The Application and Interview

8. The Application and Interview
The Second and Third Screens

You may have conducted many successful interview
have your “own way” of doing things. By putting a com
place for each interview you can begin to quantify the
more consistent and “scientific” in your approach. Y
structured style in the way you conducted and scored

e past and
ture in

nd become
un this more
ANt W,

Now in Steps 2 and 3 you’ll use the AP,
GUIDE and the evaluation scale on each st

Interview Preparation

* You should have set the ing
your total time and atteg
8 AM when teams are as?
the dooris nota g

 Make sure you
the candidate.

that the candidate

a client’'s home. It's not
t in whose home you're

d one another’s undivided

e successful

erview, the setting, and materials you will
onducting a good interview. The following
hecklist will help you organize your pre-

the following items in the setting for the interview. Do

v Two comfortable and similar chairs
v Lighting that is comfortable (neither too bright or too dark)
v" No desk or other items placed between you and the interviewee
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The Application and Interview

Place to write and make notes for you and the interviewee
Paper and pencil available
Quiet/isolated room/area
Place where needed materials are easily reache

ANANEE NN

Materials

<

The Candidate’s Phone Interview and E
(which you completed during your teleph
candidate).

Application Form HR 03-95
Sample of your Marketing Ma
Job Description Form HR 24-95
Background Check Cons
COPIES)

Personal Interview

rm HR 01-95

ANEANER NN

<\

Explain the Position

e Before having t
take a few mo

Description (Form
jng materials you

assuming you work with
, attendance policies,
cy, and requirements with
hicle on the job, along with

idate can expect from the company
rom her if she’s subsequently hired.

ercise has been completed, and the candidate
ompleting an application, you can have her go
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Legal “Do’s and Don’ts”

CATEGORY YOU MAY NOT ASK YOU MAY ASKI
Name Do you prefer Ms. or Mrs.? Have you d under a
Have you ever changed nickna
your name? for ano we
What was your previous  should kn
name?

Age How old are you?
When did you gra
from high schog

Birth Place Where w, o]

In wh W ent eli
par :

A

‘resent address?
‘OU ¢ ‘

ce None.
i
s

you? If needed for overtime, you
may ask if the applicant is
available to work Saturdays or
Sundays.

Residence

a
"

)

[4 ..
Religion

e you male or female? None.
hat is your sexual

orientation?

Page 128

© 1995 - 2009 WorkEnders, Inc.



The Application and Interview

Photographs May we have a photograph After you are hired we may
with your application form need a photograph for
or after the interview? identification purposes.
A
Education List the dates you attended List your a vocational
or graduated from or profe

grammar school, high the na
school or college. schools

y N

Citizenship Of which country are you q

citizen?

Are you or other me e

of your family na

citizens? i
I

National i na
Origin/Ancestry ce
i nt em what la
or write.

Height and N ou can prove

Weight at d weight is a
-f ccupational
ication for the job.

A e H3ve you ever been convicted
Co of any crime? Check your state
laws as this question may not
' be permitted in some states.
Marital or None. You may ask if the
: applicant foresees any
your maiden attendance problems.

have any children?
e you preghant?

hat kind of day care do
ou have for your children?

Organ Wl To which social Of which professional, trade or
organization do you service organization are you a
belong? member?
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Military If you are a veteran,  Are you a veteran of the
Record what type of discharge Armed Forces?
do you have? If yes, what type of

Were you ever education or milit
disciplined in the training did you
service? the military?

Organizations To which social
organization do you

Of whigl, profess
tradgfisigstervice

belong? ordelsiEElslgare you
mensiEigs
ol B

References Who is your pas 0 the
minister or ra n
d cte

A“
Physical

Condition, jcant’s
Disability

uld you have difficulty
standing, bending or

' kneeling for long periods
of time?”

sing the

arrived, you greeted her and gave her an
ion. She indicated that she is interested in the
ask the candidate to fill out the Application (Form

ill take her about 10 or 15 minutes to complete the

and you should be nearby to answer any questions she
ave about filling out the form. If you do have business to take
care of, don’t let it distract you from your primary focus right now,
which is screening your candidate.
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The Application and Interview

When the form is handed to you, tell the candidate you will be adding
your own notes to the Application form and begin the interview.

The Application form has been constructed with an OFEICE USE ONLY

interview are accomplished by WALKING THROUG
form with the interviewee. It is here that you vy
evaluation symbols that were used during the

You will see a series of number
(immediately to the left of t
the 30 times you should
symbols, +, vV, —, or X

As you go through
follow-up questi
ASKING YOUR
following qyesti
your min

be “running thfough
candidate’s responses.

' ava valid drivers'
e reCord problems?

A . N

ti es ve a car available
? ?
v

Ing Is the vehicle in good working
order?

Is the vehicle insured, and did the

- rmation
applicant complete all of the
‘ requested information?

5 ‘Mdel and year of Does the car sound usable and
e.

appropriate for the job?
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Are you able at the time of Are there any legal (INS) barriers to
employment to submit employment?
verification of your legal right to

work in the U.S.? I

Are you able to lift 50 pounds or Is the applica
more? the work?

Would you have difficulty ical task

standing, bending, or kneeling W|th

in connection with performin

necessary cleaning duties?

What hours are you av

work on each of t llo ?

week days?

If hired nt start when you
work I

ecent employment fit
for a job?

Does the employment experience
|nd|cate a chance for success?

laX three  Does previous employment
experience provide a good

background for this job?

Does past job tenure indicate a good
or bad potential retention with you?

How do current or past wages

compare with what the applicant can
realistically earn with you?
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Is the job/income a "step-up", a
"step-down" or a lateral move for
the candidate?

16- 18 Educational Background. 16: Does the ap
minimum high

19. Have you ever been
convicted of a crimina

offense? .
A

20. Have you gver

indicate the
bonded?

mployed in
tant,

t’Miving

pve for job

22 ours appealing?
o) klng on a team
ortant?
s the chance of promotion
|mportant?
25.1s physical work appealing?
26.Are part-time hours
important?
27.1s helping clients attractive?
28.Are good working

relationships important?
29.1s receiving recognition
important?
30.How does the applicant feel
about the money that the job
may pay?
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Application Evaluation

Total number of *+"on X5 =
form
Total number of "V on X2 =
form

Positive Total

Total number of *—-"0on X -5
form

Total number of *X” on X -10
form

Perfect Candidat
oints each)

Good Candi
no \\XII)

screen of the candidate. You
ep if the Application Score is at least

d the interview at this point, you should tell
u don'’t think the job is a good fit for her and

hand, if the responses on the Application and the

g score indicate that you should go to the next phase of
n process, you can comfortably move on to the third step,
to conduct the Personal Interview.

The Personal Interview
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The Application and Interview

As you walked through the Application and looked at the 30 items that
could affect your hiring decision, it is likely you used follow-up closed-
end questions to find out more about the candidate. The
conversation at this time was probably rather formal and structured
with you asking short questions and receiving short ACS.

ore relaxed
relaxed, to

During the second part of the interview, you'll
style. More conversational. You want the can
open up, and tell you a little more about herself.

The starter questions you will use to
herself are called “behavioral based”

You will pose questions or situ
how they would act or reacty

During the response, y
“behaved” in the pasfan

An evaluation
(Personal

This fo t e response and to
You will write in
en your rating.

these questions. Lean back in
wn the Application form and pen

to open this subject is as follows:

e Application that you have had a couple of jobs
s (Insert previous jobs listed by name on the Application).
oved around in my job history; done a couple of things.

r example, for awhile | worked as (insert some personal
position you've held). What I found is that no matter what job I
have had, there were certain things that were important to me
that | get out of the job. There were things that really mattered
to me in a job. How about you?
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The Application and Interview

o0 “As you think about jobs you have had, what was really
important to you in those jobs?”

e There may be a pause as the applicant considers this thought. This
silence is OK and you can show by your relaxed bod uage that
you will be patient in waiting for an answer. Ast
encourage them to talk further by repeating an
you hear and asking follow-up questions base
response takes.

e With this question you are hearing wh
work. It may range from freedom,
learning, belonging, security, and eve
should be listening carefully an
decide if the applicant migh
indicates that they valued
increases” in the past w§
company.

e Listen very care

, ‘power”, or
ely find that in this

III

“sell” the applicant if you to
. If the candidate expresses

" and “recognized” for work well
pob attributes when you make the job

cussion you want to get a picture of how the applicant
anales the job stress or frustration that occurs in any working
situation. One example of opening this conversation is as follows:
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o0 “Every job has it’s irritations and frustrations. | know I've been
pretty upset at times in jobs I've had, and there are days
around here that drive me nuts, too.

0 “I’'m sure you’'ve had those days, also. Tell m ut a past
work situation that had really gotten you u
what you did to handle it. What happen
and what did you do?”

e Once again, listen carefully to the answ
hiring decision and to learn more if yo
employee.

e On the evaluation form under "
themes you heard and give
example the theme of “ge
“quitting the same day
\\XII.

Question 3: Teamw

e This questi ou about exp®riences

ctured this way:

found yourself

a work group. What was
ws” , so to speak, that you
roup? The things you liked and

paraphrasing what the applicant says
stions to get more details as experiences

e again, becomes important for you in your hiring
management of the individual.

ions Evaluation

your notes and ratings on the Personal Interview Evaluation
Form. If you have heard things in these responses that cause you to

believe the candidate would not be a good hire (the “X’s”), you should
probably end the conversation at this point and tell the candidate you
will consider the Application further.
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Perfect Candidate = 30 Points
Good Candidate = 21 Points
Minimal Candidate = 12 Points

Close the Interview

« At this point you will have a fairly goo
good candidate. If so, confirm her i
attention to body language which ma
interest level of the potential hirg

« Explain that you will be follg

« Agree on e your reference and
cllent candidate,
You're not the

background checks, try
te think she and the job

he interview. Provide her with
to take home. Having professional-
flyers can help market to job
spective clients.

aves on a positive note. You want to avoid
you intend to reprimand or fire sitting outside
spective new hire is leaving.
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Documents relating to

The Application and Interview

Industry-Specific Application For
Personal Interview Evaluation Fo
Cleaning Team Member ]

Authorization for Release of
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