
The Ultimate Guide to Mastering Interviewing
Techniques for Managers Briefcase
Effective interviewing techniques play a pivotal role in the success of any
managerial position. As a manager, it is essential to have the skills and
knowledge to conduct interviews efficiently and effectively. In this comprehensive
guide, we will explore the various interviewing techniques that managers can
utilize to make informed hiring decisions and build successful teams. So grab
your manager's briefcase and get ready to enhance your interviewing skills!

Understanding the Importance of Effective Interviewing

Effective interviewing is crucial for managers to identify the right candidates who
can contribute to the growth and success of the organization. A well-executed
interview process ensures that managers hire individuals who possess the
required skills, experience, and cultural fit for the company. It also helps in
evaluating a candidate's potential, personality, and ability to work in a team, which
are critical factors for long-term success.

By understanding the importance of effective interviewing, managers can create a
strong foundation for building high-performing teams and achieving organizational
goals.
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Preparing for the Interview

Preparation is key to conducting successful interviews. Managers need to
dedicate time and effort to prepare thoroughly for each interview. Here are some
essential steps to help you prepare:

1. Review the Job Description: Familiarize yourself with the job description,
including the key responsibilities, required qualifications, and desired skills.
This will help you ask relevant questions.

2. Research the Candidate: Go through the candidate's resume, cover letter,
and any other relevant documents. Familiarize yourself with their
background, previous work experience, and professional achievements.

3. Create a List of Questions: Prepare a set of well-thought-out questions that
will help you assess the candidate's suitability for the role. Consider both
technical and behavioral questions to gain a well-rounded understanding of
their capabilities.

4. Make Necessary Arrangements: Ensure that the interview location is
private and comfortable. Test any technological equipment in advance if
remote interviews are being conducted.

Mastering Behavior-Based Interviewing

Behavior-based interviewing is a widely acclaimed technique used by managers
to predict an individual's future performance based on their past behavior. It
focuses on asking candidates about specific situations they have encountered
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and their responses, which provides valuable insights into their problem-solving
abilities, teamwork, attitude, and leadership skills.

Here are some tips to master behavior-based interviewing:

Use the STAR Method: Situation, Task, Action, and Result (STAR) is a
structured approach used in behavior-based interviewing. Ask candidates to
describe a situation, the task or challenge they faced, the actions they took,
and the results they achieved.

Probe for Details: To gain a deep understanding of a candidate's behavior,
ask follow-up questions that delve into their thought process, decision-
making, and lessons learned from the situation.

Listen Carefully: Pay attention to the candidate's communication skills,
body language, and overall confidence. This will help you evaluate their
ability to articulate their experiences effectively.

Compare Across Candidates: Keep a record of each candidate's
responses for easy comparison. This will help you identify patterns and make
informed decisions.

The Art of Active Listening

Active listening is a critical skill that every manager should possess. It involves
giving complete attention to the candidate, understanding their perspectives, and
responding appropriately. Here's how you can improve your active listening skills
during interviews:

Maintain Eye Contact: Show the candidate that you are fully engaged by
maintaining eye contact throughout the interview.



Avoid Interruptions: Give the candidate ample time to express themselves
without interruptions. Avoid the temptation to jump in with your own thoughts
or assumptions.

Paraphrase and Summarize: Repeat or summarize key points to ensure
that you have understood the candidate correctly. This not only helps clarify
information but also shows that you are actively listening.

Ask Open-Ended Questions: Encourage candidates to share more by
asking open-ended questions that require detailed responses. This allows
you to gather more information and dig deeper into their qualifications.

Show Empathy: Display empathy towards the candidate's experiences,
challenges, and accomplishments. This helps in building trust and rapport.

Utilizing Technology in Interviews

In today's digital age, managers can leverage technology to enhance the
interviewing process. Virtual interviews through video conferencing platforms
have become increasingly common, allowing for remote screening and
assessment of candidates.

Here are some tips for using technology in interviews:

Test the Technology: Ensure that you are familiar with the video
conferencing platform and its features before the interview. Test the audio,
video, and internet connection to avoid technical glitches.

Create a Professional Setting: Establish an environment that reflects
professionalism. Sit in a well-lit room with a clutter-free background to
maintain a focused and distraction-free atmosphere.



Communicate Clearly: Due to potential connectivity issues, speak clearly
and avoid talking over each other. Allow for pauses to ensure a smooth flow
of communication.

Keep Eye Contact: Although it might be tempting to look at the candidate on
the screen, remember to look directly into the camera to maintain eye
contact.

Use Screen Sharing: Utilize screen sharing features to present case
studies, projects, or assessments during the interview. This facilitates
collaborative problem-solving and enhances the candidate's involvement.

Ending the Interview on a Positive Note

Concluding an interview on a positive note is essential for leaving a lasting
impression on candidates. Here are a few key practices to consider:

Ask for Questions: Give candidates an opportunity to ask any questions
they may have. This demonstrates your interest in their perspective and
allows them to clarify any doubts.

Explain the Next Steps: Provide a clear timeline and outline of the next
steps in the hiring process. Candidates should know when to expect
feedback or further communication.

Show Appreciation: Express gratitude for the candidate's time and interest
in the position. A simple "thank you" can go a long way in creating a positive
candidate experience.

Incorporating Diversity and Inclusion in Interviews

Diversity and inclusion have become increasingly important in the modern
workplace. Managers must incorporate questions that promote diversity and



equality during interviews. Here are some ways to ensure a diverse and inclusive
interview process:

Avoid Biased Questions: Focus on the candidate's qualifications and skills
without asking questions that may perpetuate bias based on race, gender,
religion, or other protected characteristics.

Evaluate Cultural Fit: Assess candidates' ability to work in diverse teams
and adapt to different work environments. Ask questions about their
experiences collaborating with individuals from diverse backgrounds.

Consider Unconscious Bias: Be aware of unconscious biases that may
influence your decision-making process. Take measures to mitigate bias and
ensure a fair assessment of all candidates.

Emphasize Inclusive Policies: Clearly communicate the organization's
commitment to diversity and inclusion to candidates. Discuss policies,
initiatives, and employee resource groups that contribute to a diverse and
inclusive work environment.

Reflecting and Improving

After each interview, take some time to reflect on your performance as an
interviewer. Consider what worked well and areas where you can improve. Seek
feedback from colleagues or other hiring managers to gain different perspectives.
Continuous improvement is key to becoming an exceptional interviewer.

A manager's ability to conduct effective interviews directly impacts their team's
success and organizational growth. By mastering interviewing techniques,
managers can make informed hiring decisions and build high-performing teams.
From thorough preparation to active listening, incorporating technology,
promoting diversity, and continuous improvement, every aspect of the



interviewing process contributes to finding the right talent to drive an organization
forward. So, equip yourself with the necessary skills, grab your manager's
briefcase, and embark on a journey to becoming a master interviewer!
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Interview Strategies for Always Getting the Information You Need

For managers, interviewing is about gathering useful information in every face-to-
face encounter, from project planning meetings to client discussions to speaking
with prospective employees. Interviewing Techniques for Managers shows you
how to master every aspect of the interview process to ensure that you always
get honest, helpful, and results-oriented answers. Look to this important addition
to McGraw-Hill's Briefcase Books series for workplace-tested interviewing
methods including:

When and how to ask the key questions

Tips for getting a difficult interview back on track

Techniques for telephone, e-mail, and other arms-length interviews
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Separating fact from fiction when interviewing potential employees ... Solving
workplace problems ... Uncovering how best to meet customer needs ... The
ability to interview others is among the most valuable skills a manager can have.
Interviewing Techniques for Managers will help you end each interview with the
information you need, by beginning each interview with a solid, results-oriented
plan--and the know-how to execute that plan.

Briefcase Books, written specifically for today's busy manager, feature eye-
catching icons, checklists, and sidebars to guide managers step-by-step through
everyday workplace situations. Look for these innovative design features to help
you navigate through each page:

Clear definitions of key terms, concepts, and jargon

Tactics and strategies for conducting smart interviews

Insider tips for always getting straight answers

Practical advice for minimizing interview mistakes

Warning signs of things going wrong during an interview

Stories and insights from the interviewing experiences of others

Specific procedures, tactics, and techniques for following this book's advice
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