Quickstart
Guide to Best
Interviewing

Practices

Come up with a standard set of questions that you ask each candidate, so
that you are creating an equitable interview and can make a successful hire
based on skill, not like. Make sure you have SEVERAL people interview the
candidate. Take these 5 initial steps.

. BUILD RAPPORT - Start the interview by asking
the candidate to tell you about themselves and
what excites them about the job. Don'’t forget to
share something about you.

. SHARE with them that you have a standard set
of questions you will also ask and will be taking
notes.

. RATE the answers in real time. (Our memory can
be tricky when we look back and try to assess.
We tend to remember things based on emotion
or entertainment vqlue.)

. MEET as a team and compare the results.

. ASSESS each question across candidates
one-by-one. For example, compare the
responses to question one across all
candidates in an open discussion. Often you will
find an area that tends to be a strength or
weakness by doing it this way, which will help
you gauge which candidate fits best.




Develop Your Competencies

Define 3-5 competencies.

Competencies address the knowledge, skills and strategy required for
success in a position. By defining them in behavioral terms, they provide
direction in identifying what you expect from the role and what a future

employee needs to do to produce impactful results. While the job description
defines the role in terms of what, behavioral competencies define the how.
To help you define the behavioral metrics you want in a candidate’'s
response, consider your star employees when answering the following:

. What do your star performers do that you
would like replicated in future candidates?
What makes them stand out?

. How does their work effect the company
bottom line?

. What is it about their behavior in terms of
communication, execution and delivery that
serves the company well?

. How do they execute their deliverables and
what makes them so impactful?




Design Your Question

There are 3 Parts to the Question:
The Scenario, The Question, and The Action.

Part | Notes
The Scenario

Design the first part of your sentence to state what
you do as a company in relation to what the role
would require: Use words like “often”, “sometimes’,
“frequently” or “routinely.”

. “We routinely are faced with tight deadlines
on multiple projects..”

. ‘We frequently find that our clients change
their needs on a whim..”

Part 2
The Question

[..]. tell me about a time when you

[..], describe a situation where you

.., when have you had to

[..], walk me through an experience where you
[..]. share with me an example of when you
demonstrated

[..]. give me an example of a time when you

[..], give me an example of where you

Part 3
The Action

“ We routinely are faced with tight deadlines on
multiple projects, tell me about a time where

you had to meet multiple demands and how

you managed it.
“We frequently find that our clients change their

needs on a whim, walk me through how you

would manage the clients’ needs while still
meeting deliverables.




Rate The Response

“We routinely are faced with tight deadlines on multiple projects, tell me
about a time where you had to meet multiple demands and how you

managed it.

0 ©) G) @ @

-/ O/ O/ —/ —/
Poor/Unable to Marginal/Some Exceeds
Give Response Ability to Show Competency of

What is Needed What is Needed
Notes

Prompting Question

If you feel like the candidate’s responses are short, ask some prompting
questions to provide more detail. Often candidates speak to the scenario
portion of your question, rather than the behavior. The following prompts will
lead you to the behavior.

. Can you tell me more about that? . What was your specific role?

. How did it turn out? . Can you tell me about other
challenges you faced?

Technical Roles

If you are hiring for a technical role, for example a data scientist, make sure
to give them work challenges you are experiencing and ask them to show
you how they would solve it. This can be sent home with a follow-up
discussion. Make sure they share their methodology.
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