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         THE INTERVIEW PROCESS AND PROCEDURES
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THE INTERVIEW PROCESS AND PROCEDURES (continued)


1. Preparation
A.  As a best management practice, it is recommended that interview panels consist of two (2) to three (3) people.  It is recommended that the interview panel communicate prior to the interview. The Team Members shall review any position documentation such as position description, position specification, essential job functions, ADA checklist, vacancy announcement etc.
B. Each team member should:

i. Have a copy of the structured interview questions and the benchmarks, which are documented on the Interview Rating (Form HR 006); 
ii. Review, select and discuss interview questions and question benchmarks;
iii. Determine the role of each team member (i.e. greeter, which questions each team member will ask, closure, etc.); and 
iv. Review applications for each candidate, assess credentials and record the results.

NOTE: The following information provides guidelines for how the interviewing process should flow. 

2. Opening - Beginning the Interview
A. Prior to the interview, provide the applicant with the:

i. Essential Job Functions Verification and Essential Job Functions;

ii. Essential Training Functions (if applicable), 
iii. Criminal History Record Check, and

iv. Applicant Checklist of Employment Requirements (Form HR 012) to review. Form HR 012 includes a list of acceptable I-9 Documents. 

B. The following steps should be taken upon beginning the interview:

i. Welcome each applicant. Introduce the members of the interview panel. Explain the interview is designed to help the organization make the best hiring decision.

ii. Outline the interview process by explaining the following:

a.   The Department of Public Safety uses a structured interview process.

b.   The interview team will ask questions to get information about previous jobs and work experience related to the position.

c.    Each team member is required to record responses on the designated Interview Rating (Form HR 006) to ensure the information shared in the interview is recorded accurately.
d.   The applicant may be asked to complete a written exercise following the interview (if applicable).
3. During the Interview
The question and discussion phase of the interview process is probably the most important. The questions asked are based on job-related criteria. The same 
questions are asked of all applicants and in the same order.   

4. Closing the Interview

At the conclusion of the question and discussion period with the applicant, the interview team members should provide the applicant with general information about the remaining steps in the employment process.  The following steps should be taken upon concluding the interview:

A. Ask the applicants if they have any questions and respond appropriately.

B. Explain the remaining steps in the selection process:
i. The interview panel/Hiring Manager makes a recommendation and forwards the package to the next level of authority;
ii. Hiring authority make a selection;
iii. Applicant receives notification; 
iv. Thank the applicant; and

v. The greeter:

a.  Escorts the applicant to a location to complete a test exercises, or 
b.  Concludes the interview.

5. Evaluating the Individual Applicant
Immediately following the interview and after the applicant leaves the room:
A. All notes should be completed.  
B. Each Interview Team Member will rate the applicant’s response for each interview question and assign an overall rating to the applicant’s interview as a whole on page 4 of the Interview Rating (Form HR 006) in the Overall Response Rating section.

C. The Interview Team Chair will enter the Overall Response Rating of each applicant as recorded on the Interview Rating (Form HR 006) by each Interview Team Member in the Overall Rating column on page 1 of the Interview Summary (Form HR 007).

D. In conjunction with Interview Team Members, the Interview Team Chair will review the Interview Team Members' results and record an overall rating of Excellent, Above Average, Average, Below Average or Poor.

E. Interview Team members shall discuss any significant differences in ratings assigned to ensure accuracy of ratings.

6. Evaluating the Interview Pool 

At the conclusion of the interviews:

A. The Interview Team Members will make a recommendation in writing to the Hiring Manager based on their results.
B.  The Interview Committee Chair will complete the Interview Summary (Form HR 007) and have each team member review, verify results and sign.
C. The completed Interview Summary (Form HR 007) is returned to the Hiring Manager or HR Recruiter.    
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