
 

 

JOB INTERVIEW GUIDE 
 
The Job Interview should be an exchange of information about the essential functions of the role for 
which you are seeking applicants. This is also a great time to introduce applicants to your corporate 
mission, vision, and values. While it’s important to get to know applicants to ensure they are a fit for 
your internal and external teams, it’s very important that the interview process focus primarily on 
whether or not the applicant has the knowledge, skills, and abilities necessary to perform the duties of 
the role for which you are seeking candidates.  
  
PURPOSE OF THE INTERVIEW  

1. To thoroughly outline the open role for the applicant, focusing on the knowledge skills and 
abilities required for the position. We highly recommend you have the job description 
prepared, and that you go over this in depth with the applicant 

2. To help the applicant understand the day-to-day activities and essential functions required 
for the role 

3. To gain additional information from the applicant about the knowledge, skills and abilities 
listed on their resume 

4. To speak in detail with the applicant about their skills and experience 
5. To engage the applicant in a conversation about your culture, mission and values, and to ask 

behavioral-based questions of the applicant to gauge whether or not they would be a good 
cultural fit for the role 

 
OVERALL GUIDELINES 

1. Choose an appropriate time and place. A private office with a casual setting is ideal. It’s 
important that the applicant is comfortable so they are able to effectively answer your 
questions and provide details about their background and experience. 

2. Allow adequate time. Although a selection interview should be allotted as much time as 
necessary, the typical interview lasts approximately 30 - 45 minutes. 

3. Pre-plan the interview with specific objectives and the questions you want to ask. We 
recommend you plan your questions according to the essential functions of the position 
listed in the job description. 

4. Ask effective questions based on the role for which you are seeking applicants. Remember, 
it’s important to focus on whether or not they can perform the essential functions of the 
role, and whether or not they have the knowledge, skills, and abilities necessary to perform 
the essential functions.  

5. Listen and ask questions. Don’t be afraid to ask follow-up questions if you did not fully 
understand something the applicant has said.  

6. When the interview is concluded, thank the applicant for their time. Recognize every 
employment interview, whether you hire the person or not, as a public relations 
opportunity. 

7. Use separate sheet of paper to make notes. Do not write on application or resume.  
8. Make sure the applicant has your contact information so they can follow-up with you 

should they have additional questions, and so that they can send a thank-you note. 



 

 

INTERVIEW LISTENING  
Real listening goes far beyond hearing, particularly in an interview. When we hear, we are merely taking 
in information; however, when we listen we are actively involved in the process of comprehending.  
  
It’s ok to ask for clarification. Often an applicant will generalize or only give you part of a story. Encourage 
the applicant to explain and give complete information. How can we help the candidate clarify the 
information?  
 

• Ask for examples of the situation 
• Request evidence for the information 
• Query the applicant's reasons for his/her statements  
• Probe for more substantial information.  
• Examples are:  

o "Tell me more about...?”  
o "What led you to that conclusion?"  
o "What else might support this?"  

 
REFLECT THE APPLICANT'S INFORMATION  
To help you gain insight into the candidate's information, you can mirror the information given. How can 
we effectively mirror what the applicant has told us?  
 

• Tell the applicant what you think they are trying to say: 
o Ask the person if what you've said is correct.  

• Listen for the person's support or further explanation: 
o Examples are: "If I understand you correctly, you feel you were unable to do both jobs?"  

• Improving your own technique: 
o Listen carefully throughout the interview, and don't interrupt. It may take time for an 

applicant to formulate their response.  
• Silence: 

o Sometimes, candidates may seem to run out of things to say...yet you want them to 
continue. Try letting the silence build up for a few moments. Be patient and relaxed, 
allowing the applicant to answer your questions comfortably. 

• Level of Language: 
o Use language candidates will understand. Avoid using excessive industry or internal 

jargon.  
• Note Taking: 

o Do take notes. Abbreviated notes will do. You should review your notes after the 
interview and organize them to reflect the strengths and weaknesses of this particular 
candidate and make them a permanent part of the applicant's file.  

 
FREQUENT INTERVIEW ERRORS TO AVOID 

• Halo Effect: The interviewer permits one or two favorable traits of a candidate such as a 
good appearance or an ability for self-expression to bias the interviewer's judgment 
favorably on entirely unrelated traits.  



 

 
Legal Disclaimer: This document is intended for informational purposes only, and does not constitute legal information or advice. This information 
and all HR Support Center materials are provided in consultation with federal and state statutes and do not encompass other regulations that 
may exist, such as local ordinances. Transmission of documents or information through the HR Support Center does not create an attorney-
client relationship. If you are seeking legal advice, you are encouraged to consult an attorney. 

• Talking too much: Sometimes, when we are interviewing, we get excited and can't resist 
the urge to tell the applicant about ideas, our experiences, and ourselves. An interviewer 
who does this will probably not obtain sufficient information to make a good selection 
decision. We learn more about candidates when they're doing the talking.  

• Failure to listen: Many times our attention is diverted from what the candidate is saying. 
Sometimes we are thinking ahead to what we are going to say next. Make sure you are 
mindfully listening and thoroughly processing what the applicant has to say. 

• Impatience: Sometimes we will interrupt before a candidate has completed a thought. This 
can deprive us of much valuable information. An interviewer sometimes terminates the 
interview before obtaining sufficient information for a sound selection decision.  

  
SUMMARY  
Don't let the tremendous amount of information presented above overwhelm you. It is only presented 
to help you develop your skills as an interviewer. Interviewing takes experience and practice. After a few 
interviews, you will have comfortably established your own technique and will have become a much 
better interviewer. The information presented here is provided to help you achieve this goal.  
 


