Quality
Interviewing

A Step-by-Step Action Plan for Success Third Edition

Learn Five Proven
Interview Styles

Plan and Conduct a
Successful Interview

Evaluate Candidates
Objectively

Select the Best Applicant
for the Job

Robert B. Maddux




CONTENTS

PART I—-PLANNING FOR THE INTERVIEW
Objectives

Equal Employment Opportunity Considerations
lllegal Employment Practices

Meet Some Successes and Failures

The Importance of the Selection Interview
Interview Styles

Interviewer’s Self Assessment

How to Define Job Requirements

Job Specifications Worksheet

Case 1—Mary Ann’s Replacement Problem
How to Prepare an Interview Action Plan

PART II-CONDUCTING A QUALITY INTERVIEW
Gaining the Applicants Cooperation and Confidence
How to Gather Job Related Data from Applicants
Case 2—The Silent Candidate

Questions that Yield Pertinent Information

Using Probes in Interviewing

Practicing with Questions

Satisfy the Applicant’s Need for Information

Case 3—The Unproductive Salesperson

PART III-EVALUATING THE CANDIDATES AND
MAKING THE BEST DECISION

General Principles Governing Applicant Evaluation
How to Evaluate Candidates Objectively

Comparison of Candidates to Position Requirements

PART IV—-REVIEWING WHAT HAS BEEN LEARNED

Review of The Dynamics of Interviewing
Candidate Disposition

Case 4—What Should You Tell Joy Jensen
Seven Unforgivable Mistakes

Reading Review

Reading Review Answers

Develop a Personal Action Plan
Voluntary Contract

Author’s Suggested Answers To Cases
Author’s Responses To Practicing With Questions
Appendices |

Discriminatory or Non-Discriminatory
Information Needed by the Applicant
Checking References

Bibliography and Resources

29
31

37
41

47

49
51

JAdJdETTSRTTR2TERA

Sumatanu] Aend



