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One Day course 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9am Introductions,  

Objectives, 

Structure of 

the Event, 

Administration 

(15 minutes) 

Identify the course 

structure i.e. what health 

& safety issues there are, 

what the course will 

cover and what the stated 

objectives are 

Welcome everyone and explain the Health & Safety Needs. 

Talk through the ground rules for the course and agree 

‘How we will look after each other’. 

State the course objectives. By the end of this course you 

will be able to:  

 

 Apply the key principles of behavioural 

interviewing in interviews – specifically the 

selection interview 

 

 Introduce objectivity into the selection interviewing 

process 

 

 Structure a behavioural interview 

 

 Keep control in the interview by using probing 

questions and silence 

 

Groundrules handout 

 

Or Flipchart with ‘How we 

will look after ourselves 

today’ with some 

groundrules already on eg: 

Mobile phones off 

Keep to time 

Sessions will start on time 

Take responsibility for 

your own learning 

Ask questions 

Get involved to the level 

you want to 

Tell me if you aren’t 

getting what you need 

from a session etc. 

 

Objectives handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9.15am Icebreaker – 

Who am I? 

(15 minutes) 

Learn something about 

each other 

Identify a key challenge 

when meeting a person 

for the first time 

State the aims of the session. 

Ask people to write 3 things about themselves, one which 

must be a lie. (Allow 2-3 minutes) 

State your 3 things and then invite attendees to do the 

same, one at a time. 

Make notes as each person states their 3 things and then 

read a summary back of each person, inviting the group to 

choose which is the lie.  

 

Debrief: 

Discuss what they have learned about and from each other.  

Discuss why this was selected as the icebreaker for this 

course. Discuss relevant outcomes to the session: 

 Body language – only highly trained experts can 

read body language 100% 

 Mindsets – discuss any obvious stereotyping if it 

occurs 

 Instant decisions about people – discuss 

interviewer bias (halo, horns, stereotyping to a 

group) 

 

Give a prize to add some fun to the session for the best lie 

– the group can decide. 

Prize, if you decide to give 

a prize for the best lie. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mindsets handout 

 

 

 



Recruitment Interview Techniques 
 

Copyright: The Development Company Limited                                                              3   

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9.30 The 

recruitment 

process 

(10 minutes) 

 

Clarify the recruitment 

process in their 

organisation 

Recognise the 

importance of planning 

and preparation in the 

process 

 

 

 

Show Process slide or write on flipchart 

 

Explain the process of recruitment (this may have to be 

tailored to the organisation) 

 

Invite questions. 

 

Emphasise that sufficient planning and preparation is the 

key to being an effective interviewer and obtaining the 

most objective assessable evidence. 

Process handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

09.40 Job Analysis  

& Job 

Descriptions 

(15 minutes) 

 

Perform a basic job 

analysis 

Draw up a job 

description 

 

Ask what are the two essential documents you need to 

recruit with? 

Answer – Job Description and Person Specification. 

State objectives for the session. 

State it is best practice to use a blank sheet of paper 

approach to draw up a job role. You should be thinking 

about what the post holder will need to do and avoid 

thinking about the present postholder. 

 

Discuss job analysis methods. 

 

Discuss the outcomes of job analysis and the task 

information (job description) and person information 

(person specification). 

 

Give out handout and (if time) ask them to work in groups 

of 2/3 and write a job description for a given role: 

 

British Monarch 

President or Prime Minister 

England football manager 

 

Or any role the group can relate to. (5 mins). Tasks should 

be key activities, not detail, and should start with a verb. 

 

Ask them to flip their findings and report back. 

Debrief. 

Job Analysis and Job 

Description handout 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Blank job description 

template handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9.55 Person 

Specification 

(25 minutes) 

Create a person 

specification 

 

The person specification is the key recruitment document 

recruiters and candidates use. The person specification 

draws out the key: 

 Skills 

 Behaviours 

 Experience 

 Knowledge 

 Qualifications 

 Personal Attributes  

 Special circumstances 

required to be the right person for the job.  

 

Example: 

A person may have the right skills to do the task side of the 

job, however they may not suit the company culture.   

 

Discuss essentials/desirable. 

 

Invite them to complete a person specification on the job 

they used as an example. (5 minutes) 

 

Ask them to flip their findings and report back to main 

group. Debrief. 

 

Person Specification 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

10.20 Selection 

Methods 

(10 mins) 

Name at least 3 selection 

methods 

Use the Essential criteria from the previous session and ask 

‘As recruiters, how will we test these?’.  Gather in ideas 

and flip up. 

 

External research has shown the different levels of success 

of various selection methods of predicting future job 

success.  

Score of 0 = random prediction i.e. picking someone off 

the street - occasionally will work 

Score of 1 = perfect predictive validity - where the process 

will identify the most suitable candidate every time 

 

Give out methods cards and then ask them in same groups 

to rate the following in order of predictive validity: job 

performance at a future point. 

State there will be a small prize for the winning group. 

Assessment centres – used to be about matching the person 

to criteria and was ‘done’ to people. (Told Yes/No). Now 

more developmental – the participant is a collaborator in 

the process (even in the feedback process). 

 

Discuss the fact that the selection interview, when carried 

out by a skilled interviewer using a structure – can be a 

relatively valid method. 

 

This is what the rest of the course will focus on. 

 

 

 

Selection Methods handout 

page 1 

 

 

Methods exercise cards 

 

 

 

 

Small Prize  

 

Selection Methods handout 

page 2 
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Break 10.30-10-45 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

10.45 Behavioural 

Interviewing 

(25 minutes) 

Identify the principles of 

behavioural interviewing 

Give out the What Evidence handout and allow 5 minutes 

for pairs to discuss their findings regarding the usefulness 

of the types of question and evidence gained. 

 

Give out 5-6 questions per group of 3 and ask them to 

assess each question type for predictive validity of 

evidence. 

 

Debrief learning points. 

 

Introduce behavioural interviewing as a concept and the 

main principles.  Give examples to help bring the session 

to life. 

 

State we will be focusing on getting rich evidence of how a 

candidate behaved during the course. 

What Evidence handout 

 

 

 

Questions activity 

 

 

 

 

 

Behavioural Interviewing 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.10 The interview 

structure 

(20 minutes) 

 

 

 

 

 

 

 

 

 

 

Create a structure for 

their selection interviews 

 

 

 

 

 

 

 

 

 

 

 

 

Introduce video scenario – Introducing the Interview. 

This shows Tony (Chair) introducing his panel of Jill (HR) 

and Jon (QC) to the candidate (Glyn). 

 

Ask attendees to note what is covered in the scenario and 

be ready to discuss this. 

 

Debrief main points: 

Beginning, Middle and End. 

Clear boundaries. 

Interview the person first. 

Then invite their questions. 

 

 

Video scenario – 

Introducing the Interview 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.30 Behaviours 

(20 minutes) 

Select the 6 most 

appropriate behaviours 

for their own job 

Design open questions to 

obtain behavioural 

evidence 

If the organisation has a competency framework, use that. 

 

If the organisation doesn’t have a competency framework, 

use the Behaviour list and invite the attendees to narrow 

down the list of 24 behaviours to the 6 most critical to their 

job.  

 

Variation: 

You can use the job they will be interviewing against and 

invite them to select the 6 most critical to the job, then put 

them in priority of 1-6 (1 being the most important of those 

6 chosen and 6 being the least important of those 6 

chosen). 

 

Ask them to design two behavioural questions to obtain 

evidence. Throughout the discussion, ensure they 

understand the difference between hypothetical (“what 

would you do if…”) and behavioural (“what did you do 

when…”) questions. 

 

Give them the questions. Explain these are starter questions 

only. Follow up questions should be used to probe each 

example given.  

 

 

 

 

 

 

 

 

 

 

Behaviour List handout 

 

 

 

 

 

 

 

 

 

 

Behaviour Questions 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.50 STAR 

(15 mins) 

 

 

Apply ‘STAR’ to their 

interviews 

State that STAR is a useful framework for an interviewer 

and give an example from your own experience. 

 

S – Situation 

T – Task 

A – Action 

R – Result. 

 

Emphasise the Action is what is really important. As 

interviewers, we need to know what the candidate did and 

what they said.  

 

Show video scenario Probing – the Action in Star (1). 

Interviewers: Jay, Mary 

Interviewee: Steph 

The opening question is: 

Steph, can you think of a time when an idea of yours led to 

significant cost savings? 

 

Ask attendees to listen and make notes regarding the 

interviewer’s use of STAR. 

 

Debrief STAR, get the attendees thinking about evidence 

obtained and any comments on the room layout etc. 

 

 

 

 

STAR handout 

 

 

 

 

 

 

 

 

 

Video scenario - Probing – 

the Action in Star (1). 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

12.05 STAR (2) 

(15 minutes) 

Use STAR to obtain 

evidence of behaviour 

Show video scenario Probing – the Action in Star (2). 

 

Interviewers: Tony, Mary 

Interviewee: Monica 

The opening question is: 

Monica, can you think of a time recently when you had to 

leave a piece of work undone? 

 

Ask attendees to listen and make notes regarding the 

interviewer’s use of STAR. Invite the group to write down 

the interviewers questions and brief notes of the 

candidate’s responses using the Action in STAR. 

 

Debrief STAR, ask attendees what evidence (if any) was 

obtained and whether they rate this as positive or negative 

behaviour.  

 

 

Video scenario - Probing – 

the Action in Star (2). 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

12.20 Funnel 

(10 minutes) 

Distinguish appropriate 

question types 

Apply the ‘Funnel’ 

technique to their 

questions. 

From the previous Video Scenario activity, introduce the 

questioning funnel. 

 

Behavioural interviewing relies upon active listening on 

the part of the interviewer(s), so the candidate’s story can 

be drawn out. Questions in the funnel start wide and drill 

down to the details you need to gain evidence against your 

chosen criteria. 

 

 

 

 

 

 

 

 

 

Funnel handout 
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Lunch 12.30-13.15 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

13.15 Putting it into 

Practice 

(55 minutes) 

Apply STAR to their 

interview structure 

Develop their skills in 

asking behavioural 

questions 

State that they have seen STAR twice now and we’ve 

discussed what evidence looks like and what good 

questioning looks like. Now they are going to have a 

practise in a safe environment. It is important that they use 

their own life experiences as this is ‘real play’ and not ‘role 

play’, which does not work as a simulation. 

 

Form groups of 3… 

 

1 Form groups of three made up of a person each labelled 

as 1, 2 and 3. 
 

2 1’s job is to be the candidate to be interviewed. 1 will 

need to share their 2 behaviours with 2. 
 

3 2’s job is to interview 1 using behavioural 

interviewing. 

  

4 3’s job is to observe how effectively behavioural 

interviewing techniques are used. 2 is the timekeeper 

and must ensure the interview does not overrun. 
 

5 After 10 minutes, 3 should give a maximum of 5 

minutes feedback to 2, including checking for 

understanding.  1 is to be invited for their comments 

during this 5 minute debrief. 

 

 

 

 

 

 

STAR Activity and 

Debrief handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

 Putting it into 

Practice 

(55 minutes) 

continued 

Apply STAR to their 

interview structure 

Develop their skills in 

asking behavioural 

questions 

6 Each person should change roles and repeat the 

exercise until each has had the opportunity to be 1, 2 

and 3. 
 

Before starting the exercise take 5 minutes to think of 

examples for your own behaviours selected as 1 and 2 and 

fully read the handout on behavioural interviewing.  Make 

sure you have looked at the content and layout of the 

observer sheets as you will be asked to give effective 

feedback. 

 

Debrief their experiences in main group and feedback on 

any observations you have made. 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.10 When it goes 

wrong – taking 

control back 

(15 minutes) 

Interject to rescue from 

the wrong type of 

questions 

In this next video scenario, an inexperienced interviewer 

(Jay) is rescued by his more experienced co-interviewer 

(Mary). 

 

Show the video scenario and invite attendees to make notes 

of the questions Jay asks. Invite them to watch the 

candidate (Steph) for body language signals and to watch 

the types of question Mary asks, STAR, any evidence 

gathered. 

 

The opening question is: 

Tell me, Steph, what do you think you bring to the job? 

 

Debrief STAR, body language, question types, evidence 

gained – positive or negative.  

 

 

 

Video scenario – When it 

goes wrong - taking 

control back 

 

 

 

 

Question Types handout 

page 1 

 

 

 

Question Types handout 

page 2 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.25 Coaching to 

improve 

(15 minutes) 

Apply best practice 

coaching to interviews 

In this scenario, the interviewers (Jay and Mary) are 

coaching each other immediately following an interview. 

 

Show the video scenario and debrief.  

 

Provide coach debrief sheet and if attendees know the 

GROW coaching model then introduce them to the use of 

this. 

 

 

 

 

Video scenario – Coaching 

to Improve 

 

 

Coaching handout  

(NB – Page 1 is free 

format, page 2 is for 

attendees who are familiar 

with the GROW model) 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.40 Note Taking 1 

(15 minutes) 

Apply best practice note 

taking to their interviews 

Ask: Why do we need notes? 

 

Gather answers on flipchart. 

 

Explain we are about to watch a short scenario and their 

role is to write down everything the person does and says.  

 

Show video scenario Note Taking Practise 1 and gather in 

their answers. If they have stated ‘He’s frustrated’ or ‘He 

has forgotten to do something’ they have judged what 

happened, which is very dangerous for an interviewer. 

(bias). Repeat what you asked them to do. 

 

Variation: give a small prize for the most accurate note 

taker. 

 

Explain that behavioural interviewing relies on accurate 

and non biased note taking. If your notes are not accurate, 

you will have no rateable evidence. 

 

Go through tips – have a format that works for you, have 

questions pre prepared, focus notes on the A of STAR. 

(The S,T and R of STAR can be bullet points). 

 

 

 

 

 

 

 

 

 

 

Video scenario – Note 

Taking Practise 1 

 

 

 

 

 

 

 

 

 

 

 

Taking Notes handout 
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Tea Break 14.55-15.10 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

15.10 Note Taking  

and Assessing 

the Evidence 

(25 minutes) 

 

 

 

 

 

 

 

Develop their note taking 

skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply the most effective  

interview assessment 

system 

Show the scenario Note Taking Practise 2 

 

Explain this is their opportunity to practise taking notes. 

We will be using their notes to assess the evidence of the 

candidate’s time management skills. 

 

Behaviour tested: Planning and Co-ordinating - Tendency 

to organise self and others effectively to achieve goals. 

 

Interviewers: Jill and Jon (taking notes) Candidate: Glyn 

 

The interviewer (Jill)  starts with a very generalised 

question: ‘How do you organise your day?’ then funnels 

immediately ‘So talk me through your most recent day?’. 

 

Debrief their experiences and say we will, as a group, be 

using their notes now to assess the evidence obtained. 

 

Explain the assessment system to them. 

Debrief the evidence given against their notes taken and 

score in main group. 

 

Transfer scores to assess form. Explain in real life we 

staple original notes & scores to back of assessment form.  

Video scenario – Note 

Taking Practise 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assess handout 

 

Note Taking 2 Assessment 

(example) handout 

 

Assess Form handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

15.35 Assessing the 

Evidence 1 

(25 minutes) 

 

Write effective notes and 

carry out objective 

assessments of their 

notes. 

Show the scenario Assessing the Evidence 1 

Explain this scenario provides them with another 

opportunity to practise taking notes, plus show another 

useful technique for interviewing – allowing silence.  

 

Behaviour being tested: Reliability - Tendency to be 

dependable when given responsibility. 

 

Interviewers: Mary and Tony (Tony taking notes in the 

interview)               Candidate: Monica 

 

The interviewer (Mary)  starts with the contrary question: 

‘You’ve given me a few examples in the interview when 

the client has been happy with your service, Can you think 

of an occasion when you let somebody down?’. 

Mary allows silence. The learning point is that someone 

will fill the silence – make sure it isn’t you as interviewer. 

(Refer back to interviewer bias – i.e. if we like a person, 

we will give them an example.) 

 

Debrief their experiences and invite them, in pairs, to use 

their notes to assess the evidence obtained. 

Debrief the evidence given and any other learning points 

(they should pick up Mary’s excellent active listening to 

probe on Monica’s throwaway comment “it doesn’t happen 

very often”). 

Video scenario – 

Assessing the Evidence 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessing the Evidence 1 

Script handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.00 Assessing the 

Evidence 2 

(25 minutes) 

 

Write effective notes and 

carry out objective 

assessments of their 

notes. 

Show video scenario Assessing the Evidence 2 

 

Explain this scenario provides them with another 

opportunity to practise taking notes, plus shows how 

persistent a good interviewer works to obtain evidence. 

 

Behaviour being tested: Decisiveness: Tendency to make 

decisions, take action or commit oneself quickly. 

 

Interviewers: Mary and Tony  

Candidate: Monica 

 

The interviewer (Mary) ‘Talk me through a time when you 

had to make a decision in the heat of the moment.’. 

 

Debrief their experiences and invite them, in pairs, to use 

their notes to assess the evidence obtained. 

 

Debrief the evidence given and any other learning points. 

Video scenario – 

Assessing the Evidence 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessing the Evidence 2 

Script handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.25 Ending the 

Interview 

(15 minutes) 

 

End an interview 

professionally 

Answer tricky 

interviewee questions 

Show video scenario Ending the Interview 

 

This shows Tony (Chair) inviting the candidate (Glyn) for 

questions. The scene shows team work between panel 

members: Jon (QC) and Jill (HR).  

 

Ask attendees to note how the candidate questions are 

answered and how the interview is closed. 

 

Debrief main points: 

Question, Record = during the interview 

Assess, Decide = after the interview 

(Assess handout) 

 

Clear the way forward. 

This is your last opportunity to create a good impression. 

 

 

 

Video scenario – Ending 

the Interview 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.40 Summary 

(20 minutes) 

 

Have reviewed the day’s 

learning 

Shared one learning 

point in open group 

Committed to their 

action plan 

Course review 

Ask attendees to select one of the cards and work in pairs 

to answer the question posed. E.g.: 

"My top tips for behavioural interviewing are… [ask 

open questions, request an example, listen actively]".  

Ask groups to stand and share their summary. 

 

Invite attendees to write up their action plan. 

 

 

 

 

 

 

 

 

Course evaluations and Close 

 

Review Cards 
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Recruitment Interview Techniques 
 

 

 
A Ready Made Training Course 

with 

Integrated DVD Scenarios 

 

Trainer Notes 2 Day Course 
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Two Day course 

Day 1 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9am Introductions,  

Objectives, 

Structure of 

the Event, 

Administration 

(15 minutes) 

Identify the course 

structure i.e. what health 

& safety issues there are, 

what the course will 

cover and what the stated 

objectives are 

Welcome everyone and explain the Health & Safety Needs. 

Talk through the ground rules for the course and agree 

‘How we will look after each other’. 

State the course objectives. By the end of this course you 

will be able to:  

 

 Apply the key principles of behavioural 

interviewing in interviews – specifically the 

selection interview 

 

 Introduce objectivity into the selection interviewing 

process 

 

 Structure a behavioural interview 

 

 Keep control in the interview by using probing 

questions and silence 

 

Groundrules handout 

 

Or Flipchart with ‘How we 

will look after ourselves 

today’ with some 

groundrules already on eg: 

Mobile phones off 

Keep to time 

Sessions will start on time 

Take responsibility for 

your own learning 

Ask questions 

Get involved to the level 

you want to 

Tell me if you aren’t 

getting what you need 

from a session etc. 

 

Objectives handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9.15am Icebreaker – 

Who am I? 

(15 minutes) 

Learn something about 

each other 

Identify a key challenge 

when meeting a person 

for the first time 

State the aims of the session. 

Ask people to write 3 things about themselves, one which 

must be a lie. (Allow 2-3 minutes) 

State your 3 things and then invite attendees to do the 

same, one at a time. 

Make notes as each person states their 3 things and then 

read a summary back of each person, inviting the group to 

choose which is the lie.  

 

Debrief: 

Discuss what they have learned about and from each other.  

Discuss why this was selected as the icebreaker for this 

course. Discuss relevant outcomes to the session: 

 Body language – only highly trained experts can 

read body language 100% 

 Mindsets – discuss any obvious stereotyping if it 

occurs 

 Instant decisions about people – discuss 

interviewer bias (halo, horns, stereotyping to a 

group) 

 

Give a prize to add some fun to the session for the best lie 

– the group can decide. 

Prize, if you decide to give 

a prize for the best lie. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mindsets handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9.30 The 

recruitment 

process 

(10 minutes) 

 

Clarify the recruitment 

process in their 

organisation 

Recognise the 

importance of planning 

and preparation in the 

process 

 

 

 

Show Process slide or write on flipchart 

 

Explain the process of recruitment (this may have to be 

tailored to the organisation) 

 

Invite questions. 

 

Emphasise that sufficient planning and preparation is the 

key to being an effective interviewer and obtaining the 

most objective assessable evidence. 

Process handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

09.40 Job Analysis  

& Job 

Descriptions 

(15 minutes) 

 

Perform a basic job 

analysis 

Draw up a job 

description 

 

Ask what are the two essential documents you need to 

recruit with? 

Answer – Job Description and Person Specification. 

State objectives for the session. 

State it is best practice to use a blank sheet of paper 

approach to draw up a job role. You should be thinking 

about what the post holder will need to do and avoid 

thinking about the present postholder. 

 

Discuss job analysis methods. 

 

Discuss the outcomes of job analysis and the task 

information (job description) and person information 

(person specification). 

 

Give out handout and (if time) ask them to work in groups 

of 2/3 and write a job description for a given role: 

 

British Monarch 

President or Prime Minister 

England football manager 

 

Or any role the group can relate to. (5 mins). Tasks should 

be key activities, not detail, and should start with a verb. 

 

Ask them to flip their findings and report back. 

Debrief. 

Job Analysis and Job 

Description handout 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Blank job description 

template handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

9.55 Person 

Specification 

(25 minutes) 

Create a person 

specification 

 

The person specification is the key recruitment document 

recruiters and candidates use. The person specification 

draws out the key: 

 Skills 

 Behaviours 

 Experience 

 Knowledge 

 Qualifications 

 Personal Attributes  

 Special circumstances 

required to be the right person for the job.  

 

Example: 

A person may have the right skills to do the task side of the 

job, however they may not suit the company culture.   

 

Discuss essentials/desirable. 

 

Invite them to complete a person specification on the job 

they used as an example. (5 minutes) 

 

Ask them to flip their findings and report back to main 

group. Debrief. 

 

Person Specification 

handout 

 

 

 

 

 



Recruitment Interview Techniques 
 

Copyright: The Development Company Limited                                                              29   

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

10.20 Selection 

Methods 

(10 mins) 

Name at least 3 selection 

methods 

Use the Essential criteria from the previous session and ask 

‘As recruiters, how will we test these?’.  Gather in ideas 

and flip up. 

 

External research has shown the different levels of success 

of various selection methods of predicting future job 

success.  

Score of 0 = random prediction i.e. picking someone off 

the street - occasionally will work 

Score of 1 = perfect predictive validity - where the process 

will identify the most suitable candidate every time 

 

Give out methods cards and then ask them in same groups 

to rate the following in order of predictive validity: job 

performance at a future point. 

State there will be a small prize for the winning group. 

Assessment centres – used to be about matching the person 

to criteria and was ‘done’ to people. (Told Yes/No). Now 

more developmental – the participant is a collaborator in 

the process (even in the feedback process). 

 

Discuss the fact that the selection interview, when carried 

out by a skilled interviewer using a structure – can be a 

relatively valid method. 

 

This is what the rest of the course will focus on. 

 

 

 

Selection Methods handout 

page 1 

 

 

Methods exercise cards 

 

 

 

 

Small Prize  

 

Selection Methods handout 

page 2 
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Break 10.30-10-45 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

10.45 Behavioural 

Interviewing 

(25 minutes) 

Identify the principles of 

behavioural interviewing 

Give out the What Evidence handout and allow 5 minutes 

for pairs to discuss their findings regarding the usefulness 

of the types of question and evidence gained. 

 

Give out 5-6 questions per group of 3 and ask them to 

assess each question type for predictive validity of 

evidence. 

 

Debrief learning points. 

 

Introduce behavioural interviewing as a concept and the 

main principles.  Give examples to help bring the session 

to life. 

 

State we will be focusing on getting rich evidence of how a 

candidate behaved during the course. 

What Evidence handout 

 

 

 

Questions activity 

 

 

 

 

 

Behavioural Interviewing 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.10 The interview 

structure 

(20 minutes) 

 

 

 

 

 

 

 

 

 

 

Create a structure for 

their selection interviews 

 

 

 

 

 

 

 

 

 

 

 

 

Introduce video scenario – Introducing the Interview. 

This shows Tony (Chair) introducing his panel of Jill (HR) 

and Jon (QC) to the candidate (Glyn). 

 

Ask attendees to note what is covered in the scenario and 

be ready to discuss this. 

 

Debrief main points: 

Beginning, Middle and End. 

Clear boundaries. 

Interview the person first. 

Then invite their questions. 

 

 

Video scenario – 

Introducing the Interview 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.30 Behaviours 

(20 minutes) 

Select the 6 most 

appropriate behaviours 

for their own job 

Design open questions to 

obtain behavioural 

evidence 

If the organisation has a competency framework, use that. 

 

If the organisation doesn’t have a competency framework, 

use the Behaviour list and invite the attendees to narrow 

down the list of 24 behaviours to the 6 most critical to their 

job.  

 

Variation: 

You can use the job they will be interviewing against and 

invite them to select the 6 most critical to the job, then put 

them in priority of 1-6 (1 being the most important of those 

6 chosen and 6 being the least important of those 6 

chosen). 

 

Ask them to design two behavioural questions to obtain 

evidence. Throughout the discussion, ensure they 

understand the difference between hypothetical (“what 

would you do if…”) and behavioural (“what did you do 

when…”) questions. 

 

Give them the questions. Explain these are starter questions 

only. Follow up questions should be used to probe each 

example given.  

 

 

 

 

 

 

 

 

 

 

Behaviour List handout 

 

 

 

 

 

 

 

 

 

 

Behaviour Questions 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.50 STAR 

(15 mins) 

 

 

Apply ‘STAR’ to their 

interviews 

State that STAR is a useful framework for an interviewer 

and give an example from your own experience. 

 

S – Situation 

T – Task 

A – Action 

R – Result. 

 

Emphasise the Action is what is really important. As 

interviewers, we need to know what the candidate did and 

what they said.  

 

Show video scenario Probing – the Action in Star (1). 

Interviewers: Jay, Mary 

Interviewee: Steph 

The opening question is: 

Steph, can you think of a time when an idea of yours led to 

significant cost savings? 

 

Ask attendees to listen and make notes regarding the 

interviewer’s use of STAR. 

 

Debrief STAR, get the attendees thinking about evidence 

obtained and any comments on the room layout etc. 

 

 

 

 

STAR handout 

 

 

 

 

 

 

 

 

 

Video scenario - Probing – 

the Action in Star (1). 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

12.05 STAR (2) 

(15 minutes) 

Use STAR to obtain 

evidence of behaviour 

Show video scenario Probing – the Action in Star (2). 

 

Interviewers: Tony, Mary 

Interviewee: Monica 

The opening question is: 

Monica, can you think of a time recently when you had to 

leave a piece of work undone? 

 

Ask attendees to listen and make notes regarding the 

interviewer’s use of STAR. Invite the group to write down 

the interviewers questions and brief notes of the 

candidate’s responses using the Action in STAR. 

 

Debrief STAR, ask attendees what evidence (if any) was 

obtained and whether they rate this as positive or negative 

behaviour.  

 

 

Video scenario - Probing – 

the Action in Star (2). 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

12.20 Funnel 

(10 minutes) 

Distinguish appropriate 

question types 

Apply the ‘Funnel’ 

technique to their 

questions. 

From the previous Video Scenario activity, introduce the 

questioning funnel. 

 

Behavioural interviewing relies upon active listening on 

the part of the interviewer(s), so the candidate’s story can 

be drawn out. Questions in the funnel start wide and drill 

down to the details you need to gain evidence against your 

chosen criteria. 

 

 

 

 

 

 

 

 

 

Funnel handout 
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Lunch 12.30-13.15 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

13.15 Putting it into 

Practice 

(55 minutes) 

Apply STAR to their 

interview structure 

Develop their skills in 

asking behavioural 

questions 

State that they have seen STAR twice now and we’ve 

discussed what evidence looks like and what good 

questioning looks like. Now they are going to have a 

practise in a safe environment. It is important that they use 

their own life experiences as this is ‘real play’ and not ‘role 

play’, which does not work as a simulation. 

 

Form groups of 3… 

 

7 Form groups of three made up of a person each labelled 

as 1, 2 and 3. 
 

8 1’s job is to be the candidate to be interviewed. 1 will 

need to share their 2 behaviours with 2. 
 

9 2’s job is to interview 1 using behavioural 

interviewing. 

  

10 3’s job is to observe how effectively behavioural 

interviewing techniques are used. 2 is the timekeeper 

and must ensure the interview does not overrun. 
 

11 After 10 minutes, 3 should give a maximum of 5 

minutes feedback to 2, including checking for 

understanding.  1 is to be invited for their comments 

during this 5 minute debrief. 

 

 

 

 

 

 

STAR Activity and 

Debrief handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

 Putting it into 

Practice 

(55 minutes) 

continued 

Apply STAR to their 

interview structure 

Develop their skills in 

asking behavioural 

questions 

12 Each person should change roles and repeat the 

exercise until each has had the opportunity to be 1, 2 

and 3. 
 

Before starting the exercise take 5 minutes to think of 

examples for your own behaviours selected as 1 and 2 and 

fully read the handout on behavioural interviewing.  Make 

sure you have looked at the content and layout of the 

observer sheets as you will be asked to give effective 

feedback. 

 

Debrief their experiences in main group and feedback on 

any observations you have made. 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.10 When it goes 

wrong – taking 

control back 

(15 minutes) 

Interject to rescue from 

the wrong type of 

questions 

In this next video scenario, an inexperienced interviewer 

(Jay) is rescued by his more experienced co-interviewer 

(Mary). 

 

Show the video scenario and invite attendees to make notes 

of the questions Jay asks. Invite them to watch the 

candidate (Steph) for body language signals and to watch 

the types of question Mary asks, STAR, any evidence 

gathered. 

 

The opening question is: 

Tell me, Steph, what do you think you bring to the job? 

 

Debrief STAR, body language, question types, evidence 

gained – positive or negative.  

 

 

 

Video scenario – When it 

goes wrong - taking 

control back 

 

 

 

 

Question Types handout 

page 1 

 

 

 

Question Types handout 

page 2 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.25 Coaching to 

improve 

(15 minutes) 

Apply best practice 

coaching to interviews 

In this scenario, the interviewers (Jay and Mary) are 

coaching each other immediately following an interview. 

 

Show the video scenario and debrief.  

 

Provide coach debrief sheet and if attendees know the 

GROW coaching model then introduce them to the use of 

this. 

 

 

 

 

Video scenario – Coaching 

to Improve 

 

 

Coaching handout  

(NB – Page 1 is free 

format, page 2 is for 

attendees who are familiar 

with the GROW model) 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.40 Note Taking 1 

(15 minutes) 

Apply best practice note 

taking to their interviews 

Ask: Why do we need notes? 

 

Gather answers on flipchart. 

 

Explain we are about to watch a short scenario and their 

role is to write down everything the person does and says.  

 

Show video scenario Note Taking Practise 1 and gather in 

their answers. If they have stated ‘He’s frustrated’ or ‘He 

has forgotten to do something’ they have judged what 

happened, which is very dangerous for an interviewer. 

(bias). Repeat what you asked them to do. 

 

Variation: give a small prize for the most accurate note 

taker. 

 

Explain that behavioural interviewing relies on accurate 

and non biased note taking. If your notes are not accurate, 

you will have no rateable evidence. 

 

Go through tips – have a format that works for you, have 

questions pre prepared, focus notes on the A of STAR. 

(The S,T and R of STAR can be bullet points). 

 

 

 

 

 

 

 

 

 

 

Video scenario – Note 

Taking Practise 1 

 

 

 

 

 

 

 

 

 

 

 

Taking Notes handout 
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Tea Break 14.55-15.10 

 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

15.10 Note Taking  

and Assessing 

the Evidence 

(25 minutes) 

 

 

 

 

 

 

 

Develop their note taking 

skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply the most effective  

interview assessment 

system 

Show the scenario Note Taking Practise 2 

 

Explain this is their opportunity to practise taking notes. 

We will be using their notes to assess the evidence of the 

candidate’s time management skills. 

 

Behaviour tested: Planning and Co-ordinating - Tendency 

to organise self and others effectively to achieve goals. 

 

Interviewers: Jill and Jon (taking notes) Candidate: Glyn 

 

The interviewer (Jill)  starts with a very generalised 

question: ‘How do you organise your day?’ then funnels 

immediately ‘So talk me through your most recent day?’. 

 

Debrief their experiences and say we will, as a group, be 

using their notes now to assess the evidence obtained. 

 

Explain the assessment system to them. 

Debrief the evidence given against their notes taken and 

score in main group. 

 

Transfer scores to assess form. Explain in real life we 

staple original notes & scores to back of assessment form.  

Video scenario – Note 

Taking Practise 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assess handout 

 

Note Taking 2 Assessment 

(example) handout 

 

Assess Form handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

15.35 Assessing the 

Evidence 1 

(25 minutes) 

 

Write effective notes and 

carry out objective 

assessments of their 

notes. 

Show video scenario Assessing the Evidence 1 

Explain this scenario provides them with another 

opportunity to practise taking notes, plus show another 

useful technique for interviewing – allowing silence.  

 

Behaviour being tested: Reliability - Tendency to be 

dependable when given responsibility. 

 

Interviewers: Mary and Tony (Tony taking notes in the 

interview)     Candidate: Monica 

 

The interviewer (Mary)  starts with the contrary question: 

‘You’ve given me a few examples in the interview when 

the client has been happy with your service, Can you think 

of an occasion when you let somebody down?’. 

Mary allows silence. The learning point is that someone 

will fill the silence – make sure it isn’t you as interviewer. 

(Refer back to interviewer bias – i.e. if we like a person, 

we will give them an example.) 

 

Debrief their experiences and invite them, in pairs, to use 

their notes to assess the evidence obtained. 

Debrief the evidence given and any other learning points 

(they should pick up Mary’s excellent active listening to 

probe on Monica’s throwaway comment “it doesn’t happen 

very often”. 

Video scenario – 

Assessing the Evidence 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessing the Evidence 1 

Script handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.00 Assessing the 

Evidence 2 

(25 minutes) 

 

Write effective notes and 

carry out objective 

assessments of their 

notes. 

Show video scenario Assessing the Evidence 2 

 

Explain this scenario provides them with another 

opportunity to practise taking notes, plus shows how 

persistent a good interviewer works to obtain evidence. 

 

Behaviour being tested: Decisiveness - Tendency to make 

decisions, take action or commit oneself quickly. 

 

Interviewers: Mary and Tony  

Candidate: Monica 

 

The interviewer (Mary) ‘Talk me through a time when you 

had to make a decision in the heat of the moment.’. 

 

 

Debrief their experiences and invite them, in pairs, to use 

their notes to assess the evidence obtained. 

 

Debrief the evidence given and any other learning points. 

Video scenario – 

Assessing the Evidence 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessing the Evidence 2 

Script handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.25 Ending the 

Interview 

(15 minutes) 

 

End an interview 

professionally 

Answer tricky 

interviewee questions 

Show the scenario Ending the Interview 

 

This shows Tony (Chair) inviting the candidate (Glyn) for 

questions. The scene shows team work between panel 

members: Jon (QC) and Jill (HR).  

 

Ask attendees to note how the candidate questions are 

answered and how the interview is closed. 

 

Debrief main points: 

Question, Record = during the interview 

Assess, Decide = after the interview 

(Assess handout) 

 

Clear way forward. 

This is your last opportunity to create a good impression. 

 

 

 

Video scenario – Ending 

the Interview 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.40 CV 

Preparation  

(20 minutes) 

 

Prepare a “real play” 

interview for day 2 of the 

course 

For the two day course: 

Pair up attendees. 

Assign each pair with the real CV or application form of 

the volunteer interviewee for the next day. 

Give out the job role they will be interviewing against, and 

the behaviours they are looking for. You can provide them 

with example starter questions. 

 

Use the final 20 minutes of day 1 to answer their questions 

on how day 2 will run. 

 

They will need to prepare their first interview between now 

and 8.30 on the morning of day 2. 

 

CV or application form for 

volunteer interviewees 

(NOT role plays) – it is 

important that people are 

interviewed against their 

real life experience 

Job role (if not used 

earlier) 

Key behaviours for the role 
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Day 2 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

08.30 

 

 

 

 

 

 

 

 

 

 

09.00 

 

 

 

Interview  (1) 

Practise – Real 

Play 1 

(90 minutes) 

Use behavioural 

interviewing on a “real 

play” candidate 

Assess the evidence 

gathered 

Set up video recording equipment. 

Check their question/note taking sheets and critique/advise. 

Assign the pairs to rooms. 

 

 

 

 

 

Meet & greet volunteer interviewees and brief them. 

 

Real Play interview - 1    

(30 minute interviews - video recorded)   

Delegates (in pairs) interview a volunteer interviewee – 15 

minutes each. 

 

Set cameras rolling – at 30 minutes, enter each room and 

stop the camera.  

 

Ask interviewers to complete their interview assessment 

form and any interviewee feedback (only if required to 

give candidate’s feedback). 30 minutes 

 

Debrief the volunteer interviewees. 

Gather in volunteer feedback and brief regarding reporting 

times for later. 

Requirements: 

Training room 

Room for each pair of 

interviewers and volunteer 

interviewee 

One facilitator maximum 

per 3 pairs 

Video recording equipment 

in each room 

 

 

 

Interviewee Briefing 

handout (for interviewees) 

 

 

 

 

Assess form handout 

Interviewee Feedback 

handout 

 

 

Interviewer Feedback 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

10.00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interview  (1) 

Review and 

Reflection 

(105 minutes) 

Assess their own and 

their colleagues real play 

interviews for: effective 

behavioural questions 

asked, appropriate 

strategy and style,  

effective questioning, 

listening,  

rapport building and 

note taking techniques. 

Assess the evidence 

gathered 

Set up playback of each interview.  

Explain the criteria we are looking for and the guidelines 

for feedback: be specific, descriptive, constructive etc. 

Explain we may not see all the interview as we will stop 

for review. 

Play and stop where appropriate.   

For 3 x 30 minute interviews, this will take until 11.45. 

 

It is important to praise the criteria you see – such as their 

meet and greet, rapport building, nodding etc. Some 

delegates may struggle to get the technique of behavioural 

interviewing right first time and therefore this session is 

essential to enable everyone to see other interviewers. It is 

using the learning cycle of Show-Tell-Do and often this is 

the reflective learning session where they gain the 

“Gestalt”. 

 

Often their assessment may be based on generalized notes 

– if you have these notes, you can critique once you have 

made your own notes. Encourage the learners to note take 

too. You can then discuss if it is assessable evidence.. 

 

Playback facilities 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

11.45 Preparation  - 

Real Play (2) 

and working 

lunch 

(75 minutes) 

 

Prepare behavioural 

questions for a given 

“real play” interviewee 

 

 

Keep attendees in the same pairs (unless there is a good 

reason to split them). 

Assign each pair with the real CV or application form of 

the volunteer interviewee for that afternoon. 

State they will be using the same job role and behaviours 

as the first real play. 

 

Ask them to prepare their second real play interview, 

which will start at 1pm.  

 

Give each pair an interview assessment form for them to 

complete following the real play interview. 

 

 

CV or application form for 

volunteer interviewees  

Job role and key 

behaviours for the role as 

Real Play 1. 

 

Working Lunch 

 

 

 

Assess Form handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

13.00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interview  (2) 

Practise – Real 

Play 2 

(60 minutes) 

Carry out a “real play” 

behavioural interview in 

a safe environment 

Assess the evidence 

gathered 

Meet & greet volunteer interviewees and brief them. 

 

Real Play interview - 2 

(30 minute interviews - video recorded)   

Delegates (in pairs) interview a volunteer interviewee – 15 

minutes each. 

 

Set cameras rolling – at 30 minutes, enter each room and 

stop the camera.  

 

Ask interviewers to complete their interview assessment 

form and any interviewee feedback (only if required to 

give candidate’s feedback). 30 minutes 

 

Debrief the volunteer interviewees. 

Gather in volunteer feedback and thank them for their help 

on the course. 

 

 

 

 

 

 

 

 

 

 

Assess form handout 

Interviewee Feedback 

handout 

 

Interviewer Feedback 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.00 Co-coaching 

(15 minutes) 

Review and reflect in 

pairs 

Share one thing they 

have learned from the 

experience with the main 

group 

 

In the second session, attendees awareness will be higher 

and they may feel demotivated by their awareness at the 

time that they were getting it wrong. Refer them back to 

the need for co-coaching and the scenario they watched on 

day 1. 

 

Keep attendees in the same pairs and give out the coaching 

brief. 

 

Give the pairs ten minutes (five minutes each person) to 

reflect on their experience. The listener’s role is to clarify, 

reflect, summarise and ask questions if it helps their 

interview partner. 

 

Ask each delegate to share their one learning point with the 

group. 

 

 

 

 

 

 

 

Co-Coaching Activity 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

14.15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interview  (2) 

Review and 

Reflection 

(105 minutes) 

Assess their own and 

their colleagues real play 

interviews for: effective 

behavioural questions 

asked, appropriate 

strategy and style,  

effective questioning, 

listening,  

rapport building and 

note taking techniques. 

Assess the evidence 

gathered 

Set up playback of each interview.  

Explain the criteria we are looking for and the guidelines 

for feedback: be specific, descriptive, constructive etc. 

Explain we may not see all the interview due to timings for 

the day. 

Play and stop where appropriate.   

For 3 x 30 minute interviews, this will take until 16.00  

 

(Allowing for a 15 minute break at 15.00). 

 

 

 

 

. 

 

Playback facilities 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

16.00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Review 

Summary 

Action 

Planning 

(30 minutes) 

Share one learning point 

from the course with 

fellow attendees 

Update their action plan 

 

 

Review – two batons 

Invite attendees to stand in a semi circle. 

Pass the red baton – one thing I will stop doing. 

The green baton – one thing I will keep doing. 

 

Summarise the course back to the group. 

 

Invite attendees to write up their action plan. 

 

Evaluation of course and Close 

 

 

 

 

 

. 

 

One green and one red 

baton 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Recruitment Interview Techniques 
 

Copyright: The Development Company Limited                                                              53   

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

 

Additional Sessions to run (if specific need is there) 
 

 

Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

 What makes a 

good selection 

interview 

(15 minutes) 

 

 

 

 

 

 

 

 

 

 

Establish what makes a 

good selection interview 

 

 

 

 

 

 

 

 

 

 

 

Ask their experience of interviews: a show of hands for 

both good and bad. 

If you have hands up for both good and bad, split into two 

groups and ask them to spend 5 minutes discussing what 

made it either good or bad. 

 

Give flipchart and invite a spokesperson from each group 

to feed back. Start with the bad experiences first. 

 

Bad may be: 

Interviewer had clearly made their mind up; questions were 

focused on weaknesses with little emphasis on strengths; 

rushed; inadequate time. 

 

Good may be: 

Interviewers well prepared, relaxed and welcoming; clear 

interview structure; interviewers listened to answers fully;  

all round experience was a focus, focus was on strengths 

and weaknesses, time allowed for candidate questions, 

clear follow up to interview explained. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interviewer Checklist 

handout 
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Timing Session Objectives: 

By the end of this 

session participants will 

be able to 

Method/Commentary Props/Materials 

 The interview 

environment 

(15 minutes) 

 

 

 

 

 

 

 

 

 

 

Establish ground rules 

for creating an 

appropriate environment 

 

 

 

 

 

 

 

 

 

 

 

One aspect of interview preparation is the appropriate 

environment.  

 

Divide into 3’s and ask them to think of the environments 

in the interview video scenarios and their own experiences. 

 

Ask them to write their own groundrules for the perfect 

interview environment. 

 

They may come up with: 

- Informal environment 

- Away from normal working environment 

- No phones (including mobiles) 

- Formal environment 

 

Give them 5 minutes to discuss and flip. 

 

Present to main group and debrief. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interviewer Checklist 

handout 
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Groundrules  
 

We will share responsibility for: 
 

   Achieving our goals 

    

   Keeping to time 

 

   Avoiding sabotage 

 

We will look after ourselves by: 
 

   Asking for what we want 

 

   Checking out uncertainties 

 

   Saying what we think and feel 

 

   Joining in and sharing our knowledge and experience 

 

We will care for each other by: 
 

   Being kind, encouraging and respectful 

 

   Setting necessary limits and boundaries 

 

   Avoiding criticism, blame and put-downs 

 

We will respect confidentiality: 
 

   From this group to others outside 

 

   From others outside to this group 

 

   From small groups to large 

 

   Between ourselves in the outside 
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Course Objectives 

 

 

 

By the end of this course you will be able to: 

 

 

 Apply the key principles of behavioural interviewing in interviews – specifically the 

selection interview 

 

 

 Introduce objectivity into the selection interviewing process 

 

 

 Structure a behavioural interview 

 

 

 Keep control in the interview by using probing questions and silence 
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Mindsets  
 

There are 3 main areas which tap into previous ‘mindsets’ or rules about life which 

can affect any interview situation: 

 

The Halo Effect: 

There is something you admire about this person and 

the interview is slanted towards this: 

 

 Their appearance, physical attractiveness 

 One strongly positive attribute they have 

 Their opinions or interests match yours 

(known as the Narcissus effect – we fall in 

love with ourselves) 

 Etc., etc, etc. 

 

 

 

 

The Horns effect: 
(also known as negativity effect) 

        

 This is where all our prejudices are evoked;  

the interviewee is deemed to have a tough time       

            from early on into the interview. 

 Any of the above list for halo effect can apply. 

 

Stereotyping: 
 

This is where we can generalise our mindsets or ‘secondary’ mindsets (of others) to a 

wide population: 

 

 Football fans are… 

 Women are… 

 Men are… 

 The English are… 

 Etc, etc, etc. 

 

      Can be negative or positive. 
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Assess Recruitment Need 

 

 Present case for job 

Perform Job Analysis 

 

 Job Description produced 

 Person Specification produced 

Source Candidates 

 

 Internal & external advertising 

Selection Method(s) finalised 

 
 

Sifting and pre-selection 

 
 

Preparing for the Interview 

 

 Interviewers nominated/role agreed 

 Questions tailored to applicants 

Interviews held 

 

 Additional selection methods (if used) 

Assessment 

 
 

Final Selection and Job Offer Made 

 

 Feedback offered to unsuccessful candidates 

The Recruitment Process 

Training Plan 

 

 Induction and training plan finalised 
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Creating the Job Description 
 

Once the decision has been made to recruit, the process of deciding who and what you are 

looking for should be followed. There are 2 steps to this process : 

 

    Perform Job Analysis 

    Produce Job Description 

 

Job Analysis 

 

This is the process of collecting and analysing data about a position. This involves collating 

information about how a job is performed, the tasks undertaken by the jobholder and the job 

responsibilities. 

 

Job analysis is a specialised task, usually carried out by Personnel staff, although many 

companies ignore this stage altogether and move straight into designing the job description.  

There is a problem with this, as the job description may not give a true picture of what is 

actually carried out in the job. Alternatively, if an old job description is used to recruit staff 

with - how can you be sure it is still relevant to the job you are advertising? In both these 

examples the applicants will be misled and may leave the position, or be unable to do the job 

as it does not match the job description. 

 

Job analysis is vital to ensure that an accurate job description is used to measure the 

candidates against. 

 

There are various methods for job analysis: 

 

 Interviewing 

 

 This is to discover the nature of the work to understand what the new employee 

 will be required to do. Interviews can be done with the current post holder, their peers 

 and their managers to obtain information. 

 

 Questionnaires 

 

 Existing employees are asked to describe their jobs by completing questionnaires 

 about what tasks they do, how often, how important they are, etc. Some   

 questionnaires use simple yes/no answers, whilst some ask open questions such as 

 How long do you take to...?". Questionnaires can be structured, open ended or both. 

 

 Observation 

 

 Staff are observed whilst they work to discover what they do. Some companies use 

 video to observe. The information is then analysed. 
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 Diaries 

 

 Employees record their work in logs, diaries, task lists, outlook/computerised diary. 

 This is used to analyse what tasks are performed to make up the job. 

 

 Repertory Grid 

 

 A more scientific method of evaluating what differentiates excellent performers from 

 the poor performers, hence aiding recruitment. 

 

 Surveys 

 

 Surveys can be used to collate data regarding job tasks, dependencies, outputs, 

 reliances. 

 

The information obtained from the job analysis will include some of the following: 

 

Job related information 

 

Job title 

Main duties 

Easy and difficult tasks 

Job purpose 

Job responsibilities 

The physical and social nature of work environment 

 

Person related information  

 

Ability required 

Level of knowledge/skills/experience to do the job 

Physical requirements 

Personality 

Intellect 

Special circumstances (e.g. shiftwork) 

 

The above information will provide the basis for the job description and person specification. 

 

Attached are example job descriptions for the same job, in different formats.  
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Job Description Example 1 

JOB TITLE: Secretary to Marketing Team   

DEPT/BRANCH: Marketing   

REPORTS TO: Secretary to Head of Marketing 

 

Job Summary: 

 

This is a new Department, and is due to expand in the near future to include a new Market 

Manager and Analyst. The responsibilities of the present secretary have changed thus - the 

need for further secretarial support. The Department takes up to 30-50 telephone calls a day, 

requesting advice and assistance. This is increasing as the department is becoming better 

recognised. To provide, under supervision of the secretary to the Head of Marketing, efficient, 

effective and confidential secretarial and administrative support to two Marketing Managers, 

1 Analyst and the Head of Marketing. 

ESSENTIAL DUTIES AND REPONSIBILITIES: 

 

    Full secretarial support to include arranging meetings for all staff within       

         Marketing Team, managing busy schedules on a daily basis, opening post and  

         constructing routine correspondence and dealing with routine enquiries by post,  

         email, fax and telephone 

 

    Full secretarial and administrative support to the Head of Marketing's (HOM)              

         Secretary; acting as deputy when HOM Secretary is absent 

 

    Copy typing and audio typing using Word 

 

    To provide full telephone cover for the team as required (answering, transferring          

          calls, taking messages and making calls) 

 

     Processing all mail and faxes and filtering/identifying items for action/advice by  

     others and forwarding to the relevant areas 

 

     Production of presentation slides using Power point graphics 

 

     Full administrative support to team managers. Duties will include assistance with 

          the completion of monthly accruals, keeping sickness/holiday records, raising 

          paperwork for purchase orders and invoices, arranging travel, maintaining filing 

          systems and a bring forward system 

 

    To provide excellent customer service to internal and external customers. 

 

Communication: 

 

Internal: With all department heads and staff 

External: With clients and suppliers at all levels. 

Job Description Example 2 
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JOB TITLE  Secretary to Marketing Team   

DEPT/BRANCH Marketing   

RESPONSIBLE TO Secretary to Head of Marketing 

RESPONSIBLE FOR No subordinate staff 

     

 

Job Purpose 

 

 This is a new Department, and is due to expand in the near future to include a new 

Market Manager and Analyst. The responsibilities of the present secretary have 

changed thus - the need for further secretarial support. The Department takes up to 

30-50 telephone calls a day, requesting advice and assistance. This is increasing as the 

department is becoming better recognised. 

 To provide, under supervision of the secretary to the Head of Marketing,efficient, 

effective and confidential secretarial and administrative support to two Marketing 

Managers, 1 Analyst, Head of Marketing. 
 

 

 

 

KEY TASKS 

 

 

 

 

 

Reporting Structure

Head of Marketing

UK Marketing
   Manager

Marketing AnalystInternational
Marketing Manager

Secretary to the
Head of Marketing

Secretary to Marketing
         Team
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Processing and Administration 

 

  Full secretarial support to include arranging meetings for all staff within       

            Marketing Team, managing busy schedules on a daily basis, opening post and  

            constructing routine correspondence and dealing with routine enquiries by post,  

            email, fax and telephone 

 

  Full secretarial and administrative support to the Head of Marketing's (HOM)              

            Secretary; acting as deputy when HOM Secretary is absent 

 

  Copy typing and audio typing using Word 

 

  To provide full telephone cover for the team as required (answering, transferring          

             calls, taking messages and making calls) 

 

  Processing all mail and faxes and filtering/identifying items for action/advice by  

  others and forwarding to the relevant areas 

 

  Production of presentation slides using Power point graphics 

 

Security 

 

To adhere to the organisation’s policy and procedures, including:- 

 

 Personal Security 

 

 Data Security 

 

 Health and Safety 

 

Policy Controls and Procedures 

 

  Full administrative support to team managers. Duties will include assistance with 

 the completion of monthly accruals, keeping sickness/holiday records, raising 

 paperwork for purchase orders and invoices, arranging travel, maintaining filing 

 systems and a bring forward system 

 

Customer Service 

 

    To provide excellent customer service to internal and external customers. 
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Job Description Template 

JOB TITLE:  

DEPT/BRANCH:  

REPORTS TO:  

 

Job Summary: 

 

 

 

 

 

ESSENTIAL DUTIES AND REPONSIBILITIES: 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Communication: 

 

Internal:  

 

External:   
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Person Specification 
 

This is created from the information received from the job analysis. It is when you 

decide on the person specific aspects of the job: for example, the ‘right’ person for the 

job may have to not only have accounting knowledge but also be able to work in an 

open plan, noisy office environment where they are expected to answer the phones, 

greet visitors and get coffees: this needs to be taken into account when deciding on 

what attributes the job holder will need. 

 

The key tasks area of a job description is often easy: the hard part is to decide what 

type of person would suit the job. Someone may be qualified to perform the tasks for 

a job, but may not have the personality to fit the company culture. Analysis at this 

stage reduces the chances of a mismatch when selecting. 

 

 

Questions to ask regarding person specific information: 

 

Special Features 
 

A prospective employee's special features can only be considered if strictly relevant to 

the job and that the requirement of the job can be justified: 

 

 degree of mobility required 

 

 availability to work irregular hours, shift patterns, rotas 

 

 overtime, weekends on call 

 

 amount of time working away from home or overseas 

 

 amount of travel involved 

 

 possession of driving licence 

 

 key holder duties 

 

Authority Levels 

 

These are the authority levels relating to a position such as: 

 

 cheque signing authority 

 

 expenses float 

 

 petty cash handling 
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Education/Qualifications  

 

These are the knowledge, skills and experience required to enable a job to be done. 

These will have been established through the job analysis. 

 

 Level of education achieved? 

 

 Specific job training? Specialist job training? 

 

 Specialist qualifications? 

 

 

Skills 

 

To what degree are specialist skills required? 

 

 computer/IT 

 

 verbal ability 

 

 numeracy 

 

 presentation skills 

 

 interpersonal skills 

 

 languages. 

 

Experience/ Knowledge 

 

These are the levels of mental ability and experience required to do the job. 

 

 Will the job require the ability to interpret information and/or research 

information? 

 Make decisions? 

 Use judgement? 

 Think logically and clearly? 

 

 Will it be routine in nature and require limited intellectual input? 

 

 Can tests define the level of mental ability required? 

 

 Related job experience? 

 

 Related industry experience? 
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Personal attributes 

 

Could include physique, health and appearance. 

 

 Are there any specific requirements in terms of physique? 

 

 Do you have to consider build, health, hearing, sight? 

 

 Does the applicant have to be smartly dressed? Is appearance important? 

 

 Is voice important? Does applicant have to articulate softly, loudly? 

 

 

The person specification should determine the disposition required in the job. 

Questioning techniques at the interview, coupled with tests can measure some of these 

attributes/attitudes: 

 

 temperament 

 

 flexibility 

 

 helpful 

 

 quiet 

 

 introvert 

 

 extrovert 

 

 attitude 

 

 capacity for leadership or influencing others 

 

 reliability under varying degrees of pressure 

 

 motivation 

 

 

Essentials and Desirables 

 

Once the categories have been chosen, the attributes can be further split into the 

essential, desirable and contra-indications for the job.   

 

The application forms and CV’s can then be reduced into candidates that have the 

essential and desirable attributes, then if there are still too many candidates to 

interview, they can be reduced again to just those with the essential attributes. Those 

candidates with contra-indications should not be chosen for interview. 
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Essential  The job could not possibly be done without the skills,  

   qualifications or attributes requested, even if the recruit were to  

receive training. 

 

   E.g. swimming for a lifeguard, business experience for a  

consultant, fluent French for a Lecturer in French 

 

Desirable:  Not essential to do the job but could help to decide one  

Candidate as opposed to another at interview. 

 

   E.g. copy typist able to use audio, fresh flower florist able to  

work with dried flowers, P.E. teacher who can teach another 

subject. 

 

Contra-Indications: Those attributes which could indicate unsuitability for the job. 

 

   E.g. vertigo for a steeplejack, asthma for a plasterer, a  

Switchboard operator with a heavy regional or national accent. 

 

By undergoing a process of sifting requirements into the ‘right’ person for the job, 

you will now have a good start to obtaining a people match to your requirements. So 

many times recruitment fails because a person is recruited on paper only; you have to 

undertake a lot of analysis prior to recruiting to ensure you are sure why you want 

someone! 

 

 

 
See attached example person specification 
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PERSON SPECIFICATION 

 

Job Title: Secretary to Marketing Team Department: Markets Development and  

                    Marketing 

Prepared by:  Kay Buckby Date:  
 

 

Category Job Requirements  

 Essential Desirable 

 

Health & Appearance 
e.g. general health, speech, 

appearance, manner 

 

Presentation to be of a 

good standard. 

 

 

Disposition 

e.g. communication, 

leadership, self reliance 

 

Helpful, sense of 

responsibility. 

Good telephone manner. 

Ability to work in a 

stressful environment (not 

constant, but can arise.) 

 

 

Acquired Experience 

e.g. general education, 

work experience, 

vocational training and/or 

qualifications 

 

Previous secretarial 

experience  

Computer literate 

 

Secretarial qualification 

Word. 

Work experience in 

marketing environment. 

 

Special Aptitudes 
e.g. use of words/figures, 

marketing, administration, 

presentation skills 

 

Systematic, organised. 

Typing 60-70 wpm. 

Some audio. 

 

Power point/Prezi or 

similar 

 

Circumstances 

e.g. mobility, relocation, 

unsociable hours, travel, 

other 

 

None. 

 



Recruitment Interview Techniques 
 

Copyright: The Development Company Limited  1    (mindsets) 

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

 

Selection Methods 
 

Recruiters have a choice of selection methods to help them make the recruitment decision. 

 

Methods used should have reliability – they should measure what it sets out to measure (ex-

ample - some IQ tests have criticised for testing vocabulary rather than innate intelligence). 

 

Methods used should have validity – we are specifically referring to predictive validity. This 

is where there is a linkage between results or scores on a selection measure and subsequent 

outcome – in this case, job performance at a future point. 

 

Place the scores on a scale from 1.00 being a certain predictor that the person recruited will 

be able to perform at a future point down to 0.00, no predictor: 

 

 

 

1.00          Certain Prediction 

 

0.9 

 

0.8 

 

0.7 

 

0.6 

 

0.5 

 

0.4 

 

0.3 

 

0.2 

 

0.1 

 

0.00        No Prediction 

 

 

 

 

 

 

 

 

 

 

 

 



Recruitment Interview Techniques 
 

Copyright: The Development Company Limited  2    (mindsets) 

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

Here is a summary of the predictive validity of selection methods based on the findings of 

various research studies: 

 

 

1.00          Certain Prediction 

 

0.9 

 

0.8 

 

0.7           Assessment Centres for development 

 

0.6           Skilful and structured interviews 

 

0.5           Work Sampling 

                Ability tests 

 

0.4           Assessment centres for job performance 

                Biodata 

                Personality assessment 

 

0.3           Unstructured interviews 

 

0.2 

 

0.1           References 

 

0.00        Graphology 

               Astrology 

 

 

 

From work by Pilbeam  and Corbridge 

 

 

 



Structured 

Interviews 

Work 

Sampling 

Ability 

tests 

Assessment  

centres 



Unstructured 

Interviews 

References Astrology 

Biodata 



Personality 

assessment 

 

Graphology 
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What evidence? 

Compare Interview 1 and Interview 2 for interviewing style. Discuss the usefulness of the types 

of question and evidence gained. 

 

Interview 1 

 

Q: How would you have coped if an important deadline had been brought forward 3 days? 

“Well, it’s never happened but I probably would have asked my manager for some 

advice. I think you should involve your Manager in decisions like that. That kind of thing 

isn’t really my decision to make.” 

Q: What if your Manager wasn’t around? 

“I suppose I would have got in touch with the person who had changed the deadline and 

seen if I could renegotiate the deadline. Deadlines shouldn’t really change that much so 

I’d explain the situation I was in and the problems it would cause me and see if there was 

any way we could make it a more reasonable timescale. I would also ask my team for 

help because they might be able to help me.” 

Q: What if your team members couldn’t help you? 

“I probably would take the work home to get it done.” 

Q: Would you have left other work undone? 

“No I don’t think so. I mean I would have looked at my work plan and moved the non 

essential stuff out to a different week. I’d have skipped lunches and come in earlier to get 

things done. I’m not the sort of person who just leaves things. I’d like to think I could 

manage if a deadline changed like that. I suppose if that happens you just have to cope.” 
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Interview 2 

Q: Can you think of a time recently when you had your work planed out and then something 

urgent and important came up that you had to do? 

“Yes, it happened last week actually. We had two members of staff who both had to leave 

the office early because they felt unwell. HR needed a report on absence doing and so I 

had to pick up on it and get it done.” 

Q: When did the staff leave the office? 

“About 2pm. I was aware that Rosie wasn’t well but I didn’t know Amy was poorly too 

so when my Boss spoke to me I was shocked because we had the whole department to 

look after.”  

Q: What did your Boss say? 

“She called me on the phone and said they’d both left for the day. She said the most 

urgent task to get done was the absence report for HR and that Amy had hardly started on 

it. She asked me if I’d done it before. She said she had a meeting to attend and was going 

to see if she could get out of attending it all and get back to me. She asked me to manage 

the phones.” 

Q: What did you say? 

“I said I can do the report but I’ll need to check with you regarding the layout as I haven’t 

done it for about a year and I know the layout has changed. The phone rang then and so 

we emailed each other about it because my Boss had to attend the first part of the 

meeting.” 

Q: Describe the email conversation 

“I listed everything I was working on and asked her to OK the suggestions I’d made on 

prioritising.  She emailed to say she was fine with this and that we’d have a chat when 

she got back from the meeting. ” 

Q: What did you do then? 

“Well I found that Amy had done a lot of email chasing for the information and regional 

staff were sending in the figures but she’d forgotten to put her out of office on (probably 

because she was ill) and so I diverted both of their emails  into my inbox for checking. 

We got the report done for the 5.30pm deadline so it all worked out.” 
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Q: You say “we”. What did you do to get the report done? 

“I got all the stats and collated them using the tables I’d used when I did the job before. I 

then looked at the new template and pasted the tables in. There was just one part I didn’t 

understand but when my Boss got back from her meeting she said it was coding for types 

of absence. We worked it out between us.” 

Q: What did you do to work it out? 

“I called out the descriptions of absence and my Boss put the codes by it so we could put 

the percentages into the right boxes.” 

Q: What was the effect on your own work? 

“Well, I had a one to one with my Boss the next day to sort out priorities and deadlines. 

We had an agency staff next day because they were both still off. They were there to take 

messages and deal with easy stuff like taking deliveries and updating schedules. I handled 

the regional staff  

Q: What specifically didn’t you get done? 

“It was a mix really of the big stuff and the little stuff. I had to get an analysis off to the 

procurement team otherwise we’d have had problems with a project. The rest of my work 

was on hold and I let people know that I’d keep them updated on times. I did no filing at 

all so the office was a mess. It was interesting, really. I’d never had that happen in three 

years in the department so I kind of enjoyed it.” 

Q: Did your Boss give you any feedback? 

“She was great. She mucked in and did most of the callbacks and kept the register up to 

date. We just had a laugh about it. She did say I should record it for my review!” 

 

Q: When did your colleagues come back to work? 

“It was....” 
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What is your greatest strength? 

 

 

 

 



Copyright: The Development Company Limited             (questions activity) 

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

 

 

 

What are your weaknesses? 
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        Describe your work ethic. 
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   What kind of person would you        

    prefer not to work with? 
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     If you were a cake,  

    what type of cake would you be? 
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   What would your colleagues say     

    about you? 
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   If you had to give someone bad      

   news, how would you do it? 
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    Are you a good time manager? 
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  Do you consider yourself to be a     

  good leader? 
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   What happens when you find  

    yourself under pressure? 
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If you had to do two tasks but only 

had the time to do one of them well, 

what would you do? 
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   Are you the sort of person who     

   likes to have a challenge? 
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   What have you learned from  

   mistakes on the job? 
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Do you think it is more important 

for a manager to manage or to lead? 
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What is your X factor? 
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What turns you on? 
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1 

Behavioural Interviewing 
 

The approach starts with the analysis of the job objectives and the key behaviours that relate 

to the job: 

 

Task (the knowledge, skills, experience to 

perform effectively in a job) 

Behaviour (behaviour required to perform 

effectively in a job) 

Computer literate 

 

Adaptable 

Driving Licence 

 

Decision Making 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The interviewer's task is to gather evidence of significant behaviour from the applicant in 

order to assess their performance against the criteria for the role. 
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2 

 

 

What are the key concepts of behavioural interviewing? 

 

 

 Behavioural interviewing is based on past behaviour being a predictor of future 

behaviour 

. 

 It relies on planning and preparation. A job description and person specification 

stating the Essential task and behavioural skills required. 

 

 

 Design opening questions based on the criteria for the role. 

 

 

 Tailor the questions to the candidate’s CV or application form to help them think of 

an example. 

 

 

 Ask for an example of what the person did – past tense. 

 

 

 Ask for one example. 

 

 

 Ask for a recent example. 

 

 

 Relax and listen to their story. 

 

 

 Allow silence – for thinking time. 

 

 

 Interrupt them – if they are generalising or not answering the question. This is to help 

them give you evidence you need. 

 

 

 Ask for ‘CEQs’ - Contrary Evidence Questions.  

 

Example: “Tell me about a recent deadline you achieved.” 

CEQ: “Now tell me about a recent deadline you didn’t achieve” 
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3 

Interview Structure 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   Starting the Interview 

 

 Keep to timings 

 Establish rapport during meet and greet 

 Introduce interviewers 

 State the structure – timings, stages of the interview, time for questions 

etc. 

 State the groundrules – interrupting to gain the best evidence, note taking 

etc. Ask if they have any ground rules to add. 

 Ask a ‘settling in’ question to begin. 

   During the Interview 

 

 Keep to timings 

 Listen  

 Relax  

 Use open questions and ask for examples 

 Allow silence 

 Be aware of your body language – they are buying you too! 

 Ask CEQ’s – Contrary Evidence Questions - to avoid interviewer bias. 

 Take effective notes when you aren’t asking the questions 

   Ending the Interview 

 

 State what will happen next 

 Thank the candidate 

 Show them out 
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Behaviour List 

 

Behaviours for Job Analysis, Selection and Interviewing 

 

Adaptability                   - Readiness to adapt to new methods or environments. 

 

 

Analysing      - Tendency to analyse and manipulate information to  

     identify trends and draw logical conclusions. 

 

Attention to detail  - Tendency to ensure that the detail is correct in order to 

     accomplish the task. 

 

Creativity and Innovation - Tendency to generate and implement new ideas to  

     improve effectiveness 

 

Decisiveness   - Tendency to make decisions, take action or commit  

     oneself quickly. 

 

Determination   - Tendency to persist with a task or towards an objective 

     in the face of resistance. 

 

Develop Others  - Tendency to help others to develop their abilities, using 

     a range of learning opportunities. 

 

Enable Others                     - Tendency to make expectations and objectives clear, 

     facilitating progress to enable others to devote their  

     energies to work. 

 

Initiative   - Tendency to be pro-active in anticipating and  

     implementing actions towards the achievement of  

     objectives. 

 

Judgement   - Tendency to evaluate information and make logical  

     decisions. 

 

Listening   - Tendency to listen attentively and to check   

     understanding by summarising accurately. 

 

Monitoring   - Tendency to set up and use appropriate methods to  

     measure performance against objectives. 

 

Persuading   - Tendency to gain agreement or acceptance to a  

     proposed course of action. 

 

Planning and Co-ordinating - Tendency to organise self and others effectively to  

     achieve goals. 
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Questioning   - Tendency to identify and understand information  

     through effective questioning. 

 

Reliability                    - Tendency to be dependable when given responsibility. 

 

 

Self Control   - Tendency to behave appropriately in pressurised or  

     stressful situations. 

 

Self Discipline   - Tendency to motivate oneself to continually achieve 

     objectives. 

 

Self Development  - Willingness to continually identify and respond to  

     personal development needs. 

 

Standards of Professionalism - Tendency to perform to a high standard and to exceed 

     expectations. 

 

Team Working  - Tendency to work well within a team and to contribute 

     to successful achievement of the team's objectives. 

 

Understanding People     -  Tendency to empathise with others and to adapt  

     behaviour appropriately. 

 

Verbal Communication - Tendency to express information verbally in a manner 

     appropriate to the needs of the audience. 

 

Written Communication - Tendency to express information in writing in a manner 

     appropriate to the needs of the audience. 
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Behaviours Questions 

Example Questions for Behavioural Interviewing 

 

Adaptability                           - Readiness to adapt to new methods or environments. 

 

 Please give me an example of some changes that have taken place at your workplace. 

 

 Can you think of an occasion when your tried and tested way of doing things was  

 disrupted by something? 

 

 How has your job changed during the time you have been doing it?  

  What caused these changes? 

 

 How many times have you changed your job? 

  Which change caused you the most difficulty? 

 

 What has been the most significant change in your current job within the last year? 

  What was the difficulty? 

 

  What did you do to deal with it? 

 

 Give me an example of when you experienced a change of boss. 

  What was different about the new boss? 

 

  Describe something you needed to do to adapt? 

 

 Give me an example of two different approaches you used in similar situations. 

 

 Describe a recent occasion at work when things were not arranged as you had  

 expected or been led to suppose. 

  What did you do? 

 

 Tell me about a time when you were in a confused or muddled situation at work. 

 

  How did you deal with it? 

 

 Can you tell me about a time when you revised your way of working to improve the 

 satisfaction of your customers? 

 

 Give me an example of a potential problem which you identified that no one else 

 could see. 

  What did you do? 
 

 Can you give me an example of when you predicted the future needs of your area of 

 work, changing the way you work accordingly? 
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Analysing                   - Tendency to analyse and manipulate information to   

     identify trends and draw logical conclusions. 

 

 What analysis work do you have to do in your current job? 

 

 Have you ever been involved in the analysis of data from staff /customer surveys or 

 questionnaires? (Describe the last one to me...) 

 

 Do you have to analyse figures in your job? 

 

 Give me an example of a problem you are working on at the moment. 

 

 What information do you use to keep aware of issues in your department? 

 

 Give me an example of how you sourced some information you needed to do 

 your job effectively. 

 

 Can you give me an example of a time when you found that the information you were 

 provided with was incorrect? 
  

 Give me an example of some work you did which involved you in having  

to collect information from other people. 

 

 Can you tell me about a part of your current job where you had to analyse  

 information with a view to making a decision, alongside others in the company? 
 

 Tell me about a time when you actively sought out information that wasn’t  

 readily available to you. 

 

 Can you tell me of a time when you had to analyse complex information to identify  

The options that are available in a particular situation? 

 

 Give me an example about a formal or informal system that you use to collect  

 information relevant to your job. 

 

 Can you describe a time when a customer complaint led you to discovering an error in 

 the system? 

 

 Can you give me an example of when you gathered information which enabled you to 

 identify areas of performance development needs? 
 

 Can you give me an example of when you used an information system to identify and 

 analyse trends? 

 

 Can you give me an example of when you used an information system to analyse  

 financial figures? 

 

 Can you tell me about a time when you created a new information system that met the  

long-term needs of your customers? 

 



Recruitment Interview Techniques 

Copyright: The Development Company Limited  3    (behaviours questions) 

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

Attention to detail                - Tendency to ensure that the detail is correct in order to  

     accomplish the task. 

 

 Give me an example of a time when you were working with someone who didn’t tie  

up the loose ends properly. 

 

 Describe an occasion when you needed to keep control of the detail in your job. 

 

 Can you give me an example of when you found a particular task boring?  

 

 Can you tell me about a time when you revised your way of working to improve the 

 satisfaction of  your customers? 

 

 Describe an occasion when you provided good service to a customer. 

 

 Describe a time when your performance fell below your own expectations in a task. 

 

 Describe an occasion when you missed a deadline. 

  What caused you to miss it? 

 

 Give me an example of when a member of your staff wasn’t been able to meet the 

 standards required. 

  What did you do? 

 

 Describe some negative feedback you received from a colleague/customer about the 

 standard of your work. 

  What did you do with this feedback? 

 

 Can you give me an example of a piece of work which you submitted but were not 

 entirely happy with? 

  What were the reasons for this? 

 

 Can you give me an example of a time when you had your work commended? 

 

 Describe an occasion when you were under pressure at work but someone asked 

 you to perform a task. 

  How did you ensure your standards were maintained? 

 

 Describe how you keep up with the detail in your job. 

 

 Tell me about a time when you found it hard to maintain the detail in your job. 

  What were the causes? What did you do? 
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Creativity and Innovation     - Tendency to generate and implement new ideas to   

     improve effectiveness 

 

 What opportunities for coming up with new ideas are there in your current job? 

 

 Have you ever produced an unusual solution to a problem? 

 

 Give me an example of a recent problem when the “old” solution didn’t work. 

  What did you do? 

 

 What is the most imaginative/innovative thing you have done in your current job? 

 

 Give me an example of a time when you could see a better way of doing something 

 when others were struggling. 

 

 Tell me about a new idea you have had in the last year. 

 

 Give me an example of a recent problem you had to solve. 

 

 Can you tell me about a time when you modified widely used concepts and  

 models for specific areas of work? 

 

 Can you give me an example of when you tested a new model or idea in your 

 work? 

 

 Give me an example of when you introduced a completely new approach to an 

 area of work in your department. 

 

 What have you changed in your current job? 

 

 Can you think of an occasion when your tried and tested way of doing things was  

 disrupted by something? 

 

 How has your job changed during the time you have been doing it? 

 

 How many times have you changed your job? 

  Which change caused you the most difficulty? 

 

 Give me an example of two different approaches you used in similar situations  

to solve a problem. 

 

 Have you ever had difficulty in using a new concept or idea? 

  What was the reason for this? 

 

 Have you ever had an idea rejected by someone as being too ‘zany’? 
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Decisiveness      - Tendency to make decisions, take action or commit   

     oneself quickly. 

 

 Can you think of an occasion when you needed to make a decision on the spur of  

 the moment? 

 

 Give an example of a decision you had to make under pressure in your current job. 

 

 Tell me about something you have done impulsively. 

 

 What is the most difficult decision you have made in the last year? 

 

       Tell me about a recent decision you had to make in your current job. 

            Why did you choose that decision?                     

   What did you consider when making the decision? 

                 

  Can you think of a situation where you had to decide how to resolve a problem  

  in your work area? 

 

 Describe a time when you had to make an important decision without reference  

 to your colleagues/boss. 

 

Describe a situation which required all your business experience and company  

knowledge to resolve. 

 

 Give me an example of when you made a decision to help a customer. 

 

 Describe a time when you successfully summarised a large volume of complex  

 data in relation to a long term problem. 

 

 Tell me about a recent decision you had to make which you found particularly  

difficult. 

 

 Describe some feedback you received from your boss/staff about a decision you   

 made? (good feedback/bad feedback) 

 

 Describe the biggest risk you have taken in your present job. 

 

 Describe a recurring problem you have solved at work. 

 

 Tell me about a time when you involved others in the decision making process  

 towards establishing the company’s mission. 

 

 Tell me about a time when you had to make a decision which took your   

 job/task/department in a different direction. 
 

 Describe the decision you made that is your biggest regret. 
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Determination  - Tendency to persist with a task or towards an   

     objective in the face of resistance. 

 

 Give me an example of an unpopular decision you had to make. 

 

 Have you ever had a really good idea rejected by your boss? 

 

 What is the biggest obstacle you have had to overcome in your current job? 

 

 Tell me about a time when you persisted for too long about something. 

 

 Tell me about a time when you achieved something because of your persistence. 

 

 Can you describe a time when you put yourself into a challenging situation, knowing 

 that your capability would be stretched? 
 

 Describe how you prepared for this interview. 

 

 Can you give me an example of when you have been at work and found that you  

 did not have enough work to do? 

  Describe how you managed your workload. 

 

 Describe a difficult goal you set yourself and achieved. 

 

 What achievement are you most proud of?    

  Why? What made you want to achieve these results? 

  What problems did you encounter? 

  What did you do to you overcome them? 

  What was the outcome/were the results? 

    

 Tell me about a recent success you had at work. 

  What did you do to make the task successful? 
 

 Describe a situation where you had to take on new tasks or a new role. 

 Describe the situation and what you did. 

 

 Tell me about any change which you had to cope with over the last year. 

  What was the reason for the change? 

 

 What is the most difficult thing you have had to learn in your job? 

 

 Have you ever thought ‘What’s the point of trying’ in your job when faced with 

 a persistent problem? 
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Develop Others     - Tendency to help others to develop their abilities, using  

     a range of learning opportunities. 
  

 Give me an example of when you had to achieve results through developing the  

 competencies of others in your team. 

 

 Can you describe an occasion when you had to make a case for resources based on the 

 training and development needs of individuals? 

 

 Can you give me an example of when you used cross departmental co-operation as a  

means of staff development? 

 

 Give me an example of when you identified a development need in one of your  

 staff. 

 

 Describe how you identified the competency needs of one of your staff recently. 

 

 What are the most difficult development needs you have been faced with? 

 

 Can you describe the last major training event which you sent your team on? 

 What methods of evaluation did you use to assess the effectiveness of the  

 learning? 

 

 Describe a major task you delegated to a member of staff. 

 

 Can you describe a time when you had problems with delegating a task to a member  

of your staff? 

 

 Can you describe a time when a member of your staff had to keep referring back to 

 you for assistance on a task you had set them? 

 

 Can you give me an example of when you recruited people with a special skills  

 set that your team required? 

 

 Can you give me an example of a training system you developed which didn’t meet  

The development needs of the individuals? 

 

 Can you describe the policy of staff development within your present company? 

 

 Describe how you have built staff development into the business plan. 

 

 Describe the system your present company has for the provision for long term  

 succession. 

 

 Describe the single biggest thing that you have done to create the environment for a 

 learning culture. 
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Enable Others                            - Tendency to make expectations and objectives clear,   

     facilitating progress to enable others to devote their   

     energies to work. 

 

 Describe the last time you judged the performance of a member of staff against  

 objectives. 

 

 Describe the last time you delegated a major project to a member of staff. 

 

 Describe the last time you delegated routine work.   

  What did you do to ensure that the member of staff was motivated to complete 

  it? 

 

 Give me an example of a piece of work that you recently delegated to a member of  

your staff. 

 

 Give me a recent example of some work you could not delegate. 

 

 Describe what you did to organise your work prior to going on your last holiday. 

 

 Can you give me an example of when you helped and supported a colleague  

 without being asked? 

 

 Can you give me an example of the last time you provided a colleague with feedback? 

 

 What is the most difficult feedback you have had to give? 

 

 Describe an occasion recently when you needed to coach a member of your staff. 

 

 Can you give me an example of a situation when you found it difficult to understand 

 why your staff couldn’t undertake a task you had set them? 

  

 Give me a specific example of a time when you helped someone with their  

 self-development and career planning. 

 

 Describe a time when you were unable to assist in the development of a less  

 experienced colleague. 

 

 Give me an example of the way you set objectives for a ‘difficult’ member of staff  

 recently. 

 

 Describe a time when you coached a colleague/member of your staff through a 

 particularly difficult project/task. 

 

 What different approaches have you taken to ensuring that your staff can do the 

 jobs they are in? 

 

 Have you ever delegated the ‘wrong’ task to a member of staff? 
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Initiative      - Tendency to be pro-active in anticipating and   

     implementing actions towards the achievement of objectives. 

 

 Can you give me an example of a time when you anticipated a problem and took steps 

 to avoid it occurring? 

 

 What projects have you managed from the start? 

 

 What have you done to improve your job? 

 

 Describe a time when you went against general feelings or policy to achieve  

 something. 

 

 Describe a time when you took matters into your own hands rather than consult your 

 boss. 

 

 Tell me about a time when you followed an opportunity which others were doubtful 

 about. 

 

 Can you give me an example of an improvement you suggested for your current  

 work practices? 

 

 Can you give me an example of when you predicted the future needs of your area  of  

work, changing the way you work accordingly? 

 

 What skills have you learned in the last year? 

  Why those skills? What has forced it? 

 

 Describe a new way of doing something that you {or people around you} found  

 difficult to manage. 

 

 Describe an unusual solution to a problem that you have implemented. 

 

 What major changes are coming up at work in the near future? 

  What are you doing about them? 

 

 Can you give me an example of a time when you were proactive in anticipating  

 the need for change? 

 

 Give me an example of an opportunity you took to improve your work. 

 

 Can you tell me about a time when you had to take action when an unexpected  

 event or crisis occurred that forced change? 

 

Tell me the biggest risk you have taken in your current job to improve the way 

 things are done/customer service. 
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Judgement      - Tendency to evaluate information and make logical decisions. 

 

 What methods do you use to make decisions in your job? 

  Give me an example of when you have used this method. 

 

 What is the most difficult decision you have made in the last six months? 

 

 Give me an example of an important career decision you have made. 

 

 Why did you decide to apply for this job? 

 

 Tell me about a risk you recently took in your job. 

 

 Describe a time when you delayed making a decision because you needed more  

 information. 

 

 Tell me about a recent impulsive decision you made which was wrong. 

 

 Describe an occasion when you had to make a decision on the spur of the moment. 

  What did you take into consideration? 

  

 What is the most difficult decision you have made? 

  How did you arrive at that decision? 

 

 Does your work involve you in the analysis of qualitative (or quantitative) data?  

  Give me an example please. 

  Talk me through how you approached this task. 

 

 Describe a situation when you have had to make a decision under pressure. 

 

 Can you think of a situation when you had to decide how to resolve a problem in  

 your work area?  

  What did you do in this situation? 

 

 Can you tell me about a time when you had to act when an unexpected event or  

 crisis occurs? 

  

 Can you describe a situation when you knew what decision needed to be made, 

 but you were disempowered to make it? 

 

 Give me an example of a time when you persuaded people to make a decision 

 that you believed in. 

  What did you do? 
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Listening      - Tendency to listen attentively and to check    

     understanding by summarising accurately. 

 

 Have you ever found that you did not understand what someone was saying to  

 you? 

  What did you do about it? 

 

 Have you ever been asked to do something that you did not understand? 

 

 Think of an occasion when someone needed to give you some complex instructions. 

  What did you do to ensure that you received their 

  message correctly? 

  

 Give me an example of a time when you found it difficult to pay attention to what 

 someone was saying. 

 

 Give me an example of an occasion when you had to explain a complicated process or 

 idea to someone. 

  How did they respond?    

  What did you do to help their understanding of the issue? 

 

 Describe an occasion when you had a difference of opinion with someone and you 

 were ‘right’/’wrong’. 

 

 Give me an example of when you achieved agreement to implement your ideas. 

 

 Give me an example when you were right and your customer/boss was wrong. 

  What did you do to help their understanding? 

 

 Have you ever identified a potential problem that no one else has seen?  

  How did you approach the people involved? 

 

 Have you ever had to make a strong case to someone for resources/time you needed? 

 

 Can you give me an example of a time when you correctly identified the needs of a 

 customer? 

  What did you do to fully understand their needs? 

 

 Describe a situation when you needed to find out some complex information from 

 someone. 

 

 Can you give me an example of how you dealt with a colleague who was difficult to 

 get information from? 
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Monitoring      - Tendency to set up and use appropriate methods to   

     measure performance against objectives. 

 

 Describe how you recently appraised a challenging member of your staff. 

  What did you measure them against? 

 

 Give me a specific example of how you ensured that you met your quality   

 standards. 

 

 Describe your last appraisal. 

  What approach did your boss take? 

  What was your response? 

  What were the outcomes? 

 

 Give me an example of a method you use to keep track of a project in your  

 department. 

 

 Give me an example of an objective you have failed to achieve. 

 

 Give me an example of how you monitored your progress against a particular  

objective this year. 

 

 Give me an example of how you have ensured that you and your staff meet deadlines. 

  

 Describe a recent task undertaken by your team where you have been required to  

 monitor their performance. 

 

 When did you last miss a deadline? 

  What caused you to miss it? 

 

 Can you describe the last time you were under pressure at work because of workload? 

  How did you prioritise what work to do first? 

 

 What resources do you have to manage? 

  What systems are in place to ensure that they are managed to the best effect? 

  Give an example of how those systems have effectively monitored the  

  resources. 

 

 Give me an example of when you felt that you had to manage on limited resources. 

  Describe how you monitored the results against reduced resources. 
 

 Give me an example of something you have done at work to reduce errors. 
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Persuading      - Tendency to gain agreement or acceptance to a   

     proposed course of action. 

 

 Give me an example of when you achieved agreement to implement your ideas. 

 

 Give me an example of a method you used to change people to your point of view. 

 

 Give me an example when you were right and your customer/boss was wrong. 

 

 Describe a time when you found it difficult to sell an idea to your boss. 

 

 Describe a time when you found it difficult to get the support of senior management. 

 

 Can you describe a time when you were unable to persuade a customer to accept your 

 recommendations? 

 

 Tell me about a time when you found it difficult to influence or persuade a member of 

 staff over an issue. 

 

 Can you give me an example of when you decided upon a course of action and tried  

to ensure that others shared your views? 

 

 Can you tell me about a time when you influenced your manager/a member of  

 staff/a customer to change their mind? 
 

 Describe an occasion when you anticipated resistance to an idea of yours. 

  What did you do in the face of this 'anticipated resistance’? 

 

 Can you describe a time when you had to persuade a group of people around to  

 your way of thinking? 
 

 Can you describe a situation in which you had to get your staff to implement a policy 

 or decision that they did not agree with? 

 

 Describe an occasion when you had to deal with a difficult customer. 

 

 Describe an occasion when you had to deal with a difficult member of staff. 

 

 Can you describe a time when you successfully responded to the concerns of others  

by linking your own views to their views and plans? 

 

 Describe the agreement you achieved that you are most proud of. 

 

 Describe an occasion when you were unable to persuade someone to your point of 

 view. 

 

 Can you think of a time when you changed your behaviour to fit in with someone  

else? 

 

 Describe two different approaches you have used with people in similar situations. 
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Planning and Co-ordinating   - Tendency to organise self and others effectively  

      to achieve goals. 

 

 Give me an example of how you have ensured that you and your staff meet deadlines. 

 

 Talk me through how you decided your most recent set of priorities. 

 

 What did you do to prepare for this interview? 

 

 Describe something unexpected at work which affected what you were doing. 

 

 Describe the process by which you developed your department’s/your current  

 objectives? 

 

 Tell me about a time when you successfully planned for something more than two 

 years in advance. 

 

 When did you last miss a deadline? 

  What caused you to miss it? 

 

 Can you give me an example of when your team were already overworked, yet a task 

 came up that had to be done? 

  What did you do? 

 

Think of a time when you needed to delegate some routine work. How did you ensure 

that the member of staff was motivated to complete it? 

 

 Can you describe the last time you were under pressure at work because of workload? 

  Describe how you decided what work to do first. 

 

 What aspects of your job put you under the most pressure? 

  Give me an example of something you did to deal with that pressure. 

 

 Can you think of a time recently when you had to deal with a number of major  

 tasks at the same time? 

 

 Has a member of your team ever failed to meet a deadline you have set them? 

 

 Can you give me an example of a time when you were proactive in anticipating  

  customer trends and changed systems accordingly? 

 

 What are your career plans? 

  What have you done to ensure that you achieve them? 
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Questioning      - Tendency to identify and understand information   

     through effective questioning. 

 

 Can you give me an example of a time when you correctly identified the needs of a 

 customer? 

 

 Describe a situation when you needed to find out some complex information from 

 someone. 

 

 Can you give me an example of how you dealt with a colleague who was difficult to 

 get information from? 

 

 Give me an example of a time when you found it difficult to understand the needs of a 

 customer. 

 

 Describe an occasion when you did not understand why you had been asked to do  

 something. 

 

 Describe some negative feedback you received from a colleague/customer/boss. 

  What did you do to fully understand it? 

 

 Give me an example of some work you did which involved you in having to collect 

 information from other people. 
 

 Can you give me an example of when you deliberately sought to develop a network of 

 informal contacts? 

  Describe how you use them to help you with your job/objectives. 

 

 Can you tell me about a part of your current job where you had to pass on opinions 

 and views of your staff? 

 

 Can you tell me about a time when you used a range of contacts to gain access to  

 some essential information? 

 

 Can you give me an example of when you had to achieve results through consulting 

 others within your team/other departments? 

  What did you do? 

  

 Who do you have to consult with to do your job effectively? 

  Give me an example of how you have used them. 

 

Can you tell me about a time when you gained the commitment of others so that they 

 contributed ideas towards the achievement of established objectives? 
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Reliability                          - Tendency to be dependable when given responsibility. 

 

 Describe to me an occasion when someone was counting on you doing something for 

 them. 

 

 Can you think of a time when you were given responsibility to achieve something? 

 

 Describe a time when you found it difficult to meet the deadlines of others. 

 

 Describe a time when you let someone down. 

 

 Can you describe the last time you were under pressure at work because of workload? 

  Did you manage to complete all the tasks required of you?   

 

 Have you ever completely forgotten to do something? 

  Describe what happened. 

 

 Have you ever let a customer down? 

  What feedback did you get? 

  What did you do about it? 

 

 Describe a situation when you were consistently let down by someone. 

  How did you feel about this? 

  What did you do about it? 

 

 Describe the worst occasion in which you have let someone down. 

 

 Have you ever been asked to do something important, yet your schedule was already 

 full? 

  What did you do? 

 

Can you describe a time when you helped someone out with a difficult task or 

project? 

 

 Have you ever had to refuse a task because your work schedule was already full? 

 

  Talk me through the example. 

What did you say/do? 

 

 Can you give me an example of the last time you were provided with feedback of  

your performance against objectives? 

 

 Have you ever let someone down? Describe their response.  

  What did you do about it?  

Has it happened since? 
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Self Control      - Tendency to behave appropriately in pressurised or   

     stressful situations. 

 

 What stresses you at work? 

 

 Describe an occasion when you managed your temper at work. 

 

 Can you think of an occasion when someone strongly opposed an approach you knew 

 to be correct? 

 

 Give me an example of a time when you were under pressure at work. 

 

 Describe something at work which annoyed you recently. 

 

 Describe a particularly difficult customer you have had to deal with. 

 

 Have you ever known a customer/your boss/ a colleague lose their temper? 

  What did you do? 

 

 Has anyone ever made you really angry? 

  What did you do?  

Describe how you felt/ replay the conversation to me. 

 

 Can you think of a time when you were a bit harsh on one of your staff due to work 

 pressures of your own? 

 

 Have you ever been delegated work when you had too much work to do? 

  Describe what happened. 

 

 Have you ever been asked to deal with a member of staff/customer/colleague on an 

 issue that you felt wasn’t yours to deal with? 

  How did you manage this? What was the outcome? 

 

 Have you ever had an argument at work? 

  What started it? Describe what happened. What was the outcome? 

 

 Has anyone ever given you feedback on your moods? 

 

 Describe an occasion at work when you had to ‘count to ten’ before doing anything. 

 

 Describe an occasion at work when you wished you had ‘counted to ten’ before  

 involving yourself. 

 

 Describe a situation in which you felt out of control. 

 

 Can you give me an example of a person whose behaviour you have found to be  

 irrational? 

 

 Have you ever helped out a member of your team who needed help, even though you 

 had enough work to do yourself? 
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Self Discipline     - Tendency to motivate oneself to continually    

     achieve objectives. 

 

 What motivates you at work? 

 

 Can you think of an occasion when you were bored at work? 

 

 Have you ever not had enough work to do? 

 

 Describe a time at work recently when you felt demotivated. 

 

 What things at work do you like doing the least? 

 

 Give me an example of something you have put off doing. 

 

 Have you ever been faced by a “brick wall” when trying to achieve an objective? 

 

 Have you ever known how to help a customer, but either systems or people were  

 standing in your way from doing it? 

  What did you do about it? 

 

 What part of your job do you find the most difficult? 

  Give an example of when you had to do this part of your job. 

 

 Can you describe a time when you put yourself into a challenging situation, knowing 

 that your capability would be stretched? 

 

 Describe a difficult goal you set yourself and achieved. 

 

 What achievement are you most proud of?   

  Why? What made you want to achieve these results?  

  What problems did you encounter? What did you do to overcome them? 

    

 Tell me about a recent success you had at work. 

  What did you do to make the task successful? 

 

 Tell me about a time when you persisted for too long on something. 

 

 Tell me about a time when you achieved something because of your persistence. 

 

 Give me an example of an unpopular decision you had to make. 

  Describe how you communicated the decision. 

 

 Have you ever had a really good idea rejected by your boss? 

  What did you do? 

 

 What is the biggest obstacle you have had to overcome in your current job? 
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Self Development     - Willingness to continually identify and respond to   

     personal development needs. 

 

 How does this job fit into your career plan? 

 

 What are your current personal development needs? 

 

 What areas have you developed yourself in over the past two years? 

 

 Have you ever done things in your job which was beyond what has been required? 

  

 Tell me about something which you’ve done that exceeded requirements. 

  

 Describe a time when your performance fell below your own expectations in a task 

Describe the situation and what you did. 

 

 What skills have you learned in the last year? 

  Why those skills? 

 

 Describe a situation where you have had to take on new tasks or roles. 

 Describe the situation and what you did. 

 

 What is the most difficult thing you have had to learn in your job? 

 

 Can you give me an example of when you were required to undertake some stretching 

 and challenging objectives? 

 

 What aspects of your job are you particularly good at? 

 

 What parts of your job do you find the most difficult? 
 

 What areas have you developed yourself in over the past two years? 

 

 Can you think of an occasion when you were bored at work? 

 

 Can you give me an example of when you were at work and found that you  

 did not have enough work to do? 

  Describe what you did. 

 

 Describe a difficult goal you set yourself and achieved. 

 

 What achievement are you most proud of? 

  Why? What made you want to achieve these results? 

  What problems did you encounter? 

  What did you do to overcome them?  

What was the outcome/were the results? 
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Standards of Professionalism - Tendency to perform to a high standard and to  

      exceed expectations. 

 

 Tell me how you have performed against your goals over the last year. 

 

 What are your standards for success in your current job? 

  Describe a time when you did not achieve them. 

 

 Describe the methods for setting standards in your current job. 

 

 Give me an example of some work you did recently which you were disappointed  

with. 

 

 Describe something you did recently which you were proud of. 

 

 Give me an example of when you exceeded what was expected of you. 

 

 Give me an example of a time when you were working with someone who didn’t tie  

up the loose ends properly. 

 

 Have you ever found a number of mistakes in your own work? 

  What did you do about it? 

 

 Describe an occasion when you needed to monitor someone’s work. 

 

 Has a customer ever complained about your standard of work? 

  How did you respond to this? 

 

 Describe an occasion when you had too many tasks to do in a day. 

  What did you do? 

 

 Can you describe the last time you made an impulsive decision? 

 

 Have you ever found a number of errors in someone else’s work? 

  What did you do? 

 

 Describe someone who irritated you at work. 

  What did they do to irritate you? What did you do about it? 

 

 Can you give me a recent example of a project/task you delegated? 

  Describe what you did to ensure the staff understood their level of authority. 

 

 Give me an example of a project in which your staff failed. 

   

 Give an example of a time when you did not follow customer service delivery  

  standards. 

 

 Give me an example of how you monitored the success of the organisation against the 

 business plan. 
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Team Working     - Tendency to work well within a team and to contribute  

     to successful achievement of the team's objectives. 

 

 Have you ever had a customer ask you to deal with something that was not part of 

 your job? 

 

 Have you ever felt that the team you were in was "carrying" a member of staff who 

 was not putting in enough effort? 

 

 Give me an example of when you have stopped doing something to help a colleague. 

 

 Describe a time when you had to work with a person you did not get on with. 

  What did you do? Did you say anything? Who to? 

 

 Can you think of a time recently when you had to deal with a number of major tasks  

at the same time and yet a colleague also needed your assistance? 

 

 Can you tell me about a time when you involved other people in a project because of 

 their specific expertise? 

 

 Give an example of an occasion when you gathered ideas from members of your  

team. 

 

 Describe a time when you did not consider the views of your team. 
 

 Describe an occasion when you motivated staff to work together to achieve results. 

 

 Describe an occasion when one of your staff was unable to maintain expected levels  

of effectiveness. 

  How did you find out about it? What did you do? 

  

 Describe an occasion when you motivated staff to work together to achieve results. 

 

 Describe someone you worked with whose behaviour irritated you. 

  

 What is the most difficult feedback you have had to give to someone you work with? 

 

 What is the most difficult decision you have had to make regarding your staff? 

 

 Have you ever found it difficult to be supportive to someone in your team? 

 

 Can you describe an occasion when a team you were a part of didn’t achieve their 

 objectives? 

  What caused that? 

 

 Have you ever had a personality clash with someone at work? 

  Describe what happened. 

 

 Have you ever had to work in a team where you felt other members of the team were 

 lacking in commitment or ability? 
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Understanding People       -  Tendency to empathise with others and to adapt   

     behaviour appropriately. 

 

 

 Describe an occasion when you had a difference of opinion with a customer. 

 

 Have you ever asked a member of your staff to do something which they disagree  

 with? 

 

 Can you think of a time when you changed your behaviour to fit in with someone  

else? 

 

 Describe two different approaches you have used with people in similar situations. 

 

 Give me an example of when you achieved agreement to implement your ideas. 

 

 Give me an example when you were right and your customer/boss was wrong. 

  What did you do about it? 

 
 Can you describe a time when you were unable to persuade a customer to accept your 

 recommendations? 

 

 Tell me about a time when you found it difficult to influence or persuade a member of 

 staff over an issue. 

 

 Can you describe a situation in which you had to get your staff to implement a policy 

 or decision that they did not agree with?  

  What did you do? 

 

 Can you describe a time when you consciously sought to understand the interests and 

 concerns of a colleague? 

 

 Can you describe a time when you successfully responded to the concerns of others 

 linking your own views to their views and plans? 

 

 Describe a time when you went against general feelings or policy to achieve  

 something. 

 

 Have you ever had to adopt a different interpersonal style when dealing with a  

 customer/supplier/boss to your ‘normal’ style? 

  Describe the last time this happened. 

 

 Can you give me an example of when you were asked to do something which 

 you felt was not your job to do? 

 

 Describe a time when you had to do something which went against company policy 

 or the system. 
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Verbal Communication    - Tendency to express information verbally in a manner  

     appropriate to the needs of the audience. 

 

 Describe the most difficult presentation you have given. 

 

 Describe the most enjoyable presentation you have given. 

 

 Have you ever had to explain something complicated to someone? 

 

 What is the worst communication problem you have experienced? 

 

 Can you tell me about a part of your current job where you had to pass on opinions 

 and views of your staff? 

  Describe an occasion when their views were turned down. 

  Describe an occasion when their views were accepted. 

 

 Can you give me an example of when you had to communicate bad news to your  

staff? 

  What did you do? 

 

 Can you give me an example of when you had to achieve results through consulting 

 others within your team/other departments? 

 

 Describe an occasion when you had to use different approaches with different people. 

 

 Describe a method you used to change people to your point of view. 

  Give me an example of when you used this method. 

 

 Give me an example of an occasion when you had to explain a complicated process or 

 idea to someone.   

  What did you do to ensure that they fully understood what you were saying? 

 

 Give me an example of when you achieved agreement to implement an idea you had. 

 

 Give me an example when you were right and your customer/boss was wrong. 

  What did you do about it? 

 

 Have you ever identified a potential problem that no one else has seen?  

  Describe how you approached the people involved. 

 

 Have you ever had to make a strong case to someone for resources/time you needed? 

  Describe what you did to back up your case. 

 

 Talk me through a time in your job when good verbal communication was important? 

 

 Does your present job involve you in making presentations to groups? 

  Describe the most difficult presentation you have given. 

  Describe the most enjoyable presentation you have given. 

  What was enjoyable about it? 
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Written Communication    - Tendency to express information in writing in a manner  

     appropriate to the needs of the audience. 

  

 Describe a time when you had to write to a customer who had complained. 

 

 Describe an area of your job where good written communication has been most  

important. 

 

 Does your job involve you in writing reports? 

  Give me a recent example of a report you have written. 

  Describe the most difficult report you have ever had to write. 

  Describe a report that you wrote that you were proud of. 

 

 Describe a time when you successfully summarised a large volume of complex data. 

 

 Give me an example of an occasion when you had to explain a complicated process or 

 idea to someone in writing. 

  What did you do to help their understanding? 

 

 What is the most rewarding piece of written work you have ever produced? 

 

 Give me an example of written work that you have put off doing. 

 

 What’s the most difficult letter you have written? 

 

 Have you ever identified a potential problem that no one else has seen?  

  Describe how you formulated your ideas/put together your case. 
 

 Give me an example of some work you did which involved you in having to collect 

 written information from other people. 

 

 Can you describe a time when you analysed some data or information in your job? 

 

 Tell me about an occasion when you needed to collect information from   

 customers. 

   

 Can you give me an example of when you used information to identify and 

 analyse trends 

 

 Describe some negative feedback you received about a piece of written work you 

 produced. 

 

 Have you ever been unable to produce a written piece of work asked of you? 

 

 Describe a task which you had to carry out which involved written work in a format 

 you were unfamiliar with. 

 

 Have you ever had to present a case for financial expenditure? Describe it to me. 

 

 What is the most recent proposal you have written? 
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Answers given should be followed up to ensure adequate evidence is gained. The following is 

a list of generic follow up questions to ask to probe further: 

 

 What was the situation? 

 

 What actually happened? 

 

 What did you specifically say? 

 

 Replay the conversation to me... 

  What did they say? 

  What did you say to this? 

 

 Who else was involved?  

  What contribution to the project did they make? 

 

 What was the result? 

 

 What analysis did you do? 

 

 What did you do with the information? 

 

 Why did you make this decision? 

 

 What alternatives did you consider? 

 

 What data did you obtain to base your alternatives on? 

 

 Why did you handle the detail in this way? 

 

 Can you give me a specific example? 

 

 What happened? 

 

 What were your specific duties? 

 

 Can you recall what... exactly happened? 

    you said? 

    they said? 

    you did? 

 

 What exactly do you mean by...? 

 

 Describe what was going on in your mind at the time. 

 

 Paint a picture for me to describe the situation. 
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How to ask Behavioural Questions 
Behavioural interviewing differs from other forms of interviewing in that we are not 

interested in what the candidate thinks they would do in a situation but in what they 

actually did. 

 

You ask the candidate to recall a situation in the past and can then ask about what 

happened and what they did.  

 

The process runs like this: 

 

Question: “Can you recall one time when you...?” 

 

It is important to ensure that the candidate only talks about one occasion in their life. 

Sometimes the candidate will say, “Oh yes, this has happened lots of times.” The 

interviewer must interrupt and again ask them to recall one occasion only. It could be 

useful at this stage to help focus them on one occasion by asking, 

 

Question: “Can you remember the most difficult/challenging/memorable...?” 

 

People are more likely to remember something out of the ordinary, particularly when 

they have a number of examples to choose from, so it is a good idea to ask for 

extremes. 

 

When they have recalled the occasion, you need to then start probing to find out the 

area to focus your questioning on to get to their behaviour. 

 

Question: “What was difficult/challenging/memorable about it?” 

 

The candidate should then move to the stage in the situation that we want to find out 

more information about and we can probe further to get to their actions.  

 

Question: “Tell me what you did.” 

 

This will give us information about what they did but will not tell us much about how 

they did it. For example, a candidate might tell you that they asserted themselves. But 

what does this mean? People have differing understanding of the meaning of the word 

“assert”. They might have held the other person against a wall by their throat or taken 

them to one side and explained things to them. We must not be drawn into making 

assumptions about the meanings of words and the actual behaviour of a candidate so 

another question is needed. 
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Question: “Please describe what you did.” 

 

The action will give you the detail as to what they actually did but there is still more 

evidence to get as we still have their subjective words to work with, as in, “I 

explained to him what he should do.” . We still don’t know how the candidate did this 

so we need to go further. 

 

This is the best possible evidence. This is where we find out what the candidate 

actually said. By waiting until we have got them to this stage they are more likely to 

be able to vividly recall their words and actions quite accurately. It is common for a 

candidate to not only recall the words they used but to deliver them to you using the 

same tone of voice and body language actions they used at the time. They are often 

unaware they are doing this. The question to ask at this stage is: 

 

Question: “Tell me what you actually said to them.” 

 

You may need to follow with further questioning to hear the whole conversation, 

 

Question: “How did they respond?” 

 

Question: “What did you say next?” 

 

Question: “Then what happened?” 

 

A simple process will help you to ensure you are getting to the required depth to bring 

out behavioural evidence: 

 

SITUATION:  Get the candidate to recount the story of one occasion  

   they carried out a particular activity. 

 

TASK:  What was the task? Sometimes it is useful to know what  

   the task was. 

 

ACTION: Find out how they behaved during this activity – what did they 

do and what did they say? 

  

RESULT: Sometimes it is useful to know what the end result/outcome 

was. 
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Summary 

 

The best evidence is when we find out the words the candidate actually used when 

talking to someone. Some evidence will not involve their interactions with another 

person so the best evidence here is to find out their precise actions. 

 

Subjective words and phrases such as, “...asserted myself”,  “...told him what to do” 

and “calmed them down” must be probed so that we can find out the actual behaviour 

exhibited, and words used during conversation. 

 

Use the STAR model to help you remember. 

 

Remember - behavioural interviewing is about really digging deep to understand 

what a candidate did  in a situation. 

 

Tips for probing for the situation or task 

 Describe the situation that you faced … 

 Why did you…? 

 What caused you to …? 

 What were your reasons for…? 

 What were the circumstances surrounding…? 

 

Tips for probing the action 

 What did you do? 

 Tell me specifically what you did. 

 What was your role in that? 

 How did you react? 

 What did you say to them? 

 Can you recall the conversation to me? 

 Can you replay what you said? 
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Tips for probing the result 

 What was the result? 

 How did that affect…? 

 What was the outcome? 

 How was this outcome directly related to your actions? 

 

Why probe? 

 To get the full picture 

 To get beyond subjective opinion 

 To dig into vague responses 

 To go beyond general ‘we’ responses - ask ‘What was your role in this?’ 

 To gain rich evidence 
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Funnel 
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STAR Activity and Debrief  

 
Exercise - using STAR 
 

This exercise is designed to give you the opportunity to practice STAR. 

 

Each person is to select one STAR they are happy to be interviewed against. 

 

 

 

1 Form groups of three made up of a person each labelled as 1, 2 and 3. 
 

2 1’s job is to be the candidate to be interviewed. 1 will need to share their STAR with 2. 
 

3 2’s job is to interview 1 using 1’s STAR. The interview should be 8 minutes maximum 

duration. 

   

4 3’s job is to observe the STAR in action. 2 is the timekeeper and must ensure the 

interview does not overrun. 
 

5 After 10 minutes, person 3 should give a maximum of 5 minutes feedback to person 1, 

including checking for understanding.   
 

6 Each person should change roles and repeat the exercise until each has had the 

opportunity to be 1, 2 and 3. 
 

Before starting the exercise take 5 minutes to think of examples for your own behaviours 

selected as 1 and 2 and fully read the handout on behavioural interviewing.  Make sure you 

have looked at the content and layout of the observer sheets as you will be asked to give 

effective feedback. 
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Observer sheet for the STAR exercise 

 

How well did person 1: 

 

1 Adopt an open posture? 

 

 

 

2 Seem to give 2 their full attention? 

 

 

 

3 Answer the questions asked. 

 

 

 

4 Maintain good eye contact? 

 

 

 

5 Look comfortable  

 

 

 

6.  Use STAR to sell their behaviour: 

 

Situation 

 

 

Task 

 

 

Action 

 

 

Result 

 

 

 

7 Anything else? 
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Question Types 

 
Jay  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mary 
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Jay 

 

Tell me, Steph, what do you think you bring 

to the job? 

 

Do you think you can handle most types of 

customer? 

 

Do you ever get angry  

customers?  

 

Do things ever get heated? 

 

Do you get involved in  

resolving complaints or isn’t it part of your 

job? 

 

So what would you do if a customer is com-

plaining about the service? 

 

What if they didn’t agree with you? 

     

What if the supervisor wasn’t in….? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mary 

 

Can you think of a recent shift when YOU 

personally dealt with a customer complaint? 

 

Can I remind you…I’m looking for a cus-

tomer complaint YOU personally managed? 

 

What did you do? 

 

Do you remember the conversation?  

 

Can you talk me through it? 

 

What made you think that? 

 

What happened next? 

 

Can you talk me through what was said next? 

 

How did the conversation end? 

 

Can you think of the most difficult customer 

complaint you’ve managed personally? 
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Coaching 
 
Interviewing is a skill and it is important for our personal and professional development to 

allow some time to debrief how we performed. Areas to focus on can be how we worked as a 

team, as an individual interviewer, good questions asked and things to improve on. 

 

Use this as a framework: 

 

Date of Interview  

Candidate  

Interviewer(s) Name(s) 
 

 

 

What did we do well as a team? 

 

 
 

Could we improve our team work? 

What did I do well? 

 

 

 

Could I improve? 
 

 

 

What is the one thing my co-interviewer 

did well? 

Is there one improvement my co-

interviewer could make? 
 

 

 

Anything else? 

 

 

 

 
 

 
Actions that will take me closer to achieving my goal(s) of:  
 

 

Action By Whom By When 
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Date of Interview  

Candidate  

Interviewer(s) Name(s) 
 

 

 

Goal – What is the 

outcome? 

 

 

 

 

 

 

 

 

 

 

 

 

Reality – What is 

happening right now? 

 

 

 

 

 

 

 

 

 

 

 

Options – What could 

I do? 

 

 

 

 

 

 

 

 

 

 

 

Will – What will I 

commit to: 

(See format below) 

 

 

 

 

 

Actions that will take me closer to achieving my goal(s) of:  
 

 

Action By Whom By When 
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Taking Notes 
 

Interviewing is concerned with gathering high quality evidence in order to assess a 

candidate's suitability for a job. Evidence can be obtained in many forms: it may be given in 

writing, such as on the application form, CV or covering letter, it may be formed during 

observation of behaviour during a test, such as would be carried out in an assessment centre, 

or it may be the candidate's words and actions during the interview. In all cases, it is vital to 

record all information as accurately as possible. 

 

Information should not be left to memory. After conducting a number of interviews, it is very 

easy to confuse one candidate's answer with another, which will lead to a lack of factual 

evidence. You have only to think of house hunting and how confused you are with the finer 

detail within one house after viewing three houses! 

 

Accurate and prompt note-taking is essential not only to aid a poor memory, but to avoid 

confirmation bias and the halo effect. Confirmation bias is the tendency to make decisions 

early on in the interview and then use any information given to support this bias. The halo 

effect is the tendency to generalise on a strength and use this to support a favourable opinion 

about the candidate. Good notes, accurately taken, will help to overcome these tendencies. 

 

Practise helps the interviewer to write brief phrases and notes, without looking as though they 

are ignoring the candidate. If abbreviations and catch phrases are jotted down, it is important 

to write these up as soon as possible after the interview to ensure the full meaning is not lost. 

 

Try designing forms to help in this process. Examples follow to stimulate ideas. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Recruitment Interview Techniques 

Copyright: The Development Company Limited  2    (taking notes) 

The Development Company 
Tel: +44 (0)1604 810801 Fax: +44 (0)1604 811439 Email: training@thedevco.com  

Website: www.thedevco.com 

example 1 – Questions per behaviour 

Front Sheet 

 

Behaviour: 

 

 

                                                                                                                                                 

 

Questions: 

                                                                                                                                                             

1. 

 

 

2. 

 

 

3. 

                                                                                                                                                       

Responses: 
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example 2 – Split page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Questions:  Notes: 
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Example 3 – Code questions to aid both interviewer and note taker 

 

 

 

Behaviour - Working as part of a team 
 

TW1. Can you think of a time when you supported a colleague without being asked?  

 

TW2. Can you think of someone in your team who doesn’t pull their weight? 

 

TW3. What is the most unusual idea that has been brought to you by a colleague? 

 

TW4. Has there been an occasion when you supported a colleague’s idea even though most  

people were against it? 

 

 

Notes:   
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The Assessment Process 
 

It is important that, as part of behavioural interviewing, you should write down 

everything that the interviewee says which provides you with evidence. This will 

include actions they took in a situation and particularly, what they said to a person, 

what the person said back to them and how they responded to that person. After the 

interview has finished, you should systematically analyse the transcript against the 

behaviours you are testing for. You should also bear in mind that they will display 

behaviours you are not testing for and evidence of these should be included if it has a 

bearing on the quality of the candidate. 

 

It is important that you don’t start assessing whilst still interviewing as this may sub-

consciously bias your judgement. This may lead to selective listening or questioning 

the interviewee to support the profile you are forming about them.  

 

A good interviewer will look on the interview itself as consisting of two distinct 

phases: 

 

 Phase 1   Question the interviewee 

 (During the interview)   

     Record the evidence 

   

     ----------------------------- 

 

 Phase 2   Assess the evidence 

 (After the interview)  

     Decide the outcome 

 

When assessing the evidence and deciding the outcome, use the following scale to 

score each behaviour: 

 

 

  +2  Significant evidence of positive behaviour 

 

 

  +1  Some evidence of positive behaviour 

 

 

  0  An absence of the behaviour 

 

 

  -1  Some evidence of contrary behaviour 

 

 

  -2  Significant evidence of contrary behaviour 
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Note Taking Practise 2 – Assessment Example 

 
Planning and Co-ordinating – (P&C) Tendency to organise self and others 

effectively to achieve goals. 
 

How do you organise your day? 

 

Glyn The first thing I do is to look at my tasks and what is urgent and what 

can wait. I look at the timescales and the knock on effect of not doing it. I then 

write a list. 

 

Talk me through your most recent really busy day. 

 

It was last Wednesday, actually. I had month end closedown to do, loads of 

inputs but I also had to make time to have an urgent meeting with my Manager. 

He had asked me to look for an alternative supplier for some of our  most 

popular fabric.{Next line is said in Side conversation style}  We were down to 

about a month’s worth of production stock and our current supplier had gone 

into administration and didn’t have any in stock anyway. Well, we needed to 

get prices. That was my top priority that day and it just stole my time. 

 

What did you do? 

 

Well, we know the fabric is made overseas, so I first contacted the 

manufacturer and got the details for two local distributors. I then asked them 

for prices and I put these into a spreadsheet for my manager, showing all the 

different options – {Use your hands here to ‘show’ the different columns} - 

volume, delivery timescales ,payment terms,  that kind of thing. The supplier 

I’d recommended was slightly more expensive but had better payment terms. 

 

Did you get to have your meeting with your Manager that day? 

 

Yes, but the only way was to use up a lot of my time by nagging him.  

 

 

What do you mean by nagging him? 

 

I kept going into the warehouse looking for him…I put calls out for him to 

answer but he kept putting me off because he was really busy. I eventually got 

his agreement for a ten minute meeting over a coffee break. Once he’d looked 

at the figures, he agreed to the supplier I recommended.  

 

How much time did getting your Managers attention  take - as an estimate? 

 

Well, I don’t know.. I suppose an hour from my day. The problem was more the 

disruption to my work. I set an alarm so that every 15 minutes I was nagging 

him 

Assessment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P&C +1 

 

 

J+1 

 

 

 

DET +1 

P&C+1 

 

 

 

 

DET +1 

P&C +1 

 

 

 

 

DET +1 
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Was there anything that didn’t get done on that specific day, something that    

you’d planned to do?  

 

Yes! I didn’t get the minutes of the senior team meeting finished because of 

this, which meant I didn’t meet the expected standard of 24 hour 

turnaround. I also didn’t do the usual filing of emails and tidying up and I 

didn’t check an order I signed for, which I usually do. 

 

What made you prioritise to not do the minutes? 

 

Nothing, really. I just ran out of time. All I did was to let the SMT know I’d 

get them done the next day. My manager sent an email to all SMTs to say I 

was working on a priority.  

 

What did you get done, then, in between these alarms you set yourself? 

 

I did all the inputs except two exceptions, but that is normal. In fact, I 

usually have more exceptions than that. I spoke to the office manager and 

he was happy I’d cleared to the last day of the month and so I ran the 

reports and emailed them to the address list. I did everything I planned to 

do, well, apart from the minutes, filing…and checking the order, like I said. 

 

Were there any knock-on effects to the decisions you made that day? 

 

I had double the filing to do the next day.  I had a tricky time with the order 

I’d accepted because I forgot about it for two days and when I checked it, it 

was short delivered and the supplier argued that I should have let them 

know within 24 hours of delivery. I had to spend a lot of time looking up 

their SLA – um, service level agreement – with us and it actually says 2 

days, so I went back and told them this. Looking for the SLA did take 20-30 

minutes that day.  I think they are just used to me checking orders 

immediately. 

 

 

Can you think of a day when you achieved more than you planned to do?... 

 

 

 

 

 

NB ; Using the codes from the behaviour list, this is an easy task to do and 

requires little re-writing of notes.  

 

P&C – Planning & Co-Ordinating 

DET – Determination 

J = Judgement 

 

 

 
 

Assessment 

 

 

 

P&C +1 

 

 

 

 

 

 

P&C +1 

 

 

 

 

 

P&C+1 

 

 

 

 

 

 

 

P&C+1 
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Job Position:                                                  Department: 

Candidate Name: 

Interviewers Names:                                      Date of Interview: 

Behaviours Assessed 
1. 

Evidence: 

 

 

 

 

                                                                                                                   Rating: 

2. 

Evidence: 

 

 

 

 

 

                                                                                                                   Rating: 

3. 

Evidence: 

 

 

 

    

 

                                                                                                                Rating: 

4. 

Evidence: 

 

 

 

 

 

                                                                                                                   Rating: 

5. 

Evidence: 

 

 

 

 

 

 

                                                                                                                   Rating: 
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Assessing the Evidence 1 Script 
 

Reliability    - Tendency to be dependable when given responsibility. (R) 
 

You’ve given me a few examples in the interview when the client has been 

happy  with your service. Can you think of an occasion when you let somebody 

down? 

 

Monica Mmmm….No, not really. I hate letting people down….. 

 

I’m thinking of just ONE time.   

 

Mmm yeah The only thing I can think of, really,  is,  well. I was in the middle  

of a busy day and I got a call from a candidate to say they couldn’t make their 

interview. We hold interviews remotely and I completely forgot to let my Boss 

Ian know.  {Laughs, embarrassed}. 

 

Talk me through what happened then. 

 

Well, Ian called me from the venue and said ‘I’ve just called the candidate and 

he said he cancelled with you two days ago. Is that right?’. I apologised, of 

course. {More nervous laughter}. 

 

What did you say? Can you replay the conversation to me? 

 

I said “Ian I am SO sorry. It slipped my mind. I was doing the projections and 

forgot to let you know.”. I mean it was awful because he’d had a four hour 

drive to get there and I mean, his journey was completely wasted.  Ian said 

“Monica, I know it doesn’t happen very often but you MUST remember to let 

me know in future.”  

 

Ian said ‘it doesn’t happen very often’. What did he mean by that? 

 

Well, I think it’s easy to forget messages in our office really. I mean I’ve never 

forgotten anything…not as big as the interview cancellation . (Laughs) I mean 

just everyday things like not  passing on messages,  that’s all. 

 

 ‘It IS easy to do, especially when I’m on my own and looking after 

reception…when there’s no-one…. 

 

Reliability (R) 

Verbal Communication (Ver) 

Assessment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

R - 1 

 

 

 

 

 

 

R -2 

 

 

 

 

 

 

VER +1 
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Assessing the Evidence 2 Script 
 

Behaviour being tested: Decisiveness: Tendency to make decisions, take action 

or commit oneself quickly. (Dec) 
 

Mary: Talk me through a time when you had to make a decision in the heat of 

the moment. 

 

…most days, really.  It’s a chaotic job. I often think the job is a bit like… 

 

Mary {interrupts}….I’m looking for ONE specific time when you had to 

make a decision on the spot. 

 

…well, Mondays are the worst because orders flood in after the weekend and I 

have to do credit checks. I have to decide who gets their goods and who 

doesn’t. What I do is… 

 

Talk me through a decision you made LAST Monday – one decision that sticks 

in your mind. 

 

Monica       …Mmmm… Last Monday’s not a good one because it was a bit 

slower than normal, plus   I…uhhh. (PAUSE) 

 

Talk me through the LAST time you had to make a decision in the heat of the 

moment. 

 

Monica    OH, I have thought of one. It was last Friday lunchtime. I was meant 

to be shadowing Reception for my own learning but the usual receptionist was 

sorting out a mis-delivery and was in the warehouse and the Reception 

Supervisor was off sick so I ended up having to cover (and learn) on my own. 

{Goes into general chit chat} It was good, actually, I learned loads. I mean I 

think observing is good, but… 

 

Tony    Can you recall the decision you made when you were working on 

Reception? 

 

Monica    Yes..yes, A couple of decisions, really. One was a real problem. I had 

three members of staff and an external assessor who were really stressed. 

They’d been in earlier and had been told they couldn’t use the main Training 

room for the health and safety assessments  and they’d been sent to site B, it’s 

about a mile away from the main office. 

 

Mary What do you mean by, they “were really stressed”? 

 

Monica        Well, the assessor was upset because he couldn’t park at Unit B.. 

He was saying “I’ve got loads of equipment to bring in, and I’m parked too far 

from your  building plus we’ve looked at the room over there and it’s not 

suitable for the exam.”. It was more our staff that were stressed, shouting at 

me. 

Tony How did they behave? 

Assessment 
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Monica       They were upset because they had an exam, and they’d been 

messed about and they were just swearing and shouting about this place not 

having their room ready  for them. I’d rather not say exactly what they were 

saying, if you don’t mind! 

 

Tony  Yes, that’s fine.  What did you do? 

 

Monica   I looked at the booking log and saw the Marketing Manager had 

booked the Main Training room and yet meeting room 2 was free all day. I 

decided to switch the room bookings and told the Assessor and our staff  to 

go straight into the Training room  and set it up. I then immediately printed 

An Exam Silent notice to stick on the door of the Training room, which I did. 

The Marketing Manager wasn’t happy when I called her because she 

wanted to practise a presentation in the Training room but once I’d 

explained why I’d switched the rooms  she was OK about it. It was their 

exams after all and like they said – they were as nervous as anything and 

wanted to get on with it 

 

Mary Talk me through the call with the Marketing Manager.  

 

Monica I called and she was on voicemail so I said ‘You booked the 

Training room today but I’ve had to switch you to room 2.’ I’d hardly hung 

up and she was on the phone! She started straight away “I specifically 

wanted the Training Room today because I’m taking the team in to practise 

the pitch to Samuels. You can’t do this!” I said to her ‘I am sorry however 

the health and safety exams can only be held in there and I had to decide 

what to do because the Assessor had been booked.’ She was fine then 

because like she said we’d have had to pay for the Assessor if not. 

 

Tony You said you had two decisions? 

 

Monica I interrupted the MD – he was meeting with a client in his 

office but his wife called wanting to speak with him. I could tell she was 

crying and so I decided to interrupt the MDs meeting. She said she didn’t 

want me to, it was nothing, But. Just call it intuition…I knew she wanted to 

speak to him. Later that day the MD called and thanked me for putting her 

call through. 

 

Tony What did the MD say to you? 

 

Monica He said ‘I REALLY appreciate your initiative in putting her 

through, as…’ 

 

 

Dec = Decision making 

UP = Understanding People 

SP = Standards of Professionalism 

Assessment 

 

UP +1 

SP + 1 

 

 

 

DEC +1 

 

 

 

 

 

UP +1 

 

 

 

 

 

 

 

 

 

 

UP + 1 

 

 

 

 

 

 

 

 

 

UP + 1 
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Interviewee Briefing 
 

Thank you for taking the time away from your work to come along to our Recruitment and 

Selection Interviewing course as a volunteer interviewee. Our trainee interviewers will 

benefit enormously from this practical experience and we hope that as an interviewee you 

will gain from it. 

 

 The interview will last about 30 minutes (first interview of day 2)/ 30 minutes (second 

interview of day 2) 

   

 The interviewer will not be going into detailed explanation about the organisation 

   

 The interviewer will ask you to give an example of an experience that you have had so 

they can determine the competencies you displayed in that situation 

   

 Try to provide examples that apply specifically to you and describe those in the first 

person. If you talk about “we” it will make it difficult for the interviewer to understand 

your individual actions 

   

 Take your time and speak clearly 

   

 The interviewer is probably more nervous than you are 

   

 The interview is being filmed to enable the interviewer to see themselves from the 

interviewee point of view 
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Interviewer Feedback 

 

Interviewee ............................................. Interviewer ............................................. 

 

      Interviewer ............................................. 

 

Feedback for the interviewers 

 

1. What was your first impression of the interviewers? 

 

 

 

 

 

 

 

2. How did you feel during the interview? 

 

 

 

 

 

 

 

3. How do you feel you came over? 
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4. What do you think the interviewers learned about you? 

 

 

 

 

 

 

 

5. List areas where you think you did not meet the job requirements. 

 

 

 

 

 

 

 

6. List areas where you think you did meet the job requirements. 

 

 

 

 

 

 

 

7. What will you do differently next time? 
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8. Give one piece of advice to help the interviewers improve their performance. 

 

 

 

 

 

 

 

9. What is your impression of this organisation? 

 

 

 

 

 

 

 

10. Any other comments? 
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Interviewee Feedback 

 

Thank you for taking the time to come along as a volunteer interviewee today. It is useful as a 

trainee interviewer to gain ‘real’ interviewing experience. 

Competency based interviewing is the best practice method for recruitment interviews, 

however you may not always be interviewed using this style. It is always good to give clear 

examples of behaviours that you have demonstrated. 

 

Interviewee ………………………. Interviewer(s) ……………………………. 

 

     

Strengths 

 

  

  

  

  

  

  

  

  

  

Gave useful examples of business experience demonstrating competence in: 
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Areas for improvement: 

 

On CV: 

  

  

  

  

  

  

  

  

  

  

 

 

Summary: 
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Exercise – Co-Coaching 
 

This exercise is designed to give you the opportunity to use reflective learning practice. Take 

5 minutes to discuss your experience in the second real play interview.  Be prepared to share 

one learning point with the group. 

 

How well did I?: 

 

1 Adopt an open posture? 

 

 

 

2 Give the interviewee my full attention? 

 

 

 

3 Ask behavioural questions? 

 

 

 

4 Maintain good eye contact? 

 

 

 

5 Using encouraging non-verbal messages? 

 

 

 

 

6.  Use STAR to keep control of the interview. 

 

 
 

 

What was the best thing I did? 

 

 

 

 

Is there one thing I could improve? 
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Interviewer Checklist 
 

Date of Interview  

Job Position  

Interviewer(s) 

Name(s) 
 

 

 

Schedule 

 

Candidate’s Name Time of Interview 

 

 

 

 

 

 

 

 

 

 

 

 

 

Environment  

 

Interview room(s) available   ............................................ 

Room and seating style   ............................................ 

Room available for selection tests  ............................................ 

Admin./reception staff aware of logistics ............................................ 

Lounge area available prior to interview ............................................ 

Telephone calls held    ............................................ 

‘Do not disturb’ sign to stop interruptions ............................................ 

Tea/coffee/water ordered   ............................................ 

 

Materials 

 

Application form/CV    ............................................ 

Job description    ............................................ 

Person specification    ............................................ 

Questions      ............................................ 

Paper for note-taking/pens   ............................................ 

 

Job advertisement    ............................................ 

Terms and conditions of employment ............................................ 

Recruitment & selection policy  ............................................ 

Equipment for skills testing   ............................................ 

Interview assessment form   ............................................ 
 


