Interviewing
-What is Interviewing & what makes different other types communication?

Interviewing involves:

(a) Oral Communication

(b) Between Two Parties

(c) At least one party has preconceived & serious purpose

(d) Both people speak; Both people listen

Lets work through definition.

**Oral Communication

-There can be email or other types written interviews…but verbal interviews better several reasons:

1.  Provides opportunities for important follow up questions you might not have thought of when designing written interview.

Ex. Seinfeld: George & Marissa Tomay…

…George’s fiancé Susan thinks George cheating w/ Elaine…

…Susan goes over Elaine’s…just before leaving: “Importer/Exporter?”

…What does Import? Export? 

…Susan might not have thought to ask if she had simply sent email.

2. Provides important non-verbal information about interviewee.  

Ex. Some people write very well…Can’t communicate orally save their lives.

If you were human resources executive…hiring Supervisor/Team Leader/Media Relations representative…

…Candidate’s oral communication skill probably more important than his/her writing ability.   

**Interviewing takes place between two parties
1. Basically…even when panel of people interviewing one person…
(Ex. City Council interviewing environmental consultant) 
…Still, each conversation consists of only two people…Every council member isn’t speaking at once…

…And, perhaps more importantly, as interviewee you need adapt your communication style each interviewer.
Ex. For one interviewer you might need to show expertise…

      Another one humility…

      Another one Humor

      Another one Expertise…

**Interviews have preconceived & serious purpose beyond mere socializing.
This point becomes clearer if we: 

(a) Look at different types of interviews 

(b) Look at different purpose of each interview type.
Three general types of interviews: 
1. Selection

2. Information Gathering

3. Problem and Evaluation

1. Purpose Selection Interviews is to gather information help interviewer decide whether or how to:

-Hire

-Promote 

-Place…...the interviewee.  
So in Hiring interview…Serious preconceived purpose is determine whether not interview fits job description.
In Promoting Interview…Serious preconceived purpose is determine whether or not interviewee deserves promotion.

2.  Purpose of Information Gathering Interview…gather information.
Which brings up important point.

When we think interviewing we think: 

(a) Job Interviews 

(b) Journalistic Interviews

…but principles we’ll talk about today & you’ll read more about in book apply to any situation where you or person you’re talking to…

…IS TRYING TO GATHER INFORMATION.

-If you’re buying car & asking salesperson about price/warranty…
-If you’re asking professor about best articles read on particular subject…

-If your talking friend’s mom about her career because your interested in her field…
In all these situations…your intent was gather information…so they’re interviews.

3. Interviews can also have preconceived purpose of:

(a) Appraisal of performance (ex. at work)

(b) Counseling (ex. You are therapist asking patient questions)
(c) Complaining (ex. Bought product…didn’t work…want refund)

As you can see…A lot of communication involves Interviewing…

…So Job interviews or journalistic interviews NOT only type interview.

**Finally, in Interviews, BOTH people speak & listen.

If one person dominates conversation…then we’re talking about public speaking situation…not interview situation.
Obviously…good interviewees spend some time both speaking & listening…

Good interviewers both speak & listen as well.
And of course…most communicative exchanges during interview process involve Questions and Answers.

*So again, an interview involves “Oral communication between two people, one of whom has preconceived & serious purpose, and both of whom speak and both of whom listen.”







Today, we’re going to:

(a) Talk about ways to make YOU better INTERVIEWERS
(b) Talk about ways to make YOU better INTERVIEWEES 

Specifically, we’ll answer two questions:
1. “When I’m interviewing someone else, what types of questions should I ask in order to accomplish my preconceived communication goal?”
2. “When I’m being interviewed for job, how can I make sure I maximize my chances of getting hired?” 
So First:
“When I’m interviewing someone else, what types of questions should I ask in order to accomplish my preconceived communication goal?” 

There are seven main types of interview questions: 

-Open/Closed

-Primary/Secondary

-Neutral/Leading

-Hypothetical

-Open Ended Questions require a detailed answer from the interviewee. 
-Closed Ended Questions can be answered in only a few words.
Ex. Open Ended Question would be: “So tell me about your mother.”

Ex. Closed Ended Question: “Is your mother friendly?”
*Of course, asking Open Ended Questions doesn’t guarantee you’ll get more detailed response…but it does increase chance you will.

If your Open Ended Questions aren’t quite getting response you’re looking for, you can use 
(a) Silence 
(b) Probes 
(c) One word questions to get more information
Ex. Silence
Say you’re interviewing potential client, ask:

YOU: “So how long do you expect job last?”

CLIENT: “We expect job go on quite some time.”

YOU: (Silence)

CLIENT: I’m guessing two years at a minimum.

Ex. Probe
Say you’re parent, want figure out why child’s hanging out w/wrong crowd.

YOU: “Timmy, how come you’ve been hanging out with Spike & Bruno 

             lately instead of James & Randolph?
TIMMY: “Because Spike & Randolph are cool Mom.”

YOU: “Uh, Huh.”

TIMMY: “See Mom, all James & Randolph do is homework…but Spike &  

                Bruno light things on fire and say bad words and stuff.”

Ex. One word question
Say you’re manager, conducting employee evaluations:
YOU: “How would you rate your job performance so far?”

EMPLOYEE: “Good.”

YOU: “Good?”

EMPLOYEE: “Well, I guess I have been late a lot…” 

*To summarize: 

By using probes, silence, one word questions…increase odds getting information from interviewees who don’t respond event to open ended questions.
In General…Open Ended Questions are good when you:

(a) Do not have time constraints

(b) Have an introverted interviewee

(c) Need detailed information about interviewee’s personality/character 

     (d) Think interviewee might be dishonest

In General…Closed Ended Questions are good when you:
(a) Do have time constraints

(b) Have a talkative interviewee

(c) Desire only very specific information from interviewee

(d) Aren’t interested in assessing interviewee’s character/personality. 

*Specifically…Text recommends using Open Ended Questions when you need to:
1. Make the interviewee feel relaxed.

Ex. Let’s say your child psychologist…child’s parents recently divorced…first session…your dealing w/ very nervous & probably reluctant interviewee.  
Instead jumping right in with: “So how does parent’s separation make you feel…

…Might want to say: “So, I heard you’re baseball team won city championship.  What was that like?
2. Discover interviewee’s opinion or feelings about controversial topic:
Of course, it’s best to do this indirectly, as cued interviewees will give socially desirable response.

Ex. Let’s say your Principal trying figure out whether potential teacher will be willing work with special needs students.

Instead of asking: “So, will you be willing to work with special needs children?”

…which of course he/she say “yes” to…

…Ask: “So do you think environmental or innate factors are responsible for student underachievement?

-Obviously, if teacher thinks problem innate…not going bother working w/children.

*On other hand, Text recommends using Closed Ended Questions to: 
1. Keep control over the interview.
Ex. Starting your questions w/ statements like: 

“In a single word…”
“In one or two sentences…”

“If you had only one minute to describe…”

…Helps you keep control over interview.

2. Your information needs to summarized quickly into report or write up following interview.
Ex. You’re journalist…just need find out ‘Who, What, When, Where, Why, and How”…

…You want have set questions lined up before interview that help you get most relevant information in shortest time possible…

…in order you will present it later.

*Which brings up important point: 

ALWAYS try write your interview questions before the interview.
You can always improvise during interview…but having your questions written down ensures:

     (a) You won’t forget ask important question…
(b) You’ll keep interview headed where you want it go.

Moving on to Primary & Secondary Questions.

-Primary Questions help you get most immediately important information you need…

-Secondary Questions help you get information that may be of help later.
Ex. If you were asking guidance counselor about careers, your Primary Question might be:

“I’m great with numbers but terrible with people.  What jobs major do you recommend?”

…Some Secondary Questions Might Be:
“How much do people majoring in major x earn their first year out of college…”

“Will there be demand for major x after I get out of school…”

*Key: Always have two or three Secondary Questions written down in case interviewee doesn’t volunteer information on his/her own.

BUT…don’t ask all Secondary Questions you have just because you have them!

Ask Secondary Questions under following circumstances only:

1. The answer to primary question was incomplete.

Ex: Maybe interviewee described something as “Fair,” but didn’t explain specifically what “fair” meant…
…You might then want ask: “You said your solution would be “fair.”  What do you mean by that?

2.  You want get interviewee back on topic

     3.   You need to clarify answer to primary question

Ex. You said service cost $30.00 month…Does that include all charges…Or 

       only basic rate?”









Next, as an interviewer who wants objective answers… you should try to avoid Leading Questions & use Neutral Questions instead.
Which of following is Neutral Question…Leading Question?

1. Do you think sexism is a problem at this college?
2. What examples of sexism have you seen at this college?

1. You will take the job if it’s offered won’t you?

2. Will you take the job if it’s offered to you?

In both leading questions…interviewee is going say “Yes” even if he’she doesn’t mean it.

So, for example, if job interviewee answered “Yes” but didn’t follow through…

…interviewer probably deserves blame.

*HOWEVER: There are some times when Leading Questions are good idea
1. Leading questions can be used guide interviewee’s thinking.
*In other words, leading question can be polite way letting interviewee know he or she doesn’t quite “get it.”

Ex. You own small business…

…you’ve assigned your assistant job of figuring out best way cut cost…
…you’re interviewing him…\

He says: “I think hiring company X would be best decision…”

You say: “OK…but does company X provide such & such service…?” 
He says: “I don’t know…I’ll look that up.”

In essence, you’ve made decision for him…but allowed him save face at same time.











Finally…A Hypothetical Question seeks a response by proposing a “What if” scenario.
1.  You would use Hypothetical Question when you wanted to:

(a) Know how interviewee might react in future situation.

Ex. You’re running day care & want to assess interviewee’s judgment in crisis situation:
“If little Deborah threw up in class…what would you do?”

2. You would use Hypothetical Question when you wanted:

(b) The interviewee to consider new point of view.

Ex. A College President might ask potential Dean:

“What would you do if student complained that professor was failing students for expressing ideas that aren’t “politically correct”?. 
TO SUM UP: 

1. When appropriate, write your interview questions out before the interview

2. Remember that certain types of questions accomplish certain types of tasks…So choose your questions carefully.






*Now, What about when you are one being interviewed?
We’re going talk about what successful vs. non-successful interviewees do…

…And, because you guys probably care most about job interviews…following discussion applies specifically to job interviews.
When you are making statements about position you are applying for…
DON’T: (a) Go into interview w/ only vague idea about what type job you want (b) Change your reasons for wanting job during interview.

DO: Be specific & consistent about (a) The exact position you’re applying for (b) Why you want job; why you’re qualified for it.

DO: Refer to company by name (i.e., “Microsoft has a shaky public image; I think I can help fix that).

Research shown that unsuccessful interviewees rarely referred to company by name.

DON’T: Use interview learn about company & position.

DO: Make it clear you have researched company: 

-Refer to specific brochures, journals, or people who you used to find 

            out about company/position.

DON’T: (a) Use neutral/cool communication style (b) Express reservations about company’s location.

DO: Use an interested & energetic communication style (“That’s Great!” “Sounds Exciting!”)
DON’T: Say you’ve always wanted work in particular field & stop there… 

DO: Make clear this company you want work for:
Ex. Instead of: “I’ve always wanted be an educator…”

       Try: “I’ve always dreamed of working at school as prestigious as Cal 

                State Fullerton.” 

DO: Pay careful attention to interviewer’s nonverbal cues…

Remember, often times interviewers will accidentally leak answer they want hear: Give it to them.

Ex. If interviewer asks, “How are your people skills…?”

…He/She doesn’t want hear: “Honestly, I’d really prefer position where I could work on my own.”

DO: Use industry Jargon (but only if you’re sure what terms mean).

DON’T: Give (a) Extremely short responses (b) Give overly general responses.
DO: Use specific personal experiences, comparisons, statistics, etc. to support your points.
DON’T: Be afraid ask specific questions about: (a) What your duties would be (a) Questions based on knowledge of company/industry.

In other words, you don’t want to ask: “So what does your company do exactly…?”
You do want ask: “Given (such and such trend) in industry…how exactly do you see my department handling this problem?

Finally: 

Unsuccessful interviewees speak only about 37% of time…Initiate topics only 36% of time…
Successful interviewees speak about 55% of time…Initiate topics for discussion about 56% of time.
*In other words…Don’t go in interview thinking it’s job of interviewer to do all talking…ask all questions.
You should be just as interested in showing that you’re right for company… …As company is in making sure you’re right for them.

Don’t let interviewer decide…make decision for them.  

Make sure you answer all their questions…even ones they might have forgotten ask.











MASS COMMUNICATION
*Remember from chapter one that Mass Communication involves:
“Messages that are transmitted to large, usually widespread audiences via broadcast mediums (radio, television, movies) print mediums (newspapers, magazines, books) or multimedia mediums (CD-ROMs, DVDs, Internet, etc.)
As I mentioned first day class…communication can be studied from: 

(a) Practical Perspective (which we’ve used all year)
(b) Theoretical/Academic perspective (which we’ve pretty much avoided thus far)
Chapter on Mediated Communication uses Theoretical/Academic Perspective…
…Specifically, theories presented in mass communication chapter try answer questions about how mass media shapes behavior at both micro (individual) and macro (societal) level.

I’m going mention couple of more popular theories & then we’ll be done.
Bullet Theory States: Mass media messages immediately & directly affect media consumers like bullet immediately & directly affects shooting victim.  
According to Bullet Theory then: 

If boy watches movie where hero is violent…boy will assume violence is appropriate way handle conflict.
If girl listens to song where male singer praises promiscuous women…girl will assume men want women who are promiscuous.  

Multistep Flow Theory states that how people react to media messages depends on how their “opinion leader” reacts to message.
Ex. If girl who listens to song praising promiscuity has as opinion leader her best friend Marsha…
…& Marsha thinks song is “cool,” then girl will behave accordingly.  
So Mutistep Flow Theory argues that how media affects behavior depends on what individual’s relevant others think of behavior being recommended...

Bullet Theory argues that media has direct effect behavior regardless of what receiver’s relevant others think.
Social Learning Theory argues that mass media messages affect behavior only when

(a) The behavior is modeled by like-minded peers or heroes…

(b) The receiver is viewing behavior he or she has not yet formed opinion about.   
-If 40 yr. old Mother watching movie where 23 yr. old mother punishes child with “timeout” 40 yr. old mother takes away privileges instead…

…Not going change disciplinary strategy. 
But, if movie mom was same age & regular mom admired her: Try Timeout.
-Or if disgruntled employee doesn’t know how handle overbearing boss…
…reads about how employee at another company in similar situation handled problem…

…Would use similar strategy.

So again: Social Learning Theory argues that mass media messages affect behavior only when

(a) The behavior is modeled by like-minded peers or heroes…

(b) The receiver is viewing behavior he or she has not yet formed opinion about.   

Cultivation Theory states that media distorts our perceptions of reality.
Ex. Cultivation Theory Research has found that people who are heavy television viewers:
(a) Drastically overestimated their chances of being victimized by violence
(b) Overestimated the percentage of Americans who have jobs in law enforcement
(c) Judged people as far less trustworthy than light television viewers

Cultivation theory then, helps to explain society’s general desensitization toward violent acts…
…Because if we think violence is commonplace & widespread…

…why would we be shocked when others are victims of violence?

And, it’s interesting to note, some interpersonal communication researchers blame desensitization for lack empathy in many interpersonal relationships.

**We’re done…but I recommend you look at some other theories in text…they’re very interesting!

