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INTERVIEW GUIDE — Some helpful suggestions for a successful hire

Even taking 20 minutes in advance of your interview to prepare your questions will provide you
significant return. Utilizing the same format and similar questions for each candidate will provide you
with a clearer picture of each person and arm you with better data to make an informed decision. Take
notes as you interview as these are critical for your own recall and collaborating on a final decision.

For younger or less experienced interviewees do remember that nerves play a role. Help them stay
focused on your questions and encourage their responses — you may need to reframe a question if they
appear to flounder.

Be aware that first impressions may skew your interviewing. If you love the candidate right away,
pretend the opposite so you are not too easy on the questions and clarifications. If you don’t like them,
pretend you do to keep a positive vibe (remember the old saying, ‘don’t judge a book by its cover’, is
often true). Read more on the research and strategies to avoid first impression bias here.

Questioning strategy:

1. For higher level positions start with, “What are your top questions?”. This will tell you how
much they prepared, how well they understand the position’s requirements, and what level of
understanding they are at. For example, if they do not ask big picture questions and you need a
strategic person, probably not a good fit. If a position relies on persuasion or sales and they do
not inquire about your needs, challenges, and expected impact from the role, then they
probably don’t have the skills you need.

2. “Please share why you are interested in this position and a few key experiences you bring to
be successful in this role.” (If a person starts into a long monologue of their history refocus
them to provide 2-3 top factors that make them a good fit). Keep this under 5 minutes. Their
answer tells you if they prepared and if they understand what the position requires.

3. For more senior, marketing, or sales positions: Based on our online content (or other
information provided to them) ask, “What top recommendations would you make at this
point” OR “do you have any questions or comments on it?” (Again testing for preparation,
interest, passion, level of thinking, etc.)

4. “Describe to me your most significant accomplishment in your career.” You can also be
specific to your position requirements. For example, “Provide me an example of when you were
proud of the service you provided to a client OR of the speed you were able to complete a
project OR something you took the initiative on.” Then ask more detail to dig into the
accomplishment. Use the SMARTE guide:

i. Specific task: Can you please describe the task, challenge, project, or problem?

ii. Measurable: What actually changed, or can you measure your performance
somehow?

iii. Action: What did you actually do and what was your specific role?

iv. Result: What was the actual result achieved and/or what was the deliverable?

v. Timeframe: When did this take place and how long did it take?

vi. Environment: What was the environment like in terms of pace, resources, level
of sophistication, the people involved, and your manager?
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5. Before the interview write down the most significant challenges this role will have and pick 2 to
use consistently across all interviewees. “One of the challenges | know you will face is X” OR
“To be successful in this position a person will need to accomplish X by Y. How would you
solve the problem or address this challenge?”

Once they give some thoughts on this then ask — “Tell me of a specific example where you
solved a similar problem or challenge.”

From here you can go back and forth between 4) asking about accomplishments and 5) providing
solutions to hypothetical challenges you anticipate they will encounter.

If you think the candidate has potential proceed with the following:

6. Provide a summary or recap of the opportunity. Write this out in advance and include - why
your company (growth, market position, awards, R&D, investment, etc.), key attributes that
make you a good bet for someone’s career, the expectations/ purpose/ impact of the position
(daily activity, number of reports, goals, KPIs, timelines), the opportunity (what could the future
hold for a successful employee in this role).

7. “Do you have any more questions about the position, opportunity, or company?” Make sure
you make time for these questions. The more senior the more time.

8. “Based on our shared information today what is your interest so far in the position on a scale
of 1 to 10, 10 being ‘very interested / good fit so far’.” If they hesitate, ask what his/her
concerns are or what information is still missing for a thorough decision. Be respectful that they
are evaluating you as much as you are evaluating them.

Always wrap up with, “I have X other candidates to speak with and will make a selection for second
interviews OR make a final selection by Y date. Premierehire will get back to you on next steps.”

Even if you are confident this person is a great fit we suggest that you do not make an offer at this point
(we will do this once we consult with you and help ensure that it is an accepted offer). It is also
important that you digest the interview. You certainly should make a positive statement like — “I think
you would be a great addition to our team, | still have 2 interviews to complete ....”

Another element that may help you in determining how well this person will fit into your organization
and/or with your management style is to use the Premierehire SmartStart process for a second
interview. For more on this service please go here and ask your recruiter how you can integrate this into
your interviewing and onboarding process.

After the interview: Take 5 minutes to jot down the candidate’s pros and cons and items you want to
investigate more. E-mail this to your Premierehire recruiter and debrief in a phone call. The more
feedback and dialogue we have with you the better we are able to make a good match and secure top
candidates for your team.

For more insights on how to hire well see our blog for employers at www.premierehire.com or call us at
760-579-0248 or info@premierehire.com.



http://www.premierehire.com/services/smart-start-program
http://www.premierehire.com/
mailto:info@premierehire.com

