“Do’s” and “Don’ts” of Interviewing

	DO


	DON’T

	· Take written notes; include only job-related comments. Give notes to administrator in charge.

· Ask all applicants the same questions.

· Use a written list of interview questions that directly relate to the job description. 

· Work at making the applicant feel at home. If the candidate is nervous or ill at ease, it is probable that you are only going to get surface-level information and not the true picture of attitudes, feelings, motivation, etc.

· Be aware of your own biases or preferences. Some people tend to accept or reject someone automatically because of a certain background factor or personal characteristic.

· Let the applicant do most of the talking. If you are doing much of the talking, you will learn very little about the candidate. Rule of thumb: interviewer(s) should talk about 20% of the interview.

· Phrase questions in a way that does not suggest the answer you are looking for. Candidates want to please you. If your point of view is implied in the question, you may not get a totally frank response.

· Avoid asking questions that can be answered with ‘yes’ or ‘no’ (unless this type of answer is sufficient). Yes/no questions may force you to explain or ask another question in order to get more information from the candidate.

· Be careful of your non-verbal communication. Non-verbal actions can “turn-off” or make a candidate nervous.

· Pause a few seconds after a candidate appears to have completed a response. The pause may encourage the candidate to continue and reveal useful information s/he might have withheld. 
	· Include extraneous observations in your notes (e.g. references to appearance, mannerisms, etc.).

· Prejudge a candidate. This occurs when the interviewer develops positive or negative expectations of the applicant before the interview based on the written materials or a verbal comment from someone else.

· Rely on first impression. Some people unconsciously ‘lock in’ their first impression and, during the interview, look only for the information that will back up that initial impression. 

· Compare candidates with each other until all have been interviewed. Research has found that if you rate an ‘average’ candidate after evaluating 3-4 unfavorable candidates, you tend to rate the average one very high.

· Make the “halo effect” error. The “halo effect” occurs when the interviewer is overly impressed by one positive or negative factor and then judges all other factors in the same light.

· Rely on your intuition. Some interviewers feel that their “intuitive feel” is more reliable than objective factors or evidence. Research has shown that this is not a desirable practice. Our memory conveniently allows us to forget the number of times our intuition let us down.

· Waste time by asking questions that are answered on the application form or other written information.

· Ask trick questions or questions designed to trap the candidate.

· Ask questions that violate the candidate’s civil rights.

· Contradict or argue with the candidate or appear to cross-examine him/her. These things can cause the candidate to “clam up” or be deceptive about his/her true feelings. 


