HSA Interview Team Training – Video and Group

Objective
· Determine which candidates:
· Best match the position description requirements and characteristics
· Will be selected to move on to the on-site interview
· Decision to be made no later than (date)
Preparation
· Candidate 
· Process logistics, instructions with timing emphasis
· Search Committee names, titles
· Selected HS Unit documents to distribute to candidates and provide search committee
· Search Committee
· Provide 2 questions per committee member; HSA will format to 2 circuits of questions
· Process logistics, scheduling intervals
·  Resumes, Position Description 
· Video Q & A form for notes with assigned, questions in order
· Selected HS Unit documents (see above)
· If a committee member is scheduled but unable to attend, call or text cell 206-SSS-SSSS
Process
· Arrive at video conference venue 10 minutes prior, seated at 5 minutes prior (tent cards with name)
· Refreshments available outside video studio
· Forms distributed 
· Microphones on mute until connection goes live at interview start time
· Interviews will start and end on time unless a delay related to technical difficulties occurs
· Cell phones/pagers mute or vibrate if on emergency call duty
· If committee member delayed, please slip quietly into room and HSA will point you to seat
· Present consistent professional, polite demeanor; be aware of ambient noise; expressions
· Each candidate should sign off feeling hopeful - regardless of performance
· Hiring Manager (HM) will welcome candidate, lead brief introductions (name, role, years at UW/HS Unit)
· HSA or HM will briefly explain process (similar to phone screens, note-taking, requests for clarity, etc.)
· Search Committee members will ask questions in order; 1st cycle and then HM will indicate 2nd circuit
· HSA or HM will facilitate flow of questioning, responses
· At 45 minutes in, determine where to stop for candidate questions
· HSA or HM will field candidate’s question to appropriate responder (pre-determined signal)
· [bookmark: _GoBack]HSA or HM will wrap
· Provide candidate with next steps, timeline
· Thank and sign-off (mute microphone)
· Intermission
· Please avoid discussing candidates; an hour will be scheduled following the final candidate to discuss observations and make selection recommendations
· Complete notes to retain until video interviews are complete or provide to HSA for interim storage


Behavioral Interviewing - Past behavior is best predictor of future performance
· Actual events/experiences determine the presence or absence of a skill; questions designed to elicit response
· Avoid “what if” questions, unless hypothetical approach is only way to test capacity
· Use Search Committee Q&A form (video) or Candidate Performance Summary (on-site visit group)
· Behavioral based questions – not intended to undermine knowledge,  experience, interests of team members but to elicit responses that provide useful, standardized data for hiring manager

Effective Interview Techniques
· Put applicant at ease; explain process, introduce (already provided process information via email)
· Professional, polite presence
· Use consistent format – rotate questions, appoint lead/facilitator (typically the Hiring Manager “HM”)
· Comparing candidate against standard – not each other



1

