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OPPORTUNITY TO CONSOLIDATE LEARNING EXERCISE

In groups generate and record the elements that might be considered appropriate to
three of the selection criteria.
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INTERVIEW PROCEDURE
Beginning the Interview

Try to put the applicant at ease. The panel convenor should start the interview by:

e applicant for attending the interview;
. . T
¢ finding out the applicant’ preferre\é)form address;
e introducing the other panel members;

e explaining the purpose and structure of the interview and indicating th.
be taken by panel members;

o telling the applicant that he/she will hav
add any additional information.
During The Interview

The panel members ask their prepared questions of all the applicants. The panel
convenor is still required to control this part of the interview by ensuring:

¢ that the applicants are questioned against the same selection criteria;

e that all applicants are asked the same questions ( probing is possible and usually
necessary);

e selection criteria are covered in the pre-arranged order,;
e there is no discrimination;
¢ all panel members ask questions; and

o that appropriate eye contact and note taking is maintained.

Any member of the panel can probe for further information. The panel convenor
should check whether panel members have finished probing before directing the next
question be asked.
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PREPARING QUESTIONS

Questioning technique

Ask questions about:
e past behaviour ( but not beliefs, feelings or speculations)
¢ the process of doing tasks / duties.

All panel members should collaborate to develop and refine the interview questions.
Once the questions have been finalised, they should be allocated to the various panel
members. This involves all panel members in the interview. The questions you
develop should:

> be agreed to by the panel members prior to the interviews;

» be numbered and ordered,;

> be asked of all applicants;

> be able to be asked of all applicants;

» directly examine the applicant’s attributes against the selection criteria
Questions should wherever possible produce responses that are capable of
verification.

In forming questions for interview the panel should endeavour to use open questions.
‘Open’ questions allow a wide range of possible responses to the person answering
the question.

eg. Whatdid you do in your last position to contribute to team work?

‘Closed’ questions narrow the range of responses available to the person answering
the question. At the extreme you may only wish for a “yes” or “no” answer.
eg. Did you finish the project on time?

Writing questions from selection criteria
Things to keep in mind:

¢ Questions should be open ended but designed to get specific answers.
¢ Questions should be based on the selection criteria.
+ Questions should not limit an applicant’s response to the criterion by either being;
e too specific.
e combining two selection criteria into the one question.
¢ Avoid general hypothetical questions but encourage answers based on the
applicant's past behaviours. Questions that ask the applicant to project into the
position for which they are applying but require them to base their response on
past experience may be appropriate.
¢ Keep questions brief and to the point.
Avoid discriminatory questions.

¢ Interview questions are to elicit information, not to intimidate or catch applicants
out.

<
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PROBING QUESTIONS

Any member of the panel can ask a probing question when they are seeking;

o Clarification of any aspect of an applicant's response.
e More specific information from the applicant. (Based on the panel member's
behavioural example notes.)

Probing questions can be open ended or closed depending on the type of information
required.

Using ‘CAR’ to probe

The structure of a behavioural example can be useful in assisting panel members to
probe for further information. If information is recorded by each panel member using a
structure such as STAR, SAO or CAR, gaps in the information can then be probed.
The following are typical probing questions that may emerge from an interviewee's
response to the panel’s initial question.

Context:

“So where did that happen?”

“You said the section had gone through some changes. Tell us a bit more about that.”
“So what was your role?” _

“I'm not clear on what the purpose of the meeting was. Can you clarify that?”

Actions

“Could you give us more detail about what you actually did in that situation?”
“That's interesting. Tell us a bit more about that.”

“So how did you do that?”

Results
“So what was the outcome of the project?”
“Did you get any feedback on your monitoring strategies?”

Probing questions are not questions that can be planned for. They emerge as a

consequence of any panel member who requires further information to be clear as to
the quality of the response being given by the interviewee. Not all responses need to
be probed as the interviewee may have provided sufficient information. | / 7,_ /
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SELECTION REPORT

Completion of the selection report is an important accountability requirement of the
selection process and provides the basis for feedback to applicants.

A detailed selection report fulfils the Public Sector Standard for Recruitment, Selection
and Appointment. (i.e. Decisions are capable of review).

The selection report should be an accurate record of the steps taken by the selection
panel and documents the decisions made by the panel at each stage of the process.
The information provided within the report should be detailed enough to be reviewed
by an independent person. The report should be completed by the panel convenor.

As a guide the selection report should cover these areas.

details of the job to be filled

selection criteria used

method of calling for applications

names and titles of the selection panel

any special considerations applied (eg weighting of selection criteria)

a list of applicants and an assessment of those not shortlisted, outlining the
selection criteria which precluded them from being considered further

the list of questions used at interview

other selection techniques used

referees comments addressing the selection criteria

an analysis against the selection criteria of each applicant interviewed

a comparative assessment at least covering those applicants assessed as suitable
a clear statement of the recommendation and reasons for the decision the
signature of each member of the panel

Note: The report must include whether the second and third etc ranked applicants
should be offered the position should the preferred candidate turn down the position.
If the panel feels lower ranked applicants are unsuitable, this must be stated and
related to criteria which these candidates fail to meet.
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