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INTERVIEWING SKILLS SUMMARY


Course Objectives
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Enable students to:

· Define, plan, and structure an interview.

· Use open-ended and closed-ended questions to elicit informtion.

· Recall information accurately by using listening skills.

Your Notes:

Points to Remember




· Interviews always have a purpose.

· Interviews require planning.

· Successful interviews both give and get valuable information.

· Effective questioning and listening techniques are important.

· No interview is complete without analysis.

Your Notes:

Definition of An Interview
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“An interview is a meeting of persons for discussion where there is an explicit objective to the conversation and where one party is responsible for achieving this objective.”

Janis Grummit, A Guide to Interviewing Skills, The Industrial Society, 1980

Your Notes:

Interview Types and Objectives
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· Selection Interview
· Select the person who would best fit the job.


· Appraisal Interview
· Evaluate the situation.


· Conseling Interview
· Understand problems.


· Exit Interview
· Determine reason for leaving.

Your Notes:


Give as Good as You Get!
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· Get information about education, experience, situation, needs, reasons, etc.

· Give information about job, resources, expectations, process, 
solutions, etc.
Your Notes:

Interview Planning
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Your Notes:

Step One:  Purpose/ Objective
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Determine the:

· Reason for the interview.

· Desired outcome.

· Secondary objectives, if any.

Your Notes:

Step Two:  Scheduling/ Duration
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Scheduling/Duration


Determine the:

· Date.

· Start Time.

· Expected duration.

Your Notes:

Step Three:  Environment
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Determine the:

· Suitable location.

· Supplies required.

· Equipment required.

Your Notes:

Step Four:  Process
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Determine:

· Single interview with immediate decision?

· Initial interview with referral?

· Interview with writen followup?

Your Notes:

Three Phases of An Interview
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Your Notes:

Types of Questions
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· Open

· Closed

· Leading

· Hypothetical

Probing

Your Notes:

Open Questions
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· Encourage the flow of information.

· Require more complex answers than just “yes” or “no.”

· Lead the interviewee to express emotions, attitudes and feelings.

· Generally begin with the words what, when, where, why, or how.
Your Notes:

Closed Questions
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· Control the flow of information.

· Are direct and focused.

· Call for straight and simple answers.
Your Notes:

Leading Questions
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· Are directive.

· May indicate the preferred answer.

· Are effective in confirming agreement.

· Are of limited use in obtaining information.
Your Notes:

Hypothetical Questions
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· Pose a “What If . . .” scenario.

· Can be useful in analyzing attitudes, knowledge and reactions.

Useful in speculative or creative thinking.
Your Notes:

Probing Questions

[image: image17.wmf]
· Followup and obtain more detail.

· Draw out additional informtion.

Aim for depth rather than breadth.

Your Notes:

Effective Listening
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Your Notes:

Four Key Elements of Effective Listening
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· Hear the Message—LISTEN

· Interpret the Message—CONFIRM

· Evaluate the Message—PROBE

Respond to the Message—UNDERSTAND

Your Notes:

Confirming What You Hear
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· Listen
· Summarize the themes mentally.
· Restate in your own words the main points.
· Do not parrot back the exact same words that you heard.
Do not say . . . “I understand your situation.”  State what you understand about the sitatuion.
Your Notes:

Taking Notes
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DO’s

· Write clearly.

· Record important 
facts or key words.

· Develop your 
own shorthand.

· Keep notes brief.
Your Notes:
DONT’s
· Don’t trust your memory.

· Don’t write down every word.

Don’t mix facts with opinions.
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