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Interviewer Preparation:  Prior, During & After

Prior to Conducting Interview
�� Review a copy of the candidate’s resume

�� Google the candidate’s name

�� Review your list of interview questions

�� Ask the candidate to complete an employment application

�� Review the candidate’s employment application

�� Make sure you will not be interrupted during the interview

During the Interview
�� Greet the candidate in a professional and friendly manner

�� Treat the candidate with respect - despite any annoyances

�� Be focused

�� Ask for professional references

�� Advise the candidate of his or her next step in the interview process

�� Ask the candidate if he or she has any more questions

�� Thank the candidate for his or her time

Continued on Page 2.
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September Coffee & Learn
Think Track’s next 60-minute complementary “Coffee & Learn” is on September 12th from 8:45am- 9:45am.
Executive and Leadership Coach Bennett Taylor will present a 20-minute briefing on effective interviewing
followed by 40 minutes of questions and answers.  The coffee and learn will be held at our office located
directly across the Central Expressway from SMU at 6060 N. Central Expressway, Suite  500.  Text Think Track
at 214.367.6432 or call 214.693.1716 to confirm your attendance. 
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Interviewer Preparation - Prior, During & After (Continued from Page 1)

After the Interview
�� Once you’ve taken some time to relax, mentally reflect on the interview:

    -  How you presented yourself
    -  Your impression of the candidate
    -  What could you have done better

�� Review your evaluation checklist and notes taken during the interview

�� Determine your next step:

- Ask candidate to complete the 16pf Competency Assessment

 - With authorization, check candidate’s references and credit

 - Schedule a 2nd interview

 - Who else on your team should interact with the candidate?

or:

 - Reject and advise the candidate

Stephen R. Covey, The 7 Habits of Highly Effective People:  Powerful Lessons in Personal Change


