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When hiring a new employee, interviewing provides an oppor-

tunity for hiring managers to evaluate a candidate’s experiences, 

qualifications, skills, and abilities, as well as to assess the inter-

personal and communication skills of the candidates.  It is also 

important to remember that at the same time, candidates are also 

evaluating their fit for the position and the organization during 

the interviews. Therefore, interviewing is perhaps the most im-

portant step in the selection process, and being prepared to conduct an effective interview is critical to the 

success of the hiring process.   

 

HOW TO CONDUCT AN EFFECTIVE HIRING INTERVIEW  

 

Prepare in advance. Regardless if you are planning for a structured interview or a less-formal interview, 

it is equally important to prepare for the interview in advance as interviewers. This usually involves the 

following preparation:  

Conduct a thorough review of the position that you are filling, including job requirements, typical 

duties, most commonly encountered challenges and situations, salary and benefit information, 

shift and hours, etc. This will also help you answer any questions that the candidate may have.  

Prepare interview questions. If you have multiple interviewers, you should also talk about who is 

going to ask which question(s).  

Review the candidates’ applications, resumes, and qualifications before they arrive.  

Be prepared to answer questions from candidates.  

 

Keep your candidates informed.  Job interviews can be a stressful and nervous experience for the can-

didates. To help reduce the stress, it is important to provide clear and specific instructions and logistic 

information to the candidates ahead of time.  Also let them know how long do you anticipate the inter-

view to last so that they can plan their day accordingly.  

 

Allow enough time for each interview. When planning for interviews, make sure you allot enough time 

for each interview and between interviews so that the candidates do not feel rushed, and the interviewers 
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have enough time after the interviews to take down necessary notes and make their evaluation.   

 

Design interview questions.  The interview questions should be designed to assess the most critical fac-

tors and focused areas needed to perform the job. It is almost impossible to go over and evaluate every sin-

gle factor or detail about the candidate in the interview. Therefore, as a hiring manager, you have to distin-

guish the “must-have” requirements from the “nice-to-have” qualities. Moreover, be sure to ask open-

ended questions in interviews and avoid yes and no questions. In this way, it helps you get as much infor-

mation as possible from the candidate without going back and forth. Also, try to ask open-ended questions 

where the candidates are required to provide actual examples and specific details from their real-life expe-

riences. Or, you can also use open-ended behavior or situational questions that will give you some insights 

on how the candidates will be behave in certain situations.  

 

Take notes, but don’t be excessive.  Don’t forget to focus on the interview and the interaction you have 

with the candidates during the interview. Interviewers should not be reading over the candidate’s resume 

and/or application for the first time during the interview. You can and should take notes as necessary dur-

ing the interview; however, try to only write down key words and still keep the focus on what the candi-

date is saying at the moment instead of writing excessively on the note pad. It can also be distracting and 

adding to the nervousness for the candidate.    

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 

bulletins: https://www.surveymonkey.com/r/2T9SWLR.  

https://www.surveymonkey.com/r/2T9SWLR

