INTERVIEWING CHECKLIST

Prior to the Interview

· Review job responsibilities in job description to ensure they are an accurate reflection of the job.

· Review the applicant’s application and resume completely.

· Develop a standardized list of specific questions related to job responsibilities.  

· Use the same list of questions for each applicant applying for the same job.

· Ask a variety of different types of questions to obtain a thorough picture of the applicant’s qualifications and other success indicators.

· Focus on what the applicant has done elsewhere.  This is the best indicator of what he or she will do for you. 

· Ensure that interview questions all comply with federal laws.  Be especially careful of questions in more informal settings, such as during lunch or driving the applicant to the airport.

· Ensure that the candidate has signed the ACU application for employment

During the Interview

· Start interview on time.

· Check with the applicant to see what his/her time limitations are before beginning the interview.

· Take steps at the beginning of the interview to help the applicant feel comfortable and at ease.

· After asking questions, review job description with applicant and discuss your expectations.

· Provide information near the end of the interview about your department and ACU.

· Avoid making statements that could be alleged to create a contract of employment.

· When describing the job, avoid using terms like permanent, lifetime or long term.

· Do not make excessive assurances regarding job security. 

· Avoid statements that employment will continue as long as certain conditions or goals are satisfied or as long as the employee does a good job.

· Near the end of the interview, ask the applicant if he or she has any questions for you.

· At the end of the interview, inform the applicant what the next step is in the interview process, and if at all possible, give applicant an approximate time frame by which they will be contacted.
· Ensure that final applicants for a position meet several other employees in your department during the interview process.
After the Interview

· Check with departmental employees who met applicant regarding their opinions before making a hiring decision.

· Check with the employee in your department who initially greets individuals to determine what the applicant’s behavior was toward him or her, before making a hiring decision.

· Don’t overrate the last person you interview.

· Take notes – don’t rely on your memory.

· Realize that each person is unique – don’t try to find a clone of the person you’re replacing.

· Don’t let one negative trait overshadow more positive ones.

Adapted in part from Creative New Employee Orientation Programs, Doris Sims, 2002
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