PRE-TRAINING QUESTIONNAIRE

	INSTRUCTIONS: The questions below highlight key interviewing points.  Consider the questions and write your answers in the space provided.


1.
What are two things you may look for when reviewing resumes?

2.
Why are job descriptions important?

3.
What can you do at the beginning or your interview to put your candidate at ease?

4.
(T or F) If candidates get off the subject, you should allow them to continue because they could tell you something you may not have been able to solicit using your preplanned questions.

5.
Should you take notes during the interview?

6.
Is it legal to ask a job candidate where they were born if you detect an accent in their voice?

7.
What is the best predictor of future behavior?

8.
(T or F) If an applicant cannot answer a question immediately, you should break the awkward silence by asking another question.

9.
Define contrary evidence as it relates to interviewing.

10.
Should you use open-ended or closed-ended questions during the interview?

THE HIGH COST OF TURNOVER

(35%)

	Many interviewers fail to understand the high cost of turnover.  Below is a breakdown of turnover expenses.  To decrease the costs of poor selection, all interviewers must be proficient in choosing the right people.


I.
Low Productivity/Poor Customer Service Prior to Leaving - 10%

· low productivity

· low morale

· poor service/quality

II.
Low Productivity/Poor Customer Service While Replacement Learns Job - 10%

· low productivity

· below-average service/quality

· training time

III.
Cost of Hiring a Replacement - 5%

· interview time

· travel time

· reference checking

IV.
Associated Costs - 10%

· low morale in department when job is being shuffled

· abuse of equipment

· frustration

DEVELOP A RIGHT PERSON PROFILE

Can Do


Skills

· Writing (be specific - report writing/correspondence writing/instructions)

· Interpersonal (i.e., tact in dealing with angry persons, diplomacy in satisfying conflicting needs)

· Office machine operation

· Computer skills (i.e., use of specific software such as Word or Excel, or use of different types of software packages, such as word processing, spreadsheets, or graphics programs)

· Listening

· Communications (be specific about the specific communication skills needed)

Experience

· What level of experience is needed (i.e., performed all phases, performed some phases, has knowledge but no real experience)

Knowledge

· Discipline specific (Radiology tech schooling, contracting warrant)

· Formal education (specific degree programs vs. general degrees; high school vs. college vs. advanced degree)

· Organizational (knowledge of principles of Total Quality Improvement, knowledge of structure and workings of the organization)

Will Do


Abilities

· Completes tasks in order of importance to achieve desired results (able to prioritize)

· Seeks clarification (asks questions when he/she does not understand)

· Follows procedures in face of pressure to not follow procedure

· Is flexible enough to modify/change/circumvent procedures that prevent getting the job done

· Likes to do repetitive tasks

· Shows leadership (initiative to “take charge” when a group activity lacks direction)

Attitudes

· Remains positive in face of negative environment/people

· Is responsible (ensures tasks/projects assigned are completed in spite of obstacles)

· Is tolerant (able and willing to work with people with differing backgrounds and attitudes)

Must Do

 

Eliminators
· Are any of the Knowledge, Skill, Ability, Attitude or Experience needs identified above so important that failure to have them would require elimination?

Write a Right Person Profile exercise

CAN DO

Experience – required baseline qualifications

Specific Skills – required measurable abilities

WILL DO

Behavior/Conduct- discernable patterns of behavior in response to typical job challenges

Personal Needs – individual drivers that cause people to perform well in this job

MUST DO

Eliminators – can do, you’re in/can’t do, you’re out

OVERVIEW OF MORE THAN A GUT FEELING II

Predicting Future Job Performance

More Than a Gut Feeling II was developed to respond to a need for conducting selection interviews that can predict job performance.  It focuses attention on the behavioral-based interview process, which encourages interviewers to preplan their interviews by conducting a thorough review of job requirements, creating a series of interview questions, gaining behavioral examples in the interview, and rating the interviewee's skills for a specific position.  The fundamental concept is that behavioral examples (specific life-history events) provide information regarding the presence or absence of skills.

Gut Feelings

The video title, More Than a Gut Feeling II, was selected because the majority of untrained interviewers rely on their intuition as a basis for making employee selections.  Not only is this approach usually questioned on legal grounds, but it is also prone to generate unreliable information, leading to poor selection decisions.  In contrast, the behavioral-based interview process emphasizes the importance of providing evidence about the person's ability to do a job.

Behavioral Examples

Through behavioral examples, an interviewer discovers facts about a person's history, and uses these facts as a basis for predicting whether the individual demonstrates skills important for a specific job.  This approach is based on the premise that "the best predictor of future behavior is past behavior."  Although this statement is almost a truism in behavioral sciences, all interviewers should recognize that past behavior does not always predict future behavior.  It is only the "best" predictor of future behavior.  People may change and break out of their past behavior patterns.

When an interviewee begins to give a behavioral example, be or she will typically respond by:

1. Breaking eye contact with the interviewer

2. Briefly pausing while visualizing an event

3. Resuming eye contact

4. Describing a specific life-history event

Interviewing Skills

In addition to gaining behavioral examples, it is important for the interviewer to know:

· How to prepare for an interview

· How to allow silence

· How to ask rapport-building questions

· How to control the interview

· How to ask open-ended questions 

· How to seek contrary evidence

Legal Issues

This video is designed to help interviewers conduct legally defensible interviews by encouraging the creation of job-specific questions.  Many interviewers are at risk for legal action due to lack of preparation, inconsistency between the questions asked and the job in question, and failure to use a structured interview plan.

PROBING FOR BEHAVIORAL EXAMPLES EXERCISE

	INSTRUCTIONS: Below are five questions that may be asked of applicants, and beneath each question is an insufficient answer.  Write the next probing question you would ask to obtain further information.


1. Question:
Tell me about a time when you showed your greatest strength?
     Answer:
I think I am a very hard-working person.

     Your next probing question:  
     


2. Question:
Give me an example of when you had to show good leadership.
    Answer:
I had to show real leadership when I worked in customer service.

     Your next probing question:  
     


3. Question:
Give me an example of how you have assisted customers.
    Answer:
I like working with customers to solve their problems.

     Your next probing question:  
     


4. Question:
Describe for me your most recent work with a team.

    Answer:
Just last month I served on a committee to help schedule our company move to a new building.

     Your next probing question:  
     


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

    Answer:
It's well known that sales and manufacturing don't always see eye to eye.  Last week I had to communicate to the sales manager that his products were not going to be ready to ship.

     Your next probing question:  
     


COMMON INTERVIEW QUESTIONS

	Typically a wide variety of questions can be used to gain information about a candidate’s job skills.  Use these questions as guides to help you develop questions that target specific job skill requirements.


1. Describe a time when you were faced with problems or stresses at work that tested your coping skills.  What did you do?

2. Give an example of a time when you could not participate in a discussion or could not finish a task because you did not have enough information.

3. Give an example of a time when you had to be relatively quick in coming to a decision.

4. Tell me about a time when you had to use your spoken communication skills in order to get a point across that was important to you.

5. Can you tell me about a job experience in which you had to speak up and tell other people what you thought or felt?

6. Give me an example of a time when you felt you were able to build motivation in your co-workers or subordinates.

7. Tell me about a specific occasion when you conformed to a policy even though you did not agree with it.

8. Describe a solution in which you felt it necessary to be very attentive and vigilant to your environment.

9. Give me an example of a time when you used your fact-finding skills to gain information needed to solve a problem and then tell me how you analyzed the information and came to a decision.

10. Give me an example of an important goal you had to set and tell me about your progress in reaching that goal.

11. Describe the most significant written document, report, or presentation that you’ve completed.

12. Give me an example of a time when you had to go above and beyond the call of duty in order to get a job done.

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

COMMON INTERVIEW QUESTIONS

(CONTINUED)
14. Describe a situation in which you were able to read another person effectively and guide your actions by your understanding of his/her individual needs or values.

15. What did you do in your last job in order to be effective with your organization and planning?  Be specific.

16. Describe the most creative work-related project you have completed.

17. Describe a time when you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

18. Give me an example of a time when you had to analyze another person or situation carefully in order to be effective in guiding your action or decision.

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

20. Give me an example of a problem you faced on the job and tell me how you solved it.

21. Describe a situation in which you were able to positively influence the actions of others in a desired direction.

22. Tell me about a situation in the past year in which you had to deal with a very upset customer or co-worker.

23. Describe a situation in which others within your organization depended on you.

24. Describe your most recent group effort.  What was your role?

25. Describe the worse customer or co-worker you have ever had and tell me how you dealt with him or her.

OPEN-ENDED QUESTIONS VS.

CLOSED-ENDED QUESTIONS

EXERCISE

	INSTRUCTIONS:  Identify each statement below with an "0" for an open-ended question or a "C" for a closed-ended question.


1.       
Have you ever used a computer?

2.       
What did you do when your supervisor threw changes at you at the last minute?

3.       
What did you do when you were passed over for the promotion in your area?

4.       
When did you graduate from college?

5.       
How did you learn to operate a computer?

6.       
Why do you like engineering?

7.       
How many years did it take to become proficient on a ten-key?

8.       
Which do you find the most interesting - working in the office, or out in the field?

9.       
What did you like about your last position?

10.     
What kind of boss do you like to work for - one who strictly controls you, or one who lets you do your own thing?

INTERVIEWING AND THE LAW

	There are many important legal guidelines to follow when preparing for an interview.  Even the well-planned interview can be legally questioned.  Consequently, it is very important for each interviewer to attempt to conduct a reliable and valid interview, and to communicate effectively the skills required for the job.  Follow these guidelines to protect you and your organization.



Opportunities for Legal Action in the Interview

· Lack of preparation

· Questions unrelated to the position

· Lack of structure


Is Your Interview Valid?

· Is it based on a thorough job analysis?

· Do questions probe for job-related skills?

· Is the interview information related to job requirements?


Question Guidelines

Questions should not be asked about:

· Gender

· Race

· Color

· Religion

· National Origin

· Disability

· Age

IS IT LEGAL TO ASK...?

EXERCISE
	INSTRUCTIONS:  Place an “L” before the questions you feel can legally be asked in an interview and an “I” before those you believe are illegal to ask in an interview.


_______ 1.
How old are you?

_______ 2.
This job requires that you work extra hours.  Do you have children with whom this would cause a problem?

_______ 3.
If hired, can you provide proof that you are 18 years of age?

_______ 4.
From what country are you a citizen?

_______ 5.
If selected, can you provide evidence that you can legally work in this country?

_______ 6.
What is your marital status?

_______ 7.
Do you have a disability?

_______ 8.
Are you capable of performing the necessary assignments of this job in a safe manner?

_______ 9.
What languages do you read, speak, or write fluently?

_______ 10.
Have you ever been arrested?

Federal employment laws you must know

How do these affect you in the hiring process?

· The Civil Rights Act of1964. Title VII (15 or more employees)

Prohibits artificial, arbitrary, and unnecessary requirements for employment when they discriminate against individuals on the basis of race, sex, or religious belief.

· The Pregnancy Discrimination Act of1978 (15 or more employees)

Prohibits discrimination in hiring on the basis of pregnancy or childbirth.

· The Age Discrimination in Employment Act; amended 1978 (15 or more)


Prohibits discrimination in hiring individuals age 40 and older on the basis of age.

· The Americans with Disabilities Act of1990 (15 or more employees)


Prohibits discrimination against qualified individuals with disabilities.

· The Fair Labor Standards Act, amended by the Equal Pay Act

Sets equal pay standards, minimum wages, and overtime regulations.
(The first five are enforced by the EEOC)

· The Immigration Reform and Control Act of1986 (all employers)

Prohibits the employment of aliens unless they have obtained permission to work in the U.S. Makes it the employer's responsibility to check a new hire's working status within three days.

Other Laws that apply to the private sector employer

· The Rehabilitation Act of1973 (all employers with federal contracts over $2500 or federal financial assistance)

Prohibits hiring discrimination against otherwise qualified, handicapped individuals.

· The Immigration Reform and Control Act of1988 (private sector employers)

Prohibits the use of polygraphs and related technology to screen applicants.  There are   exceptions for jobs involving defense, national security, pharmaceuticals and private security firms.

· The Polygraph Protection Act of 1988 (private sector employers)

Prohibits the use of polygraphs and related technology to screen applicants.  There are exceptions for jobs involving defense, national security, pharmaceuticals and private security firms.
This is meant to provide a minimal background of laws that affect the hiring process.  Considering that there are over 400 federal laws pertaining to employee selection and rights, this is in no way intended to be a course in hiring law.  When it doubt, talk with a Human Resource Service Specialist who can provide specific guidance.

PREEMPLOYMENT QUESTIONS GUIDE

	The following chart helps interviewers distinguish legal from illegal inquiries when seeking information during the interview process.  Any question not job related may be unlawful if the information obtained is used in a discriminating manner.


SUBJECT


DO NOT ASK


YOU MAY ASK

Gender



Are you male or female?

None.





What are the names and





relationships of persons





living with you?

Residence


Do you own or rent?  Give

What is your present





the names and



address?





relationships of persons





residing with you.



Race/Color


What is your race?  What

None.





color is your hair, eyes, or





skin?   

Age



What is your date of birth?

If hired, can you





How old are you?


provide proof










that you are at least










18 years of age?

National Origin


What is your ancestry,


What languages do





national origin, descent


you speak or write





ancestry, parentage, or


fluently?  (Do not ask





nationality?  What is your

unless strictly job





native language?  What is

related.)





the nationality of your





parents or spouse?

Disabilities


Are you disabled?


Are you capable of

performing the essential

functions of this position,

with or without reasonable

accommodation?

PREEMPLOYMENT QUESTIONS GUIDE

(CONTINUED)
SUBJECT          

DO NOT ASK


YOU MAY ASK

Marital or Family Status

What is your marital


None.  (An employer may





status?  What is your


ask if candidates have any





spouse's name?  What was

commitments or





your maiden name?  How

responsibilities preventing





many children do you


them from meeting





have?  Are you pregnant?

attendance requirements,





Do you plan to have


or if they anticipate





children?  What day-care

lengthy work absences.





provisions have you made

Make sure you ask this





for your children?


question of all applicants.)

Arrests and Convictions

Have you ever been


Have you been convicted





arrested?  Have you ever

of any crime?  (If the





been charged with any


application form asks for





crime?




information on convictions, the










employer should indicate that a

conviction itself does not

constitute an automatic bar

to employment, and will be

considered as it relates to

fitness to perform the job

in question.)

Religion


What is your religious


None.  (If you wish to





affiliation or



know if an applicant is

denomination?  What


available to work Saturday

church do you belong to?

or Sunday shifts, ask: "Are

What is the name of your

you available to work on

pastor, minister, or rabbi? 

Saturdays or Sundays if

What religious holidays do

needed?"  Make sure you

you observe?



ask this question of all

        




applicants.)

Citizenship


What country are you a


Are you a citizen of the

citizen?  Are you or other

United States?  If hired, are

members of your family


you able to prove

naturalized citizens?  If so,

eligibility to work in the

when did you or they


United States?

become a U.S. citizen?

Attach a copy of your

naturalization papers to

your application form. 

Form Approved

OMB No. 3206-0219

OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT  -  OF 612

You may apply for most jobs with a resume, this form, or other written format.  If your resume or application does not provide all the information requested on this form and in the job vacancy announcement, you may lose consideration for a job.

	1
	Job title in announcement
	2
	Grade(s) applying for
	3
	Announcement number

	
	Dental Hygenist
	
	GS-9
	
	549-99-0065

	4
	Last name
	First and middle names
	5
	Social Security Number

	
	Kaye
	Ruth   D.
	
	555 - 98 - 5602

	6
	Mailing address
	7
	Phone numbers (include area code)

	
	3618 Root
	
	Daytime
(999) 333  5555

	
	City
	State
	ZIP Code
	
	
	

	
	Canal
	TX
	99999 - 
	
	Evening
	(999) 444  6666


WORK EXPERIENCE

	8
	Describe your paid and nonpaid work experience related to the job for which you are applying.  Do not attach job descriptions.

	
	Job title (if Federal, include series and grade) 

	 1)
	Dental Hygenist

	
	From (MM/YY)
	To (MM/YY)
	Salary
	per
	Hours per week

	
	05  92
	
	$25,000
	year
	40

	
	Employer’s name and address
	Supervisor’s name and phone number

	
	Dr. Ima Paine
	

	
	4865 Molar Avenue, Happyville, TX 75118
	(972) 666  6666

	
	Describe your duties and accomplishments

	
	Performed dental prophylaxis on adult and chyld patients.  Reviewed oral hygiene techniques and discussed with patients.  Preformed full mouth charting to include progress notes.  Took and developed full mouth x-rays.  Preformed front office duties to include patient appointments, billing, 

and accounts receivables.  Delevered dental health educational programs to local skools and businesses.

Published "Teething in the Geriatric Population" in the American Dental Association's Annual Publication.

Redesigned work flow in Orthodontic Practice minimyzing the waiting time in the chair for the patient and increesing the productivity of th e Orthodontist.

Attractive mother of five children.


	
	Job title (if Federal, include series and grade)

	 2)
	Dental Assistant

	
	From (MM/YY)
	To (MM/YY)
	Salary
	per
	Hours per week

	
	06  1988
	05  1990
	$8,0000
	year
	25

	
	Employer’s name and address
	Supervisor’s name and phone number

	
	Dr. Jay Batty
	

	
	300 Cave Road, Happyville, TX 75345
	(972) 333  3333

	
	Describe your duties and accomplishments

	
	Assisted genral dentist on a wide range of procedures to include:  filing, perio, ortho, and cleaning.  Took panoramic and full mouth x-rays.  Took impressions and assisted on pouring and filing molds.  Prepared dental trays for use of dentist.  Prepared syringe applications.  Utilized proper 

aseptic techniques in the treatment of patients and in the sterilization of instruments.  Preformed front office duties to include:  reception, phone techniques, and schedooling.


	50612-101
	NSN 7540-01-351-9178
	

Optional Form 612 (September 1994)



U.S. Office of Personnel Management


	9
	May we contact your current supervisor?

	
	YES   FORMCHECKBOX 

	NO   FORMCHECKBOX 
 
	If we need to contact your current supervisor before making an offer, we will contact you first.


EDUCATION
	10
	Mark highest level completed.
	Some HS  FORMCHECKBOX 

	HS/GED  FORMCHECKBOX 

	Associate  FORMCHECKBOX 

	Bachelor  FORMCHECKBOX 

	Master  FORMCHECKBOX 

	Doctoral  FORMCHECKBOX 



	11
	Last high school (HS) or GED school.  Give the school’s name, city, State, ZIP Code (if known), and year diploma or GED received.

	
	Happydale High School, 234 High Street, Happyville, TX 7564, May 1987

	12
	Colleges and universities attended.  Do not attach a copy of your transcript unless requested.

	
	Name
	Total Credits Earned
	Major(s)
	Degree   -
	Year

	1)
	Colgate University
	Semester
	Quarter
	
	(if any)
	Received

	
	City
	State
	ZIP Code
	
	
	Dental Hygiene
	AA
	May 1990

	
	Fluoide
	TX
	78221 - 
	60
	
	
	
	

	
	
	
	
	
	
	

	2)
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	3)
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


OTHER QUALIFICATIONS
	13
	Job-related training courses (give title and year).  Job-related skills (other languages, computer software/hardware, tools, machinery, typing speed, etc.  

Job-related certificates and licenses (current only).  Job-related honors, awards, and special accomplishments(publications, memberships in 

professional/honor societies, leadership activities, public speaking, and performance awards.)  Give dates, but do not send documents unless requested.

	Flossing with Authority, Feb. 1993

Fluoride:  Conspiracy or Fact?, April 1994

Brushing Up on Tooth Decay, June 1994



GENERAL

	14
	Are you a U.S. citizen?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 

	
	Give the country of your citizenship.
	

	15
	Do you claim veterans’ preference?
	NO
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	
	Mark your claim of 5 or 10 points below.

	
	5 points
	 FORMCHECKBOX 

	
	Attach your DD 214 or other proof.
	10 points
	 FORMCHECKBOX 

	
	Attach an Application for 10-Point Veterans’ Preference (SF 15) and proof required.

	16
	Were you ever a Federal civilian employee?
	
	
	
	
	
	
	Series
	Grade
	From (MM/YY)
	To (MM/YY)

	
	
	NO
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	
	For highest civilian grade give:
	
	
	
	

	17
	Are you eligible for reinstatement based on career or career-conditional Federal status?

	
	
	NO
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	
	If requested, attach SF 50 proof.
	


APPLICANT CERTIFICATION
	18
	I certify that, to the best of my knowledge and belief, all of the information on and attached to this application is true, correct, complete and made

in good faith.     I understand that false or fraudulent information on or attached to this application may be grounds for not hiring me or firing me 

after I begin work, and may be punishable by fine or imprisonment.  I understand that any information I give may be investigated.


	SIGNATURE
	
	DATE SIGNED
	


Ruth D. Kaye, 555-98-5602

Please do not contact current supervisor because she could be biased in her opinions of me.

REVIEWING APPLICATIONS

EXERCISE

1. If you were recruiting a Dental Hygienist, what information from the application might impress you the most?

2. What are 2 weaknesses of the organization and content of this application?

3. What “red flags” do you find in this application?

4. What are some other  “red flags” should you look for in applications?

5. What are two questions you would ask this candidate about the information given in the application?

Reducing Rating Errors

and Bias in Interviewing

Common Rating Errors

· Gut feelings - "the feeling you get from the feeling you got."

Results from perceptions about verbal and non-verbal responses that often have nothing to do with the job.  Studies have shown that most decisions are made in the first 4 minutes of an interview.  To avoid this rating error, focus on the Knowledge, Skills, Abilities, Attitudes, and Experience (KSAAE) related to the job and not on the person.

· First impressions - evaluating applicants on the first few things they do and say.  Closely related to gut feelings.

Produces a closed mind which will not perceive the necessary information, either positive or negative, needed to support decision-making.

· Halo effect - allowing one trait or characteristic or skill to inappropriately generalize to other traits, characteristics, skills, or to the entire interview.

Interviewers develop a global impression of a candidate that may overpower any other significant information.  The halo effect can be positive or negative.  To decrease this error, examine each job specific requirement separately.

· Contrast effect - rating one candidate in contrast to another rather than by comparison to an established standard specific to the job.

This can cause candidates to look particularly strong or weak depending on who is interviewed first, rather than on what the position requires.  Measure candidates against job criteria rather than on a comparison with another person.

· Verbal facility - attributing many skills to an applicant who has a "way with words."

The verbally skillful candidate may or may not have the other skills necessary.  Many quiet candidates may possess good or better skills.  It is the responsibility of the interviewer to find out which candidates have the best KSAAEs, rather than who is the smoothest talker.

· Similar to me - physical attributes, background, or values of the candidate may bias the rating of the interviewer who finds them like him/herself.

This causes the interviewer to overlook negative attributes and to attribute their own beliefs to the candidates.  Evaluators may rule out qualified candidates.

· Stereotyping - evaluating a candidate in a certain way because of supposed or actual membership in some class or group.

Usually based on race, religion, sex and ethnic background.  Causes problems because stereotypes are often at odds with reality and good candidates can be overlooked for characteristics that have nothing to do with the required KSAAEs.

· Recency or primacy - more recent candidates are looked at more favorably because they are remembered more clearly or vice versa.

This creates a halo effect caused by proximity of time.  Good documentation is the way to avoid this error.

WHOM TO HIRE

	There are several factors to keep in mind when making your final decision.  These factors can help you decide who will best fit the position you're trying to fill.


Making the Final Decision

· Put yourself in the candidate's shoes.  Would the job be interesting to you?

· Give special consideration to the candidate's motivation.

· Don't try to force the fit.

· Limit the number of decision makers.

Be Wary of Candidates Who:

· Quit a job without adequate notice.

· Accept salary terms and then try to up the offer.

· Arrive late for the interview.

· Request that you match a counter offer by their current employer.

· Can't supply verifiable references.

· Reveal confidential information.

FOUR CONSIDERATIONS IN MAKING THE OFFER


Timing

· Be sure of your decision
· Don’t wait too long in making that decision, good candidates may accept other offers

· Selling the job to the reluctant candidate (either during the interview or after HR has extended the job)

· Don’t over sell the job, it may raise false expectations

· Don’t make promises you cannot keep

Extending the Offer

· Once notified, HR will extend the offer to the candidate

· HR will confirm the following with the selected candidate:

· the position

· rate of pay

· starting date

· when and where to report on the first day

· when and where to obtain required physicals

Time for Candidate to Consider Offer

· Candidates from outside the VA may require more time before they accept the offer

· Be sure to allow the selected candidate sufficient time to make their decision, especially if it involves relocation

· Don’t let the candidate string you along

OBSERVER'S GUIDE

	INSTRUCTIONS:  As an observer, your role is to record your observations of the other participants during the role-playing.  After the role-playing, you should be prepared to discuss your observations with the interviewer.


1.
Describe the interviewer’s effort to establish rapport.

2.
Did the interviewer have a list of questions prepared?

3.
Were the interviewer's questions based upon the job in question?

4.
Did the interviewer use rapport-building questions or comments to make the interviewee feel at ease?

5.
Did the interviewer ask behavioral questions?  Did the interviewer probe for behavioral examples?

6.
Did the interviewer seek contrary evidence?

7.
How did the interviewer handle awkward moments of silence?

8.
In what areas could the interviewer improve?

9.
What was the best question asked by the interviewer?  Why?

10.
List any questions that may need to be rephrased.


a.


b.

POST-TRAINING QUESTIONNAIRE

	INSTRUCTIONS:  The questions below highlight the key interviewing points you've learned in this training session.  Consider the questions and write your answers in the space provided.


1.
When reviewing resumes, what are two things you should look for?

2.
Define the term “Behavioral Example.”

3.
Is it legal to ask candidates whether they are person(s) with a disability if you notice a severe limp when they walk into the interview?

4.
What pre-planning should be done before the interview?

5.
When making your final decision, you should give special consideration to candidates who:

6.
It is essential to take notes in the interview?  Why or why not?

7.
What is the best predictor of future behavior?

8.
What should questions asked in the interview be based upon?

9.
Is the following question an open-ended or closed-ended question?  "Can you drive a semi-trailer?"

10.
(T or F)  You should allow silence in the interview when the candidate is thinking of an answer.

Although from the outside, extending an offer to the candidate may seem to be an easy part of the interview process, it is still an area where you need to make sure you are handling things correctly by allowing Human Resources to make the actual notification of the offer.  Consider the focus areas below when preparing to make an offer.








PBI Student Exercises 1

