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Recruiting great people is one of the most important things we do as managers but finding those people can sometimes be difficult. During this session panelists will focus on the challenges of getting the skills and knowledge you need in candidates and will share recruitment strategies and interview techniques. 

· Moderator: Teresa Leonard, Raleigh News and Observer. 

· Speakers: Lany McDonald, Time Inc.; Barbara Hijek, Ft Lauderdale Sun-Sentinel. 

· Sponsored by Dialog. 

Presentation:

Successful Interviewing/ Successful Hiring

Behavioral Interviewing – a measurement of emotional intelligence

Favorite Questions to determine:

Leadership Potential:

Describe your leadership style.

Tell me about people who have become successful as a result of your management. What was your role?

Communication Potential:

What kinds of information do you share with your direct reports?

What different approaches do you use in talking with different people? How do you know that you’re getting your point across?

Interpersonal Relations Potential:

Can you describe a situation where you wished that you had acted differently with someone at work? What did you do?

How would others in your office describe your relationship with your peers?

Sensitivity Potential:

Describe a time when you had to react to an emotional employee.

What do you do when you notice a co-worker/subordinate consistently making errors?

Teamwork Potential:

What have you done to foster a team orientation in your current department?

What have you done to make your boss more efficient and organized?

What techniques have you used when working in a group to help the group be more effective?

Self-Management:

Are you entrusted with confidential information on your current job?

We all make mistakes. Describe a time when you made a mistake and 

What did you do?

How does you current job relate to your career goals?

What do you do to balance your work and personal life?

Values Diversity:

What kinds of people do you work best with?

What kinds of people do you find the most difficult to work with?

In today’s society we encounter co-workers and customers whose cultural background is very different from our own. Have you observed any advantages or difficulties resulting from these differences?

Composure:

All jobs have frustrations and problems. Describe an instance when you became upset at work. Explain.

Under what conditions do you work best?

What sort of pressure do you feel in your job? How do you deal with these pressures?

Presentation Skill Potential:

Have you ever down any public speaking? What presentations have you made?

What sort of forms does you regularly complete on the job?

Can you give me an example of a time when you challenged or questioned a directive or assignment? How did you handle it?

Successful Interviewing:

Four primary goals of the interviewing process:

1. Clear understanding of the job in order to determine if the candidate is qualified

2. Determine if the candidate will “fit in”

3. Uncover hidden problems

4. Represent and sell the company

The Interview Process:

The Screening Interview:

An initial interview usually done over the phone 

Prepare a 30-second infomercial about your company and the job.
Clear issues that may be a block later. One of the biggest issues is money. Ask, “what kind of money are you looking for?”   Determine if you are in the same ballpark. 

Background Check:

Triangulate (establish mutual contacts).

Validate resume carefully point-by-point. 50% of resumes have lies.

Look for ambiguities like a two-year gap.

Call references.

The Formal Interview:

· Should last a minimum of 30 minutes to 1 hour

· If candidate is evasive probe more

· Those that interview the best aren’t always the best candidate for the job.

· Don’t do all the talking – BE AN ACTIVE LISTENER!
· Final question is “Is there anything that you’d like to share with me?”

Types of Interviewing:

Behavioral Interviewing

 *Focuses on the candidate’s actions and behaviors and minimizes the personal impressions that affect our choices.

 *Style is based on the premise that the best, most effective way to predict future behavior is to determine past behavior.

 *Ask how a candidate did something rather than how they would do something.

 *Ask candidate for specific details rather than theory or generalization.

Structural Interviewing:

Allows you to focus on what is important to you, e.g. are you willing to work on holidays?

ONLY Ask questions about:

Work history, Job-related skills and knowledge, Education

Always ask:

Why they are in the market for another job?

What attracted them to your position?

Standardize you questions:

· legally protect yourself (you may want to have your HR department approve your questions)

· develop a better standard of measurement to compare candidates

