Interview Sheet

NAME OF APPLICANT:________________________________________ DATE: ________________

POSITION INTERVIEWED FOR: ________________________________ TIME: ________________

INTERVIEWER: _________________________________________LOCATION:__________________
*Pre-employment Questionnaire Score ____ Typing Test Accuracy _____% Typing Test WPM _____

Appearance/Mannerisms/Impressions: ______________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

1. Describe your educational background:

_____________________________________________________________________________________

_____________________________________________________________________________________

2. Describe your job related skills:

_____________________________________________________________________________________

_____________________________________________________________________________________

3. Describe your most recent employment:

Why did you leave? What did you like best about the job? What did you like least? Which of your boss’s qualities would you like to emulate?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

4. Give an example from your current job that reflects your ability to deal with pressure:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

5. Describe a situation when you had to deal with a difficult client or patients. How did you resolve the situation?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

6. Have you ever had to “go the extra mile” to satisfy a customer? Describe:

_____________________________________________________________________________________

_____________________________________________________________________________________

7. What would you say are your strongest attributes (how do you apply these?)

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

8. What would you say were some areas needing improvement (What is a common misconception others have about you?)

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

9. Describe the perfect job for you? What is the most important part of a job (pay, flexibility, advancement opportunity, etc)

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

10. Where do you see yourself in the next 2 years (5 years)?

_____________________________________________________________________________________

_____________________________________________________________________________________

11. How many days a month is it acceptable to be out of the office? In previous positions, has absenteeism or tardiness ever been an issue?

_____________________________________________________________________________________

_____________________________________________________________________________________

12. Insert hypothetical situation question (Create a scenario that your department has had trouble with and see how the applicant would answer the question, e.g. absenteeism, lack of teamwork, gossip, etc. Sample question: “Let’s say you are in the lunchroom eating lunch with your department and several of the staff start talking about an employee who has had a lot of personal problems lately and as a result isn’t holding up his/her work load. What would you do?”)

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

13. Why should we hire you?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

14. What are some of your outside interests?

_____________________________________________________________________________________

_____________________________________________________________________________________

15. What does your schedule look like/What days are you available?

_____________________________________________________________________________________

How flexible are you? _____________________________ (Optional) Can you work weekends? _______

If hired, what date would you be able to start? _______________________________________________

Please check off once you have discussed

_____ REVIEW JOB DESCRIPTION for position (verbally or have them read a copy)

_____ Physical accommodations needed: (Have them read portion of job desc.) Yes/No, if yes what?

______________________________________________________________________________________

_____ Review information regarding working hours, company benefits - hand them benefits sheets

Summary:

1. Comments:

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

INTERVIEW GUIDELINES:

Beginning Tips:

· Review the application and resume before starting the interview

· Be prepared. Have the applicant’s resume or application ahead of time, an interview sheet, job description, pen, and anything else you might need before the interview starts.

· Put a message on your door or let someone know you are interviewing to reduce the likelihood of interruptions during the interview -- this is distracting to both you and the applicant. Additionally, do not answer your telephone during the interview unless it is an emergency or urgent. This can send a very strong message to the applicant before the interview even gets started.

· Spend the first few minutes of the interview with small talk to help the applicant relax. It will pay off in the long run. “Did you have any difficulty locating us?  Can you believe this weather?” etc.

· Do more listening and less talking -- initiate conversation then sit back and listen to what they say and the “way they say it -- body language.”

· You can mention the position you are interviewing for but do not give a full description of what you are looking for or the position specifics until the end of the interview.

· Make notes and document, but do not let this keep you from being conversational and setting them at ease.

· Pay attention to the way they react to you as you ask questions -- body language can often say more than the words coming from their mouth. If they lean forward with a smile and make eye contact, even when answering a difficult question, then this can be a good indication of how they will react in a similar situation with a patient.

· Feel free to move around the interview sheet as the conversation prompts you. Do not feel obligated to follow the questions verbatim; however, make a point to ask all questions on the sheet. This will be your best defense if you are ever ordered to appear in court to defend your hiring choice. Even if you instinctively do not like the applicant, ask the questions.

Interview Questions:

A - C
 Use the first section - A - C to document your first impressions.

· Initial impression - smile, eye contact, etc.

· Appearance, dress code, etc.

1. Ask about educational background even if they have a thorough resume as many classes and sessions might not be documented in the resume. If they are pursuing a degree in an unrelated area, this could indicate the employee would not be with our facility very long.

2. Ask them about the job-related skills. Again, they will often reveal much more than a resume or application could ever extricate.

3. This question is worth exploring. The more they reveal the more we should be able to gauge how well they will adapt to our environment. If they give a vague answer such as “Administration was difficult to deal with” pursue it further, “Oh, why was that?”

4,5,6      These questions can help you determine their priorities, values and maturity during times of       stress. It is not always necessary to ask all three; many times one will lead to the other without your prompting.

7. This question will reinforce the above questions. If they seem confused, give them a brief example from your experience, i.e., “Well, I feel like one of my strengths is the ability to communicate with people. On the other hand, one of my areas needing improvement is my listening skills.”

8. This question often tells more about the applicant’s maturity level than many of the other questions. Often you will need to encourage or even provide an example to this question, e.g. “Considering we all have at least one area we would like to prove upon, what would you say were some areas you could improve?”

9. This question will tell you what kind of job “THEY” are looking for as well as what is most important to “THEM” in a job. If they describe a job such as a “gardener,” and then explain that “a sense of peace and the absence of stress” truly appeals to them, then you can pretty much rule out them being happy in the medical industry, let alone one of our positions.

10. This question gives you an idea of their future plans, and again reiterates their priorities. If they plan to go to school for computers, accounting, or something unrelated to the position they are interviewing for, then this person probably will not have the longevity we are looking for. Nursing school for LPN’s and RN’s is rigorous also and might give you reason to reconsider. This question might also help you determine their planning and thought process. A person who can plan and organize their future career plans can usually plan and organize their workstation. They tend to be the ones that have the forethought to complete a referral prior to the day the patient shows up in the physician’s office needing it.

· If the conversation starts going in a “Dangerous Area” such as illness, family matters, etc. e.g., “I plan to have 10 kids,” you will want to carefully steer them back to a safe area, e.g., “Thank you for sharing that information, but what I was hoping to find out was what are your future career plans.”

11. The first part of this question is a “no brainer,” nevertheless; the applicant’s answer can often be a good indication of their priorities and work ethic. You might wish to remind them “we do carefully screen references prior to asking the second part of the question, in order to insure a more accurate response. Certainly give them the opportunity to explain; however if the conversation starts going in a dangerous area -- relating to health, children/family obligations, etc, lead it back to safe ground, e.g., “You certainly can’t control a child having an ear infection, however, are there other circumstances that caused problems with attendance for you?

12. This question can be customized to accommodate character issues or problem areas specific to your department. Create a scenario that you have had difficulty with on a consistent basis and present it as a hypothetical situation. Do not give too many specifics and give them plenty of time to respond. DO NOT tell them how to answer the question.

13. This question will probably include many of the items they mentioned when they responded to the “strongest attributes” comments; however, they are also in the position to explain how those attributes will benefit the company.

14. This question can give the interviewee the opportunity to share a personal part of themselves while helping to bring the question portion of the interview to a gradual end. Most important, their response to this question can be an early warning mechanism. For example, an over active personal life might clue the interviewer in that work might interfere with their other activities. On the other hand, no life outside of work at all can be an indication of poor social and adapting capabilities.

15. This question is straightforward and will probably cover some of the same issues brought up in the previous question. It is always wise to “get it in writing” when it comes to what days they are available. If they change their mind during employment, we can terminate them if we made it clear and they agreed to the days and hours necessary to handle the job.

Bottom Portion

Discuss job description or ask them to read the printed version and ask if they have questions. Now is the time to address requirements that employees sometimes have difficulty with, such as staying late with the physician on busy days. 


Ask them to read or you review with them the Physical Requirements for the position. You need to ask them if they would need any accommodations to complete the requirements, such as a special hearing telephone, etc. Don’t commit to anything if they do, simply write it down and let them know you will be required to submit this to Human Resources.


Take the time to tell them a little about the company. Oftentimes, an applicant will choose one employer over another based on the impressions they got during the interview. If they can picture themselves at the company picnic enjoying themselves, that is a point in our favor.


Make certain to write down favorable and unfavorable attributes right after the interviewee has left. This is important, as this information will not stay in your short-term memory for long. Also, briefly review all questions and make additional comments that you might not have had the time to document during the interviews.

