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INTERVIEWING – STRUCTURE
Summary

The success of any interview will depend on the skills of the interviewer, and the amount of thought that has been put into the preparation of the interview. Interviewing is a skill which can be taught, and that will improve with practice and constructive criticism — and just as it would be difficult to teach a person to drive a car from a book, it is difficult to teach interviewing by reading some notes. However, the following section examines the approach and techniques of interviewing with advice on how to improve interviewing skills by putting these observations into practice. 

An interview has three essential parts: 

1. place during an interview, Opening — introduction and brief outline of the interview and encouraging the applicant to relax; 

2. Body of the interview — the main part, where details of the position and the applicant's background are discussed. This is the ``fact-finding'' part of the interview; and 

3. Closure — terminating the interview.

4. Throughout the interview, the interviewer should be aware not only of what is said by each party, but how it is said. The interviewer should also be aware of the various types of nonverbal communication which take commonly referred to as ``body language''. 

Opening the interview

· The opening is crucial to the rest of the interview. Apart from introductions, it should be used to establish rapport with the applicant and create a relaxed and pleasant atmosphere. 

· As well as the usual pleasantries, the opening should deal with matters such as travel expenses, if these are to be paid. 

· Ideally, the main part of the interview should not be commenced until the applicant appears relaxed. 

Body of the interview

· Regardless of the type of interview used, the body of the interview will cover the exchange of information between interviewer and applicant. 

· The interviewer needs to be friendly, understanding and informative. 

· He/she should encourage the applicant to talk freely about relevant matters, yet make sure that all important points are covered. 

· For the interview to be successful and valid, rapport between the two parties must be maintained throughout. 

· The time taken for this part of the interview will vary according to the position to be filled and each applicant. There is no ideal ``set'' time. 

Closing the interview

· It is up to the interviewer to indicate that the interview is over. The interviewer should ask if there are any further questions and advice what the next step will be. This could be a second interview, a medical examination, notification by mail or phone (indicate a time period) or possibly advise of success or failure with the application. 
· If references are to be checked, applicants should be asked if they have any objection if this is not already on the application form. 
· The close of the interview could be indicated by the interviewer laying down a pencil or pushing a chair back. 
· The interviewer should make certain the applicant is still interested in the position and find out what period of notice is required. 

· - If it is apparent that the applicant is unsuitable, he/she may be advised in a tactful manner to this effect. The interviewer could shorten the interview with statements such as: 

1. ``As you will appreciate, this is a preliminary interview only and therefore likely to be brief''; or 

2. ``You may now have two or three questions to ask me''.

· For public relations reasons, it is better that the unsuccessful applicants talk themselves out of the position and withdraw voluntarily, if possible. 

· The interviewer should close the interview in a friendly but decisive manner, and should also arrange for someone to escort the applicant to the front entrance. 

· Effective interviewers may then practise one final step. They will self-evaluate their interviewing techniques by assessing what they did well and what they could have done better. In this way, interviewers can constantly seek to fine-tune their performance. 

