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Tips for Interviewing 

 

The interview provides human aspects to the selection process and offers the interviewer the 

opportunity to assess the candidate in ways that are not possible through review of written credentials.  

The interview offers the candidate an experience that gives him/her the feeling that he/she is important 

in an otherwise somewhat impersonal process. 

The interview should be looked upon as a fact finding device—to obtain and evaluate factual and 

verifiable information.  Legal interviews are important for successful hiring and avoiding future 

discrimination claims. 

Questions related to race, color, sex, age, religion, national origin, disability, marital status, and sexual 

orientation are inappropriate when interviewing candidates for positions. To ensure you are conducting 

an interview free from discrimination, 

 1. Ask the same general questions of and require the same standards for all candidates. 
 
 2. Follow a patterned "structured" interview plan that will help achieve fairness in 

interviewing. 
 
 3. Ask questions relevant to the job.  Do not ask marital status. 
 
 4. Do not draw conclusions about a candidate's competence based on appearance, attire, or 

voice. 
 
 5. Address all candidates consistently and professionally.  Use first names for all or titles for all. 
 
 6. Treat candidates in a businesslike way, avoiding inappropriate jokes. 
 

7. Avoid prejudices:  e.g., women shouldn't travel alone, women are too emotional, African 
Americans are lackadaisical, all Spanish men are short.  Don't talk negatively about current 
or former employees. 

 
8. Let the candidate decide if the hours, the work load, the travel, etc., are not appealing.  

Simply tell him/her what the conditions are. 
 

9. Avoid reference to the candidate's personal happiness.  For example, let the candidate 
decide if the town/campus is not the place for a single person or for a minority. 
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10.  Do not ever indicate that you want to hire a person of color or a woman as a means to reach 
a hiring goal. 

 
11.  Do not inquire about an applicant’s disability. 
 
12.  Provide appropriate information about the college/university and the position during an 

interview so that the candidate may make an educated decision about the job. 
 

In general, when planning for an interview and in selecting topics for discussion with candidates, the 

most appropriate will include:  the duties and responsibilities of the job; the college/university's mission, 

programs, and achievements; career possibilities and opportunities for growth, development, and 

advancement; the department, travel, equipment and facilities available; and the candidate's 

qualifications, abilities, experience, education, and interests.  Keep in mind that the prime consideration 

for any job is the candidate's ability to perform it.  (Click on Permissible / Non-permissible Interview 

Questions link) 

 

THE INTERVIEWER 

The interviewer should: 

 1. Possess an objective viewpoint, be friendly and cordial, and appreciate human feelings. 
 
 2. Create a favorable impression through personal manner and behavior. 
 
 3. Be flexible and free from preconceptions and biases. 
 

4. Be knowledgeable about departmental/school structure, the responsibilities and 
qualifications of faculty  

 and/or staff. 
 
 5. Be accurate in giving information and in receiving information. 
 
 6. Apply criteria uniformly to all candidates. 
 
 7. Seek information which is job-related. 

 8. Base decisions on facts and criteria rather than personal, subjective biases. 

 9. Know the candidate as well as possible before the interview. 
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TYPES OF INTERVIEWS 

There are various types of interviews dependent upon the purpose, intensity and coverage. 

PRELIMINARY: 

  A screening procedure used to determine if a more extensive interview would be worthwhile.  This is 

sometimes carried out as a telephone interview by a search committee when the pool of applicants is 

too large for on-campus interviews.  It serves to narrow the pool. 

PATTERNED: 

  A combination of direct and indirect questions guided by the interviewer with the candidate 

encouraged to speak freely about relevant topics.  This works well with one-on-one interviews. 

MULTIPLE-JUDGMENT: 

  A method which requires several interviewers to see/speak with the candidate consecutively or 

together, attempting to cover as much as possible related to experience, education, etc. 
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INTERVIEWING TECHNIQUES 

 

1. Be prepared for the interview.  Know the applicant, the department, and the interview 
format. 

 
 2. Avoid direct or closed questions which may be answered with only a "yes" or "no." 
 

3. Ask questions which begin with "who," "what," "where," "when," "why," and "how" to 
encourage detailed free-flowing answers.  Do not ask an applicant to hold information until a 
later point in the interview. 

 
 4. Follow up when necessary for a candidate to elaborate or clarify a point made earlier. 
 
 5. Establish a friendly, informal, and relaxed setting with early questions on work history and 

education. 
 
 6. Probe into other relevant aspects of the candidate's background and expertise once rapport is 

established with the first questions. 
 
 7. Let the candidate talk freely.  The interviewer should speak no more than necessary. 
 
 8. Avoid moral judgments.  The interview is not a setting for counseling or criticism. 
 
 9. Make thorough notes as the candidate talks and organize notes later for an objective analysis. 

This will prove to be extremely helpful in the final screening. 
 

 10.  Check inconsistencies and contradictory statements by calling them to the candidate's 
attention in a friendly, noncritical manner.  If the applicant objects to questions, either drop 
the question and return to it later or explain that the questions are asked of all candidates to 
determine qualifications, etc., for the position and explain that if the candidate has a valid 
reason for not answering the question or providing certain information, you will understand.  
Generally, at this point, the candidate will answer the question or explain why he/she will not 
answer. 

 
11.  Conclude the interview in a positive tone, thanking the candidate for his/her time and 

advising the candidate of the next steps in the search.  Try to approximate the date by which 
he/she will hear from the university/college, regardless of whether he/she will be continued in 
the pool or eliminated. 

 
12.  Ask candidates who have come to campus for interviews to send a letter indicating continued 

interest in the position. 
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KEEPING NOTES 

It is important that all committee members make clear and concise notes of telephone interviews as 

well as on-campus interviews.  These notes will serve as a basis for evaluating each candidate’s ability to 

do the job based on his/her résumé, telephone interview, and on- campus interview.  Notes can include 

impressions regarding communication skills, and other subjective matters, but must NEVER include 

observations relating to a protected category or “codes” to reveal such categories. 

 

RATING THE INTERVIEW 

Individual sets of notes are vital for making a judgment about each candidate following interviews of all 

the final candidates.  A rating form should be used and determined in advance of the scheduled 

interviews to provide consistency in the final analysis of the candidates.  The rating form may simply be 

a form with all questions to be asked and space for each committee member’s comments for each 

candidate. 

Some errors that sometimes occur as each committee member rates each candidate: 

a) allowing one negative aspect to overshadow the positive aspects;   

b) rating applicants higher if they are like the interviewer; 

c) rating the entire interview based on the first impression; 

d) rating an applicant high because of hesitancy to "say something bad" about someone; 

e) comparing first impressions with another applicant rather than analyzing the content of the 
interview. 

When persons/groups outside the search committee are included in the interviewing process, they 

should be given the opportunity to provide feedback in writing to the search committee.  This is 

accomplished easily by use of a form.  (Click on Sample Evaluation of Interview link as a helpful guide to 

be used to provide input to the committee by non-committee members who meet/interview a 

candidate.) 

 


