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Applying Good Business Practices 

Conducting an Effective Interview
How does a manager use the interview process to find the best people? Human resource specialists recommend using both structured questions and behavioral interviewing. Structured questions help identify the applicant's skills and experience and serve as a standard frame of reference for comparing
All applicants. Behavioral interviewing is more subjective but has the greater potential to target the traits that you are looking for in community transit personnel:
· Caring - is the person motivated by helping people and providing a good service?
· Sensitivity - how will the candidate relate to the different types of clients and their special needs and circumstances?
· Cooperation - is the candidate a team player? Are customer needs and wishes above personal needs?
· Initiative - will the candidate work effectively without close supervision? Is he or she a self-starter who acts to influence events, rather than merely reacting to events or situations?
· Honesty - will the candidate always do the right thing in unsupervised situations?
· Flexibility - can the candidate adapt to changing circumstances and routines?
· Discretion - will the candidate tactfully handle sensitive information and situations?
Typical behavior-focused questions take the form, "think about a time when [something happened or you had to do some type of task]. Tell us what you did." Or, you might ask about handling conflict by saying, "describe a time when you disagreed with your boss.  How did you handle it?  How did your boss react?"
Here are some other tips to guide you through the process:
· Use the funnel technique. Start with general warm up questions. Get more specific, honing in on special skills, and past job experiences. Then move to behavior questions.
· Explore what the applicant is looking for in a job. If money is the biggest consideration and not a sense of service, he or she is probably not the best candidate for the job.
· Invite employees who will be supervising or working with the new hire to participate in process.
· Do more listening than talking. Too many people make the mistake of selling the candidate on the job instead of asking probing questioning.
· Ask for specific examples of what applicant's have done in the past and do not accept hypothetical answers.
· Administer a recognized aptitude test. Be sure to find out if the person can handle minimal stress and is capable of multitasking.
· Do not rush through the interview. Ask yourself: "If I don't have time to make a smart hiring decision now, will I have the time to hire this person's replacement in three months?"








