Steps in conducting an interview

1. Ensure you are prepared – Read applications/resumes thoroughly and make notes of points you may want to clarify during the interview, such as asking for more detail on specific aspects of their experience, time gaps in their resume, etc.  Have interview questions ready.  Make sure each interviewer is clear about their role and responsibilities.
2. Prepare the interview room – Arrange furniture to create comfortable, non-confrontational environment.  Provide water.
3. Make appropriate introductions – Provide basic information about interviewers’ job titles and relationship to position being interviewed for.
4. Actively build rapport – Make small talk, ask about the interviewee – did they have difficulty finding the place, are they ready to start the interview immediately, or would they like to use the restrooms first, etc.  Focus on their individual needs.  Use positive body language and facial expressions, maintain good eye contact, mirror gestures and emotions.  Repeat key phrases back to them and/or paraphrase the important points from what they say to demonstrate active listening.
5. Explain the format of the interview and what you need from them – specific examples of actual responses to real situations.

6. Ask lead questions and listen actively to answers, paying attention to red flags.  Again, use active listening techniques - reflecting, paraphrasing, summarizing, silence with non-verbal gestures.
7. Follow-up with probing questions until you have the information you need to understand the situation, tasks and actions and results.  Clarify red flags as they arise.

8. Offer interviewee the chance to ask you questions.

9. Wrap up with ‘thank you’ and clear explanation of next steps and time frame where possible.  Ensure the interviewee knows how to get out of the building/off the campus.  Arrange escort to door, if necessary.  Close the interaction showing respect for the interviewee and consideration for their needs.
Note – interviews are an opportunity to model the behaviors you want future employees to demonstrate and thereby set clear expectations of the standards of behavior the organization requires.  Unless the interviewer practices what s/he preaches, the interviewee will get mixed messages about what is expected.  Actions speak louder than words!
