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) Sample One-Day Agenda
Overview
e ‘The times listed belorw are approximate and should be used only a5 a basic guideline. If's more
Ioerviewing i rogiaum st rovids you wih the ke informtion and ks el for important to allow the participants o spend time in the exercises that benefit hem the most. You
youto zvcel a5 an mterview cam easily modify these times, Try ot to et the clock run your workshop. Observe the yartici-

pants and make your tme decisions accordingly.

“This program will assist you in the quality of your
effcive terviewing. Fou will e 4n tervining Sacoewerh to asier the iariewing Opening the Workshop 20 mimares 8:30- 50

pmﬁs '[hnsa'\.llbea::nmphshedh devalopin 1 system of bahaviorl qusstions that ,
B S el e o e i ey 1 l n Comepcs g Do s e
e i o r
ack them Common Selection Problems 20 minutes. e:05- 925

Interviewing is dasigned for you to actively participate with your pesrs in the traimin

Gathering Information 15 mimatas 025- 840
wozishop. This Taining propram encourapss yoiu o inprove your knowledze and e

by intezraring your work-related simations fnta the workshop Bresk 15 mimates 040- 855
Co Objectiv Beluvior Examples 30 mimares ©:55-10:23
Oux goal is o build greater personal skill and confidence i your ability to effectively False Behavional Information 20 mimares 10:25- 10:45
inferview candidates by focusing on the areas listed below,
Ienifying Behavior Examples Exarcise 45 mimures 10:45-11:30
w Understanding the Consequences of Hiring Decisions
; retio Plamed Behavioral Questions 30 mimares 11:30- 12:00
d Lunch 60 mimates 12:00- 1:00
an Plamed Behavioral Questions Exercise 35 mimates M- 135
w Using Follow-Up Questions and Listening Skils 1o Deal With Partial
or Non-Behavioral Examples Follow-Up Guestions Exercise 35 mimutes 135- 210

w Closing dhe Interview

— ) Listening Acknowledgments 10 mimutes 210- 220
Personal Objectives ?I’/ , Bresk 15 mimutes 1N0- 235

In this section of your workbook, write out ane ar o personal objectives you would like . .
to accomplish by the end of Interviswing Use these abjectives as your measuring toals to Closing the Interview 15 miutes 235- 250

belp you determine whars 1o focus your enersies during the workshop. Try to Hmit your

o oo 101 15 mosis nd e oo e et s o Sill Pracrice £0 mimres 130~ 420
evecioes aud 1 10 otber PAricpact. 19 c1a modiy SO GAECEVES. Beewing e Applcas — . a3

Pacing the Interview and Taking Notes 10 minutes 430- 240

Liewifying Opporaties Workshop Close 15 miures 440 455

2011 B Do

INTERSTEWING

Behavior Examples /“i /
Fairand are made £ job-related past behavior Behavior Examples

a5 the basis for evaluating candidares. Gathering irformation about 2 candidate's expeniance
and accomplishments imvolves mre than just gathening reports of acions faken o ot faken.
Enowing a candidate’s actions is of linle use if you don't undrsexnd the simarion sarround.-
inz the actions and the outcomss produced by these actions. Listed below are the thres key
slemants

1) State the following and direct participant: to page 6.

Fair and accurate selection decisions are made wsing examples of job-related past behiavior
as the basis for evaluating candidates. Gathering information about a candidate’s experi-
ence and accomplichments involves more than just gathering reparts of actions taken or
not faken. Knowing a codidate’s actions: i of litle use T vou dot anderstand e stua-

ing the actions and these actions. Listed on page §
are the three key elements.

Three Key Element: to Behavior Examples

1. Explain the Situntion (Task, Assigument, Project, etc)
2. Explain the Specific Actions That Were ar Were Not Taken Reviear the three elements
On the bottom of paze 6 and the following twop pages are descriptions of the Three Key
Elements. Your exercise is to work in vour small group and develop one or more examples
that would mest each of the Three Key Elements. ¥ou can use the example provided as a
mide.

3. Explain the Outcome (Result, Change, Tmpact, Value, ete)) That Was
Cauzed by Your Specific Actions

Behavior Examples Exercize
Below and o the following two pages are descriptions of the Three Key Elemenrs. Tour

Does amyone bave any questions before you start?

exaruise i to work in your smmall sroup and develop ane or more examples fuat would mest Answer any questions.
each of the Three Eey Elemens. Tou can use the example provided as a guide
Walk asound and assist 25 nesded.
1. Explain the Situation
2} State the following to debrief the exercise.
A complets behavior example contains information tha tells you why an Action toak place.
The Sination that leads to Actions can be created by chanzes in work procedures. ranager Let's go around to each group and see what you came up with for the three lemenis. Start
ar customer demands, working conditions. job respansibilines, scheduling. relationships with “Explain the Situation” and continne throuzh the next wo elements on pages 7 and 5.
with co-workers, et Listen to each other and make any further suggestions.

In the spaces below and on the following paze, write out sever] examples thar would Gain responses from each group,
“Explain the Sination.” You can use something you obsarvd on th job or maybe a sifa-

tion that affects you The examples you write on this page will be carmied throush the fol- Vou da mot have to obtain or write down behavioral examples in order. Sametimes the
lowmg two pages. Make sure you talk out-loud in your small group to 2 everyons's Out-come will be siven first, fallowed by the Action, and then the Situation. Ofher fimes
insight Have each group member provide at lexst one esampls the Action will be volunteersd, and the Situation and Outcome must be drawn out of 3

candidate. The order of the information makes so difference - just so they are all there.
“The teem waas short of help because neo empicyees called in sick and a third was on

Created in e

Add any personal isight

3) Draw conclusions.

| Microsoft WORD :
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Sample Workbook Pages

INTERVIEWING

Overview

Interviewing is a program that provides you with the key information and =kills nesded for
v b excel 35 an mierviewsr.

Short-Term Meetings

3 ), L

This program will assist you in improving the quality of your warkforce throush mers
effective inferviewms. You will nse an interviewing framewark to mastsr the inferviewmsz
process. This will be accomplished by developing a system of behavioral guestions that
gather nz=fol mformaton and encouraze candidates to discuss specific experisnces and
umpluhmem: You will also leam to determine which questions to ask, and when to

Interviewing is designed for you to actvely pardcipate with vour peers in the training -y 15
workshop. This training program encourages you to improve your knowledze and skills = 2 = z 2
bry infe gratng your work-related sitations into the workshop.

Course Objectives

Skill Practice

Du:rgmllsmhm]ii greater personal skill and confidence m your ability to effectively
terview candidates by focuzing on the arsas listed below.

w Undersignding dve Cmmnmsfﬂirmgmmm
m Avpiding Common Selzction Pro
m Usimg Past Bekavior to Predice Fil.mrc EBehmior
u Developimg Behavioral Questions to Gather Informadgon
w Dealing Wich Incomplete Arswers or Examples
m Creating Planned Behavioral

Puestions
u Dsimg Follow-Up Ouestions and Listening Skills fo Deal With Partial
or Non-Brhavioral Examples - -
u Closing the Interview — e
—
Personal Objectives ?M

In thiz section of your workbook, writs out ons or twao personal abjectives vou would like
o accomplish by the end of Interviewing. Use these objectives as your measuring tools to
belp you determine whers to focus your energies during the werkshop. Try to Hmit your
initial ohjective to about 10 to 15 words and maybe one or twe bullets. As you get into
the exercises and @alk to other participants, vou can modify vour objectives.

an Effective Leader Exercise

What Went Well?

What Could Use [mprovement?
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Interviewing is a program|

vt #xczl a5 an mtervig

This prozram will assist y]
effective inferviewms. Y
process. This will be acc

m Lsimg Follow-
or Non-Behav
m Closing the In

In thiz section of your wal
to accomplish by the end
help you determing whers|
initial ohjective to about |
the exencises and alk w0

INTERVIEWING
. 7
Behavior Examples -’I/

Fair and accurate selection decisions are made using examples of job-related past behavior
as the basis for evaluating candidates. Gathening information about a candidate’s experience
and accomplishments imvalves more than just gathering reports of actions faken of not faken.
Enowing a candidate’s actions is of little use if vou doo’t understand the simation sumound-
ing the actions and the outcomes produced by these actions. Listed below are the thres key
elameants.

Three Key Flements to Behavier Examples
1. Explain the Situadon (Task, Assismment, Project, etc.)

1. Explan the Specific Actions That Were or Were Not Taken

3, Explain the Outcome (Result, Change, Immpact, Value, ete.) That Was
Canzed by Your Specific Actions

Behavior Exercize

Below and on the followins two pages are descripdons of the Thoes Eey Elements. Your
exercise is to work in your small sroup and develop one or more examples that weuld mest
each of the Three Kay Elements. You can use the example provided as a guide.

1. Explain the Situation

A complate behavior example contains information that 2l you why an Action took place.
The Sinmtion that leads to Actions can be created by chanzes in wark procedures, manager
of customer demands, working conditions, job responsibilites, scheduling relationships
with co-warkers, etc.

In the spaces below and on the following page. write ouf several examples that would
“Explain the Simation.” You can use something you observed on the job or maybe a sita-
tion that affects you The examples you write oo this page will be camied through the fol-
lowing two pages. Make sore yon talk out-lond in year small group to FAID eVSTVO0E 'S
mmsight Hawe each proup member provide at least one exampls.

“The seam waz sherr of help because neo employees called in sick and a third was on
vacanian. ”

Short-Term Meetings

I0TT-1 €110 MEETINZS

Skill Practice

&kill Practice Coachine
Tona acticiac o E— Teedid el Congios

Skill Practice Coaching Checklist

What Could Use [mprovement?
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Interviewing is a program|

vt #xczl a5 an mtervig

This prozram will assist y]
effective inferviewms. Y
process. This will be aco
gather nsefol mformaton

m Lsimg Follow-
or Non-Behav
m Closing the In

In thiz section of your wa
to accomplish by the end
help you determing whers|
initial ohjective to about |
the exencises and alk w0

Fair and accurate selactiog
as the basis for evaluatng]
and accomplishments iy
Enowing a candidate’s ad
ing the actions and the ol
elameants.

Three
1. Explain the Situag

2. Explain the Specif]

3. Explain the Cutcof
Canzed by Your Spef

Below and on the followiy
exercise is to work inyouf
each of the Three Kay El4

1. Explain the Situat]

A complate hehaviar exa
The Sinmtion that leads t
or custemer demands, wol
with co-warkers, etc.

In the spaces below and of
“Explain the Sifuation.” 7
tion that affects you The|
lowimg two pages. Make
mmsight Hawve sach group

“The seam waz shorr of i
vacanian. ”

INTERVIEWTNG

False Behavioral Information ?M,"

YVou can understand what a behavioral example is by leoking at what it & not. Often, you
may think you're getting information about a candidate when all yvou're getting is falze in-
formaton - statements of feelings and opinions, statements of what a candidate will do or
wonld 1ke to do, or vague statements that cannot be interpreted

Cnutlined below are some examples of false behavioral information. In the spaces provided.
write out a few additional examples that are commenty used in vour work environment.
Make sure you talk out-loud in your small soup to Zain everyons’s insight.

Feeli and Opindons
= “Twas really grear af managing my feam. ™

= "Twenr beyond rthe call off duty for my supervisor. ™
= T thawght s the best manager and deserved mare respansibili. ™

Theoretical or Future-Oriented Statements

= "I plan ta pick up my degree next year. ™
= "I I'were the supervisor, Twould have handled it differently. ™

Vagune Statements

= “Twar responsibie for making sure my feam advered fo owr gualiy stamdards. ™
= "I did whar war neceszary when costs exceeded certain [ine fems i my budper.”

[eetings

froiiies

till Practice

[Practice Conching
rr— Bedideean ©

tice Coaching Checklist
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Interviewing is a program|
vt #xczl a5 an mtervig

This prozram will assist y]
effective inferviewms. Y
process. This will be aco
gather nsefol mformaton

Crur poal is to build greatd
mterview candidates by
m I
m Avoiding Com
m [simg Past Bel
u Developimg Be

m Dsimg Follow-
or Non-Behav
m Closing the In

In thiz section of your wa
to accomplish by the end
help you determing whers|
initial ohjective to about |
the exencises and alk w0

Fair and accurate selactiog
as the basis for evaluatng]
and accomplishments iy
Enowing a candidate’s ad
ing the actions and the ol
elameants.

Three
1. Explain the Situag

2. Explain the Specif]

3, Explain the Outcol
Canzed by Your Spef

Below and on the followiy
exercise is to work inyouf
each of the Three Kay El4

1. Explain the Situat

A complate hehaviar exa
The Sinmtion that leads t
or custemer demands, wol
with co-warkers, etc.

In the spaces below and of
“Explain the Sifuation.” 7
tion that affects you The|
lowimg two pages. Make
mmsight Hawve sach group

“The seam waz shorr of i
vacanian. ”

INTERVIEWING

Ea|

You can understand what
may think you're getting
formation - statements of
would 1ike to do, or vagug

Cnutlined below are some

write out 2 few additonall
Make sure you talk out-lof

= “Twar reaily great af m
= "Twent beyond the call
= T thawght [wrs the bes

Theor]

= "I pian ta pick up my del
= "I I'were the supervizod

= “Twar responsibie for m
= "I did whar was necesza]

Planned Behavioral Questions ’:;. f

An interview is only as proficient as the questions asked. Planned Behavioral (uestions
allow the interviewer to compils a complate pictare. They encourage the applicant to dis-
cuss specific experiences and accomplishments. They also produce reports on behavier
and help you avoid asking theoretical questions that result in vague responses or leading the
applicants to the “rizht” answers.

Cutlined below are some examples of the differences betwesn Plarmed Behaviaral Croestions
and Theorstical and Leading Chaestions. Talk out-loud in your small sroup and add a few
addidonal Thearedcal and Leading Crestions that you've heard from candidates, and create
an improved Planmed Behaviaral Croestion instead

Ii ical Questi Pl 3 Bebavioral Questi
1. "That makes you think you can manage 1. “Wha is your experience managing
Jnancial peopie®™ fnancial people? Please be az specific as

Poszibie.

1. "What are your sirengths and 1. "How did your approach o finding a solu-

wagimesses tigm ta the cost problems differ fram the
approach wred by other manogers in mimilar
imuTtions T

3 3

Leading Questions Flanned Behavioral Questions

1. "7 suppose you enjayed working in o 1. "What did you enjoy mazt about working i
Jfiast-paced financial emviromment, didn’s @ fr-paeced financial emvironmen” ”
you? ™

1, "Would you agree that your Siggest 1. "Fha was your biggest decision within the
decisionwas o .. 7" daest ooy 7 ™

3. 3
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- Sample One-Dav Agenda
The times listed below are approximate and shonld be used only as a basic puideline. It's mors
muportant to allow the participants to spend time in the exercises that benefit them the most. You
can easily modify thess times. Try oot to let the clock run vour workshop. Obsamve the parici- Short-Term Meetings
pants and make your time decisions accordingly.
Opening the Workshop 20 minates 8:30 - &S50
Cansequenres of Hirmg Derisions 15 minutes 8:30 - 903
Common Selection Problems 20 minutes B:05- 925
Gathering Information 15 minntes @25 - 940 . B B
] Break 15 minates Se4d - 253
Behavior Examples 30 minates 9:35 - 10:25 R
False Behavioral Information 20 minntes 10:25 - 10:45
Identifying Behavier Examples Exerrise 45 minutes 10:45 - 11:30
Plaoned Behavioral Questions 30 minntes 11:30 - 12:00
Lunch 6 minates 12:00 - 1:00
Plaoned Behavioral Questions Exercise 35 minntes 1:00- 1:3%
Fallow-Up Questions Exerciss 35 minates 1:35- 210
n Listening Acknowledzments 10 minates T10- X20 . el SRp—.
Break 15 minates LM- X33
Closing the Interview 15 mirates 1:35- 250 Skill Practice Coaching Checklist :ci
3kill Practice 80 minutes 250 - 420
Reviewine the Application 10 minates 420- 430
Pacing the Interview and Taking Notes 10 minates 430 - 440 —
ldentifving O sties Workshop Close 15 mintes 44 255 lls of an Effective Leader Exercise 7 What Went Well?
. Wihat Could Use [mprovement?
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The tmes listed balow ard
mapartant to allow the par
can easily modify thess i
pants and make your tims)
Opening the Workshop
Cansequenres of Hirmg I
Common Selection Probld
Gathering Information
Break

Behavior Examples
False Behavioral Informal
Identifying Behavior Exag
Planned Behavioral Quesy
Lunch

Planned Behavioral Quesy
Follow-Up Cuestions Exd
Listening Acknowledmmel
Break

Closing the Interview
5kill Practice

Pacing the Interview and

Behavior Examples

1) State the following and direct participants to page 6.
Fair and accurate selection decisions are made nsing examples of job-related past behavior
a5 the basis for evaluating candidates. Gathering mformation about a candidate’s experi-
ence and accomplishments involves more than just gathering reports of actions taken or
not taken. Enowing a candidate’s actions iz of httle use if oo don't wnderstand the situa-
tion surrounding the actions and the outcomes prodoced by these actions. Listed on page &
are the three key elements.
Feview the three slements.
O the bottom of page § and the following two pages are descriptions of the Three Eey

Elements. Your exercize is to work in vour small group and develop one or more examples
that wonld meet each of the Three Key Elements. Yon can nse the example provided az a

smide.
Does anyone have any questions before von start?
Answer any questions.
Walk around and assist as nesded

1) State the following to debrief the exercize.
Let's go around to each group and see what vou came op with for the three elements. Start
with “Explain the Siteation” and continne throngh the next two elements on pages T and 8
Listen to each other and malee any forther snggestions.
(Gain responzes from sach group.
You do mot have to obtain or write down behavioral examples in order. Sometimes the
Out-rome will be given first, followed by the Action, and then the Sitnation. COrther times
the Action will be volunteered, and the Sitnation and Outcome must be drawn out of 2
candidate. The order of the information makes no difference - just zo they are all there.
Dioes anyone have any farther comments or questions?
Answer any questions.
Add any persomal nsight

3) Draw concluzions.

eader’s Guide Pages

Short-Term Meetings

I0TT-1 €110 MEETINZS

Skill Practice

&kill Practice Coachine
o E— T

Ton e acticing T dowall Covestio s

Skill Practice Coaching Checklist V4

What Could Use [mprovement?
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]
The tmes listed balow ard
mapartant to allow the par
can easily modify thess i
pants and make your tims)
Opening the Workshop
Cansequenres of Hirmg I
Common Selection Probld
Gathering Information
Break

Behavior Examples
False Behavioral Informal
Identifying Behavior Exag
Planned Behavioral Ques
Lunch

Planned Behavioral Ques
Follow-Up Cuestions Exd
Listening Acknowledmmel
Break

Closing the Interview
5kill Practice

Pacing the Interview and

1) State the following and

Fair and accurate select
a5 thie basis for evalnatin
ence and accomplishmey
not taken. Enowing ac
tion surrounding the act)
are the three key elemen
Feview the three slementd
O the bottom of page §

Elements. Your exercisq
that wonld meet each of|

smide.
Dies anyone have amy iy
Answer any questions.
Walk around and assist ag
1) State the following to de
Let's go around to each
with “Explain the Situa
Listen to each other and
(Gain responzes from sach)
You do mot have to obtad
Owt-rome will be given f
the Action will be volom
candidate. The order of]
Dies anyone have amy
Answer any questions.
Add any persomal nsight

3) Draw concluzions.

Identifving Behavior Examples Exercise

1) State the following and direct participants to page 10,

Interviewers meed to be able to instantaneonsly decide the linds of responses the candidate
is providing. Withont this immediate recognition, the quality of the information von are
gathering may not be sofficient enough to make a good decision.

Identify the statements a candidate might make on page 10 keeping in mind that yon are
not judzing whether they represent acceptable or unacceptable performance, but whether
they are complete behavior ezamples. In addition to identifving the statements, indicate
the reasons for your choice. Use the spaces provided under each statement to write down
any additional information that might be needed.

Malke sure you talk out-lond in your small group to gain everyone’s insight. Choose from
the Hxt on page 10

A) The statement is a Complete Behavioral example
B) The statement is a False Behavioral example
C) The interviewer needs information about the Sitnation
D) The interviewer needs information about the Action taken
E) The interviewer needs information abont the Outcome
Dioes anvone have any questions before von start?
Answer any questions.
Walk around and assist as nesded.

1) State the following to debrief the exercize.

Let's go aronnd to each gromp quicldy and see which of the five choices you selected for
each of the statements. When you provide vour answer, explain why you made the choice
vou made and what additional information mizht be needed.

(Gain responses from sach group.

Add any persomal isight

3 Draw conclusions.

feetings

poiiiiias

Skill Practice

1 Practice Conching
rr— Bedideean ©

ctice Coaching Checklist
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Sample Leader’s Guide Pages

]
]
]
7 Identify] __— .
Ths fimes listed halow ars Closing the Interview
mupartant to allow the pag 1) State the following and
can easily modify thess 4] 1) State the following and 1) State the following and direct participants to the exercize on page 11,
pants and make your tims) Interviewers meed to be
Fair and accurate select is providing, Without £ Afier the interviewer has gathered sufficient behavior examples and information, it is time
Openimz the Warkshop as the basis for evaluatiy gathering may not be | to begin the “close™ segment of the interview. This segment it designed o give the inter-
ence and accomplishmes] viewer the opportunity to do the following siz thimgs.
Cansequences of Hirng If not taken. Knowing ac Identify the statements 4
ton surrounding the act not judging whether the| 1. Review the interview notes to determine if additional questions are necessary.
Common Selaction Probl are the three key elemen they are complete behay] L. Ask any addifional questions.
the reasons for your chal 1. Provide information on the organization and the specific position.
Gathering Information Feview the three alementy any additional informaty 4. Answer the candidate’s questions abont the organization and the position.
£, Explain the mext step in the interviewing process.
Break O the bottom of page § Male sure you talk out-] 6. End the interview in a friendly manmer.
Elements. Your exercisq the st on page 10.
Behavior Examples that would meet each of The interviewer begins the “close™ by asking one or more “buy-time™ questions. These
guide. A) The statement questions require the candidate to think before responding. The interviewer now has the
Falz= Behavioral Informal oppartumity to review his or her interview notes and to formulate any additional questions.
Does anyone have amy q B) The statement
Identifying Behavior Exag Before asking “buy-time™ questions, the interviewer should tell the candidate that he or she
Answer any questions. ) The interview is about to ask one or more questions that will require some thonght before answering.
Plarmed Behavioral Chaess When the interviewer asks the questions, he or she chonld tell the candidate how much
Walkk around and assist ag D) The interview time is available to think of his or her answers. The imterviewer then reviews his or her
Lunch interview nates to formulate any needed additional questions. There is an example listed in
1) State the following to de E) The interview vour workboal.
Plarmed Behavioral Chaess
Let's go aronnd to each Does anyone have any g Afiter the “buy-time” questions have been answered, the interviewer can focns on any of the
Follow-Up Questions Exg with “Explain the Situa @ points I just mentioned. In your groups of three people, write out several ather “buy-
Listen to each other and Answer any quastions. fime” question: in the spaces on page 21, Does anyone have any ather questions?
Listening Acknowledzme
Gain responses from each) Walk around and assist ag Answer any questions.
Break
You do mot have to obtai 2) State the following to del Walk around and assist as nesded.
Closing the Interview Out-come will be given f
the Action will be volun Let's go around to each 1) State the following to debrief the exercize.
5kill Practice candidate. The order of] each of the statements.
o o vou made and what addj Let’s g0 aronnd to each gronp and see what additional “buy-time” questions you created.
Feviewing the Applicatiol Dhoes anvone have amy fo
(ain responses from sach) Gain responses from each group.
Paring the Interview and Answer any questions.
Add amy persomal insight. Add any personal insight.
Identifying Opporhmites) Agdd any personal insight h h h h
3 Draw concluszions. 3) Draw conclusions.
3) Draw concluzions.
pa]
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