	Interview Technique

Conducting Interviews & Being Interviewed


	

	INteview Structure

Planning

· Determine the purpose

· Learn as much about the interviewee in advance – CV

· ID the type of response being sought

· Determine the structure formal/informal

· Select appropriate setting – free of distraction

Establishing Rapport 

· Reduce tension

· An agreeable relationship

· Be gracious and courteous

· Small talk

State the Purpose

Make sure the purpose is clear to the interviewee

State the obvious

Asking Questions

Typical Interview Questions

· Where do you want to be 5 years from now in your career?
· Tell us about yourself.
· What is your greatest weakness?
· How do you handle stress?
· How do you deal with difficult people?
Open Questions

· free response

· broad in scope

· interviewee decides the type and quantity of information

· requires a sentence/phrase answer

Examples:

Highly Open

· Tell me about yourself?

· What are you seeking in a career?

· Tell me about the country music scene?

Restricted Open

· What do you like about your present job?

· Tell me how you think the problem developed?

· Why did you apply for this job?

Advantages of Open Ended 

· Interviewer gets greater observation

· Viewed as non threatening – seen to be easier to answer

· Suggests the interviewer is interested.

· Can give the interviewee enough rope to “hang” themselves.

Disadvantages of Open Ended

· Take more time

· Difficult to quantify

· Lack of interview control

Closed Ended Questions

· Restrictive

· Limited response

· Limits the answer options

Examples:

· Who is Russell Crowe?

· What is your main duty in your present job?

· For what reason did you leave your job?

Highly Closed

· Do you take drugs?

· How would you rate the performance of Telstra - Excellent, Very Good, Average, Poor?

· Out of ten - rank the following brands of Cola…

Advantages of Closed Ended 

· Less interviewer training

· Less time

· Better control 

· Easier to tabulate answers

Disadvantages of Closed Ended

· Too little information

· Sometimes inhibit communication

· Doesn’t allow interviewee to add information
Neutral Questions

· Alternatives presented in a balanced fashion

· No attempt to direct the response

· Less pressure – more truthful responses

Examples

· How do you feel about work that requires considerable travelling?

· Why are you leaving the company?

· Who do you think is responsible for the problem?

· Which of the following sports do you like participating in:?
(Be careful not to put words in their mouth.)
Leading Questions

· Suggests the “right” answer

· Emotive proposition that is risky to agree or disagree with

· Reduces the openness – puts the interviewee on guard

· Rarely does the stress caused to the interviewee bear any relationship to stressful situations in the workplace.

Examples

· What do you think of the government wasting tax-payers’ money on the unemployed?

· Do you mean to tell us you don’t have any experience in this role?

· How do you like this company’s stupid policy on holidays?
· You won’t mind working night shifts will you?

Mirror Questions

· Reflects the previous answer with the aim of drawing out more information

· If the response is incomplete you may use the MIRROR to draw out more information.

Example

Interviewee

I liked my previous job. It was interesting and the pay was good, except I had problems with my boss.
Interviewer

You had problems with your boss…
probing Questions

· Unplanned

· Response to earlier answers

Example

Interviewee

In my previous job I had to assume responsibility for…
Interviewer

Exactly how did you assume responsibility?

What did you learn from that?


	

	
	


