Interview Tips

1. Basic Steps to an Effective Interview

· Plan and prepare

· Present a positive impression and use a cordial opening

· Complete job-related data gathering and information giving

· Effectively close the conversation (Remember: the interview isn’t over until you and the candidate have parted!!!)

2. Areas of Questioning to be Avoided. . . . .

· Age/date of birth

· Race

· Religious preference

· Marital status

· Children (how many, child care arrangements, plans for children, ages of children)

· Sexual orientation

· Credit record

· Arrest record

· History of convictions (unless a felony conviction is revealed on the employment application)

· Physical data (height/weight)

· Country of origin or birthplace

· Citizenship

· Housing (rent/own)

· Clubs, societies or lodge memberships

· Any history or record of disability or medical condition including the existence or severity of any particular disability

· Type of reasonable accommodation which would be necessary in light of a disability

3. Sample Interview Questions

· Work Experience

-  What are your major responsibilities?

-  How is most of your time on the job spent?

-  How is the job we are discussing similar to other jobs you have had?

· Job/Career Objectives

-  Why are you seeking a job change?

-  What are some elements of a job that are important to you?

· Interpersonal Skills/Self Image

-  How would your present supervisor describe you?

-  What qualities make you the best candidate for this job?

