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PRE-SCREENING

The goal of pre-screening is to reduce the amount of time Hiring Managers spend selecting new employees and to ensure that we hire the highest quality candidates, thereby reducing turnover and increasing productivity.  The following pre-screening steps will assist in narrowing the pool.

	REVIEW THE RESUME/APPLICATION

In this review, you may eliminate some candidates. In addition, you should generate some topics to ask about
during the interview.

1. Scan the resume/application:
· Is it neat, clear and to the point?
· Is it pleasing to the eye, did the author pay attention to details?
· Is the spelling accurate, and the punctuation correct?

2. Check for gaps in employment:
· Is the data on the resume/application old?
· Are there sensible explanations for some date variations in work history (i.e., education)?

3. Look for consistency in tenure of employment:
· Does the candidate have a history of frequently changing jobs?

4. Identify general accomplishments:
· Does it appear that the candidate has a good skill match with the basic requirements of our position?

5. Review progression in work history:
· Does the individual have a pattern of increasing responsibility?
· How quickly did they advance in their last position?
· Has the candidate received recognition from their previous or past employers?

TELEPHONE SCREENING

In many cases, an interview will take place immediately following a successful assessment. However, in some cases a telephone call may be used to help determine if the candidates’ qualifications, experience and interests are a close enough match to warrant taking the selection process to a formal interview. Also, a well-executed telephone interview can help to motivate the candidate to want to pursue a position with the company.  In the 15 -30 minute telephone conversation, you will want to ask questions to determine such things as: 

· Interest in pursuing the opportunity
· related experience and interests for their next opportunity
· current salary and salary expectations

In addition, this is a good opportunity to briefly assess the candidate’s communication skills and their ability to sell themselves.




TIPS FOR EFFECTIVE SHORT TELEPHONE INTERVIEWS

1. Before calling, prepare for the interview.
Write down your questions to give some structure to the conversation (see ideas for question topics in the bullet points listed above).

2. Call the candidate at home if possible.
You do not want to compromise their present position. So, if you do contact them at their work site, use the call to schedule a time/place where you can call back and they can speak freely.   If calling a candidate at work, always start the conversation with an introduction and ask the candidate if they are able to talk.  

3. Protect the confidentiality of the candidate.
Even if you call them at home, give out information only to the candidate. A spouse or relative may not know the candidate is looking for a new position.

4. Establish the purpose of the call.
Let the candidate know you are calling to ask a few basic questions to determine those who meet the qualifications and those that are interested will be invited for an interview.  

5. Establish good rapport.
Establish the correct pronunciation of the candidate’s name as early as possible; find something positive on the resume to comment on.

INTERVIEW

If there is sufficient mutual interest after the proceeding steps, schedule the interview and let the candidate know what to expect when they arrive for an interview.  In many cases, the interview will take place immediately following the assessment.  In-depth interviews can be the most costly part of the hiring process because of the cost of the time for Hiring Managers and HR to conduct the interviews. Therefore only candidates who have passed through the above steps move to this step in the selection process.

TIPS FOR EFFECTIVE INTERVIEWING

· Have the candidate complete an employment application and any assessments prior to interviewing so you have as much information as possible to discuss during the interview. 
· Do not allow a candidate to wait in the office to be interviewed for long periods of time. 
· Ask the same questions to each candidate interviewing for the same position. 
· If you determine the candidate does not meet your qualifications soon into the interview, do not dismiss the candidate.  Continue the interview in a shortened version as a “courtesy interview” since the candidate did take time out of their schedule to meet with you. 
· End the interview by telling the candidate what to expect as the next step. 

NOTE TAKING

Memory can not be trusted. Many studies show that inattentiveness, bias, wishful thinking and the natural process of forgetting can change or weaken our recall. Therefore, it is a good idea to record your interview observations, which will help later when evaluating the candidate. Some note taking suggestions include:

· Tell the candidate you will be taking notes throughout the interview so that you are sure to remember their responses.
· If something negative or critical comes up, don’t grab your pencil and start writing immediately. Wait a moment and then write it.
· Write down observations and facts - not interpretations. Write down what you see and hear not what you think it means.
· Develop your own shorthand and abbreviations.
· Do not write anything on the resume. Comments written on the resume can be misinterpreted as being discriminatory.

LEGAL GUIDELINES FOR INTERVIEW QUESTIONS

A good rule of thumb is as long as you concentrate on the requirements of the position, you will be OK. Questions asking about age, national origin, gender, martial status, race and disability WILL NOT be discussed with a candidate. See the Guidelines below for examples of acceptable and unacceptable questions.


	
CATEGORY

	
UNACCEPTABLE QUESTIONS
	
ACCEPTABLE QUESTIONS

	Name
	What was your maiden name?
	Have you ever used another name (used to help us check on your work and educational records)?


	Age
	What is your date of birth?
	Are you over 18 years of age? or If under 18, can you, after employment, submit a work permit?


	Citizenship
	Are you a United States citizen? or Where were you born?
	Can you, after employment, provide verification of your legal right to work in the US?


	Sex, Family, Marital Status
	Are you married? or Do you have children? or How will you handle child care?
	This shift required attendance from 5 PM to 2:00 AM, is there any reason you would not be able to work those hours?


	Race
	Any question that asks about or refers to a candidates race, color or appearance (i.e., questions regarding color of skin, eyes,  hair)

	

	Physical or Mental Condition or Disability
	Do you have any physical disabilities or handicaps? or Have you ever received workers’ compensation?
	Can you perform the essential functions of the job for which you are applying, with or without reasonable accommodation?


	Religion
	What religious holidays do you celebrate? or Does your religion prevent you from working weekends or holidays?

	Can you work the stated days, hours and/or shifts required for this position?

	Arrest, Criminal Record
	Have you ever been arrested?
	Have you ever been convicted of a crime? A conviction will not necessarily disqualify you from employment. (Do not include any marijuana-related convictions dated more than two years ago.)
















INTERVIEW QUESTIONS 

COMMUNICATION

Tell me about a time when you misunderstood what a customer/supervisor/co-worker told you?

· What was the situation?
· What did you do?
· What was the outcome?

Describe the last time you had to tell your boss about something unusual you encountered during the day.

· What was the situation?
· What did you say to your boss?
· What was the outcome?

Give me an example of a time when you were able to successfully communicate or work with another person, even when that individual may not have personally liked you.

ANALYSIS/PROBLEM-SOLVING


Tell me the last time you had to alter what you were doing mid-day to accommodate new changes/information.

· How did this impact you day/schedule?
· Who else did this affect?
· What alternatives did you consider?

Tell me about a time that you had to resolve a customer complaint “on the spot.”

· What was the situation?
· What action did you take?
· What was the outcome?
· What was the customer response?

Tell me about a time when you had a customer complaint that you didn’t know what do to.

· What was the situation?
· What action did you take?
· What was the outcome?
· What was the customer response?

TIME MANAGEMENT

Tell me about an experience you’ve had in scheduling your day that required more than could be accomplished in a day.

· What alternatives did you consider?
· What was the outcome?

You have a customer hold you up for thirty minutes; tell me how you will make up your time to meet the schedule for the balance of the day.

· What alternatives did you consider?
· Describe the challenges you will face.

CUSTOMER FOCUS

Tell me about a time when you had to go above and beyond to satisfy a customer.

· What was the situation?
· What action did you take?
· What was the outcome?
· What was the customer response?

Tell me about a time when you had a conflict with a customer that turned out badly.

· What was the situation?
· What action did you take?
· What was the outcome?
· What was the customer response?

Describe a time in which you felt it was necessary to modify or change your actions in order to respond to the needs of a customer.

ABILITY TO WORK INDEPENDENTLY

	Tell me about a situation in which you had to work without close supervision.

· Did you have to make any independent decisions while working without close supervision?
· What were some of the circumstances?
· What action did you take under these circumstances?

Describe the last important decision you made while working without close supervision.

· What action did you have to take?
· Did your supervisor agree with your decision/action when you reported it?
· What was the outcome?

TEAMWORK

Tell me about the last time that your team/group was successful in accomplishing its goal.

· What was the goal?
· What was your specific contribution to the team that helped the team reach that goal?

What did you do in your last job to contribute toward a teamwork environment? 

INITIATIVE

What steps have you taken to improve your skills or performance?

Describe a situation in which you saw a problem and took action to correct it rather than waiting for someone else to do so.

What do you do in your job that sets you apart from the people you work with?

Describe an accomplishment that you are particularly proud of; how did you accomplish it?

INTEGRITY 

Has your manager/supervisor ever asked you to do something that you didn’t think was appropriate? What did you do?

Have you ever seen a fellow employee do something you thought was unethical or dishonest? What did you do?

Have you ever accidentally promised more than you knew you could deliver? What happened?  How did you handle it?

Sometimes strict organizational policies make it difficult to get our work done.  Can you think of a time when you had to bend a rule to get your work done more efficiently?

SAFETY AWARENESS 

Describe an accident or near miss that you’ve had; how did it happen?

Have you ever noticed a task being performed unsafely or an unsafe condition at work? What did you do?

Have you ever had to take short cuts to get a job done? What did you do to ensure safety while you did this?

WORK STANDARDS 

Have you ever disagreed with a supervisor’s evaluation? What was the reason? What did you do?

How do you know when you are doing a good job?

Describe a time in which you were particularly pleased with your performance; Why were you pleased?

Describe a time in which you were particularly displeased with your performance; Why were you displeased?

Describe a situation in which you found your results were not up to your manager’s or company expectations; What happened? What action did you take?






























ADDITIONAL INTERVIEW QUESTIONS


· Describe a time in which you were faced with problems and/or stresses that tested your coping skills.  What did you do?

·  Describe the most significant presentation you have made.

· Give an example of a time in which you had to keep from speaking or not finish a task because you did not have enough information to come to a good decision.

· Give me an example of a time when you were able to successfully communicate or work with another person, even when that individual may not have personally liked you.

· Describe a situation in which you were able to effectively “read” another person and guide your actions by your understanding of their individuals needs or values.

· Describe your experience both delegating and as a hands-on manager.

· Tell me about the time you were most effective in understanding the relationship between two seemingly unrelated problems and developing a solution that benefited your organization.

· Describe the most effective and comprehensive plan you developed to achieve a strategic objective.

· Describe the most significant project you have undertaken where it was important to keep track of the little details while managing the big picture.

· Tell me about the time when your work was most hectic and how you managed to keep things under control.

· Describe the situation that required your most effective use of written communication.

· Describe a time you had difficulty communicating your thoughts clearly to a person or group.

· Tell me about the last time that your understanding of another person’s motives helped you deliver the best service.

· Tell me about the last time that you voiced a concern or disagreement to a subordinate, co-worker or supervisor.

· Tell me about the time you most went out of your way to develop a solid working relationship with another person on the job.

· Tell me about the last situation in which you had to coordinate several people to achieve a goal.

· Tell me about the most significant project or assignment that you successfully completed even though it was very difficult to do so.

· Describe the most recent situation in which you discovered a problem on your own and took the initiative to resolve it.

· Tell me about the time that you were most effective in putting your technical expertise to use to solve a business problem.

· What did you do in your last job to contribute toward a teamwork environment? Be specific.
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