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Blazey, M. E. & MacLeod, J. A. (1996). Competency: A basis for the selection of staff nurses. The Health Care Supervisor, June, 47-56.
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Farrell, B. M. (1986). Recruitment: The art and science of employment interviews. Personnel Journal, May, 91-94.
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Books

Adler, L. (1999) "Hire With Your Head," John Wiley & Sons, Inc., New York, NY.
Cohen, D. S.  (2001)  The Talent Edge: A Behavioral Approach to Hiring, Developing, and Keeping Top Performers.  Hoboken, New Jersey:  John Wiley & Sons.
Eder, R. W. & Harris, M. M. (Eds). (1999) The Employment Interview Handbook.  Thousand Oaks, CA:  Sage Publications.
Yate, M. (1994). Hiring the Best: A Manager’s Guide to Effective Interviewing. Holbrook, Massachusetts: Adams Media Corporation.
Videos

Get Ready! How to Prepare for a Successful Job Search. American Media Signature Series. Urbandale, IA: Provant Media. 2001.
This video provides tips on how to best prepare for a job search, including how best to present your skills, develop a skills profile and goal clarity, prepare resumes and letters, develop a network and hone your telephone skills. 24 minutes. Distribution: all VAMC libraries. 

 

Get Hired! How to Ace the Interview. American Media Signature Series. Urbandale, IA: Provant Media, 2001. 
This video outlines strategies for preparing for a Performance Based Interview. The key learning topics focus on teaching job applicants how to develop a profile of their personal characteristics and career skills to help them be better communicators during an interview. Applicants will also learn how to develop skill/benefit statements and SHARE examples, which are both key elements of a successful interview. 28 minutes. Distribution: all VAMC libraries. 

 

Interviewing: A Pain in the Gut Urbandale, IA: Provant Media, 1995. 
This video uses humor to introduce the principles of successful interviewing. Tim Conway portrays Mr. Hollis, a clumsy interviewer. He poses all the wrong questions to a long line of job applicants, thus demonstrating how not to conduct an interview. Viewers learn how to avoid Mr. Hollis’ mistakes. This video is an excellent tool to use as a meeting opener or in conjunction with Performance Based Interviewing training. 7 minutes. Distribution: VISN libraries. 

 

More Than a Gut Feeling II. American Media Signature Series. Urbandale, IA: Provant Media, 1991. 
This video outlines techniques of Performance Based Interviewing. Key teaching points include planning for an interview, building rapport with job applicants, evaluating skills, probing for examples of past behavior and contrary evidence, and effectively using listening as an interviewing skill. 28 minutes. Distribution: all VAMC libraries. 

 

You be the Judge II. American Media Signature Series. Urbandale, IA: Provant Media, 2001. This video outlines techniques for conducting legal job interviews. Key teaching points include how to ask legal questions, take objective notes, avoid discrimination, hire on the basis of job-related issues, avoid discriminatory questions on age, religion, gender and race, and use a structured interview plan. 22 minutes. Distribution: select local VAMC. 

Legal and Effective Interviewing II: The Right Questions  Coastal Video Communications Corp., Virginia Beach, VA, 1995.  This video program provides training to supervisors and managers in preparing for the interview, avoiding discrimination and lawsuits, closing and documenting the interview.  It covers such topics as setting the interview tone, the general interview format, listening techniques and more.  Distribution: select local VAMC
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Society for Industrial and Organizational Psychology, Inc.  Effective Interviews

http://siop.org/Workplace/employment%20testing/interviews.htm

U.S. Department of Labor, Employment and Training Administration (1999) Testing and Assessment:  An Employer’s Guide to Good Practices http://www.uniformguidelines.com/testassess.pdf
U.S. Equal Employment Opportunity Commission.  Discriminatory practices

http://www.eeoc.gov/abouteeo/overview_practices.html
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www.dol.gov/dol/allcfr/Title_41/Part_60-3/toc.htm.  

http://www.access.gpo.gov/nara/cfr/waisidx_03/29cfr1607_03.html

http://www.uniformguidelines.com (Most user-friendly site)
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Gifford, R., Ng, C.F., & Wilkinson, M.  (1985).  Nonverbal cues in the employment interview:  Links between applicant qualities and interviewer judgments.  Journal of Applied Psychology, 70, 720-730.
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Latham, G.P., & Saari, L.M.  (1984).  Do people do what they say?  Further studies on the situational interview.  Journal of Applied Psychology, 69, 560-573.
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Anastasi, A., & Urbina, S.  (1997).  Psychological testing (7th ed.).  Upper Saddle River, NJ: Prentice Hall.

Cascio, W.F.  (1998).  Applied psychology in human resource management (5th ed.).  Upper Saddle River, NJ: Prentice Hall.
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Kaplan, R.M., & Saccuzzo, D.P.  (1997).  Psychological testing: Principles, applications, and issues.  Pacific Grove, CA:  Brooks/Cole.
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Federal Employment

Partnership for Public Service.  The Ins and Outs of Applying for a Federal Job 
http://publicservice.monster.com/print/?article=/articles/apply/Index.asp

Partnership for Public Service How to Apply for a Federal Job
http://www.ourpublicservice.org/info-url_nocat3742/info-url_nocat_show.htm?doc_id=144503

Partnership for Public Service.  Frequently Asked Questions About Federal Jobs and Hiring
http://www.ourpublicservice.org/info-url_nocat3742/info-url_nocat_show.htm?doc_id=145557
Partnership for Public Service.  A Glossary of Government Employment Terms
http://www.ourpublicservice.org/info-url_nocat3742/info-url_nocat_show.htm?doc_id=144501

The Federal Bureau of Prisons, Department of Justice.  The KSA Handbook:  A Guide to Presenting Your Knowledge, Skills, and Abilities When Applying for Positions
http://www.bop.gov/hrmpg/ksa/hrmksahndbk.pdf 
Federal Bureau of Investigation, Department of Justice. KSA Overview

https://www.fbijobs.com/ksaoverview.asp 
Training

For VA Employees

Online training courses are available for employees at no charge through VA Learning Online (VALO).  Here are some courses that will prepare managers to give interviews and applicants for positions.  Employees may access the courses at http://www.vcampus.com/VALO/
Attracting, Developing, and Retaining Generations (Management Skills)

Behavioral Interviewing Simulation (Human Resource Management)

Building a Firm Foundation (Human Resource Management)

Conducting Effective Interviews (Human Resource Management)

Conducting the Behavioral-Based Interview (Human Resource Management)

Critical Parameters for Evaluating Candidates (Human Resource Management)

Experiencing the Behavioral-Based Interview (Personal Development)

Preparing as the Interviewee (Personal Development)

Preparing for the Behavioral Interview (Human Resource Management)

Retention (Human Resource Management) 
