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Check their facts to make sure they haven't lied their faces off

Understand their career goals, so you don’t need to hire someone
new two months later

Determine their fit inside your company culture

Preparing
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Scheduling
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Don’, Speed Thr& gh S& rcing, Screemng and In, ervieying
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Give yourself the time to be prepared
Have the list of interview questions ready
Set the location

Gather a team of coworkers to assist in evaluations
and decision-making

Know what you want in the position
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Gather the Team

£ g0 Fe .M o :
You assemble a group of coworkers to assist your hiring efforts
You use multiple interviewers for each candidate

You all discuss what you want specifically from the meetings and what
sort of data you’d like to gather

You know what the ideal candidate looks like (professionally)
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What positions need filled
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What tasks each position performs
The culture your company wants to expand
The list of overlapping and exclusive questions each interviewer will ask

Who will interview which candidates and when



Gather the Team
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Do you have a degree?
What was your last job?

How many years have you performed this job?
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How did you lead a group of people at you last job?

What'’s an example of efficiently working as part of a team?

Tell me about a time when you overcame a workplace obstacle to
meet a deadline.
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How would you react if you found your boss doing something illegal?
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Would you ever steal, if you knew you wouldn’t get caught?
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Keep it Legal
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€9 a Where were your parents born? Are you a US Citizen?

‘s . a- can this person work in the country and do they have the
necessary paperwork to prove it.

¢ g a- Are you authorized to work in the United States? Also, if
multiple languages are relevant to the job function, you can ask about
their lingual abilities.

How?2Hire Series | Interviewing Candidates

e 9. : How old are you? When did you graduate from college? What
year is your birthday?

‘s . a Is this person old enough to legally work for you

e P Are you over the age of 18? Remember that age discrimination
is illegal. Don’t risk setting yourself up for an age discrimination lawsuit.

12






¢ g a Do you have a disability? Can you please report your medical
history? Does your family have any history of illness?

‘s . a Can this applicant perform the job without extreme
accommodation, while remaining healthy and safe?

¢ 9 a First you should thoroughly describe the job, its tasks and
physical responsibilities. Then ask: Are you able to perform these job
functions individually or with reasonable accommodations?
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The Interview
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Questions don't relate to necessary skills or behaviors
Multiple interviewers don’t use consistent questions
Questions have equal value

Multiple interviewers don’t agree on “correct” answers

Questions don’t correctly evaluate the short and long term

(You want a coworker to do the job well, first and foremost, but you
also want a coworker to fit your company’s culture for the long haul
and grow along with it

Common Errors




Common Solutions
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Use a concisely written email explaining that they won’t be eligible for
the position any longer.
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Thank them for their interest and tell them (CLEARLY) that you don’t think
the open position matches their skills and experience.

Use software to easily send emails to multiple unqualified applicants at
one time.
4r Y \

fyo = ae % )] Foq N ~e Sl a'ﬂ" a-en ¢, Fno% .

Give them the courtesy of using it again to inform them of the situation.
Yea, it’s tough and it can get awkward, but you’d want the same respect
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Inform Unqualified




Inform Unqualified
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Gauge the applicant and decide between a phone call and another “exit-
interview.” You don’t want to waste their time, but you at least owe them
human contact. If they ask for reasons, have one or two.
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Conclusion
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