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ORAL INTERVIEWING
Purpose
     The oral interviews, in which you have agreed to participate, is the most important part of the Recruitment and Selection process.  The purpose of the interview is to (1) determine relevance of experience and training; (2) appraise personality and motivation of the applicant; and (3) fill-in gaps or answer questions generated by the application or resume'.

     For the purpose of the oral interview, each board member is being supplied with a copy of the position announcement, a rating form and a list of suggested questions.  The announcement gives a des​cription of the position, qualifications desired, and the desired knowledge and abilities required for the position.

The following facts should be kept in mind:

(1)
No attempt should be made during the interview to discover the political, religious, labor or fraternal affiliations or sympathies of the applicant.

(2)
The purpose of the interview is not to put candidates "on the spot", but rather to furnish them an opportunity to reveal those special qualities they possess.

(3)
The main purpose of the interview is to evaluate as objectively as is possible the appearance, intelligence, character, judgement, behavior habits and overall skills and qualities needed for satisfactory performance of the position for which the applicant is being interviewed.

Review of Interviewing Procedure
     Interview committee members are to convene approximately one‑half hour prior to the time the first candidate is scheduled to appear.  The entire rating procedure will be discussed, and any questions which the committee mem​bers might have after reading this manual, will be answered at that time.

The Interview Process
     Interviews are trying experiences for all concerned, but they can be made a reasonably satisfactory experience, even for those who do not receive high ratings.  The aim is to make the applicant feel that he/she has been given a fair opportunity to demonstrate his/her ability and fit​ness for the position for which the interviews are being conducted.

     The responsibility for the tone of the oral interview rests in the hands of the interviewers.  It is the way you handle each applicant that will, in a large measure, crystallize his/her feelings about the fairness of the whole selection process.  These suggestions are made for conducting interviews:

(Before the interview)
(1)
Arrange interview room so that the applicant is visible and heard by each committee member, and is seated at a table or desk if you were in a conference.  Arrange the applicant's chair so that it does not face a window or a strong light.

(2)
See that the desk is not cluttered with papers, and that no rating is done during the interview.  Pencil notes may be made during the interview for later reference in rating the applicant.

(During the interview)
(1)
Cordially introduce the members of the interview committee to the applicant.

(2)
Explain the purpose of the interview to the applicant and any other information about special conditions and timetables.

(3)
Begin the interview proper with an easy question having to do with the applicant's experience and training.  Suggested questions are among those attached.  The use of a general question which the applicant is familiar is a good way of putting the applicant at ease at the beginning of the interview.

(4)
Be sure the applicant does not receive the impression that you are staring.  It is taken for granted, however, that you will have to observe him/her carefully.

(5)
The applicant's remarks should be acknowledged, and you should be sure your interpretation of his/her meaning is correct.  The applicant shouldn't be able to determine from your words or manner whether or not you agree with him/her.

(6)
Avoid direct questions and highly controversial subjects such as religion, politics, or labor affiliations.  If the applicant brings them up, indicate that such subjects are not properly a part of the interview.  Care should be taken, however, not to embarrass the applicant in so doing.

(7)
Argument with the applicant has no place in the oral inter​view.  It is not necessary to convince the applicant of anything in the interview, except of your own good will toward him. If the applicant becomes argumentative, the subject should be changed.

(8)
See that most of the talking is done by the applicant.
(9)
When the applicant shows a tendency to wander from the subject, it is well not to stop him/her immediately, as this in itself is a personality trait worth noticing.  

(10)
It is important to hold to the schedule, but, no interview should be terminated until you are satisfied that you have a foundation for your judgment.  Also, each applicant, regardless of apparent merit, should be questioned long enough to give him/her a fair opportunity, even though your first impression is that he/she will be rated low.  Quite frequently this first impression is radically changed as the interview progresses.

(After the interview)
(1)
Each interviewer should record his/her own estimate of the applicant's qualification on the rating forms which have been provided.  Generally speaking, discussions concerning an applicant's qualifications should be withheld until all members of the interview committee have had an opportunity to rate the candidate.

Interview Questions
     Several general questions which have been tried in other interviews and proved useful will be found attached.  Please refer to the attached "Position Announcement" for information on the knowledge and abilities required to successfully perform the duties of the position.  Each member of the committee should participate in every interview.  

The leader will greet the applicant, introduce him/her to the committee members, explain briefly the purpose of the interview, and ask the first question.  

One question should be asked of each applicant before he/she leaves the room.  This question is "Do you have any additional statements you would care to make or any questions you would like to ask the board?"

Rating Scales
     A copy of the rating form with necessary instructions is attached for your review.  It is believed that the instructions are self‑explanatory.  

Certain general considerations in the rating process are as follows:

(1)
You are to rate each applicant by placing a check mark at that point on the scale where, in your judgment, the applicant stands.  

(2)
The objective is to rate the overall personal fitness of the applicant with what you feel the needed factors are for satisfactory performance of the position.

(3)
Do not hesitate to rate applicants either very high or very low if you feel that such ratings are justified.  The fact that multiple interviewers will rate independently each applicant will tend to average extremes.  The ratings given by the committee members should be averaged in arriving at the applicant's numerical score on the oral interview.

(4)
If it is necessary to adjust an applicant's rating prior to adjournment of the Committee, make a new check mark on the scale.  Place your initials above the mark you desire to use in the scoring.  Do not erase the original check‑mark you placed on the scale.  All rating forms are to be signed by the interviewer. 

(5)
On the rating sheet you will find spaces for comment.  For a number of reasons it is desirable to record statements of one kind or another. Some of the reasons are as follows:

(a)
Many applicants after an examination, not in a spirit of dissatisfaction but in one of curiosity and self‑improvement, desire to review their examination papers.  It is helpful to both the applicant and the examiner conducting the review to see notations which explain favorable or poor ratings.  Poor ratings and a total absence of comment are un-enlightening and hard to justify.

 

(b)
Comments should be made on each applicant rated either very low or very high on the scale of the rating form.

(c)
Comments also have an identifying value.  Even in a single day of interviewing it is often found desirable to refer back to ratings made earlier in the day.  Sometimes it is desirable to make an adjusted rating.  Identifying comments also have value to central office personnel in recalling circumstances surrounding an individual or a situation.

(d)
Your comments can be of assistance in certain research studies which may be conducted dealing with the reasons for rejections and low ratings as a result of oral interviews, the frequency with which certain desirable and undesirable traits are exhibited, the general trend of the markings on certain particular traits, and why the trend fol​lows the path which it does.


ATTACHMENTS
SUGGESTED QUESTIONS FOR INTERVIEW COMMITTEE MEMBERS
It is important that the same questions be asked of all the applicants.
(1)
Why are you interested in being considered for this position.
(This questions addresses the issue of motivation.  The motivation factor can be evaluated by learning what a person likes to do or find satisfaction in doing.  It also provides you with insight into the applicants interest, aspirations and energy level.  Good responses might be (a) professional/career advancement and development; (b) provide high quality service to community; etc...  Inadequate or poor responses might be (a) moved to area; (b) desire for higher salary, etc...)
(2)
What experiences have you had which should be useful in carrying out the responsibilities of this position.

(This question addresses the knowledge, skills and abilities of the applicant.  Is one's training and job experience appropriate and helpful to the task at hand?  Good responses will include local government experience and direct work experience in the personnel profession.  Leadership responsibility for a small to large personnel function is very important. Inadequate or poor responses might suggest little or no personnel experience and/or little or no government experience.)
(3)
Are you doing anything to keep up to date with your profession? Reading? Extension or post graduate courses? Do you intend to in the future?

(This questions addresses the issue of motivation. Has the applicant continued to develop his/her professional skill or relied solely on past learning.  Because the field of Personnel is based on Case Law, it is important that the incumbent continue to keep abreast of changes in the legal and professional environment.  The degree to which an applicant has attempted to develop might be seen in responses such as "I attend professional conferences on national and local levels" to "I don't see any benefit to me".) 

(4)
Tell us about any experiences in which you were required to use tact and diplomacy?  Please describe the situations. 

(This question addresses the issue of personality.  This factor refers to three different yet highly interrelated elements: psychological adjustment, interpersonal relationships, and temperament.  Tact is "a keen sense of what to do or say in order to maintain good relationships with others or avoid offense".  Diplomacy is the "skill in handling affairs without arousing hostility".  Good examples might be an occasion in which the applicant had to deal with a very difficult situation which resulted in others not agreeing with a decision, but understanding the positions taken.)
(5)
What do you consider the principal personal qualities needed by the incumbent of this position?  Which could you improve on? 

(This question also addresses the issues of personality and self assessment. A good Personnel Director must be patient and understanding yet tactful and diplomatic.  He or she must often make decisions that will affect many other employees, therefore, the incumbent must be able to problem solve and make decisions then follow-through on plans and/or programs.  Good responses might be any of the above mentioned qualities.)
(6)
How do you handle difficult and disagreeable people? 
(This question also addresses the issue of personality.  A good Personnel Director does not try to avoid difficult and disagreeable people by sending them to other.  Good responses might be trying to reach some common ground or area of consensus; try to learn as much as possible about the individual.  Inadequate or poor responses might be to send the individual to City Administrator or Department Head; or threaten the employee with his/her job security.)
(7)
What groups in the city would you think are interested in how you do your job and why is each group interested?

(The question addresses the issue of intelligence.  Intelligence factors not only looks at what the applicant actually knows, but also whether the applicant can apply that knowledge to solve a problem.  This question requires the applicant to access through previous experience and/or knowledge how the personnel function operates in a local government and determine the extent that other department/groups will interact with the Personnel Director.  The most appropriate response is that all groups in the city will be interested because of the broad base of responsibility associated with the position.  A less than appropriate response will exists when the applicants tries to name specific groups.)
(8)
What activities have you undertaken while in your last job which you consider of particular value to your previous employer and in your own develop​ment? 
(This question addresses the issues of knowledge, skill and abilities.  The applicant should describe personnel projects that include but are not limited to Classification and Compensation study, drafting rules and regulations or operating procedures, established safety programs, innovative training programs, etc...)
(9)
Briefly describe the most important pieces of labor legislation or court cases that affect the city's personnel program and how you will address each if appointed to this position. 
(This question addresses the issue of intelligence and knowledge of the personnel field.  The most appropriate responses would include a discussion about anti-discrimination legislation including Title VII of the Civil Rights Act, the Equal Pay Act, the Age Discrimination in Employment Act, the Fair Labor Standards Act, the Consolidated Omnibus Budget Reconstruction Act; the Vocational Rehabilitation Act or the soon-to-be effective Americans with Disabilities Act and how they would be addressed in the City of Franklin.  The applicant may also want to discuss the Tennessee Human Rights Act or the Tennessee Maternity Leave Act.  Additionally, the applicant may want to discuss the Loudermill decision and its' affect of the Employment-at-Will Doctrine.)  
(10)
What do you consider the Personnel Department's primary service goal?  Explain.
(This question addresses the service orientation of the applicant.  Generally, personnel officials are charged with providing services to a variety of groups.  These include the general employee groups, the administrative section (mayor and/or city administrator), other department heads (fire and police chiefs, finance director, etc.), the executive branch (council and mayor), other city governments, and the general public. In many cases the services provided are primarily informational.  In other cases the services may involve direct participation to develop and implement projects.)
(11)
Given a growing city population and area, what staffing alternatives would you consider recommending to the City Administrator outside of hiring more full-time, career oriented employees?
(This question requires the applicant to apply the knowledge, skills and experiences to solve an ever present problem in local government.  The establishment of new positions may on the surface alleviate the staffing problem, but upon closer examination, may reveal the presence of increased benefit costs.  An appropriate response might be to look into alternative staffing methods like expanding/developing volunteer efforts or developing specialist-type programs.  Less appropriate responses might be to increase the amount of overtime allowed.) 


PERSONNEL DIRECTOR


POSITION ANNOUNCEMENT

The City of Franklin Personnel Director position requires at least eight (8) years of personnel or closely related experience, including five (5) years of responsible and successful experience in the management of a large personnel function.  Municipal personnel experience is preferred.  Graduation from an accredited college or university, with major course work in public or business administration; experience in an administrative capacity, or any combination of such training and experience is desired.  Knowledge of federal, state and local laws and rules and regulations applicable to personnel administration is essential.  

The general job objective is to create and administer a centralized personnel program under the jurisdiction of the City of Franklin; to facilitate an appropriate organizational structure, work environment, and system for the personnel function and all city employees; and to assume all personnel recordkeeping and monitoring functions.


INTERVIEW ASSESSMENT (RATING) FORM
DIRECTIONS:
Carefully evaluate each of the factors separately.  Before assigning any rating, refer to any documentation notes or comments which you have written during this interview.  Be sure that the statement you check is consistent with the notes you have kept on the applicant.

Name of Applicant                                                    
     4

3
2
  1


	A. Oral Communication Skills
	
	
	
	


Does the applicant express ideas or information clearly, concisely and demonstrate the ability to listen carefully to others?

4 -
Speaks clearly and to the point, using proper grammar;

3 -
Digresses slightly from the point, but answers completely with only minor speaking or grammatical errors;

2 -
Responds in both unorganized and difficult to understand manner because of speaking or grammatical errors;

1 -
Misses the points in most questions with either rambling or incomplete answers that were difficult to understand because of speaking or grammatical errors.

     4

3
2
  1

	B. Service Orientation
	
	
	
	


Does the applicant demonstrate the ability and willingness to help subordinates learn and progress in their job, and generally reach their highest level or achievement?

4 -
Develops employees to full potential, effectively coordinating employee development with organizational goals;

3 -
Coaches or instructs others adequately on all major aspects of their job;

2 -
Sometimes fails to instruct subordinates and neglects necessary additional training;

1 -
Is often unable to coach or instruct others because of inadequate knowledge or ineffective communication skills.
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2
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	C. Motivation
	
	
	
	


Does the applicant make efforts to improve his/her knowledge or skills?

4 -
Outstanding motivation and energy in seeking out and utilizing opportunities;

3 -
Seeks out opportunity to improve self;

2 -
Usually accepts opportunities pointed out if such involves little extra effort;

1 -
Shows little desire to take advantage of opportunities.
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3
2
  1

	D. Intelligence
	
	
	
	


Does the applicant understand instructions and directions?

4 -
Grasps concepts and ideals quickly, accurately, and completely and apply information to solve problems;

3 -
Understands the main points of information and apply them correctly;

2 -
Very slow to grasp concepts and ideals and apply information to solve problems;

1 -
Misunderstands in spite of detailed information.

     4
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2
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	E. Personality
	
	
	
	


Is the applicant effective in his/her contact with others using tact, self-control, and judgement?

4 -
Outstanding in contacts with people even in difficult situations, frequently generating positive opinions;

3 -
Handles routine personal relations with tact and discretion;

2 -
Handles routine contacts with fair success, may not be overly tactful, but rarely loses self-control;

1 -
Frequently creates negative opinions and sometime disrupts fellow employees, Behavior is the subject of frequent complaints.
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	F. Knowledge, Skills and Abilities
	
	
	
	


What is the depth, currency and breadth of the knowledge required by the applicant to perform the job?

4 -
Understands all the duties and/or skills necessary for the job;

3 -
Appears comfortable dealing with complex assignments and understand the possess a basic knowledge of the position;

2 -
Appears to rely solely on assignments of duties and coaching from superiors about basis job responsibilities;

1 -
Lacks an understanding and/or knowledge of the positions and may be unable to perform the basic job duties.

     4
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2
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	G. Team Work and Leadership Potential
	
	
	
	


Is the applicant able to contribute to the cohesiveness and effectiveness of work groups?

4 -
Consistently provided informal leadership in groups and was often called upon to improve group effectiveness;

3 -
Made positive contributions to work groups and cooperated in attaining common group goals;

2 -
Sometimes failed to make positive contributions, at times did not carry own share of the responsibility;

1 -
Frequently engaged in disruptive behavior, never contributed to effectiveness of work groups.

	COMMENTS:



Signature of Interviewer                                               

Date                                             









