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SELECTION INTERVIEW
Preparing for the interview

· Review the candidate’s resume and file; pay particular attention to jobs, experiences, education and training most related to the target position. Highlight items to be covered during the interview.

· Review the competencies required for the target position and select from 4 to 7 to assess in an interview quide. Questions can include: knowledge questions, situational questions and behavioural questions. These questions are prepared to be able to identify the candidate’s ability to perform the job. (For the mock interviews the interview guide will be prepared).

· For each competency, choose 1 relevant question to ask during the interview (for the mock interviews this will be prepared in advance).

· Ask candidate in advance if they have any needs that require special support or accommodation during the interview. Note that not all disabilities are visible (e.g., learning, mental health, or intellectual disabilities).

Open the interview

· Greet the candidate. Give the name and position for yourself and each interviewer.

· Explain the purpose of the interview:

· Help the company fairly decide on the candidate most qualified for the job.

· Help the candidate understand the agency/position.

· Describe the interview plan.

· Will briefly review candidate’s past jobs/experiences and education.

· Interviewer(s) will ask questions about candidate’s specific experiences and accomplishments, as they relate to the job.

· Interviewer(s) will answer candidate’s questions about the position.

· Interviewer(s) will take notes throughout the interview.

Establish rapport

· Do not betray (by word, gesture or facial expression) approval or disapproval, agreement or disagreement.

· Do not challenge answers or engage in debate with the candidate.

· Keep your body language neutral and keep writing.

· Look up once in a while, nod, smile and otherwise encourage the candidate.

· Use silence (up to 10 seconds) to encourage candidates to expand on short answers, and then ask if they want to say any more or if they would prefer to move on.

Probes and follow-up

· Ask the questions exactly as worded in the question list.

· IF the applicant requests clarification, repeat the pertinent part of the question or use the probes that have been identified for the question. 

· It is recommended that the interviewers take turns asking questions

· Prompt the candidate, if required, to obtain missing/additional information.

· In addition to the specific probes for each question, you can also use general prompts such as “Can you please tell us a bit more about that?”, “Could you please be more specific?”, “What did you do next?”, etc.

· If candidates have difficulty thinking of an example, ask them to think about another example they have used and consider its relevance.

· Remind candidate that they can always come back to a question and expand on their answers if there is time left at the end of the interview.

Take notes

· Do not be selective in your note taking — write down everything and sort it out later, when you do the evaluation.

· Take notes of factual data (examples, quotes), not your judgments.

· Your notes should be plentiful with specific examples

· Do not make judgements in your notes. Notes must be factual.
· Allow the candidate to make notes or record the question.

· Even though these notes may be solely for you and the individuals who are involved in the hiring decision, never write notes that relate to prohibited grounds (e.g., “Haitian woman, 35-ish”).

Rate the Competencies

· Immediately after the interview, take a few minutes to review and complete your notes.

· Using the rating scale , assign a rating to each question

Questions not to be asked in an Interview

Prohibited areas include:

· Race

· Colour

· National or ethnic origin

· Religion

· Age

· Sex ( including pregnancy and childbirth)

· Marital Status

· Family Status ( e.g. number of children)

· Pardoned conviction

· Physical or mental disability

The Canadian Human Rights Act prohibits questions that directly or indirectly elicit information in these areas. For example asking a candidate to list clubs they are members in may reveal their race, religion.
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