from their work.  It can be embarrassing for candidates to bump into their rivals outside. This may make them nervous and unlikely to give them the best. Allowing some space between the interviews will allow you to spend more time with a candidate if you wish, or to overrun if there is a delay. It should also mean that you have plenty of time to write up detailed notes on each candidate – a stream of candidates tends to blur indistinguishably as soon as the interviews are over. A perceptive receptionist can offer valuable insights into candidates’ attitudes. Finally, take a brief rest to recharge yourself.

5. Location & Seating: 

5.1 Give careful thought to the location of interviews; this can have a material effect on the proceedings. Remember that you are interviewing to get the best candidate for the position, but candidates will find it hard to give their best if they are uncomfortable.

5.2 Choosing a Venue: You have to decide whether it is best to hold the interview in your workplace or on neutral territory somewhere else. If you use your workplace, do you want to hold it in your office, or in a more clinical meeting room? If you need privacy or secrecy, then choose neutral ground, such as a hotel room, or the office of a third party. Try to create a relaxing atmosphere with comfortable seats and lighting that is not too harsh. Ensure to position the candidates chair in level with your chair, so as not to make the candidate feel inferior and uncomfortable. While interviewing in your workplace, switch off your computer monitor as this distracts the candidate. It pays to be aware of the interviewing atmosphere – while 

conducting an interview, avoid all distractions and concentrate on putting the candidate at ease. Putting a “Do Not Disturb” notice on the door of the interview room is better. Ensure to take the phone off the hook during the interview and keep glasses of water handy to offer to the candidate. Offer to the candidate if they would like to visit the rest room to refresh and compose themselves.

5.3 Arranging Seating:  There are several ways to arrange seating for an interview. Sitting face to face is always a formal option, while sitting side by side creates a more informal, cooperative atmosphere. If you decide on the face to face option, remember that people generally prefer to have some kind of solid surface, such as a table, between them, since sitting with their knees exposed can make candidates feel even more awkward and vulnerable. 

6. Deciding on Strategy of Interviewing:

6.1 The most important decision to make before an interview is what its style should be. Do you intend to keep it factual, or do you want to put the candidate under pressure? The answer to this may depend on the post for which you are interviewing.

6.2 Considering your Aims: Keeping criteria for the job / post in mind, consider what you want to achieve in the interview. Select a strategy that will help you. If you know the candidate’s technical skills are right for the job, you may choose to concentrate on their people-skills in the interview. Alternatively, you may adopt an aggressive interview style to test the candidate’s reaction under pressure.

	PREPARING AN INTERVIEW STRATEGY

	STYLE OF INTERVIEW
	HOW TO PREPARE

	Factual: The main point is to extract factual information. The candidate’s personality is less important
	Compile a list of general and specific questions designed to come up with the answers that you need.

	Situational: The aim here is to see how the candidate handles key parts of the job / post / role.
	Prepare open questions such as, “What would you do if ….?” Lead candidates into a full description of the ensuing scenario.

	Confrontational: To gauge how the candidate behaves under work-related stress.
	Plan a confrontation that makes attacks on and insinuations about the candidate’s track record and career progression.

	Technical: To establish that the candidate has the skills they claim to have.
	Set up a practical test e.g. writing codes of program, designing an application, analyzing a system etc.


7. Preparing Yourselves: 
Just before an interview begins, make a last minute check that you have all the information you need and that you are engaged with the subject matter and in a positive frame of mind. 
CHAPTER 3:  CONDUCTING AN INTERVIEW

1.This is the stage that puts the interviewer’s skills to the acid test when the substantive part of the selection process will be operative. Besides planning a different strategy for each post and each candidate, the interviewer needs to maintain flexibility in the course of the interview to pursue leads given by the candidate, encourage talking where needed and control where the candidate tends to take charge, “listen” to every word and critically observe body language. This chapter would help the interviewer to steer the interview to be able to know the “Total Candidate”.

1. A few Practical Hints:

2.1 Facial Expression of Interviewer: An interviewer must be conscious of  being facially responsive.  The interviewer must manage an expectant look by lifting the eyebrows a little and smiling slightly.  This expression gives the Interviewer the appearance of being receptive and serves as a powerful tool in getting the subject to open up. People who are facially responsive react facially as well as verbally to another individual’s comment.  Expressions like appreciation on an achievement, showing concern over an unfortunate event related by the candidate will definitely help in the candidate opening up.  Facial expressions are also paramount in probing an individual’s shortcomings.  They project an appearance of being understanding, sympathetic and receptive. However, some people find it necessary to work at being very natural.

2.2 Effect of Voice: 

2.2.1 All of us do realize that the two means at our disposal getting through to people in social situations are facial expression and voice. A look at the television programmes, would give an idea as to how effective people can be, who have had specific training in vocal and facial expressions.  Although most of us cannot perfect this skill to the ideal level, we can do a lot more with our face and voice with a little deliberation.  An important aspect about the voice is that people judge a person not only by what he says but also how he says it. In fact others may not hear what a person says if he has not learned to speak effectively.  This is particularly true in the interview situation where the Interviewer consciously uses the voice as a rapport building tool.  The art of persuasion relies heavily on voice.  During the interview the Interviewer has to use every means available at his disposal to persuade the candidates to reveal their qualifications, characteristics, short-comings as well as assets.  Vocal effectiveness depend on two aspects :-

(a) The Interviewer should not talk too loudly

(b) The Interviewer should try to use all ranges of his voice.

2.2.2 If the Interviewer talks too loudly, this may tend to threaten the candidate to some extent and may put him off the center stage.  The candidate is also likely to feel that he has been relegated to a minor role from the center stage.  While trying to use all ranges of voice, the Interviewer  should try and use the upper range of voice particularly while showing appreciation on a certain achievement, by the candidate.  This would make the interviewer sound more interested and would help in motivating the candidate to give further clues to his innermost thoughts.  During the course of the conversation the candidate may also recall some incidents of a very personal nature and a total responsiveness on the part of the Interviewer has an unusually powerful effect upon the other person, making an individual not only willing but often anxious to talk about things that are uppermost in his or her mind.  However, a work of caution here.  The interviewer should always be careful in not overdoing vocal inflection, as the same may give an impression of insincerity and therefore have an effect of alienating the individual rather than attracting him.
2.3 Lubrication / Reinforcement: Just as a drop of oil from time to time keeps the machinery running smoothly, so do positive comments interspersed throughout the interview help to maintain rapport and keep the candidate talking.  During the interview, lubrication / reinforcement can be achieved by both verbal and non-verbal methods.  Comments like “very impressive”, “you deserve a lot of credit for that”, “Excellent” etc. gives a feeling to the candidate that his efforts / achievements are being appreciated and are recognized.  When achievements like high grades in school, appointment as school / class leader, excellence in sports & games etc. are recognized by the interviewer in the form of a compliment, candidates often become visibly warm to the discussions and therefore become increasingly expansive and spontaneous in their ensuing remarks.  Lubricating response can be  non-verbal also.  Frequent nodding of head, and sounds of affirmation such as “uh-uhh”, hum etc. help the candidate feel that the interviewer is paying attention to his talk.  The frequency of using the lubrication will depend on the back ground of the candidate.  A sophisticated and city bred person would require less frequent use of this technique compared to a person with lesser exposure.  Another aspect of lubrication is that people do not mind talking about some of their problems if they are absolutely certain that the listener is completely aware of their plus points / achievements also.

2.4 Effect of Playing Down Unfavorable Information: Just as a candidate is complimented on his achievements, an equally important aspect is playing down his difficulties and problems.  This has to be done essentially to encourage the candidate to speak about the negative aspects of his back ground.  This is more so as the interviewer is interested in getting an insight to both favourable / positive and unfavourable / negative aspects about a candidate’s personality.  Playing down takes the form of some casual and understanding remarks.  For example, if a candidate has had “terrible time with mathematics at school”,  it can be played down 

by a sympathetic remark like “all of us have different aptitudes but you have done well in other science subjects as well as in languages” or, when a candidate voluntarily gives certain negative aspects in his life story, a remark like “This happens to the best of people.  However, you are aware of the problems and I am sure you can do something about it now”.  Such statements by no means lessens the individual’s problems but does acknowledge that the candidate is being able to face up to it and this usually is enough to make a person feel better about having revealed a difficulty.

2.5 Honesty: Another aspect the interviewer has to keep in mind is that he should never tell the candidate anything that is untrue.  For example if the candidate admits about his lack of initiative it should not be played down like “oh that is something you should be able to overcome very easily”.  This is because the traits like this usually become quite deeply embedded in the personality of the individual and are not easily overcome.  Hence such remarks by interviewer will not sound sincere or true.  During the course of the interview, the interviewer should be a sympathetic listener and avoid giving any indication that his judgement is being adversely influenced by the unfavorable information as any indication otherwise or any negative reaction on the part of the interviewer either by gestures or verbal comment will fetch no further information of such kind.  No one will spontaneously talk about difficulties and failures in a climate where the listener does not give an appearance of being of understanding nature.  On the other hand, when such an information is not accepted with surprise or disapproval and also played-down in the appropriate manner, the candidate feels having saved his face and would find it easy to discuss any further negative information if relevant to the present situation.

2.6 Interviewer – An Ambassador: Remember that just as you are assessing the candidate, so is the candidate assessing you and the organization you work for. There is a shortage of potential employees in many areas and, in these cases, you need to work hard to attract high-caliber recruits. This means that when you meet a candidate for the first time, you are acting as an Ambassador  for your company. Do this by letting the candidate know that you are prepared to go to considerable trouble and expense to find the right person for the job. Show that you are genuinely interested in achieving this, and when they come and work for the company they will be a valued staff member.

2.7 Listening: If you appear to be listening, your candidate will be encouraged to keep talking. After each area has been covered, summarize what a candidate has said to show that you are listening. Two of the common bad habits of listening are “Switching Off” to information that you are not interested in and in “interrupting” people before they have finished what they were saying.

2.8 Interviewer’s Body Language: Keep reminding  yourself that during the interview you will lean forward facing the candidate, with a pleasing facial expression and palms on the table open towards the candidate.

2.9      ‘20:80’: Speak for 20% of the time and listen to the candidate speak for the other 80% of the session
2. Opening and Rapport Building 
3.1
In any conversation between two people in a business like situation, it would only be natural to begin the same with some pleasantry rather than delve directly into the purpose of the meeting.  As far as the Interviewer is concerned, this becomes an important aspect in establishing the initial rapport.  This also gives the Interviewer an opportunity to get the candidate to accept a major portion of the conversational load.  If the candidates can be made to carryout most of the conversation during the early phase of the interview, they naturally assume this to be their role throughout and often fall into this role without any difficulty at all.  However, if the small talk revolves around a series of short questions such as “How was your trip” or “when did you get the information about the interview” etc., it usually leads to a question and answer approach where, the Interviewer would have done as much as half of the talking.  This reduces the candidate’s role to one who simply answers questions thrown at him rather that talking spontaneously.  Hence rather than posing questions which invite short ‘Yes’ or ‘No’ responses, it is desirable to use a general “pump-priming” question, one that cannot be answered without a fair amount of discussion.  However, such questions require preparation and cannot be expected to be phrased on the spur of the moment.  

3.2 
A thorough study of the CV by the Interviewer prior to the commencement of the interview would reveal such areas / topics on which the candidate might be expected to talk freely and enthusiastically.  E.g.  a particular interest, some indicated achievement such as a hobby, physical / mental activities of a personal nature like adventure activities, attending special coaching camps, experience in living in certain remote part of the country etc.  The Interviewer should be armed with one or two such topics, prior to the commencement of the interview.  Whatever be the topic, the initial questions should be broad enough in nature so that the candidate is required to speak for at least two to three minutes in order to answer the same.  

3.3
In case the candidate stops after two or three sentences, the Interviewer should wait, as in most cases the candidate himself will recommence his conversation.  This premeditated gap in the conversation can be called “calculated pause” and is a very helpful tool. Interviewers without much experience tend to become uncomfortable whenever a slight pause occurs and are therefore likely to break in prematurely with unnecessary comments or questions.  But experienced Interviewers purposely permit a pause to occur from time to time, as they know that the candidate will most likely elaborate on a previous point rather than allow discussions to come to a standstill.  The candidate often senses that the silence on the part of the Interviewer calls for a fuller treatment of the topic under consideration.  However, a most important aspect of the calculated pause is that the Interviewers should not break eye-contact with the candidate and should look expectantly as the pause elongates.  This would put the candidate under certain degree of pressure and he would usually search quickly for some thing else to say.  A break in eye contact during the calculated pause may make the candidate feel that the Interviewer may be formulating the next question and therefore instead of continuing the topic he may expect the next question.  However, if the candidate fails to respond / act in the next few seconds of a calculated pause, the Interviewer should release the pressure by asking another question.  To do otherwise may lead to loss of rapport.  Under normal circumstances the calculated pause is remarkably effective in drawing out spontaneous information.  

3.4
While posing these introductory questions, the Interviewer should try to maintain a pleasant mien treating the whole matter as an exercise in breaking the ice.  As long as the candidate keeps talking, the Interviewer should avoid getting into any discussion and try to provide nonverbal supportive gestures to encourage the candidate to talk freely without apprehension.  At this stage of the interview, it does not matter at all as to what the candidates say, as long as they take over the conversation.  Should the conversation come to a halt, the Interviewer can perhaps keep it going a little longer by repeating a part of the original comprehensive broad question which may have been unanswered.  Generally, the small-talk ranging from 2 to 4 minutes is usually sufficient to remove whatever nervousness candidate might initially experience.  The sound of one’s own voice in a strange situation usually helps to develop confidence, ease the initial tension and build rapport.  When candidates are not immediately put ‘to task’ by being asked to reveal some serious aspects of their back ground, they do not feel the anxiety or the need to sell themselves and hence relax and chat informally about matters which are of no great importance.

4. 
The Interview Proper:

4.1 Evaluating an Applicant: 

4.1.1

The most important aim of conducting an interview is to form an impression of a candidate’s personality and abilities. To do this you must supplement the information gained from the CV, therefore ask perceptive questions and make note of your impressions. Remember that the “Best” candidate may just be good at interviews. Note when a candidate responds with enthusiasm – this can tell you what motivates them.

4.1.2 

Biased First Impressions: Before the interview begins in earnest, you will have already formed an impression of the candidate. Be aware of any prejudices that may color your first impression of them: perhaps you are adversely affected by long hair, by a particular accent, or by a style of dress. Similarly the candidate will have formed an opinion about your company. An unfavorable impression is hard to change once formed, so it is your responsibility to give a good impression of yourself and your company. 

4.1.3

 Covering All the Facts: Besides getting an overall impression of the candidate’s character, you need to check the facts in their CV. Ask detailed questions regarding their education, their work experience, and their other job related skills – you may uncover useful information. Candidates may possess skills / abilities that they themselves thought irrelevant, but that you recognize as having potential.

4.1.4

 Spotting Gaps in Candidate’s Employment: It is important to find out reasons for gaps in a candidate’s employment history. Not all gaps are the result of involuntary unemployment. They may have occurred because of prolonged illness, taking time off to have children, travel, or looking after ailing parents. Even those gaps that are the result of unemployment may not reflect badly on the candidate themselves. Ask the candidate open-ended questions about any gaps and why they occurred. You may find that they were made redundant or left a job for good reasons. Focus on how the candidate used the time between periods of paid employment – this will give a clue to what motivates them, their aspirations etc. 

4.1.5 

 Assessing Abilities: In certain cases, the extent of a candidate’s qualifications may be sufficient to gauge his / her ability to do the job, assuming that the qualifications are appropriate and have been kept up to date. In most cases, however, relevant or associated work experience is considered to be a more valuable indication of skill and aptitude. Your job as an interviewer is to assess the candidate’s professional, technical, and practical abilities using all the information available to you.

4.1.6

	ASSESSING A CANDIDATE’S SKILLS

	SKILLS
	WAYS TO ASSESS SKILLS

	Organizational: Does the candidate display signs of being well organized and methodical?


	Ask about the candidate’s attitude to tidiness. Find out how they prefer filing systems to work, and ask them how they might start to organize a hypothetical project.

	Analytical: How well can the candidate analyze business situations and how quickly they can come up with the best solutions?
	Ask for examples of their problem-solving ability. Describe a difficult situation and ask them to pick out the key points and come up with a potential solution.

	Decision-Making: How well can the candidate make difficult decisions, and how quickly can they implement those decisions?
	Ask about their previous experience. What difficult decisions have they had to take in the past? How did they reach those decisions? How well did they handle the repercussions?

	Social: Will the candidate get along with the superiors, colleagues, and subordinates with whom he / she will be working?
	Ask about the candidate’s experience of teamwork. Do they prefer to work alone or in a team? Ask them how they would handle a hypothetical problem with a colleague.

	Communication: How efficient is candidate in communicating clearly and confidently?
	Assess the candidate’s verbal skills from the interview itself, then ask about their written ability. Have they written lengthy reports? Can you see them?


4.1.7

 Assessing Personality: The candidate’s attitude to colleagues and the workplace is determined by their personality, which also affects their relationships with colleagues and the workplace. Try to assess whether a candidate will fit in with the culture of your organization, and find out about the work culture of the candidate’s previous companies. For example, a work culture that encourages team spirit will not suit someone who comes from a background of intense internal competition where “creative tension” has been positively encouraged. Has the candidate always worked in small companies where everyone knew what is going on? If yours is a large organization, how will they cope with not knowing the details of company business and decision making? In addition, bringing  about  balance amongst 

the  current staff. Do you need, for example,  a specific personality type such as an extrovert to balance a rather introverted team, or vice versa?

5 Questioning Skills, Pattern & Structure:

5.1 
Your main chance to find out information about a candidate comes from asking the right questions in the right manner. Phrase questions carefully to obtain the details that you want. Use the candidate’s answers to lead into your next question. The success of the Interviewing process, greatly rests on how well the Interviewer is  able to elicit pertinent and relevant information from the candidate, based on which the Interviewer  can evaluate his / her suitability for the post. In order that this is achieved, the  Interviewer’s ability to question the candidate in a concise and phased manner comes handy.

It is advisable not use  leading questions, as this brings about a premeditated approach to the Interviewing process, resulting in improper evaluation.

5.2 
   Questioning Pattern:  A good pattern of interlacing questions would be –

Broad Open Ended ____  Probe  ______ Narrow ___ Close ___Summarize

5.3 

Structure of Questions:  When questioning a candidate during an interview it is prudent to follow a structured style of questioning (viz):

5.3.1 Open Ended Questions :  How – What – When – Where – Who – Why ( These six questions collectively are also known as Kipling’s six honest serving men). You can manipulate a candidate’s answers by phrasing your question in different ways. Open questions are likely to be most useful in an interview. They invite more than a simple “Yes” or “No” answer. They encourage the candidate to open up, think, talk at length, and enable you to observe a candidate’s communication skills and elicit detailed information. Open questions may also start with a statement about yourself and then follow with a question – “ I once went to the Kanha National Park . Which National Parks have you been to?

5.3.2 Close Ended Questions:  Do you – Did you – Can you – Will you – Could you – Would you – Should you. Closed questions lead to a simple affirmative or negative, rather than an indepth reply. Use them to clarify unclear points, for example, “ Can we expect you to join us at Chennai on 20th October?” These questions are also useful for seeking confirmation of details of a candidate’s CV.

5.3.3 Prompting / Encouraging Expressions:  

· Tell me ….

· Describe….

· For example?

· For instance?

· In what sense?

· How come?

· In simpler terms?

5.3.4     Characteristics of Good Questions:  

· Purposeful

· Relevant

· Clear and Concise

· Limited to one idea

· Neutral in tone and substance

5.4 

Questions Coverage: Knowledge of as ‘to which questions can bring forth needed responses’ is essential for the interviewer.

· WHAT Qs – Elicit information about knowledge, facts / data, opinions

· WHY Qs  -  Analytical Skills, reasoning, logic etc. ( What else…, How else…, Where else …..)

· HOW Qs – Knowledge of functional skills, process / steps 

· HOW MUCH / HOW WELL Qs – Validating achievements. 
The quality and value of the answer depends on the quality of the question! You ask a stupid question – You get a stupid answer !!!
5.5 

Building on questions: The interviewer’s questions must be influenced by the candidate’s answers. Each question should build on the one before to steer the candidate towards providing you with the information you need – “ So you decided to take a six month break?” … “ Did you travel immediately?” … ”Why did you decide to wait so long before leaving?”  … “How long did it take you to get a job when you returned?”  …. “ So you spent 2 weeks in Mumbai and five months looking for a job. Is that correct?” 

5.6 

Using a Checklist:  It can be useful to have a prepared checklist of questions that you want to ask in an interview. However, too much of rigidity on the order or the content is to avoided – an interview is a 2 way communication. The main purpose of the checklist is to provide the security that comes from knowing that you have covered all the ground, and to have a list to refer to if necessary.

5.7 Interview Funnel:


                           Start with an Open – ended Question

                                             Listen

                                Narrow down to a specific area

                                             Listen

                                How did the person go about it                                   

                                             Listen              

                                      Find out motivations

                                             Listen

                                     Achievements, Listen

                                    Summarise & Seek 

                                            agreement


                              Start with a New Area

6 Controlling an Interview:

6.1 
An interview must be paced carefully so that it can cover all the necessary ground in the time allocated. You must be able to direct a candidate gently towards another subject if required, or hurry them along politely if they linger too long on a favorite topic.

6.2  Controlling the Flow of Information: Try to control the flow of information during an interview. For example, give supportive feedback to encourage a candidate to discuss sensitive issues. Say “It must have been very difficult for you to make those people redundant”, to draw out more detail of how the situation was handled. Although you should try to cover most of your planned questions, do not stick rigidly to them if a candidate has something unexpected to say on a subject that affects their application.

6.3
Handling Candidates: The personalities of candidates who have the same qualifications will vary enormously – one may be seemingly in control, another a bag of nerves.  You will be able to judge their relative merits only if you know how they all respond to certain situations. Ask all your candidates roughly the same questions – for example, probe their ability to handle crisis situations at work – to see how different their reactions are. If candidates become flustered when responding to your questioning, try gently to calm them down; ask another question that leads away from the topic that appears to be causing them discomfort. 

6.4 Silence is Golden:  Use silence tactically during an interview. Do not prolong it such an extent that it makes the candidate uncomfortable, but do let it run whenever a candidate is obviously searching for words, or thinking about an answer. Note how a candidate responds to silence – do they rush to fill the vacuum with hasty, ill-thought-out remarks, or do they have the confidence to take the time that they need to frame a coherent answer to a difficult or complicated question?

7 Reading Body Language:

7.1 Learning to read people’ body language may convey as much about them as their words do. Body language is particularly useful to an interviewer – it is difficult for a candidate to be evasive or dishonest using body language because it is instinctive. Information from Gesture Clusters and posture has a variety of uses:

· To understand the confidence of the candidate.

· Changes in posture, clenched hands, stretched upturned feet, tightening of shoulder, chest and facial muscles, direct eye contact or avoidance of eye contact indicate sensitive areas.

7.2 
Watching the Body Language: Interviewers must consciously practice looking at candidate’s body language. Do the candidate’s words match what they are “saying” with their body? For example, is their posture hunched or defensive even as they are claiming they are “good with people”? In particular, observe the candidate’s eyes. Do they avert them unconsciously at times when you would expect them to have eye contact?

7.3 Reading Positive Signs: A person who is grinning broadly is giving off a very positive signal, while one whose eyes are fixed to floor is giving off a very negative signal. However, positive signals are not always so blatant.  A confident person will tend to sit upright, or with their body leaning slightly forwards, even when being interviewed by their potential future boss. When a confident candidate is not speaking, their legs and arms usually remain quite still, and they tend to make both frequent and firm eye contact.Shaking hands with a candidate can give you an immediate impression of their frame of mind. If they are relaxed and comfortable, their hands will be warm and dry. Cold, sweaty hands, however, indicate nervousness.

7.4 
Sensing Nervousness: Develop your ability to spot nervousness. Common signs include foot-tapping, rubbing the nose or lips with the back of the hand, wringing the hands, fiddling with a writing instrument, or tearing up a tissue – if a candidate does any of these, they may be nervous. If they smile too much, it may due to an excessive desire to be liked. Listen to your candidate’s voice: a high pitch may indicate nervousness.

7.5 Reading Arrogance: While most candidates are nervous and need to be put at ease, a few seem to be overconfident to the extent of being arrogant. They tend to speak rather than to listen, and to speak at length, giving the impression that they like the sound of their own voice.This behaviour may be because they feel they are too good for the job, or because they are overcompensating for lack of self confidence. Either way, such candidates may be contained by maintaining a formal interviewing style and asking a series of brisk, difficult questions. They may rise to the challenge or become defensive.

7.6 Other Signs to Watch: 

· Talking too much initially and initial stuttering and stumbling over words and phrases may be a symptom of nervousness.

· Talking directly to the point shows the candidate is listening to you attentively.

· It is not only what the candidate says, but how he / she says it is also important. Not only are the words improtant but so is the music.

8 Closing an Interview:

8.1 All interviews should be brought to a polite but unhurried conclusion – even if you believe a candidate to be unsuitable. As an ambassador for your company, the way in which you wrap up the interview will create a lasting impression on the candidate.

8.2 Inviting Questions: Towards the end of an interview, ask the candidate if they have any questions.  If they have taken the trouble to find information about your organization, they will have at least one interesting question. Most questions, however, arise spontaneously from issues discussed in the interview.  These are often about specific details of the job and its prospects.  Take time when preparing to ensure you can answer most reasonable questions that may come up.  You can learn about candidates from how they put questions : for example, those who start with phrases such as “I know this is a silly question, but…” may be prone to undermining their own value, and are unlikely to present a confident image within your company.

8.3 Encouraging Questions: If a candidate is stumped for questions to ask, and you do not think they are suitable for the vacancy, thank them, and close the interview.  Otherwise, summarize the points covered in the interview to see if that stimulates a question, or suggest a line of questioning. “Is there anything more I can tell you about the structure of the department ?”  “You seemed concerned about the training involved.  Do you want to ask me about that ?”  “Are there any aspects of the job that you are not clear on and would like clarifying?”
8.4 Tying up Loose Ends: At the end of an interview, check that you have found out all you need to know about a candidate.  Find out how much notice they have to give in order to leave their present job.  Let them know when you will contact them if you want them to attend a second interview, and whether this is likely to be by phone or in writing.  Tell them, if appropriate, to contact you if they have not heard from you by the specified time.  Above all, consider candidates’ feelings : be honest and explicit in any instructions or information that you give them.

9.An Insight into First Interview Structure and Questions:
9.1 Current & Previous Roles 

· Tell me about your career to date starting with your current job and responsibilities ?  How did your interest in this job develop.

· How are you measured ?  How well are you doing comparatively ? Why ?

· What are the most satisfying aspect of your role, and the most frustrating ?  (What do you enjoy most and the least ?)

· What aspect of your job is the most challenging (and easiest) ?

· What part of the job do you consider to be your most successful ? (Why ?) and least successful.

· What are your greatest achievements at work ?  What is the most complex task or sale you have undertaken ?  Most significant disappointment or failures ?

· Take me through your typical working day ?

· Tell me about your current and previous bosses. 
· Tell me about your previous roles?–Why did you move ?  What factors influenced your move to.?  How would you describe your career to date ?

· Describe the work you do.

· Why do you like your work ?

· What are the areas of your work that you do not enjoy ?

· Why do you describe your achievements as achievements ?

· What areas do you need to improve in ?

· If I were to ask your Boss to describe you, what do you think he would say ?

· What are your goals for the next 3 years ?

· What would you like to be remembered for ?

· How would you do things differently in your work ?

· What are the points when you find people in your team getting stressed ?

· When do you feel stressed ?

· What are the 3 most critical things in your job ?

· How do you handle your people? If they have a grievance, what do you do ?

· How do you check for quality ?When do you know there is a quality problem ?

· When you retire what would you like people to say about you ?

9.2 Aspirations and Awareness

· What are the most important factors you consider before taking a job ?  How should it be structured to provide you with satisfaction ?  What motivates you (and demotivates).

· Most people have medium and long-term goals.  Where do you want to be in two years time-ultimately ?

· What do you see as your strengths and limitations ?  (what will help you achieve your aspirations ?)

· How would your colleagues / boss customers describe you, etc.?  To what extent are you achievement or financially oriented ?

· Anything you would like to change about yourself ?  Why ?

· What do you see as the qualities of a successful….?

· How do you stack up against them ? (strongest / weakest) What experience have you had using these skills ? and evidence.

· To what extent do you consider that progress in your role or career is representative of your ability ?

· How do you cope with conflict ?  (Any examples ?)

· What have been the high & low points in your life ?

· What would you have like to have done differently ?

· What do you consider have been the critical points in your life ?

· Who has influenced you the most ?  Why ?

· How do you relate to your father / mother ?

· How do your children relate to you ?

· How would you describe your life today ?

· What do you believe are the differences between how you live now and you did 20 years back ?

· What would you like to give to your children ?

· Which role in your life do you enjoy the most ?

· What do you like about yourself ?  What do you not like about yourself?

· What are you proud of in life ?

9.3 Education and Upbringing
· Tell me about your education – any achievements, any regrets / How successful were you ? Would you recommend that your younger brother / sister goes to the same school ?  Why ?

· Why did you study (etc.) and why select……?

· What did you learn out of university which is relevant to a…….role ?

· Apart from your studies what other university activities did you get involved with  / How do you relate that experience to your career ?

· In retrospect do you feel you should have done something different ?

· Tell me about your childhood ?  How do you get on with your parents (On which occasions have you disagreed with your parents )

· What sort of expectations did your parents have about your career and education ?  What do your brothers and sisters do (older, younger) ?  have you discussed this job with your parents ?

· Who has most influenced your personal development ?

· What would you have liked to study if you had a chance all over again ?

· What do you like about your studies ?

· How much of it do you feel applies to your work now ?

· Which areas do you think you need to upgrade yourself ?

· What do you think of the present education system ?

· What are your colleagues doing now ?

· What relevance do grades have to the workplace ?

9.4 Circumstance and Interests 
· How is your health ?  Any days off in the last year ?

· What is the most serious illness you have had ?

· What sort of relationship do you have with your parents ?

· What are your major interests outside of work? Any notable achievements ?  How much time do you devote to your leisure activities ?

· Any positions of responsibility ?  How did you come to be….?  Why do you think you were selected ?  What is involved in the role ?  How successful were / are you ?

· Can you compare your approach to your work versus leisure activities ?  

· What risks do you see in moving to…….(Company) ?

· What do you do in your spare time ?

· How do you divide your time between your professional growth and personal growth ?  What is the nature of investments made ?

· Have you attempted to carry on your early interests ?  What prevented this ?

· What do your expect your company to do to enhance your interests ? 

· How watertight are your interests from your work ?

CHAPTER : 4 ANALYZING AN INTERVIEW

1. Once the interview is over, assess the information you have gathered.  Use this, along with a second interview if required, to help you make your final selection.

2. Recording Impressions: 

After conducting several interviews, they may all begin to blur into each other.  Make memory-jogging notes as soon as a candidate has left the room so that you will be able to distinguish the characteristics of one applicant from those of another.

3.  Noting Your Instincts: 

Instincts are a powerful and useful tool and should not be ignored. They are backed by years of subconsciously extracting and compiling information from experience, and provide valid pointers to individual characters. Always note your first impressions of every candidate, because at that point your instincts will be working overtime. Although first impressions rely heavily on a candidate’s appearance and manner, ask yourself whether you have retained strong impressions about them. Which aspect of the candidate were you impressed with?   About 55% of our first impressions of a person are formed by their appearance, 38% by the way they speak, and a mere 7% by the words they use. 

4. Making a Short List:

Once you have recorded your impressions of each candidate, draw up a shortlist of people to call for second interview.  Ideally the shortlist should contain the names of between three and six people that you would like to consider further for the job.

4.1 Checking Your Notes:

Read through all your notes again – both those that you took during the interview and the impressions and recollections that you jotted down after the candidate had left.  Use different colored markers to underline comments about aspects of the candidate’s skills and personality.  For example, use blue for computer skills, green for relevant experience, and red for personality traits.  This will give you an overall impression of each candidate’s strengths and weaknesses.  Rate all the candidates in this manner, and select the leading ones for further consideration.

4.2 Evaluating Candidates: 

Now you need to evaluate the candidates against your ideal candidate.  To do this, take a blank matching sheet and divide your criteria into those that the candidate must have and those that would be a welcome bonus.  Then use the matching sheets that you have prepared for each candidate in order to see which candidates possess the “must-have” qualities. 

A Sample Matching Sheet
	Candidate Name: Sagarika Srikanth

Interview Date :20th Aug

	Criteria for Job
	
	Candidate’s Experience and Skills

	Excellent Interpersonal Skills

Good Design & Analysis

Excellent Project Management Skills

Experience in Managing Clients
	





x
	Supervised a team of 7 people for 18 months.

Has designed & analysed relevant applications.

Managed 3 major projects covering the full life cycle.

Adroit handling of tough clients – bagged repeat orders




Eliminate the rest.  Look through the remaining list and see how many of the “bonus” qualities each candidate possesses.  Weigh these (optional) qualities according to their importance for the vacancy, and come up with a ranking of the most suitable candidates.

4.3 Short Listing the Candidates:  When you have ranked all the suitable candidates, create the shortlist by selecting the top five or six.  Keep the shortlist short – it should consist only of those candidates whom you are going to call for a second interview, and lengthening it wastes time and resources.  Use the shortlist, along with a brief summary of each candidate’s main relevant qualities, to show to any other interviewers or senior management, or put it on file after selection for reference when further recruits are needed.
Decide whether to check candidate references at this point or after the second interview.  This may be a long process, but is worth doing early – it is very annoying to settle on your final choice only to find that they have a poor track record.  Always ask the candidates before you contact their referees ; some referees may be current employers, and contact could compromise the candidate’s job.

5.Matching an Applicant to a Job:

5.1 A subsequent interview may be your last chance to decide which candidate is right for the position.  It is important to get the most out of all interviews so that you can compare candidates. Consider conducting a test using a real task to check their skills.

5.2 Holding Subsequent Interviews: Remember that you are looking for someone to be effective in a specific job.  It is important that you match the abilities of the candidate to the requirements of the job.  If you decide to test interviewees, consider carefully which aspects of the job to test them on, and try to make the test as close to a real work task as possible.

5.3 Checking References:   If you are checking a candidate’s references at this stage, prepare a list of questions to ask the referees – for example, questions about the candidate’s time-keeping and their ability to meet deadlines.  Firstly, follow up on work-related references, and make sure they are recent.  Check how long the referee has known the applicant, and in what capacity.  Follow up written references with verbal ones to discuss the applicant’s strengths and weaknesses in greater detail.  Check with the referees on the candidate’s interests outside work.  What does the declared “charity work” actually involve ?  Is it real commitment ?  How much time does it take up ?  Ask candidates for the best time to contact referees. 

6. Dealing with Unsuccessful Applicants:

6.1 Always notify unsuccessful applicants as soon as possible, especially if they have been short-listed.  If they are curious to know why they have been rejected, it is helpful to give them constructive feedback that might assist them in their future job-hunting.

6.2 Rejecting In Writing: It is a matter of courtesy to write to every rejected candidate, letting them know of your decision.  Be polite and succinct, thanking each candidate for their interest in the post, and explaining, in general terms, why they were unsuccessful in the application.  At this late stage in the recruitment process, the numbers of candidates concerned will not be vast, so try to write individual letters.

6.3  Keeping Details On File : After checking that they are agreeable, keep the details of all relevant job applicants on file.  If you have already started a database of such applicants, update it in the light of your interviews.  If appropriate, make your colleagues aware of any particularly promising candidates that you have rejected for a post.

6.4 Responding To Queries: If you receive calls from rejected candidates who would like to know why you have turned them down, always give a reason.  Do not be evasive or put them off by saying you will ring them back.  Deal with them honestly, there and then, as any information and advice that you can give about their performance may be of use to them in their next interview.  If the first impression you had of someone was that they looked unkempt, pass that message on, but couch it in polite terms : “Your appearance could benefit from a little attention”, is less offensive than “You looked disheveled”.

6.5 Letting Down Rejected Candidates Lightly: Always be polite and constructive when rejecting candidates, either verbally or by letter.  Introduce a reassuring phrase or two to soften the blow, but never make feeble excuses Viz:

· “Your lack of competency in Applications is a drawback, since we expect ERP  to become an important area of our business”.

· “You have considerable talents ; we would like to keep in touch in case something else comes up”.

· “We feel that the job needs more line management experience than you are yet able to bring to it”.

· “We have offered the job to a person with a perfect match of skills.  You were the next contender”.

CHAPTER 5 : PANEL INTERVIEW

The Panel Interview is a type of Interview, in which a panel of interviewers interview a candidate. This is a more formal style of interview and is strengthened by a spirit of team spirit. A Panel interview is like an orchestra – Each panel member must seamlessly integrate into the interview process so that the candidate is not confused, not pressurized. Panel Interviews are notoriously unreliable, since very rarely do panelists award equal grading of parameters to candidates and marred by internal politics and hidden agenda. A panel interview normally is used to the minimum as it is very difficult to have focussed team of panelists, apart making them stick to their agreed roles.   However, Panel Interviews have their own merits and following guidelines may lead to a successful panel interview:

· Selecting the Lead Interviewer who will open, moderate, orchestrate and close down the interview.

· Panelists to agree their roles and structure and stick to them.

· Panel members should not interrupt.

· Panel Members should not help the candidate.

· When one interviewer is speaking, the others listen, take notes and observe non – verbal behavior. 

· All members follow up at the end of the session.

As an example, to interview a candidate for the post of a A.M. in Technology Execution, the panel could consist of BUH, Manager / GM – QAG, HOO / Manager -HRD 

CHAPTER 6: MANAGEMENT INTERVIEW

1. When interviewing candidates for the post of Managers, attention to following key aspects need to be bestowed: 

· Less emphasis on background,  perhaps fifty percent concerned with present or most recent roles.

· The candidate should be asked about his aspirations prior to description of the job role and career path.

· Easy for candidates to obscure their track record and what they have achieved with jargon and exaggeration.

· As with all interviews,  judgements must be based on agreed criteria / critical attributes for the job.

· Criteria can be generic or specific to the job role and may be weighted.

· Where there are a number of internal candidates a presentation based on how they would undertake the role should be devised.  Questions should be prepared before hand against the criteria.

· This will provide a basis for comparison and objective development related feedback. 

2.  On Roles & Responsibilities: 

· Job titles can be misleading.

· M.B.O is a useful starting point : What do you do ?  Why ?

E.g. What are the main areas of your job?

What are the principal task that you do personally ?

· How do you divide your time ?

· This should lead to an examination of :

· Performance criteria, targets, objectives or priorities

· Ratios, performance ratings, informal reviews.

3. On Organization Structures  

Obtain organization structure of the company where candidate is presently employed.

Probe implication of the structure – pressure points :

· ‘Assistant to’ or ‘ deputy’ jobs

· One to one reporting relationships

· Number of status levels and shape of the organization 

· Boundary points

· Jobs which themselves are boundary jobs (often staff roles)

4. What is the general context of the job

· The health of the Organization

· Organization reputation

· Job history

· Ability and expectations of these associated with the job 

5.  On Candidate’s Role Perception

· Focus of relationships ;- up, down or with colleagues 

· Time perspective

· Breadth of perception of the job relative to the total organisation

· Perceived freedom to act

· Concept of how the candidate is able to influence events.  What ‘model’ does he have of his part of the Organisation.

6. On Candidate’s Managerial Skills

· How results are achieved and how the candidate handles the processes of management such as :

· Setting objectives, targets and priorities

· Making decisions either alone or in groups

· Resolving conflict – internally or externally

· Monitoring and controlling their own work and that of subordinates

· Developing themselves and helping those who work for them to develop

· Handling communication and consultation

· Motivating others

· Influencing others through reports presentations and committee meetings.
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