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Interview Primer
· Carefully review the job description and the requirement for performing the function.  Ensure that all questions are directly linked to the skills or abilities required by the job.

· Use a competency based interview, to allow the candidate to draw on his/her past experiences to describe to you how s/he would perform the job for which s/he is applying.

· Whenever possible, utilize a panel interview comprised of at least 2 members of the organization.  Panelists should be decision-makers within the church/agency (i.e.:  the person to whom the successful candidate will report, a member of the HR committee).  Maintain the same panel for all interviews for the same position.

· To ensure a true comparison between candidates, ask the same prepared questions of all candidates.  Record the responses as closely in the candidate’s words as possible.  Refer back to these notes when making your selection decision.

· As an employer subject to Title VII of the Civil Rights Act as amended, we are prohibited from discriminating against applicants/employees on the basis of:  race, color, national origin, sex, religion, age, pregnancy and childbirth, disability, and veteran status.  For that reason, refrain from asking questions of a candidate on this topic.  For example:

· Do not ask a candidate’s marital status, sexual preference, or plans for children.  

· Do not ask a candidate if she is pregnant, or expects to be pregnant.

· Do not ask a candidate his/her race, color, national origin or ethnic status.  

· Do not ask questions such as “Where did you learn to speak English?”  or “What is your native language?”

· Do not ask a candidate “Do you have any disabilities that would affect your ability to perform the job?”  Instead, describe the job, including physical requirements first, then ask if the candidate can perform the functions with or without accommodations… “The job of secretary requires the ability to speak over the telephone, type on a PC keyboard, file paperwork, maintain office records including petty cash and a checkbook/accounts receivables/payables books on a regular basis; on an occasional basis, receiving supplies requires bending, stooping, lifting 20-30 pounds from floor to waist; and up to 5 pounds over the head; reaching, stretching, and finger dexterity are required.  Are you able to perform these tasks/functions with or without any adjustments/accommodations?

· Do not remark on a candidate’s physical attractiveness.  

· Do not inquire as to the age of the candidate.  Do not engage in a line of inquiry that could be interpreted as an attempt to devise the age of the candidate (i.e.:  When did you graduate from high school?)

· Once you have identified your employment candidate, and have received an acceptance to your offer, communicate to those candidates whom you interviewed.  A brief note indicating your appreciation for the applicant’s interest in your position, and the fact that a job offer had been extended to another candidate is sufficient.
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