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The ultimate goal of a job interview is to hire and keep a good worker.  If you ask the proper questions, it is more likely you will be able to select a candidate appropriate for the job.  Without developing good interviewing skills, you may end up hiring an individual who isn’t the right fit for the position or for your company.
SELECTING THE PROPER CANDIDATE

In a challenging economy there is an overabundance of job seekers, most of them over or mis-qualified, not containing the skills necessary for the position you have to fill.  You have to know how to distinguish between those who simply want the job; any job, and the perfect candidate that can get the job done that you have to offer.

Many employers go about the process informally, making casual conversation and shooting from the hip.  This haphazard method will produce varied results, and make it difficult to compare the performance of multiple candidates.  You are tempted to hire the person you liked the best, or found it easiest to talk to, rather than the most qualified candidate.  

LISTEN MORE THAN YOU TALK

Other employers do the majority of the talking, expounding about the position, the company, providing excessive information that the candidate may appreciate, but giving little opportunity for the candidates to express themselves and demonstrate their true qualifications or talents to enable a productive accurate hiring process.  

The time and cost one invests in hiring and training a new hire is usually substantial, so to hire the wrong person and have to repeat the process can significantly drain the resources and tax the patience of the employer, as well has have a negative impact on co-workers and the company’s bottom line.  It is therefore wise to follow a few simple guidelines to provide a better chance for making the right hiring decisions on the first attempt.

START WITH THE JOB DESCRIPTION

A written job description is a key to establishing the requirements and skills necessary for the position.  It can be a simple list of bullet points or a more formal comprehensive list of all of the duties expected from this person.  Spelling out the particulars will assure that expectations of the employer and employee are aligned properly.  If the new hire is part of a team, seek input from those co-workers to assure all the bases are covered in the description of the position.  Make sure that there is a mutual consensus of agreement as to the objective(s) of the position and as to just what the job entails.  Don’t sugar coat the duties if there are clerical or mundane tasks involved.  Conversely, if certain skills or experience are necessary, state the facts clearly.  Cover the key elements of that job description in advertising for the position. 
PRELIMINARY PHONE INTERVIEW

It is good practice to have a brief preliminary interview over the phone prior to setting up the face-to-face interview.  Much can be learned about the candidate’s ability to articulate, and some of the basic details of whether the candidate is immediately available for hire, their salary expectations, and other clarification of key factors that might not be clear in their resume or application can be verified.  It is not productive to go through the interview process only to learn the candidate’s salary requirements, technical experience or other specifics are nowhere near what you need or are offering.   

CHECK OUT CANDIDATE ON-LINE

Read and review the candidate’s paperwork and background information before the interview.   Check the candidate’s references, or job performance via colleagues or mutual contacts that might exist.  Use Google or other search engine to potentially learn more about the individual.  Many employers find web pages such as Facebook and Linked In are a good source of additional insight into the potential candidate as well.

A written list of questions is important to have and use in the hiring process.  Ask open-ended questions that might elicit more detailed responses and require the candidate to talk more about themselves.  Ask a good mix of questions that will give insight into behavior, elicit opinion, demonstrate experience, and reveal background.  Be consistent in the process when interviewing multiple candidates to better enable comparing “apples to apples” in making the hiring selection.   

SUGGESTED OPEN-ENDED QUESTIONS

Below is a list of some appropriate questions to incorporate into an interview:

· How would you describe yourself?

· What are your strengths/weaknesses?

· What did you like the most/least about your last job/client?

· Why should I select you for this position?

· Tell me more about (a specific project) described in your resume/website.

· Tell me about a time you worked as part of a team.

· Are you at your best in the a.m. or p.m.?

· Is there anything else I should know about you/your working style?

· What motivates you?

· What do you know about this company?  What do you bring to the table?

· Describe your ideal working situation.

· What are your short term/long term goals?

· If you are hired for this job/assignment, what is the first thing you will do?

HONOR YOUR INSTINCTS
Listen to your instincts.  If the candidate seems too good to be true or seems to lack some of the skills you feel our needed, be honest with yourself as you assess the meeting.  Be aware that some people are very proficient at telling you what you want to hear.  Many gullible employers are swayed by the candidate’s ability to create a glowing picture of him/herself.  A job hopper or someone who has been in the job market repeatedly or for some time may have the interviewing process down to a science of self promotion.  Conversely, recognize that a candidate who has held the same job for many years or does technical work that doesn’t involve sales or public contact may be nervous or not come across as a good conversationalist in the interview, yet by well suited as a great and reliable candidate. 

TEST TECHNICAL SKILLS
 If the job involves technical knowledge or specific skills, it is a good idea to have some technical questions or scenarios described and discussed with the candidate to help assure they have the expertise they attest to.   Have the candidate take a test of their technical knowledge, perhaps in a subsequent interview using the computer, software program, or specific equipment that is integral to the position before the final hiring decision is made.

LIMIT THE TIME SPENT
Manage your time by establishing a schedule and sticking to it.  An interview should not exceed an hour; some managers limit that first meeting to a half hour or less.  If you can tell early in the interview the candidate won’t be a good match, don’t belabor or stretch the meeting out, as no amount of conversation will change the facts to make the fit.
NARROW THE FIELD
After narrowing your search process, it is a good idea to revisit the top two or three candidates for a second interview, with more detailed technical questions, perhaps include a senior member of the company, or one or two co-workers to get added perspective and confirmation that you are making the right decision.   

FINALLY-- THE JOB OFFER

Whether you make the offer and agree to the details of hiring in person or over the phone, it is appropriate to solidify the terms in a written letter format to avoid any later misunderstanding.  The job description you provided earlier in the process can be incorporated or a written employment agreement used as preferred.  One hopes that the framework established through this efficient hiring process will lead to a fruitful and mutually agreeable employment relationship.
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