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Interviewing Guidelines
Following are some general guidelines to assist you with scheduling and conducting interviews.  If you have any additional questions, please call the Human Resources Office x5-3634.  Note: to jump to web links, hold the control key and left click on the link.
Scheduling the Interview:

· Schedule a room where the interview will be private and confidential

When calling the applicants:

· Identify yourself (including department and CSUEB) and the specific position being interviewed

· Tell the applicant what to expect (e.g., interview panel of three, structured interview questions, approximately 30-45 minutes long)

· Give directions, contact name, phone number, and parking information

During the Interview:

· Turn off all cell phones before the interview

· Give each committee member a copy of the job announcement, interview questions, and Interview Rating Sheet (one per interviewee).

· When possible, have water available for the committee and applicants (either bottled or a pitcher with glasses); however, please avoid having any food present during the interview

· Greet the applicant by name and introduce each Committee member

· Give a brief outline of the job duties and responsibilities for the position

· Explain that you will be asking established questions and taking notes

· Help put the applicant at ease and make him/her feel comfortable

· Encourage the applicant to do the talking … not the chair or committee members

· Make sure the applicant understands the question asked; if necessary, either repeat the question or re-word it

· Each committee member must complete an Interview Rating Sheet for each applicant who is interviewed (hold control key, left mouse click on link)
· Ask follow-up questions if you need to know more about a particular answer from the candidate
· Allow sufficient time for the applicant to ask questions

· When the interview has concluded, thank the applicant for coming and let him/her know approximate time frame for a response

· Remember to stay on schedule so that you don’t keep applicants waiting 

After the Interview:

· Write all comments regarding each candidate’s response on the Interview Rating Sheet
· Allow 10-15 minutes in between interviews to complete the Interview Rating Sheet

· If you have questions about an applicant’s response, discuss with the committee; otherwise, your Ratings should be done independently, based on the applicant’s response

· After all interviews are complete, the search committee chair must complete an Interview Results Summary form (hold control key, left mouse click on link)
Other things to keep in mind:

· Treat all applicants with dignity and respect by being on time, conducting yourself professionally, making all introductions, and answering questions

· While you are assessing the applicant’s suitability for your position, remember that the applicant is also assessing whether or not they want to work for you and CSUEB
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