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INTRODUCTION

An interview is not only applying for a job, it can be about a personal relationship, how to fix a car, or how to find a good restaurant.


-can be formal or informal


-depends greatly on one’s communication ability

THE NATURE OF INTERVIEWING

Definition: a form of oral communication involving 2 parties, at least one of who has a preconceived and serious purpose, and both of who speak and listen from time to time.


-oral, not written

-face to face (this reveals nonverbal behavior


-exchange of messages

Interviewing is not conversation


-Interview always has a purpose


-Interview always has a structure


-Interviewer controls the interview


-Balance: 70% Interviewee; 30% interviewer

PLANNING THE INTERVIEW

The Interviewer’s Role

-harder than most people think


-goal of most people is to manage, so they must know how to do this

-Clarify the purpose

-Develop tentative questions


-relate to the purpose of the interview


-open vs. close questions: 2 funnels


-direct vs. indirect questions


-neutral vs. leading questions


-hypothetical questions (what-if)

-Arrange the setting


-time


-place

-Questions not to ask (on page 413)

The Interviewee’s Role

-Clarify your goals

-do your homework

CONDUCTING THE INTERVIEW

Stages of an interview:


-Opening (the goal of the interview is to put the other at ease; often accomplished 
through small talk



-establishes tone of the interview (formal/informal, relaxed/tense, 








serious/humorous)


-Body


-Conclusion (very similar to the opening)

THE SELECTION INTERVIEW

-considered for employment, promotion, reassignment
Employment strategies:


-background research and interviewing

Tips for the interviewee:

-make a good first impression


-physical attractiveness is huge; so look your best

-come prepared


-bring extra copies of resumes

-Be prepared to answer questions


-similar to preparing for a speech

-Be prepared to ask questions

-Follow up after the interview

THE INFORMATION GATHERING INTERVIEW

-Used whenever you are seeking facts of opinions

Tips:

-Be prepared

-choose the right interviewee

-be curious

PERUSASIVE INTERVIEW

COUNSELING INTERVIEW

SURVEY INTERVIEW

APPRAISAL INTERVIEW: Share information about performance

PROBLEM-SOLVING INTERVIEW: aimed at solving a problem

HOW TO BE INTERVIEWED FOR A JOB

1. be aware of your skills and abilities

2. Prepare your resume

3. Identify the needs of your employer

4. Listen, respond and ask appropriate questions

5. Follow up after the interview

