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	PRE INTERVIEW PREPERATION

Summary:

Generally speaking there are two interview situations — the ``on-the-spot'' interview where a person has applied in person for a vacancy, and the planned interview where you have allocated a particular time to interview applicants. The planned interview obviously involves more arrangements and preparation, but these efforts are usually rewarded with a better assessment procedure. Typical preparations include the following;




	PRE INTERVIEW PREPERATION STEP
	DESCRIPTION
	√

	1. Arrangements
	· Arrange date, time and place, including arrangements to contact applicants beforehand (by phone, email or letter), instructing them where to come, who to ask for, and whom to contact if unable to keep the appointment. 

· You need to be sure that you have a suitable room for interviewing booked beforehand, any other people involved with the interviews are informed of the arrangements, and alternative arrangements have been made so that you are free of ongoing work and possible interruptions for however long you consider the interviews will take. 

· In short, you need a program and schedule.
	

	2. Setting Of the interview
	Care and attention must be given to the actual physical setting of the interview, especially where a number of candidates are to be interviewed. Points to be watched include: 

1. Reception arrangements should be adequate, with waiting room accommodation available. 

2. The interview room itself should be comfortable, with adequate heating or cooling, lighting, ventilation, and free of too much noise. 

3. Seating should be comfortable, and adequate for the particular interview situation. 

4. Office furniture layout should be considered. Many people feel that a desk between interviewer and candidate can act as a psychological barrier. 

5. Ensure there are no interruptions such as phone calls during an interview. 

All of these are small details, but they are important in that they add up to give an impression that the interviewing procedure is being taken seriously, and that the candidate matters as an individual. This will result in a favourable image of your organisation being projected, even to those who may be unsuccessful in their application. 
	

	3. Interview Guide
	· Prepare beforehand the questions you will ask, or points that you want to raise during the interview, or quantities that you will be looking for in the interviewee, and how you consider you will assess their qualities. 

· This means that you will need to familiarise yourself once again with the requirements of the job, and the desirable qualities of the person to fill the position. That is — look at the job description and person specification again.

· How detailed and standardised your interview guide will be will depend very much on how often a particular vacancy occurs, or how often you are involved in selection interviews.

·  Obviously the more frequently they occur, the greater the need for standardised forms so that preparation can be minimised — but make sure that the standardised form is flexible enough to be adaptable!

·  If you only carry out selection interviews very occasionally, then spend some time preparing a guide or plan, together with any other forms that you feel will be helpful, and carefully file a copy for the next time.
	

	4. Know as much as possible about the interviewee
	· Prior to the interview of each individual, spend a few minutes reviewing the application, and any other information that you may have about the person. This has the advantage that you are more familiar with the applicant's background, and so will not waste time asking for unnecessary, factual information that can be more easily obtained by other means. It also helps to establish rapport with applicants so that they feel more at ease and feel a sense of importance in that you are interested enough to find out something about them prior to the interview.
	


