Hire Right the First Time 

A performance based workshop that focuses on getting                                the most out of our interviews to save ourselves from the expense and stress of bad hiring experiences.
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Begin with the End in Mind
What do you want to get out of this session? _____________________
______________________________________________________________________________________________________________________________________________________________________________
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And now…
4.
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Let’s do the math!

7% = 

38% = 

55% =

_______

100% = The Total of ___________________________________

Writing a Detailed Job Description

Probably the biggest hiring mistake we make is to be under-prepared, from the moment they write the job description. Because the job description encapsulates requirements for a given position, you must first have a good grasp of what the position entails, from personality traits to knowledge to skills and experience. You may include any of the following qualifications in a job description: 

· Years of experience (for example, three years of cataloging) 

· Degrees, certifications (for example, B.A. or Master of Library Science) 

· Physical qualifications (for example, an aide position may require lifting of boxes up to 20 pounds) 

· Personality traits (for example, excellent communication skills or attention to detail) 

· Specialized skills or knowledge (for example, the ability to navigate the Polaris system)

The job description is the inspiration for any subsequent interview, so defining the position in detail will make finding the right person for the job much easier. Plus, it will help the candidate understand whether the job is right for him/her. 
Example: Librarian - Youth Services



Clermont County Public Library System
Batavia, OH
Position Title: Librarian - Youth Services
Department: Technical Services 
Immediate Supervisor: Branch Manager 

Qualifications: College degree and completion of an M.L.S. degree from an A.L.A. accredited program. Strong human relationship skills desired. Experience using computers. Must be able to work evenings and weekends.

Position Description: Responsible for providing direct library services to people of all ages, especially children from birth through late teens.

Essential Duties and Responsibilities:
· Responsible for the supervision and operation of the branch in the absence of the branch manager. 

· Reviews, verifies and approves time sheets for payroll purposes. 

· Acts as interim branch manager for library system during long-term situations. 

· Trains new staff in library and branch policies and procedures as needed. 

· Evaluates library services. Makes recommendations for improvement and suggestions for new services as needed. 

· Assumes system wide responsibility and leadership roles for special projects. 

· Participates in system wide planning of programs and special events as needed 

· Responsible for production of branch public services report. 

· Presents information about library services and programs to individuals and groups. 

· Develops displays and public relations materials (such as bibliographies and program fliers). 

· Maintains a working knowledge of the material collections, services available and trends in library services to people of all ages, especially children and/or young adults. 

· Maintains youth service records and files. 

· Responsible for development of materials collections, services available and trends in library services to people of all ages. 

· Assists with system wide decision-making by serving on committees. 

· Interprets CCPL policies and procedures to public in a customer-responsive manner. 

· Answers library user's reference questions in person and over telephone using materials in variety of formats (i.e. books, periodicals, newspapers, microfilm and indexes). This would include utilizing the Online Public Services Catalog (OPAQ and Internet. 

· Provides bibliographic instruction to users. 

· Provides reader's advisory services to users. 

· Plans, prepares and presents story times, summer reading activities and special programs for youth. - Outreach program to community including storytelling. 

· Reserves library materials for public using computerized holds management technique and interlibrary loan. 

· Assists customers using the OPAC and conducts public training in the use of electronic resources. 

· Responsible for ordering craft supplies for youth services activities within assigned budget. 

· Assists and participates in staff development activities including workshops and meetings. 

· Maintains knowledge of circulation system in order to assist at circulation desk. 

Additional Examples of Work Performed:
· Serves as mentor for new staff members. 

· Supervises the activities of branch page staff. 

· Conducts system wide training for staff. 

· Demonstrates through performance, a thorough knowledge of the integrated automation system. 

Required Abilities:
· Effective verbal and written communication skills. 

· Knowledge of materials for youth, current and classic. 

· Knowledge of reference materials in a variety of formats. 

· Analytical ability to understand and solve unusual or difficult reference questions by supplying information well-suited to the user. 

· Knows and can explain available library services. 

· Works independently. 

· Establishes and maintains an effective working relationship with people of all ages, especially children and young adults. 

· Provides good customer service. 

· Maintains composure while handling complaints from the public. 

· Maintains working relationship with other community leaders. 

· Demonstrates problem-solving and decision-making techniques. 

· Is self-motivated. 

· Stoops, stretches and climbs to retrieve and/or shelve materials and conduct programs. 

· Stands for extended periods of time, manipulates books and other library materials. 

· Skilled in using computers and able to learn new search techniques as they develop. 

· Sets long and short range goals, objectives and priorities. 

· Moderate strength to rearrange furniture, shovel snow and clean up library clutter. 

· Must have reliable transportation for travel to agencies within system and out. 
A Matching Exercise for Small Groups
Look over the resume and job description for the position given and determine why the candidate should or should not be brought in for an interview.
Put your “final answer” and reasons why…here!
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Defining Job Competencies

Before designing interview questions you must define what you're looking for in terms of competencies -- knowledge, skills, ability, and personal style - that distinguish the top performers in the position. Many organizations do a poor job of defining what they're looking for in a candidate. If you don't know what you're looking for, you’ll probably have trouble hiring top performers!

Here is an example of a poorly defined competency:

Analytical thinking: seeks information and identifies causes and solutions to problems.
What's wrong with this competency? It's too generic, not specific to a job. Almost any job candidate can meet this competency! Here is an example of the same competency expressed in a more job specific form:

Analytical thinking: breaking down a problem or situation into its basic parts, or tracing the implications of a situation in a step-by-step way, and identifying alternative solutions to the issue at hand.
Even this competency is still somewhat generic (you can probably do better), but it will be much easier to formulate effective interviewing questions based on it.

Competencies are general descriptions of the abilities needed to perform a role in the organization. Competencies are described in terms such that they can be measured. It's useful to compare competencies to job descriptions. 
· Job descriptions typically list the tasks or functions and responsibilities for a role.

· Job competencies list the abilities needed to conduct those tasks or functions. 
Suggestions for developing a list of competencies needed for a position

1. When developing the list, try to think in terms of areas of knowledge and skills. Review some examples of lists of competencies to get an idea of how competencies are worded.

2. Conduct an analysis to understand the various tasks in the job and in what sequence. The analysis can include some or all of the following suggestions, as well.

3. Observe the employee or employees as they as they perform the task or conduct the role. What areas of knowledge do you see the employees using? What skills do you see the employees performing?

4. Consider administering a questionnaire to the employee or employees. On the questionnaire, ask them to describe certain practices and procedures to carry out the task or perform the role in the best way possible, e.g., for a managerial role, ask about the best way to conduct performance appraisals, conduct hiring procedures, etc. Explain that the questionnaire is to help the trainer help the employees to perform a task or conduct a role better.

5. Consider interviewing a highly skilled employee or a group of employees. Ask them to describe the necessary areas of knowledge and skills for superior performance.

6. Ideally, get advice from customers about what knowledge and skills are useful in delivering the best quality products or services to them.

7. Review the job description for all of the general responsibilities and duties of the role. Note that job descriptions may not describe the position in terms of needed areas of knowledge or skills. 

8. A generic list of competencies may already exist for a role. For example, professional associations sometimes provide generic lists.
Choose Your Assessment

Remember that not all employee evaluation tests are suitable for hiring. (Myers-Briggs, we're talking to you.) Here are 10 extensively validated, highly respected tests that are. 

Cognitive Tests

1. Watson-Glaser Critical Thinking Appraisal
This test has legions of fans, including JCPenney, Coors, and government intelligence agencies. It measures problem-solving skills, creativity, and other factors with 40 rather difficult questions. It should not be used for entry-level positions but is great for management and higher. For sample questions, see "Let's Turn the Tables". 

$10 to $20 per test (prices for this and most assessments vary depending on the volume ordered) at assesstalent.com or 800-211-8378

2. Wesman Personnel Classification
A combination of verbal and numerical questions used by Bayer and Valtera, among other companies. It's meant primarily for hiring into decision-making roles; it is predictive of on-the-job performance and the ability to learn. 

$7 to $15 at assesstalent.com or 800-211-8378

3. Multidimensional Aptitude Battery--II
A recent test, created in 1998, with 303 questions; applicants are given 100 minutes. It measures general mental ability: the ability to reason, plan, and solve problems. It's suited for technical and professional/managerial jobs. 

$190 for a 25-test kit at sigmaassessmentsystems.com or 800-265-1285

4. Wonderlic Personnel Test
An old classic, created in 1937. It takes 12 minutes, and the 120 million people who have taken the test include most NFL players--the league uses it to assess college recruits. However, this is best for entry- to midlevel jobs, as the questions are quite simple. 

$10 at wonderlic.com or 800-323-3742

Personality Tests

5. NEO Personality Inventory--Revised
NEO measures respondents on five scales: neuroticism, extroversion, openness to experience, agreeableness, and conscientiousness. It is appropriate for everyone from salesmen to executives to security guards. 

$245 for a kit including 25 tests at parinc.com or 800-331-8378

6. 16PF
This 185-item test measures the 16 personality factors identified by Raymond Cattell (see page 93); invented in 1949, it's in its fifth edition. Fortune 100 retailers and software developers are among the clients. It's meant for leadership positions. 

$8 to $30 at pearsonassessments.com or 800-627-7271

7. Hogan Personality Inventory
Robert Hogan has been refining this test for 30 years. It asks for true or false responses to attitude and biographical questions, like "I don't care if others like the things I do" and "I like classical music." It measures subjects on seven personality scales such as ambition and prudence, and six occupational scales such as service orientation and clerical potential. The company can compare subjects' answers with those of people in most jobs in the U.S., from nannies to bomb-disposal technicians to CEOs. 

$25 to $175, depending on the amount of detail in report, at hoganassessments.com or 800-756-0632

8. Personality Research Form
Created in 1967, this 352-item test is in its third edition. It measures 22 job-relevant personality traits and is appropriate for any level of employee. 

$80 for a five-test kit at sigmaassessmentsystems.com or 800-265-1285

9. Global Personality Inventory
The GPI, a 300-question test, is made especially for multinational firms or firms employing foreign workers; it's used to test senior salespeople, midlevel and senior-level managers, and executives. 

$40 to $50, depending on the number of factors tested for, at previsor.com or 800-367-2509

10. Occupational Personality Questionnaire
The OPQ32i asks candidates to look at 104 sets of statements, choosing the statement most and least like them. The test's more complicated sibling, the OPQ32n, has 230 questions. Companies can choose a general profile of the subject, or order specific leadership- or sales-potential reports. 

$30 and up at shl.com or 800-899-7451

By: Jess Blumberg and Stephanie Clifford, Inc. magazine, August 2006, Page: 96 

The SELF Profile

The SELF Profile is a workbook designed to reveal the four distinct styles of interaction that occur with others. Although all of us are a unique blend of all four styles, you will be able to identify your dominant style. With the information you glean from this assessment you can see how you and others in your department or organization interact. This is a great tool for better understanding and managing the diverse personalities that make up an organization.

You’ll be able to: 

· Identify your particular social style — how you relate to others most often 

· Gain a better understanding of yourself and others 

· Predict how you and others might respond in a given situation 

· Improve your communication with others who have different styles, therefore, building more meaningful relationships 
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“Dirty Dozen” Resume and                         Application Mistakes

1. List tasks and skills, rather than accomplishments and results
2. Tricky typos (extra spaces and missing hyphens, and more)
3. Complicated or overly technical vocabulary
4. Failing to be specific, not giving enough information or too much information
5. Punctuation errors (Using the wrong kind of punctuation can change the meaning of a phrase or a sentence? (See? Just using a question mark instead of a period had a significant effect on that sentence.)
6. Graphics and borders (Unless applying for a position that requires a great deal of creative flair)

7. Unprofessional email addresses (hungry4love@hotmail.com)
8. Inappropriate photo attached (That swimming suit photo…don’t go there)

9. No cover letter included (You didn’t take the time to get to know us, so …)

10.  Employment dates are missing
11.  References (What “they say about me” sections)
12.  Contact information is wrong or missing
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Knowing What to Ask: Keeping It Legal
Some of the “The Illegal Questions” you will never ask! 

What religion do you practice? How old are you? Are you married? Do you plan to have children? 

· An interviewer can not ask about a person’s religion, church, synagogue or parish. The religions holiday they observe, or political beliefs. 

· You can not ask "does your religion allow you to work on Saturdays?" You can ask "this job requires work on Saturdays. Is that a problem?" 

· You may not ask about native language, the language they speak at home, or how they acquired the ability to read, write speak a language. 

· You can not ask about their age, date of birth or the ages of their children. BUT, you can ask whether they are over 18 years old. 

· You can not ask about ancestry, national origin or parentage. You can not ask about their birthplace. BUT, you can ask whether they are a U. S. Citizen or a resident alien with the right to work in the U. S. 

· You are forbidden from discriminating against any person on the basis of sex, age, race, national origin, religion or disabilities. If you have any concern that a question you are about to ask may be construed as discriminatory - don't ask it. 
Where “The Law” Comes From
The Civil Rights Act of 1964 and 1991 and Age Discrimination in Employment Act, The Pregnancy Discrimination Act of 1978, Immigration and Reform Act of 1986, The Fair Labor Standards Act, The Americans with Disabilities Act

Resource: http://www.dol.gov/vets/regs/fedreg/final/2005023961.pdf
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How to Interview to Hire Right The First Time
Two Types of Interviewing
1. Question and Answer Based Interviewing

2. Scenario or Behavioral Based Interviewing
Question and Answer Based Interviewing

Developing questions in the following five categories:
Career Goals/Occupational Objectives – The purpose of these questions is to determine the applicants focus and determination. “Why do you want to work here”, is an example of a question is this category.

Education – An applicants education may play a larger role in the hiring decision if s/he has limited job-related work experience.

Work Experience – This is usually where the majority of time is spent…on the applicant’s previous experience. Look for specifics, and look past job titles. Titles can be misleading. What is it that the applicant actually did? Ask about their boss and colleagues. How did they get along? 

General Skills and Aptitudes Related to the Job Criteria – This is where you learn what actual skills an applicant has and how they will apply them to the position. How skilled is this person? Do they have experience in all of the forms of technology they will be required to master on the job? If not, has s/he had work experiences on similar sytems and software? How long will it take the applicant to master your program? Have the applicant demonstrate the skills they claim to posess. Be specific in your questions. 

Remember: The fact that applicant’s say they can do something is not always correct. S/he may be exaggerating…or worse. Check everything out that needs to be checked.

Attitudes and Personality Charchteristics – How well does the applicant get along with others? Will they “fit” into your working environment? Especially in this category, your listening skills are critical. Are they stubborn? Do they get angry? Did they leave their last employer under difficult circumstances.

It’s a given that all applicant’s have some “emotional baggage” from their past. Better to ask about that now, than to find out after they have been hired!
Avoiding the Worst Hiring Mistake                 Interviewers Make
Making Assumptions – The best rule of theumb is don’t assume anything! Don’t assume a title means something, and don’t assume that if an applicant has the knowledge that they can actually do it! Your assumptions could result in a very bad hiring experience for everyone in your organization.

How to Handle a Rehearsed Answer
If you’re convinced that an answer you have received has been practiced or rehearsed, you must probe the question further. Most applicant’s know their “pat” answer, so take it another step further. The following responses will help you to probe deeper:
“That’s very interesting, tell me more.”

“And…”

“How did your manager respond to you in that situation?”

“What did you do after that?”
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50 Common Interview Questions

1. Tell me about yourself:
2. Why did you leave your last job?
3. What experience do you have in this field?
4. Do you consider yourself successful?
5. What do co-workers say about you?
6. What do you know about this organization?
7. What have you done to improve your knowledge in the last year?
8. Are you applying for other jobs?
9. Why do you want to work for this organization?
10. Do you know anyone who works for us?
11. What kind of salary do you need?
12. Are you a team player?
13. How long would you expect to work for us if hired?
14. Have you ever had to fire anyone? How did you feel about that?
15. What is your philosophy towards work?
16. If you had enough money to retire right now, would you?
17. Have you ever been asked to leave a position?
18. Explain how you would be an asset to this organization
19. Why should we hire you?
20. Tell me about a suggestion you have made
21. What irritates you about co-workers?
22. What is your greatest strength?
23. Tell me about your dream job.
24. Why do you think you would do well at this job?
25. What are you looking for in a job?
26. What kind of person would you refuse to work with?
27. What is more important to you: the money or the work?
28. What would your previous supervisor say your strongest point is?
29. Tell me about a problem you had with a supervisor
30. What has disappointed you about a job?
31. Tell me about your ability to work under pressure.
32. Do your skills match this job or another job more closely?
33. What motivates you to do your best on the job?
34. Are you willing to work overtime? Nights? Weekends?
35. How would you know you were successful on this job?
36. Would you be willing to relocate if required?
37. Are you willing to put the interests of the organization ahead of your own?
38. Describe your management style.
39. What have you learned from mistakes on the job?
40. Do you have any blind spots?
41. If you were hiring a person for this job, what would you look for?
42. Do you think you are overqualified for this position?
43. How do you propose to compensate for your lack of experience?
44. What qualities do you look for in a boss?
45. Tell me about a time when you helped resolve a dispute betweenothers.
46. What position do you prefer on a team working on a project?
47. Describe your work ethic.
48. What has been your biggest professional disappointment?
49. Tell me about the most fun you have had on the job.
50. Do you have any questions for me?

Behavioral Interviewing

The behavioral interview technique is used by employers to evaluate a candidate's experiences and behaviors in order to determine their potential for success. The interviewer identifies desired skills and behaviors, then structures open-ended questions and statements to elicit detailed responses.
	Situation or  

Task
	Describe the situation that you were in or the task that you needed to accomplish. You must describe a specific event or situation, not a generalized description of what you have done in the past. Be sure to give enough detail for the interviewer to understand. This situation can be from a previous job, from a volunteer experience, or any relevant event.

	Action you took
	Describe the action you took and be sure to keep the focus on you. Even if you are discussing a group project or effort, describe what you did -- not the efforts of the team. Don't tell what you might do, tell what you did.

	Results you achieved
	What happened? How did the event end? What did you accomplish? What did you learn?


Three Reasons to Adopt a Structured Behavioral Interviewing Program

1. It's more valid than traditional interviews
Research has shown that behavioral interviews more accurately predict a candidate's potential for success than do traditional or situational interviews.

· The questions are designed to evaluate only competencies that have been shown through a job analysis to be required for successful job performance. This prevents interviewers from assessing irrelevant knowledge or skills.

· Interviewers follow a structured format, including standardized questions and objective rating scales. This increases reliability and consistency.

· The quantitative ratings are used to measure candidates against an objective job-related competency profile. This prevents interviewers from comparing candidates to each other, and from using other irrelevant criteria.

2. When properly used, behavioral interviews reduce legal risks
Properly designed and administered programs comply with federal statutes, government regulations, and professional guidelines regarding fair employment and labor practices.

· Candidates perceive that behavioral interview questions are fair and are less likely to challenge their use. They more readily see the relevancy of behavioral questions (for example, Tell me about a time when you had to make an important decision.) than some of the foolish questions still being asked by less competent interviewers (for example, If you were a tree, what kind would you be?).

· Illegal interviewer biases based on prejudices relating to ethnicity, gender, religion and so forth are less likely to influence hiring decisions. The standardized interview questions and the objective rating procedures keep the interview focused on important job-related competencies.

· All candidates are treated the same. Regardless of who conducts the interview, all candidates are asked the same questions, assessed against the same set of job-related competencies, and rated using the same method.

3. Behavioral interviews can help a company increase the size and depth of its applicant pool
A behavioral interview can help managers evaluate candidates who have little or no traditional work experience. This can be especially useful in a tight job market when employers must become creative to fill open positions. 
Candidates are not limited by vocational life experiences when answering behavioral interview questions. For example, most people have had opportunities in their lives, regardless of their work history, to demonstrate important competencies such as initiative, teamwork, communication, and flexibility.
A list of sample behavioral-based interview questions
· Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way. 

· Describe a time when you were faced with a stressful situation that demonstrated your coping skills. 

· Give me a specific example of a time when you used good judgment and logic in solving a problem. 

· Give me an example of a time when you set a goal and were able to meet or achieve it. 

· Tell me about a time when you had to use your presentation skills to influence someone's opinion. 

· Give me a specific example of a time when you had to conform to a policy with which you did not agree. 

· Please discuss an important written document you were required to complete. 

· Tell me about a time when you had to go above and beyond the call of duty in order to get a job done. 

· Tell me about a time when you had too many things to do and you were required to prioritize your tasks. 

· Give me an example of a time when you had to make a split second decision. 

· What is your typical way of dealing with conflict? Give me an example. 

· Tell me about a time you were able to successfully deal with another person even when that individual may not have personally liked you (or vice versa). 

· Tell me about a difficult decision you've made in the last year. 

· Give me an example of a time when something you tried to accomplish and failed. 

· Give me an example of when you showed initiative and took the lead. 

· Tell me about a recent situation in which you had to deal with a very upset customer or co-worker. 

· Give me an example of a time when you motivated others. 

· Tell me about a time when you delegated a project effectively. 

· Give me an example of a time when you used your fact-finding skills to solve a problem. 

· Tell me about a time when you missed an obvious solution to a problem. 

· Describe a time when you anticipated potential problems and developed preventive measures. 

· Tell me about a time when you were forced to make an unpopular decision. 

· Please tell me about a time you had to fire a friend. 

· Describe a time when you set your sights too high (or too low). 

Behavior-based questions are generally designed to determine if a candidate possesses certain "key competencies." When starting a behavioral interview, explain the process. For example “I'm going to be asking you for specific examples. I will be asking you for details, including names of people, dates, and outcomes.” Good talking points include lengthy projects they've had to do—how their role evolved, how they handled time deadlines, pressures, and unexpected situations, and especially how they handled any adversity. Everyone's got that kind of experience.

1. Describe a situation in which you had to use reference materials to write a research paper. What was the topic? What journals did you read? (research/written communication) 

2. Give me a specific example of a time when a co-worker or classmate criticized your work in front of others. How did you respond? How has that event shaped the way you communicate with others? (oral communication. 

3. Give me a specific example of a time when you sold your supervisor or professor on an idea or concept. How did you proceed? What was the result? (assertiveness) 

4. Describe the system you use for keeping track of multiple projects. How do you track your progress so that you can meet deadlines? How do you stay focused? (commitment to task) 

5. Tell me about a time when you came up with an innovative solution to a challenge your company or class was facing. What was the challenge? What role did others play? (creativity and imagination) 

6. Describe a specific problem you solved for your employer or professor. How did you approach the problem? What role did others play? What was the outcome? (decision making) 

7. Describe a time when you got co-workers or classmates who dislike each other to work together. How did you accomplish this? What was the outcome? (teamwork) 

8. Tell me about a time when you failed to meet a deadline. What things did you fail to do? What were the repercussions? What did you learn? (time management) 

9. Describe a time when you put your needs aside to help a co-worker or classmate understand a task. How did you assist them? What was the result? (flexibility) 

10. Describe two specific goals you set for yourself and how successful you were in meeting them. What factors led to your success in meeting your goals? (goal setting)
 Putting the Behavioral Method Together

FOCUS AND DEDICATION TO THE INDUSTRY:

1. Why did you choose your major and career? 

2. At what point did you make this decision? 

3. Specifically, what attracts you to this industry as a career? 

TECHNICAL AND PROFESSIONAL KNOWLEDGE:

Your level of understanding of technical and professional information and your ability to apply technical and professional skills.

1. Sometimes it's easy to get in "over your head". Describe a situation where you had to request help or assistance on a project or assignment. 

	Situation
	Action
	Result


2. Give an example of how you applied knowledge from previous coursework to a project in another class. 

	Situation
	Action
	Result


TEAMWORK:

Working effectively with others in the organization and outside the formal lines of authority (i.e., peers, other units, senior management, and the like) to accomplish organizational goals and to identify and resolve problems. Considering the impact of your decisions on others. 

1. Describe a situation where others you were working with on a project disagreed with your ideas. What did you do? 

	Situation
	Action
	Result


2. Describe a situation in which you found that your results were not up to your professor's or supervisor's expectations. What happened? What action did you take? 

	Situation
	Action
	Result


3. Tell of a time when you worked with a colleague who was not completing their share of the work. Who, if anyone, did you tell or talk to about it? Did the manager take any steps to correct your colleague? Did you agree or disagree with the manager's actions? 

	Situation
	Action
	Result


ANALYSIS:

Relating and comparing data from different sources, identifying issues, securing relevant information, and identifying relationships. 

1. What steps do you follow to study a problem before making a decision? 

	Situation
	Action
	Result


2. We can sometimes identify a small problem and fix it before it becomes a major problem. Give an example(s) of how you have done this. 

	Situation
	Action
	Result


3. Describe a situation in which you had to collect information by asking many questions of several people. 

	Situation
	Action
	Result


ADAPTABILITY:

Maintaining effectiveness in varying environments, tasks and responsibilities, or with various types of people. 

1. How was your transition from high school to college? Did you face any particular problems? 

	Situation
	Action
	Result


2. Tell of some situations in which you have had to adjust quickly to changes over which you had no control. What was the impact of the change on you? 

	Situation
	Action
	Result


WORK STANDARDS:

Setting high goals or standards of performance for self, subordinates, others and the organization. Experiencing dissatisfaction with average performance. 

1. Compare and contrast the times when you did work which was above the standard with times your work was below the standard. 

	Above Standard
	
	Below Standard


2. Describe some times when you were not very satisfied or pleased with your performance. What did you do about it? 

	Situation
	Action
	Result


JOB MOTIVATION:

The extent to which activities and responsibilities available in the job overlap with activities and responsibilities that result in personal satisfaction.

1. Give examples of your experiences at school or in a job that were satisfying. Give examples of your experiences that were dissatisfying. 

	Situation
	Why Satisfying
	Why Dissatisfying


2. What kind of supervisor do you work best for? Provide examples. 

	Type
	Why this Preference?


INITIATIVE:

Making active attempts to influence events to achieve goals. Self-starting rather than passively accepting. Taking action to achieve goals beyond what is necessarily called for, originating action. 

1. Describe some projects or ideas (not necessarily your own) that were implemented, or carried out successfully primarily because of your efforts. 

	Idea
	Role in Implementation
	Outcome


2. Describe a situation that required a number of things to be done at the same time. How did you handle it? What was the result? 

	Situation
	Action
	Result


ABILITY TO LEARN:

Assimilating and applying new job-related information promptly. 

1. What tricks or techniques have you learned to make school or a job easier, or to make yourself more effective? How did you learn that? 

	Situation
	Action
	Result


PLANNING AND ORGANIZING:

Establishing a course of action for yourself (and/or others) to accomplish specific goals. Planning proper assignments for personnel and appropriately allocating resources. 

1. How do you determine priorities in scheduling your time? Give examples. 

	Priority
	How Determined
	Result


2. Describe a time in school when you had many projects or assignments due at the same time. What steps did you take to get them all done? 

	Situation
	Action
	Result


COMMUNICATION:

Clearly expressing ideas in writing-including grammar, organization, and structure. 

1. Tell of a time when your active listening skills really paid off for you-maybe a time when other people missed the key idea being expressed. 

	Situation
	Action
	Result


2. What has been your experience in giving presentations to small or large groups? What has been your most successful experience in speech making? 

	Experience
	Steps to Presentation
	Result


CUSTOMER SERVICE ORIENTATION:

Making efforts to listen to and understand the customer (both internal and external), anticipating customer needs and giving high priority to customer satisfaction. 

1. Tell of the most difficult customer service experience that you have ever had to handle-perhaps an angry or irate customer. Be specific and tell what you did and what was the outcome. 

	Situation
	Action
	Result


SENSITIVITY:

Acting out of consideration for the feelings and needs of others. 

1. Give an example of when you had to work with someone who was difficult to get along with. Why was this person difficult? How did you handle that person? 

	Situation
	Action
	Result


2. Describe a situation where you found yourself dealing with someone who didn't like you. How did you handle it? 

	Situation
	Action
	Result


EVALUATION SYSTEM

An example of a simplistic rating system that may be used to evaluate applicant’s for your organizations needs. 

5. MUCH MORE THAN ACCEPTABLE: 

Significantly above criteria required for successful job performance 

4. MORE THAN ACCEPTABLE: 

Generally exceeds criteria relative to quality and quantity of behavior required. 

3. ACCEPTABLE: 

Meets criteria relative to quality and quantity of behavior required. 

2. LESS THAN ACCEPTABLE: 

Generally does not meet criteria relative to quality and quantity of behavior required. 

1. MUCH LESS THAN ACCEPTABLE: 

Significantly below criteria required for successful job performance.
Avoiding the Worst Hiring Mistake                 Interviewers Make

Making a Decision Too Quickly – The applicant has really impressed you in the first few minutes of their interview. And the more impressed you become, the less you effectively listen. You think to yourself “This person has all the skills I’m looking for”. And because of that you miss all the warning signs that this person just doesn’t fit into your organizational culture. Get all the facts, answers and data that you need before you make your decision.
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1.

2.

3.
But, What About…
Telephone Interviews - _______________________________________________
____________________________________________________________________________________________________________________________________

Multiple Interviews - _________________________________________________

____________________________________________________________________________________________________________________________________

Panel Interviews - ___________________________________________________

____________________________________________________________________________________________________________________________________

Making a Presentation - ______________________________________________

____________________________________________________________________________________________________________________________________

Full or Half Day Trials - ______________________________________________

____________________________________________________________________________________________________________________________________
Department Member Interactions - ______________________________________

____________________________________________________________________________________________________________________________________

And What Do I Say About My Organization?
Your goal during the interview is to paint a positive and truthful picture of the organization. When we make our decision to hire an applicant, we want the new hire to be as excited about working for us as we are about them working for us.
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1.

2.

3.
Your Personal Action Plan

What three ideas are most relevant to me?

1.

2.

3.

What two actions will I take as a result of the workshop?

1.

2.

When will I do them? (Please list the specific date/month/year)

Action #1

Action #2

Who will I ask to support and encourage me?
1.

2.

3.

4.

E-mail to: Andrew@andrewsanderbeck.com




                727-522-2152 Voice   727-526-4930 Fax   Andrew@andrewsanderbeck.com                                                                                                                                   
Andrew Sanderbeck is an adjunct faculty member at Rockhurst University in Kansas City, Missouri, an expert trainer on leadership and team development, customer service and generating revenues for libraries and library systems. He is the past chair for The Small and Rural Libraries SIG of the Florida Library Association. 

He is the founder of The Sanderbeck People~Connect Institute, an organization that enjoys serving others that value professionalism, purpose and making a difference in their organizations and communities. He is proud to have earned his certification in experiential facilitation, helping his clients achieve unparalleled levels of productivity and proficiency from their management and employee work teams. 

Andrew consults for libraries and other non-profit organizations to help them realize the true human potential of their management and employees. He is a certified business coach and the publisher of the Library~Connect Newsletter, a free monthly electronic publication read by thousands of library professionals around the world. 

Andrew Sanderbeck presents over 100 customized staff development workshops, seminars and keynotes for organizations and at conferences around the world each year and has been featured on television and training networks including PBS and NTU for his program “Managing Team Excellence in Times of Change”.  He is the author of the book “The Power of Asking for What You Want”.

Some of the many organizations Andrew enjoys’ working with:

Solinet





Utah Library Association

Dubuque Public Libraries
            
Virginia Library Association

University of South Florida Library

Nevada Library Association

St. Petersburg Public Library System

NOLA Regional Library System

The SirsiDynix Institute



Thompson-Gale

Recommended Resources

Websites

http://webjunction.org/do/DisplayContent?id=7390 (Extensive List of Job Descriptions for most library positions)

http://winslo.state.oh.us/publib/job.html (Extensive List of Job Descriptions)
http://archive.ala.org/editions/samplers/sampler_pdfs/avery.pdf (University of Nebraska-Lincoln Core Competencies)
http://librarysupportstaff.com/4competency.html (Various Competency Resources)
http://personalweb.smcvt.edu/mscoville/staff%20comp.htm Staff Competency List
http://www.emc.maricopa.edu/faculty/bradley/organizational_leadership/mgt101/sd/select-08.htm (Scenario Based Interviewing)

http://www.ala.org/Template.cfm?Section=public&template=/ContentManagement/ContentDisplay.cfm&ContentID=61110 (American Library Association Competencies by Position)

Books
Finding and Hiring the Right People – Robert W. Wendover

Hiring: How to Find and Keep the Best People – Richard Deems
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