
Conducting an Effective Interview
Welcome!



• Learn about the five steps of the 
interview process.

• Practice scenario-based interview 
questions and ideal answers.

• Review interviewing best practices.

Objectives



Think about times when you’ve been interviewed.

• What was the experience like?

• Did you feel the interviewer was prepared?

• Were the questions relevant?

• Did you feel like the interviewer came away with a clear picture 
of you and your skill set?

Good Interviews



• Preparation
• Screening
• First-Round Interview
• Second-Round Interview
• The Job Offer and Notification

Steps in the Interview Process



Preparation

• Review
• Edit

Job 
Descriptions

• Scenario- and Experience-Based Questions
• Prioritize and Script

Interview 
Questions

• Prerequisites and Qualifications
• Interview Rubric

Candidate 
Evaluation

• Notification
• HiringTimeline



Practice

Site Instructor Sample
• Edits

• Additions

• Cuts

• Prioritization

Understanding the Job Description



Screening

Resume & 
Application 

Review

• Content
• Grammar 

and spelling
• Experience

Pre-Interview 
Questionnaire

• Writing ability
• Clarification of 

experience
• Recruiting 

questions

Phone 
Screening

• Verbal 
communication

• Clarifying 
questions



Introductions
Experience-

Based 
Questions

Scenario-Based 
Questions Wrap-Up

First Interview



Practice

• Pair up within your groups.

• Take turns asking and answering the scenario-
based questions from the worksheet.

• Switch.

Scenario-Based Questions



Evaluating Candidates



Second Interview

Leadership Positions Group Interviews



• Meet with the interview team beforehand.
• Watch for red flags.
• Manage the interview.
• Reframe follow-up questions for clarification.
• Keep the interview legal.
• Keep candidate information confidential.

Interview Best Practices



Consider:
• Applicant rankings
• Hiring timeline
• Paperwork
• Training

The Offer



• What are some of the challenges you 
have had when hiring in the past? After 
today, what will you change?

• What support do you need to make 
better hiring decisions?

Next Steps
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