APPENDIX 3:

Recruitment & 
interview guidelines

This appendix contains further information on the recruitment process and 
conducting interviews.

Recruitment Advertisements

Most recruitment advertisements are divided into 5 key sections as follows:

	Job title:

	use the same title as the job description

	Section 1:
	describe the organisation (in one or two sentences) 

	Section 2:
	outline the major responsibilities and purpose of the role

	Section 3:
	define the level of skill and experience the role requires

	Section 4:
	detail benefits, rewards, training etc

	Section 5:
	tell the candidate how and when to apply. E.g. please email your CV and covering letter to (name and email address of hiring manager) or send to (postal address) by (close off date). 

	Add the website address of your organisation here: www.xxxx.co.nz


Key points to remember when writing advertisements:

· use the information in the job description and ensure the ad accurately reflects the role;

· keep it simple and concise;

· aim to capture the interest and attention of your target audience;

· proof read all ads CAREFULLY and ensure another person does too;

· advertising for candidates on the basis of age, sex, , ethnicity or on any of the other grounds set out in Appendix 1 above is discriminatory and illegal; and

· take care to avoid indirect discrimination unless you have good reason (see Appendix 1).

Short-listing CVs

Screening applications is an important step in the recruitment process as it can avoid time wasted in interviewing unsuitable candidates. Before culling CVs, formulate your selection criteria for the role, namely the skills and experience required to do the job (refer to the job description). Distinguish between essential (must haves) and desirable (nice to have) criteria. You can then assess each candidate’s skills and experience against these criteria.

Read the covering letter, completed application form and CV closely, as these documents provide useful information about a candidate. The aim is to select only the top few applicants to interview. What to look for when reviewing CVs:

· relevant level and type of job experience;

· education including degrees, diplomas and other credentials relevant to the role;

· career stability – frequent job changes can be of concern;

· gaps in employment history – review dates carefully;

· CV presentation – tidy, error-free presentation should be the norm; and

· achievements – e.g. awards, scholarships.
Select those candidates who have the level and type of experience you are recruiting for. Candidates who are over-qualified/experienced may not be challenged by the role. Those who are under-qualified/experienced may find it difficult to rise to the challenge, or require a great deal of training and assistance to become competent. 

If a salary is quoted on a covering letter or CV which is higher than you expect to pay, don’t automatically discount this candidate. You can discuss their realistic salary expectations, and what you are prepared to pay, prior to an interview. Candidates don’t always make decisions on the basis of salary alone.

Once you have reviewed your applications they should fall into three main groups:

· the ‘yes’ group – suitably qualified applicants to interview;

· the ‘maybes’ – potentially qualified applicants who may be interviewed depending on 
the outcome of the above group; and

· the ‘no’ group – those applicants who are clearly not qualified for the role.
Preparation (before the interview)

10-Minute Pre-interview Checklist

1.
KNOW THE JOB


a.
What will the person actually do? Do you have a job description?


b.
What are the qualifications needed?

2.
KNOW THE ENVIRONMENT


a.
What is the work environment like?


b.
What kind of person does well here?

3.
KNOW YOURSELF


a.
What do you, the manager, offer?


b.
What do you need in a candidate?

4.
KNOW THE SECTOR


a.
What does our organisation offer?


b.
What are current sector constraints?

5.
KNOW THE CANDIDATE


a.
What are the qualities of the ideal candidate?


b.
What is this candidate like? Get to know their CV.

6.
PREPARE FOR ALL CANDIDATES


a.
What questions will you ask the candidates? There are some sample questions 

in this appendix for you to use.

7.
PREPARE FOR EACH CANDIDATE


a.
Are strengths, weaknesses and unknowns established?


b.
Are questions planned to cover them?

8.
PREPARE FOR THE INTERVIEW


a.
Are all arrangements made?


b.
Are materials ready?

Be Prepared for these Questions from the Candidate

1. 
Can you describe the culture here?

2. 
What do you like and not like about working here?

3. 
What is your style as a manager?

4. 
Why is this position open?

5. 
What is the biggest difficulty I would face in this job?

6. 
What is the pay range, when is pay reviewed?

7. 
Do you have opportunities for advancement, career development?

Interview Room Set-up

The interview room must be:

· Private and free from distraction – off-site if need be

· An appropriate size

· Appropriate layout – comfortable chairs and a table, if possible

· Clean and tidy

· A comfortable temperature and well-lit, with access to tea, coffee and water

Interviewers’ Responsibility

· Clear their schedule and not be interrupted

· Turn off all phones

· Bring paper and pen for note-taking* and a watch/clock for keeping time

· Bring the CV (don’t leave other candidate CVs or notes lying around for other candidates to see)

· Be appropriately dressed

· Be prepared with interview questions

· Understand their role in the interview panel

· Understand the job, the organisation and the candidate

*Note-taking

Let the candidate know that you will be taking notes throughout the interview. Notes will be useful later on when you are trying to remember who each candidate is and what they said. It is a skill to write, talk and pay attention to the interviewee all at the same time and takes practice. Note down relevant information in your own shorthand, don’t attempt to copy the interview verbatim. The candidate may be entitled to ask for the interview notes at the end of the process, so be careful what you write. [As set out above, in some circumstances interview notes could be withheld as evaluative material-see section 29(1)(b) of the Privacy Act 1993].
Interview Structure – checklist

· Meet and greet – introduce the candidate to all members of interview panel and 
outline roles

· Offer tea, coffee, water and make the candidate comfortable

· Explain the interview process – e.g. time allocated, let them know you will take notes, invite them to ask questions

· Overview of the organisation – include information on the organisation’s history, structure, mission and values

· Overview of the role – include information on reporting relationships, technical requirements, a typical day, expectations

· Ask the candidate to outline briefly their career history and relevant experience

· Ask structured questions around technical and behavioural competencies (see section below on structured interview questions)

· Clarify issues as required – e.g. gaps in career history, reasons for leaving previous jobs, why they applied for the role

· Discuss the culture and environment of the organisation – e.g. social events, work hours, computer facilities 

· Discuss the benefits of joining the organisation – e.g. career progression, job satisfaction, training, remuneration and benefits package (often not until second interview stage) 

· Allow the candidate to ask questions

· Close the interview – explain the next step in the process – e.g. when they can expect to hear back from you (be realistic with your timeframes and be true to your word), second interview, reference checking, who they can contact if they need to discuss anything

· Thank them for their time and see them out

Timing of Interviews

As a general guide, a first interview will take around 60 minutes. Therefore 90-minute intervals will provide an hour for the interview, and 15 minutes each side for preparation and follow up/summarising. It will also provide a buffer for overruns or unexpected delays. Conducting interviews is demanding. Most interviewers would find four to five interviews per day sufficient.
Sample Interview Questions

This section is the heart of the interview. It is here that you will probe for information about the candidate, such as: experience, knowledge and skills in relationship to the job. 

Past performance is the best predictor of future performance so all interviews should 
use these sample questions that will help you to ask for information on past behaviours 
and performance.

Probing is a key element in successful interviews. Ask for details. If the candidate states that they were in charge of a project, you may want to probe for additional information such as:

· the scope of the project

· the actual responsibilities

· the number of people involved

· the budget,

· the outcome etc.

The following sample questions provide you with some options – DON’T USE ALL OF THESE QUESTIONS – select the most appropriate questions to suit the job, competency and skill requirements, your interview style, etc. 

PREVIOUS EMPLOYMENT

1. 
Tell me about a typical day at your job – what do you do, who do you see?

2. 
What is the most frustrating thing about your current job?

3. 
What are your reasons for leaving your current position?
4. 
What are the routine responsibilities of your job?

5. 
What aspects of your current job are important to you? Why?

6.
What is/was your most important contribution to your job/organisation?

MOTIVATION/SELF-MANAGEMENT

1. 
What does this job offer you that your current/previous one does not?

2. 
Why did you apply for this role?

3. 
What do you know about our organisation?

4. 
Why do you think you’re a good candidate for this role?

5. 
You’ve seen the position description for this role – in what areas would you require development or support?

6. 
Tell me about a time when you set yourself a very challenging goal that required you to learn or improve a new skill. What problems did you encounter and how did you try to overcome them? What was the outcome?

7. 
Tell me about a time when you achieved a major success at work. What made it 
so special? 

SELF-ASSESSMENT/GOALS

1.
What assets (strengths) do you bring to this job?

2. 
What areas or weaknesses are you trying to improve?

3. 
What constructive criticisms did you receive from last supervisor/manager?

4. 
What are your career goals?

5. 
What did your last performance review reveal about you?

6. 
What kind of work/projects really challenge you?

SUPERVISOR/SUPERVISION

1. 
How would you describe your current supervisor/manager?

2. 
What are your manager’s greatest strengths? Weaknesses?

3. 
Describe the qualities of the best manager you have worked for.

4. 
Describe the qualities of the worst manager you have worked for.

5. 
What do you consider essential in the supervision of people?

6. 
Tell me about a situation when you disagreed with someone in authority. What happened? What was the outcome?

LEADERSHIP/MANAGEMENT

1.
How would you describe yourself as a manager? Your style?

2. 
What is your experience with staff management?

3. 
Describe a situation in which you created a vision for a team. What did you do to generate enthusiasm and commitment to that vision?

4. 
Tell me about your experience with recruitment, performance management, employment relations, staff development.

5. 
What experience have you had reporting monthly to a board or similar? What do you believe to be important considerations when reporting to a board?

6. 
Tell me about a time when you dealt with a team who were performing well below their potential. How did you manage their poor performance? What was the outcome? How did you ensure the team continued to perform successfully?

7. 
Tell me about a time when you had to persuade people to support a decision that you did not personally support. How did you persuade others to support the decision? What was the outcome? 

INTERPERSONAL SKILLS & COMMUNICATION

1. 
Tell me about a conflict situation you were involved in at work? What was the conflict? How did you handle the conflict? What was the outcome?

2. 
What kind of people do you most enjoy working with?

3. 
What kind of people do you find difficult to work with?

4. 
Describe a situation when you had to use all the tact you could to resolve an issue. How did things work out?

5. 
What do you do to overcome any perceived barriers to communication?

6. 
How do you go about gaining the support of your peers? Tell me about a time when you did that. How did it go?

INITIATIVE

1.
Describe a time when there were no established policies or procedures in place, but you had to take action.

2. 
Describe a time when you had to be persistent in order to reach work goals.

3. 
Tell me about a time when you had no formal authority to resolve a situation, 
but were able to influence the outcome.

4. 
Tell me about a time when you came up with an original idea at work. What was the idea? What happened?

DEALING WITH STRESS, DISTRACTIONS, CHALLENGES

1. 
Tell me about when you have been able to concentrate effectively on a task, amidst distraction.

2. 
Describe a high-stress situation you've been in where it was important for you to remain calm and maintain a positive attitude.

3. 
Describe a work experience that demonstrates your ability to organise multiple tasks.

4. 
What is the most difficult challenge you've faced in your current position? How did you overcome it?

5. 
Describe your ideal work environment.

RELATIONSHIP/STAKEHOLDER MANAGEMENT

1.
How do you develop good rapport with stakeholders in your current job? How do you know you have a good rapport with stakeholders?

2.
Tell me about a time you were asked to do something by a client/stakeholder that you disagreed with. What was the outcome?

3.
Give me an example of a time when you developed effective relationships with stakeholders. Describe the process you used to develop and maintain that relationship.

4.
If not from a similar industry – how would you go about developing relationships and building networks in this sector?

CUSTOMER SERVICE

1. 
Tell me about a time when you exceeded a customer’s expectations. How did you determine their expectations? How did they respond?

2. 
Tell me about a time when you effectively dealt with a customer complaint. What was the outcome? What, if anything, would you do differently next time?

3. 
Tell me about a time when you had to deal with a difficult customer. Why were 
they difficult? What was the outcome? What, if anything, would you do differently next time?

CHANGE MANAGEMENT

1.
Tell me about the latest change you implemented in the workplace that had a major effect on people you managed. How did you sell it to them? What was their reaction? How did you help the team maintain a feeling of stability through the change process? How effective was that? 

2.
Where do you get new ideas from? 

3.
How do you know whether a change is a good thing or just change for change’s sake? How do you make that judgement?

PLANNING/ORGANISING 

1.
Do you consider yourself to be a goal setter? Tell me about a goal you set recently.

2.
How do you manage your time? Is this effective? How do you manage conflicting priorities?

3.
Tell me about a time when you anticipated future trends. What did you do? How successful was this?

COMMERCIAL ACUMEN

1.
How would you rate your financial management skills? What are the important factors to consider when forecasting, managing cash-flow and controlling costs?

2.
What do you think will be the main factors affecting our organisation (and/or the sector) commercially over the next three to five years?

3.
Tell me about a time when you took responsibility for addressing a business opportunity you noticed. What was it? What was the outcome? Was it a success?

Verbal Reference Check and Guidelines

Prior to calling a referee ensure you have:

· sought the candidate’s permission to do so;

· the candidate’s CV to hand;

· complete privacy; and

Once you have made contact with the referee:

· introduce yourself and purpose of call;

· advise length of call and check they have time; and

· briefly describe the role for which you are recruiting.

Sample questions to ask:

1.
How long did x work for your organisation? (to confirm dates on CV)

2.
How long did x work for you?

3.
What was their job title(s)?

4.
Could you briefly outline their key responsibilities?

5.
How would you describe their performance in the role? 

6.
What were their strengths?

7.
What are their areas for further development?

8.
What was your working relationship like as their manager?

9.
How did they relate to the wider group of employees?

10.
How did they relate to customers/clients?

11.
What was (are) their reasons for leaving the organisation?

12.
Given the chance would you re-employ the candidate in the future?

13.
Is there anything else you would like to say in support (or otherwise) of this candidate?

Thank them for their time.

If you have any concerns about the candidate’s ability to perform in the job, you can use the reference check to dig for more information. For example, if you are concerned about their ability to work autonomously, ask the referee for their view as to the candidate’s ability in 
this area.
Interviewing Techniques

Questioning

Try and use open and probing questions to encourage the candidate to open up and 
share information:

· Open questions – used when you want the candidate to open up and provide information. Such as “tell me more about… give me an example of…describe a time in your career…summarise your career to date…”

· Probing questions – allow you to dig for more information, particularly when you haven’t got the answer you were looking for. Probing questions tend to start with why, how, when, what. As in “why did you leave your last job...what was it about the job you didn’t enjoy…how did you make the decision to resign…?”
Avoid using closed and multiple questions:

· Closed questions – require the candidate to answer with a yes or no. Closed questions should only be used when you wish to clarify something. e.g. “Did you finish your degree in sports management?” 
· Multiple questions – numerous questions asked at once. e.g. “I’m interested in why you took a year off to travel, where did you go and what country did you enjoy the most? Candidates may have difficulty remembering all of the questions, as may you.

The interview is your opportunity to find out as much as possible about the candidate, so give them every chance to talk. If you are doing all the talking, try asking more open and probing questions. A good question to ask near the end of the interview may be “is there anything we haven’t covered in the interview that you feel is important for us to know?”

Remember to give the candidate sufficient time to answer questions. Don’t feel the need to fill silences. The candidate may simply need time to formulate an answer or ask you to re-phrase the question.

Listening

· Show active listening by using positive body language (eye-contact, lean toward candidate, nod, smile) and making interested noises (ah hah, yes, I see) will encourage the candidate to open up. 
· Conversely, clicking your pen and looking out the window will have the opposite effect.
Body language

· Be aware of your own body language during the interview. 

· Sending positive signals (a warm handshake, good eye-contact, leaning slightly forward to show interest, maintaining an open posture – don’t sit back in chair with arms folded) will help to relax the candidate and encourage communication. 

· Consider also the candidate’s body-language. Flushed cheeks and neck, shaking, fidgeting and shortness of breath are all signs of nervousness. 

Managing the candidate

· If the candidate is nervous, try and put them at ease by asking them a few simple questions about themselves first. Let them get used to the sound of their own voice. Allow them time to answer questions or give them clearer examples.

· It is your responsibility to keep to the interview timeframe. Keep to the topic and ensure the candidate does too. 

· Treat all candidates with respect and give them the benefit of a fair hearing. Don’t make up your mind about a candidate early on and then look for a way to wind up the interview within 15 minutes.

Managing yourself

· If you are nervous, follow your interview structure and refer to your structured questions. Rely on the support of your fellow interviewers and know that the candidate will feel more nervous than you.

· You are in a position of power when interviewing; don’t abuse it.

· Encourage the candidate to do the lion’s share of the talking (and make sure it is relevant). You are gathering information. 

· Be prepared.

· Be realistic about the role at all times – don’t undersell or oversell the role. Tell it like it is.

