Questions for High Quality and Effective Interview

Screening Interview
Goal/Pre-Frame: Start to get to know the candidate a bit, see if they are a fit for the job and if they possess the basic ability for the job.  If so here are the next step is setting up a phone interview:
Caller Name: ______________  Resume submitted/Inquire date (list both): ______________
Interview Scheduled For:  _______________________________________.

“Hi, this is _________________ with EWH Small Business Accounting. I had received your resume in regards to the Inside Marketing position we have available. I would like to quickly give you a brief overview of the position and then ask you a few simple questions. Once we complete that if it looks like you are a fit we can set up a phone interview with our Sales and Marketing Director.” 

Brief Presentation of Company and Job Fit

EWH Image Presentation

· Been in Business 40 years

· Since 1979

· Locally and Family Owned

· Provide Bookkeeping, Accounting, Payroll, Consultation and Taxes Specifically for Small Businesses.

Job Image Presentation
Primary Responsibilities Include:
· Make 80-100 outbound calls/day
· These are cold calls 

· Calling to business owners primarily in SE WI

· The goal is to set an appointment with the owner
· Once date/time is set our sales person runs the appt. and presents our services with the aim of obtaining a new client for the firm

Does that sound like something that would be a fit for you?

Hours desired: _______ / week    Full Time    Part Time
   Hours preferred___________
Wants rate of pay of
$___________        
Has reliable car for transportation to work?             Yes           No
Note:  Hours are 8:30 to 2:30 Monday - Friday, so about 27.5 hours after lunch. 

Hourly pay can range from $15-$18 an hour, depending on your production (hourly + commission)
Assessment for Applicant

Before the phone interview you must complete two assessments online. These assessments help us learn more about you, and understand how to better communicate, motivate and work with you. They will take 20-30 minutes to complete so please have them completed before the phone interview with Joseph.

Job Ability
Phone Voice: 
Excellent    Good    Average    Poor 
NG
Prior TM experience (Doesn’t matter either way):   Yes
No
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Status

  Interview         A Candidate        B Candidate      Wants Full Time        Student      Not a good fit

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1. Why are you interested in this job? Note: If something comes up about their prior employer it may be appropriate to follow up with what is something your prior employer could do differently to be more successful.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Where would you like to be in 3-5 years in your career?                                                                           This question shares with you what their goals are, how long they might be aligned with you and your company, level of ambition, willingness to think ahead or a little bit about their current situation.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Tell me a little bit about yourself; specifically, if you had 60 seconds why you would be a good fit for this role, what would you share with me?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
If interviewing for a sales position and really like what you have heard so far here are 2 short and easy sales exercises to assess their natural sales ability and skill level that you can use. Each can take 5-10 minutes.
Exercise 1: What kind of phone do you have? Share with them you have the opposite type of phone. 


QUICK; Feature > Benefit examples 

Ex: Camera on their phone – 12 megapixel, Swipe left, Pano, Video

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Exercise 2: Choose first one of following: Superhero, Party Host, Vampire or Caveman
Share with them each set of the following words and have them pick one in each category. Then have them pick two the three words they choose.

· Safety

· Hook

· Shadow

· Cloak

· Sun

· Skin

· Cliff

· Map

· Beard

· Carpet

· Fluid

· Truck

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Screener’s Evaluation
(   Potential Lead Producer   
( Nice Person
Employment Record
( Stable

( Average

( Shaky
Dress                                 
( Good
      ( Average

( Poor

Projected Attendance      
( Good
      (Average

(Shaky

Personality                         
( Pleasant
( Strong

( Difficult

Leadership                       
( Leader

( Follower
Energy Level
( High


( Average

( Low

Will work well with Others
( Likely

( Not Likely
(C D                            
Computer Skills
( Strong

( Basic /Avg
( None


Back Ground Check
Candidate Status:

A
B
C
NG
In-Person Interview Questions

Allow 30-90 minutes 
1. Start by outlining what you want to cover with them during this meeting: 

a. Main outcome; Questions about getting to know you and who you are 

b. Give you a chance to learn about us, what we do, how we do it, what is important in our culture here

c. Outline the rest of the process so they know what to expect 

i. For instance, if reviewing resume over next week, and taking interview during that time, and then will pick candidates want to bring back for an additional interview, or group interview, or whatever the next step is.
2. Ask them if any questions to get started. 
Sometimes works best to gather all those questions and then answer them all together, or weave the answers into the rest of the interview. 
3. Ask them to “walk you through” a typical day at their current or previous job?
a. Compare what is on their resume to actual job duties and responsibilities 

b. Explore independence they had, who they reported to, and level of supervision

i. This shows whether they are more focused on day to day short term thinking, or long term thinking type of activity.

4. Tell me about your boss and your relationship with him/her

a. Sheds light on relationship with supervisor and can refer to after Question 12.
5. What do you know about us and our company? Why are you interested in this job? Share with me what you know about this position
a. Job or career? Did they take the time to learn about you?

b. Clarifies what remember about role from initial screening or ad.
6. What are a few of your biggest strengths you will bring to this organization?
7. What are 5 things you love to do at work?

a. Looking for them to share their skills and their ability and willingness to do, as well as achievements they have. 
b. Also, what do they talk about? Do they share items related to being independent, working as team, or being in a leadership position? Do they share more with you about the people and places compared to tasks/activity/Information/things? Did they like working on things they can complete from beginning to end as compared to multitasking?
8. What are the things you don’t like to do or don’t want to work on?  What about your previous job frustrated you the most?

a. A safer way of talking about their un-natural potion, limitations and weakness and where they might not be a good fit or need additional support. 
b. Can they be honest or open with where they might need help? 
c. Do the job requirements need these traits or skills regularly, occasionally or never?
9. If you could delegate everything accept 1 thing, what would be the one thing you would keep? 
a. Helps clarify their DISC and Motivators results

b. Identifies where they are currently most comfortable and enjoys the most. (In FLOW): Talent, Skill, Manager/Leader, etc.
10. What do you think are the 5 most important things for you to be successful in this job?

a. Shares with you what they think is most important in their success and the support they will need. This also shares with you the values most important to them, as you will share during your company and values presentation. 

b. What they’re focused on: their own strengths, working as a team, goals for themselves, or for the goals of the company.
c. This is a great lead-in question to, “May I share with you a little bit about our company, and what’s is most important to me in our success together?
11. Why have you decided to leave your current/previous job?

a. Dig deeply here and ask follow- up questions.                                                                                          

b. What is driving THIS person to apply for THIS job?

c. If there are gaps in their resume, make sure to discuss that here. Note: if they have gaps in their resume that should likely be discussed in your initial screening depending on the steps in your hiring process!
12. What are some of the things your current employer could do differently to be more successful?

a. Do they still have resistance, and resentment from a prior job? Are they bringing that contamination with them to their next job?(For example: Their relationship with mgmt., any larger possible patterns that could be showing up here?)

b. Were they engaged in thinking of ways their prior employer could improve or just going through the motions for check?
13. Where would you like to be in 3-5 years in your career? (If have not already asked)
a. This question shares with you what there are their goals, how long they might be aligned with you and with your company, level of ambition, willingness to think ahead or a little bit about their current situation?

Finishing Up: Do you have any other questions?  Then, review where you’re at, and how the rest of the process will work. For instance, if reviewing resume over next week, and taking interview during that time, and then will pick candidates you want to bring back for an additional interview, or group interview, or whatever the next step is.
Additional Questions
Utilize and use as a resource and reference:
[image: image1.png]



1. Tell me in your past job/working experiences, what is one of your greatest accomplishment and what was happening when that happened?

(Look at language, meta-programs, language patterns, incantations they are saying. Capture everything, they are saying)

2. If they have done a lot of cold calling in the past, tell me about one of greatest calls and/or tell me about one of most challenging calls

a. Listen to words that they use to describe it, notice calibration shifts, and eye patterns…

b. Watch them talk about call they had, see what they create and recall. If doing all from recall or looks like made most of it up, this lets you know where they are at.
3. Share with me a time you had a challenge working with someone on your team and what you did to resolve it?
4. What type of management are you most successful with?

Meaning, do you like to be given a task and then left alone, or do you prefer to be micro-managed?
5. 
How do you adapt to change or a certain protocol? 
Tell me about a time where you needed to change your process to adapt to a business change
6.  Have you ever had a situation where there was a change in your process, and you didn’t feel it was a positive change? How did you handle this change?
7. 
How would your friends describe you? 
8. How would people you don’t like you best describe you? 
9.  Have you ever lied?
10. It says here you graduated from high school in _____. Do you remember a favorite teach you had in high school who made an impact on you and why?
12. Tell me one thing you are working on for yourself to improve. How long have you been working on that? What happened that made you aware of that?

DISC Orientated, Varication, and Clarification Questions and Out of the box Questions:                                          To Learn more about them
13. Most companies these days will inevitably go through change. What is your favorite way to change over time: Methodically, Step by step, Whip slate clean, or Very quick.?


Helps understand how they adapt when change is happening. 

Can you share with me a time where something like that happened to you, how it happened, what it was like for you, and how you handled it?
14. You are being trained or learning something new.  How do you best learn? Do you prefer first to see it, hear it, do it, or read it? What about what’s next?

If learning something new, do you prefer to read it or listen on audio book, watch documentary, to go and visit actual experience/hands- on experience.

15. When you are being trained or learning something new do you prefer the big picture first, or the details?

16 What is most important to you in buying a car? What is your dream car and why?

Dependability, miles per gallon, looks and feels, color of car, what model, more toward certainty, is or how it feels.
17. Do you have a car? What color is it? What was color of very first car ever drove?                     Watch for how their eye patterns are normal organized for them? Regular or Reverse?
19.
Let’s pretend you got a $5000 bonus. What’s 1, 2 or 3 of the first things would do with that money? (You can find out where they are at: buy this, pay off this, buy car, buy something for self, that is not typically question they are prepared for)
20.  Where was your favorite study spot and why? Quiet, coffee shop, maybe at home and why? 
22. Captain America or Iron Man? Describe the scene from the 1st avenger’s story?
Captain America: 
“We need a plan”


Ironman:

“I have a plan, its attack!”

Sales & More DISC Orientated Questions

1. Do you prefer sports, music or movies? What’s your favorite sport/role in band/if on a cast? If you could be any position in that what would you be and why? Ex: Kicker (no risk) vs. quarterback (lead to victory)
2. Your team is down by 1 point, there are 3 seconds left in the game, and your team is about to have the ball, who/which position do you want to be?                                                                                                      (Or do with different sports analogy, or one they played etc.)
3. Would you say you’re a 25 mph driving through the school type of person or someone that likes to do 90 mph, or do you prefer to get up to 60-70 mph and just put on cruise control? What would be your mph preference an why?
If you had to describe the speed you would prefer to live your life at in terms of MPH what would it be?  And I know at times in life we must move at different speeds, or sometimes even depending on certain things but what would be your preference in general if you got to choose?
4. Do you prefer city, freeway, or backroad driving?
5. Do you have an ego?
6. What is your sales style?
7. How do you handle rejection? Listen for their coping strategy- that is what is most important
8. Have you ever worked in an environment where you were given a monthly sales quota you had to meet?
If Yes, have you ever had any problems meeting that expectation, and if so how handled it?
IF No, how will you handle this new challenge?

Note: Make sure to ask questions about where they got their leads, were they warm or cold, were they generating their own, were they cold calls, or warmer calls to prior customers, how much activity they managed, how many calls they made a day. Do they have a track record of being successful at cold calling! 

Thoroughly understand the type of sales job they had.

Miscellaneous Questions
Remember everything done under the umbrella of rapport. Their specific answers are not necessarily what you are always looking for, instead it is what the answer means, or the insight it gives you into who they are.
1. Who is your favorite comedian? Might shed light on their sense of humor
2. What is your favorite sport to play?                                                                                                         Listen for individual or team – Similar to other favorite sports question.
3. What motivates you to do a good job? What was something a prior employer did to recognize you for something you did that meant a lot to you?
Any insight into the 5 Languages of Appreciation?
4. Draw the size and shape of your comfort zone.  Pre-Frame some have a very large comfort zone and nothing is outside of it, and others have a small comfort zone and everything is outside of it. Assuming this entire piece of paper would be a very large comfort zone, please draw the shape and size of yours. After they draw it ask, why they drew it like that. 
5. What is your favorite exhibit at the zoo? What is your favorite animal and why? 
The animal doesn’t’ matter, what masters is the insight it gives you into who they are, and what they value.

What does this tell you about what is important to them, or what they identify with? For example, if they say an elephant because they are large empathic creatures, that walk slowly, have great memories and survive because of what they remember and learn from their ancestors. Or if they say a wolf because they are a “beautiful, crazy and wild animal” with a fun humorous smile or grin on their face is that important to them? Is that how they strive to be? Explore that, use it as an opportunity to see more of who they are, and what they are about. Helps you understand who they are or what is important to them indirectly, through a different metaphor.  
6. What do you do for fun? 
7. What’s most important to you?
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