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PANEL CHAIRPERSON

1.
WHO?
Typically the supervisor of the position being recruited.

2.
Does What?

Initially prepares employment authorization (and all required documentation) for review by next level of Supervision/Disability/Division Director.

3.
Select/Recommend Panel Members
A.
Panel should be balanced (race, sex).

B.
Members of the panel who are D19 CSB employees should normally be in the same or higher pay grade as the advertised position.

4.
Convene the Panel
A.
Purpose of the panel (recommendation of 1 candidate for hire, recommendation of top applicants for second set of interviews).

B.
Responsibilities of panel members.

C.
Review EEOC/D19 CSB Guidelines.

D.
Review position description.

E.
Share selection criteria and ranking.

F.
Screen applications/select who to interview based on minimum screening criteria

G.
Review questions/possible answers.

H.
Assign questions.

I.
Review how panel members should conduct themselves.

J.
Documentation requirements/worksheets.

(Assure each panel member includes narrative description on screening worksheet and interview questions to justify the score of 4, 3, 2, 1, 0.)

5.
Interview
A.
Introductions

B.
Review the interview process

C.
Maintain control

D.
Follow-up procedures

E.
Collect documentation/worksheets

F.
Complete summary worksheet with "Recommendations"
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IMPROVING INTERVIEWING TECHNIQUES
Introduction - What is the purpose of the employment interview?  It is to predict performance on the job.  Your job as the interviewer is to bring out information that will help you develop a clear picture of the candidate's knowledge, skills, and abilities to do your specific job.  The keys in doing this successfully are to:

1.
Have a clear understanding of the job.

2
Determine what criteria you will use to evaluate candidates (knowledge, skills, abilities).

3.
Gather information related to the criteria.

4.
Design interview questions that will bring out information to help you evaluate how the candidate matches up against the criteria.

5.
Know when to ask additional criteria-related questions to probe for information.

6.
Evaluate the candidate against the selection criteria.

A.
Understand the Job
Review the current job description to make sure that it is current.  Without this first step, you can often hire someone to do a job that doesn't exist.  Overlooking this first step can result in selecting a candidate who is not a good match for the job, as it exists today.

B.
Select the Criteria
Spending adequate time in this step will result in improved selections.  Criteria should cover three areas:

Knowledge - This is a body of facts, information, or procedures that would be necessary to perform a specific job.

Skills - Skills are observable, quantifiable, and measurable actions that are necessary to perform a specific job.

Abilities - Typically these are mental processes, characteristics, or qualities that would be necessary to perform a specific job.  Does the candidate have the abilities to perform in your particular work environment under conditions that are unique to D19 CSB?  

C.
Gather the Information
Information typically is gathered from four sources:

Application/Resume - Review these carefully to screen in applicants that you want to interview.  Evaluate the information carefully against the criteria you have chosen.

Interview - In many ways, the interview is like a test.  You are determining whether the applicant actually has the knowledge, skills, and abilities that you are seeking.  Do not rely on the fact that a skill is listed on a resume.  You should check it out in the interview.  Take notes during the interview to help you evaluate the candidate at the end.  Remember that the interview is an information gathering session, not a decision-making session.

Work Samples/Work Examples - Candidates may be asked to bring samples of their work (projects, reports, etc.) that can be used to help in evaluating their skills and abilities.  They may also be asked at the end of an interview to produce a sample of their work such as writing a response to a letter or outlining how they would approach a research project or task.

References - Candidates may give permission for references to be contacted concerning their job-related knowledge, skills, and abilities.

D.
CORE Questions - Questions should be open-ended, specific, and oriented to past experience.  They should not be predictable, vague, or yes/no.  A set of CORE questions are pre-planned and asked of all candidates.  They must be related to the selection criteria.

E.
Specific Questions - You should be ready to ask questions of any candidate to probe for more specific information about what job duties/skills were actually performed, how jobs were actual done (the steps), or why decisions were made.  These questions must also be related to the selection criteria.  Be careful not to get into EEO areas with these questions.

F.
Evaluate the Candidate - Interview questions should be used to evaluate the candidate against the selection criteria.  Complete this sheet during the interview or immediately after the interview while your memory is fresh.  This will help you evaluate the candidate against the criteria and not against another candidate.

PARTS OF AN INTERVIEW
A.
INTRODUCTORY

1.
Rapport

2.
Process

3.
Introductions

B.
MIDDLE

1.
Core Questions (must be asked of all applicants)

2.
Specific Questions (Additional questions of an individual candidate may be asked in response to answers, applicant statements and questions, or to clarify information on the application).

C.
END

1.
Time for candidate's questions

2.
Benefits

3.
What will happen next?

4.
Job Conditions/Requirements/Hours/Travel

GENERAL INTERVIEWING QUESTIONS
1.
Of your various qualifications, which do you consider to be the most important to the job that you are applying for and why?

2.
Describe some of the job duties that you have performed in previous positions which give you necessary experience you think we need for our position.

3.
What was the best job you ever had, and why?

4.
What was the worst job you ever had, and why?

5.
Will you be able to perform the essential duties of this job as they have been described to you?

Follow-up question if a disability is "known" (applicant informs you of the disability or the disability is obvious):

What accommodations would enable you to perform the essential functions of this job?

Describe or demonstrate how, with or without reasonable accommodation, you would perform the essential job-related function of _______________________.

6.
Describe the conditions of work, then ask the following question:

Is there any condition of either hours or location of the work that would present a problem with meeting these conditions?

7.
Describe the management style you prefer.

8.
Considering your overall career objectives, where would this job fit in?

9.
Describe a typical workday in your previous or current position including functions and percentage of time spent on each one.

10.
What new skills or capabilities have you developed over the  past year? 

11.
How often and in what way did you communicate with your superiors and subordinates?

12.
What were the biggest pressures on your last job?

13.
What do you feel are your strongest abilities, and how would they relate to your position?

"MORE SPECIFIC"

QUESTIONS
1.
Give me a general view of your responsibilities in the department where you work now.

2.
Now, let's get a little more specific if we might.  Tell me about something you've done in your job that is creative. 

3.
For a more specific answer, ask, "Can you think of a specific difficult client that you have had, and tell me how you handled this difficult client."

4.
To help the applicant be more specific, you might ask, "But, if you will, play a little movie in your mind and tell me exactly how you handled that difficult client."

5.
Tell me about an important goal you've set in the past and how successful you were in accomplishing it?

6.
So, if you will tell me about a time when you made a quick decision, that you were proud of.

7.
You've heard the expression, "being able to roll with the punches," describe a time when you had to do that, when working with a difficult person.

8.
When you had to do a job that was particularly uninteresting, how did you deal with it?

9.
What experience have you had with a miscommunication with a client or fellow employee, and how did you solve the problem?

10.
Tell me about a time when an upper-level decision or policy change held up your work.  How did you deal with it?

11.
Describe a situation in your last job where you could structure your own work schedule.  What did you do?

SELECTION CRITERIA
1.
Should be a Knowledge, Skill, or Ability.

2.
Should not be a degree unless required by law or business necessity and can be substantiated.  The degree may illustrate that the candidate has the knowledge, skill, or ability.

3.
Should not be the number of years of experience.  The years of experience may illustrate that the candidate has the knowledge, skill, or ability.  Also consider type of experience and diversity of experience.

4.
Should be what the average, entry-level person in this position could do.

5.
Should not be so specific that only the current in-house candidates could fill the position.

6.
Must be able to be evaluated by information on the application, responses to interview questions, work sample/work examples, and/or reference.


SCREENING APPLICATIONS, RESUMES, COVER LETTERS
1.
District 19 Community Services Board applications, resumes, and cover letters are sources of information in the screening process.

2.
Look for information that matches the selection criteria.

3.
Use words from the application, resume, cover letter that illustrate how the candidate matches the criteria.

4.
Decide which applicant(s) are to be interviewed, based on:

*
Those meeting the most important criteria.

*
Those showing a combination of criteria.

*
Size of the applicant pool.

*
Reasonable number of interviews you can conduct.

5.
It is important to maintain consistency in screening in or screening out applicants.

SELECTION CRITERIA WITH SAMPLE INTERVIEW QUESTIONS
1.
Criteria:  Ability to cope with stress.

Describe a time on any job which you've held in which you were faced with problems or stresses which tested your coping skills.  What did you do?

2.
Criteria:  Ability to make effective decisions.

Tell me about a situation where you had to make a decision which made you unpopular.  How did you handle it? 

3.
Criteria:  Ability to use verbal communication skills effectively.

Tell me about a time in which you had to use your spoken communication skills in order to get a point across that was important to you.

4.
Criteria:  Ability in interpersonal skills.

Can you tell me about a job experience in which you had to speak up in order to be sure that other people knew what you thought or felt?

Describe a situation in which you were able to effectively "read" another person and guide your actions by your understanding or their individual needs or values.

Describe a time in which you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

5.
Criteria:  Ability to lead people.

Give me an example of a time in which you feel you were able to build motivation in your subordinates at work.

6.
Criteria:  Ability to effectively solve problems.

Give an example of a time in which you had to use your fact-finding skills to gain information for solving a problem - then tell me how you analyzed the information to come to a decision.

What has been a problem that you had to deal with in your last job?  Tell me about how you analyzed the situation, how you defined the key factors and developed your solutions.

Give me an example of a problem which you faced on any job you have had and tell me how you went about solving it.

7.
Criteria:  Skills in planning and goal setting.

Give me an example of an important goal which you have set in the past and tell me about your success in reaching it.

8.
Criteria:  Ability to write reports.

Describe the most elaborate report you have ever had to write.  What were the most difficult aspects?  How was it received?

9.
Criteria:  Ability to analyze information and present it in a written format.

10.
Criteria:  Ability to be creative in their work.

Describe the most creative work-related project which you have carried out.

11.
Criteria:  Ability to work as a member of a team.

What did you do in your last job to contribute toward a teamwork environment?  Be specific.
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