
Tips and Hints: Interviews
Interview Tips: 

· Ask the applicant if it is okay for you to take notes during at the beginning of the interview; 
· Whether you conduct the interview in a formal or informal setting, ensure that you take short notes about how the candidate answers the questions, as well as what the candidate said; 
· Don’t talk too much, give the applicant time to think and fully answer; 
· Record information about appearance, interaction with the interviewer (and any others he/she might have come in contact with), and communication skills; 
· Paraphrase the applicants responses to clarify and ensure proper understanding; 
· Use active listening techniques such as slight forward lean, eye contact, open body language, and asking follow-up questions which give you more information about what the candidate has said;
· Leave time between interviews or other meetings (about 10 to 15 minutes) to make notes on general observations about the applicant; 
· Minimize distractions during the interview (by forwarding phone calls, turning off the computer monitor, close the door, etc.). 

Tips for Asking Questions:
· Ask open-ended questions which allow the candidate to elaborate on his/her past experiences. These questions begin with words like: how, when, where, which, and what; 
· Ask for “situation, action, results” answers where the interviewee gives a brief overview of the situation, the action taken, and the result of the action; 
· Consider the order of the questions you’re asking – you will get more information from the candidate if you group the questions by topic;
· The accompanying sample interview question sheets provide base questions which can be asked in interviews. Where appropriate, ask follow-up questions to probe the candidate’s response. 

You may not ask about an applicant’s: 

1.
 Race, color, religion, gender, national origin, age, sexual orientation, marital status; 

· However, you can ask whether the applicant has reached a specific age (for example, “Are you 14?” or “Are you 21?”), since minimum age is a criterion for acceptance; 
2. 
Height, weight; 

· However, you can require all applicants to complete physical tests, or medical checks; 

3. 
Number of children, childcare responsibilities; 
4. 
English language skills; 

· However, you may ask what languages are read, spoken, or written fluently by the applicant, if the volunteer position requires such skills, and as long as an applicant is not asked to indicate how the skills were acquired; 
· You may require all applicants to take written and oral language tests; 
· One technique used by Edmonton Police Services when screening immigrant applicants is that in interviews, questions are not rephrased (but the original question may be repeated); 

5. 
Educational achievement; 

· However, you may ask the applicant’s highest completed level of education; 

6. 
Discharge from the military; 
7. 
Indicators of economic status (social club memberships, etc.); 
8. 
Personal property; 
9.  
Spouse or partner; 
10. 
Physical limitations or disabilities; 

· However, you may require all applicants to undergo physical tests or medical tests. 

11. 
Political affiliation. 
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