


T T DOES IT MATTER?

Hire In haste

Regret in leisure!




T OB DESCRIPTIO)NE

I Define the job before you. fill It

I Use to,screen/evaluate
applicants and later to analyze
performance




TAPPLICATIONS/HESUMES

I Applications must be kept.on
file for a minimum of two
years

I Creating your ewn application-
CA laws andipretective clauses

I Resumes are N@irlegal
documents




I Sort by position they are applying
for

I Use jolb description priorities to
match strengths,of candidates and
sort acconrdingly.

1 Look for tansteranle skills
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I Prescreening (Phone)’Interview
1 In Depth Interviews:

I Structured (Repetitive)

I Patterned (Target)

I Stress

I Directive

0 lor-directive




I Panel/Group
I Multiple
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ARENOUIEPRERARED?

I Interview checklist

1 Are you familiar with the duties
and reguirements of the jol?

1 Do you have questions prepared
for all phases efiinterviewing?

1 DO Y eUNGYYANIEIIISVWELS Vou
zlgei|ooliric] for?

1 Are you preparediteranswer
QUESLIONSZ: i e




CTHUTERVIEW CAUTONE

1 Job related guestions
I Hard skills

1 Soft skills
I Closed/7@penrended guestions
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T TYPES OF QUESTIONE

I Informational
I Situational
I Behavioral




Sarriole Ouestiors

Describe the work environment or
culture In which you are moest
productive and happy

How would you define “success’™ for
your career?

Describerawenrksitiation in which
you moetivatedranotiier person. How
did you do thisZ Whatwere the
resulits?




Sarriole Ouestiors

I Tell me of a situation where you
had to adjust quickly to changes
over which you had no control.
What was the impact of the
change on you?

I What steps,do yeuitake to study a
problemBefere making a decision?

1 Tell merakeuta timewhen you
spotted a smallfpreplem and fixed
It befere It Pecame a imajor Issue




Sarriole Ouestiors

I Describe a time’where others
disagreed with your ideas for a
project. What did you do?

1 Tell me about a time when you
worked with a fellew student who
was not:.completingltheir share of
the worke Didiyeu tell anyone
about 1t? Wasicorrective action
taken?




FATIR EMPLOYVIENT LAVE

I FEHA, Civil Rights Act, Title VII (and
subseguent amendments and._acts):

Against the law! te discriminate In
employment based on race, religion,
color, natienallergin, sex, age, medical
conditienpsyphysicailermental
ollstzlo)lliti2s, oraciriainicy, calllele)jgig)
miliaRyastatlsSaeliINANnantal status,
sextal erentEineRiaEisExual identity
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L ADA REGULATO)

1 It’s all In the' perception
I Don’t ask about disability

I Don’t require a medical exam
before makingra joelb offer

1 Interviewing a disabled person




OTrRIER AREAS
TO AVO|L

I Personal finances
I Clubs, organizations, affiliations
I Church

I Personal hobbies/weekend
activities

I Weilght, height; lhealth

1 Family,

I Political attithides

I Criminal histery (arrests)




YOU VIAY ASK

I Criminal record, (convictions)
I Military service

1 Language
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T (U MAY INFORY
APPLICANTS

1 Citizenship
1 Family,

I Reasonable accommodations
for religiews olbligations




IHAYRID OO EHIIN IS

Did you have any supervisory.
experience at your last job?

It Is a yes/no guestion

Describe seme Gff the Supervisory.
challenges you facediin your last
position




IHAYRID OO EHIIN IS

Do you like to work under tight
deadlines?

“Sends” the right answer and IS
yes/no

Descripeyouridealiwerk
environment




IHAYRID OO EHIIN IS

What do you think of-the Lakers’
chances this year?

Is not work related

Ask anything that helps you
evaluate the candidate’s skills for
the job




IHAYRID OO EHIIN IS

Would your religion prevent you
from working over the weekend?

The question is illegal

TThe worksieurs ek this position
are 8 am e/ 4 pm\Vednesday.
throughStnday. Canyoeu Wwork
those days?




The Reason
You

Probe

WWWANV. careerbunlder.com/Zamsn



http://www.careerbuilder.com/msn
http://www.careerbuilder.com/msn

TrzE INTERVIEVY

I Establish a rapport/set
guidelines/beware of casual topics

1 80/20 rule
I Observe nenverdalibehavior




MIAER SIHENALES

1 When telling the truth, your body
language, face and words are all
congruent.

I What are your body language
signals saying?




TrzE INTERVIEVY

I Take notes-separate tablet

I Offer the candidate an opportunity.
to ask guestions/provide realistic
Information

I Advise the candidate of what
happens Rexit




INTERV =Y
=VALUATIONE

I Determine your evaluation
criteria

I Complete an evaluation form
Immediately after the
Interview. Stickestiictly to the
form and de et make any
notes on It uRIess they are
Specific terthe Jel tepic




=VALUAT IONS o,

I Avold the biases:
I Stereotyping
I Negative emphasis
I Horn/halo effect
1 Similarte,me/Zdifferent than me
I Contrast effiect




HEMEMBER....

I How much can we change a
person after we hire him/her?

I Where are we likely to see the
most Improvement?




10 MISTAKES

I Unclear on position

I Use “gut feeling™ only

I “Go with the flow™

I Break the ' 80/20ule

I Do notipreke hlanket” response




TO MISTAKES car,

I Give In to work/market pressures
1 Sell the job

I Oblivious to legal “dos and don’ts”™
I Ask meaninglessiguestions

I Listen terwerds enly,




I Critical Success Factors
IWhat does the job reguire to

succeed?
I1Knowledge
1SKIllS
1ABIlItIes




T U HELPFUL WEBSITES

WW\W.Salary.com

WW\W. MmoNnster.com

wWwW\W. flipdog.com
WW\W.careerbuilders.com
hitp://humanreseurces.about.com



http://www.salary.com
http://www.monster.com
http://www.flipdog.com
http://www.careerbuilders.com
http://humanresources.about.com
http://www.salary.com
http://www.monster.com
http://www.flipdog.com
http://www.careerbuilders.com
http://humanresources.about.com

SUMMAFR Y

I Define your needs

I Evaluate solely on job-related
criteria

I Focus onghiring the most qualified
person

1 Know thelaws
1 Think for the iuture
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Linda Robinson, PHR
E Training Manager
| 310-270-9806

Irelinson@epehr.com

http://cCpenr.comy/fesources/free-hr-training-
presentatiens: atmi

Faur Strotegic HR Partrner



mailto:lrobinson@cpehr.com
http://cpehr.com/resources/free-hr-training
mailto:lrobinson@cpehr.com
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