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INTERVIEWING SKILLS NOTE PAD

	
[image: image1.emf]Course Objectives

•

List four types of interviews and give 

examples.

•

Describe the communication processes 

utilized during interviews.

•

Plan, structure, conduct and critique an 

interview.


	Your Notes:

	
[image: image2.emf]Definition of Communication

Reciprocal sharing with individuals 

of written, oral and non-verbal 

information according to a common 

set of rules. 


	Your Notes:


	
[image: image3.emf]Definition of an Interview

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.


	Your Notes:

	
[image: image4.emf]Interview Types in FEMA Field  Operations

Feedback, follow-up, 

appreciation.

Reasons for leaving, 

perceptions of 

agency or 

program.

Explore reasons for 

leaving job, 

program.

Exit

Possible solutions, 

support.

Nature and source of 

problems.

Listen to and 

understand 

problems.

Conferring/

Advising

Feedback, referrals, 

follow-up, plans.

Feedback, needs, 

goals, 

descriptions.

Evaluate or assess 

performance or 

situation.

Appraisal

Job description, 

company culture, 

working conditions.

Education, 

experience, 

motivation, 

personality.

Select best person for 

the job and best 

for the company.

Selection

Giving Information

Getting 

Information

Objective

Interview 

Type



	Your Notes


	
[image: image5.emf]Planning an Interview

• Objectives and Purpose

• Scheduling/Duration

• Environment

• Process



	Your Notes:

	
[image: image6.emf]Exchanging Information

•

Get

information about education, 

experience, situation, needs, reasons.

•

Give

information about job, resources, 

expectations, process, solutions.


	Your Notes: 
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• Open

• Closed

• Leading

• Hypothetical

• Probing



	Your Notes:

	
[image: image8.emf]Key Listening Elements

• Listen

• Confirm

• Probe

• Understand


	Your Notes:

	
[image: image9.emf]Note Taking

1. Listen with out taking notes

2. Test your accuracy

1. Listen while taking notes

2. Test your accuracy


	Your Notes:

	
[image: image10.emf]Conducting an Interview

• One employment interview.

• One applicant assistance interview.

• Prepare in groups. 

• Use class notes and handouts.

• “Interviewees” will work together.

• “Interviewers” will work together. 

• Conduct interviews.

• Debrief.


	Your Notes:

	
[image: image11.emf]Points to remember

Interviews:

• have a purpose.

• require planning.

• give and  get valuable information.

• Include questioning and listening 

techniques.

• are incomplete without analysis.


	

	
[image: image12.emf]Course Objectives

•

List four types of interviews and give 

examples.

•

Describe the communication processes 

utilized during interviews.

•

Plan, structure, conduct and critique an 

interview.


	

	“What I Learned About Interviewing”
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Interview Types in FEMA Field Operations



		Interview Type		Objective		Getting Information		Giving Information

		Selection		Select best person for the job and best for the company.		Education, experience, motivation, personality.		Job description, company culture, working conditions.

		Appraisal		Evaluate or assess performance or situation.		Feedback, needs, goals, descriptions.		Feedback, referrals, follow-up, plans.

		Conferring/Advising		Listen to and understand problems.		Nature and source of problems.		Possible solutions, support.

		Exit		Explore reasons for leaving job, program.		Reasons for leaving, perceptions of agency or program.		Feedback, follow-up, appreciation.
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Course Objectives

		List four types of interviews and give examples.





		Describe the communication processes utilized during interviews.





		Plan, structure, conduct and critique an interview.










