	Appendix 3: Productive Questioning at Interviews


Use Open Questions when you want to…
· start the interview

· discover the interviewee’s knowledge and experience

· ascertain the depth of interviewee’s knowledge

· assess how articulate the interviewee is e.g.

· Tell me about …

· How did it seem to you when …

· I’d like to hear about …

· Tell me about the problem from your point of view …

Probing Questions are useful when an incomplete answer is given to an initial question. Use probing questions … 

· to zone in on areas of particular interest to the interviewer asking the question e.g.

· What happened to the plan?

· How did she/he react to your suggestions?

· How does that affect you?

· Why do you think that will work?

· If you feel an answer is inadequate use an elaboration probe e.g.

· Tell me more about that issue

· If you need to clarify information given by the interviewee, use a clarification probe e.g. 

· What do you mean by lack of leadership? 

· If an interviewee fails to respond fully, use a repetition probe. Simply paraphrase the question or repeat it verbatim.

Effective probing depends on the interviewer’s ability to… 

· listen well 

· analyse the content of the information given.

Closed Questions are used to…

· establish facts

· obtain specific information from the interview 

· maintain control over interview

· reduce the answering options e.g. 

· At what time?

· Which task did you do most frequently?

· How much/many?

· Were you asked to complete that task?

Use Precision Questions to focus a candidate’s answers e.g.
· In one sentence, what did you achieve?

· How did you know you had succeeded?

· What feedback did you get?

· What was your expectation in this situation?

· What did you learn from the experience?

Competency Based Questions can be used to

· Explore Experience

· Can you tell me about a time when …

· Probe for Proofs

· What did you do about it?

· Focus on Outcomes

· Did it work?

· Look for Learning

· What did you learn from that experience?

· Ask about Applications

· If you were to face a similar situation in the job we are interviewing    for, how would you deal with it?

Avoid Counter Productive questions
· Leading Questions that prompt the interviewee to give the desired answer

· I take it you believe that…

· Multiple Questions confuse the interviewee

· Do you prefer your current job to your last one, or would you be interested in ….

· Marathon Questions 

· When you were talking there it struck me to ask you what you thought …

· Ambiguous questions

· What about value for money?

· Rhetorical questions

· Do you  ... of course you do, sure that’s obvious. I always say….

Summarising Questions can be used bring a topic to a close or to clarify e.g.
· What I heard you say was …

· Are you saying …?

Lead the interview towards a conclusion by …
· asking a challenging question at this stage – (with approx. 5 minutes remaining)

· as rapport is unlikely to be broken

· and a tough question answered may enable the panel to differentiate between outstanding candidates

· giving an opportunity for the candidate 

· to ask questions

· fill in any remaining gaps in the information they have provided about themselves

Effective interviewing requires interviewers to … 
· Listen
· Look interested

· Inquire through questioning

· Stay focused

· Test for understanding

· Evaluate the messages given by the interviewee

· Neutralise their feelings – remain detached

Obvious barriers to listening include noise and other physical and mental distractions. More subtle barriers include

· Anticipation – feeling that you don’t need to listen as you know what the candidate is going to say – you may even find yourself finishing the sentence for him/her

· Telling and selling – the interviewer takes over the interview and the candidate is not given an opportunity to talk

· Stereotyping – predicting what candidate is going to say as you have assigned him/her  to a  certain category

· Lack of interest or experience
· Premature decision making – the candidate did or said something at the beginning which has put you off.

Guard against allowing first impressions to last

· judging the candidate on how he or she looks; rating the candidate highly because he/she reminds the interviewer of themselves

· halo affect – allowing one good answer outweigh the rest of the evidence obtained

· negative effect – allowing one poor answer to outweigh the remainder of the evidence obtained

Most people have under developed listening skills. Only 25% of listening is effective. i.e. we listen to, and understand only ¼ of what is being communicated to us. 

Being a good listener is neither easy nor automatic – it requires ability and discipline to hear and understand the message sent by another person while at the same time strengthening the relationship. Improvement can occur in relation to listening at an interview through careful preparation – if you know what you are looking for you are more alert to cues to help you find it. Try to maintain natural eye contact, nod and encourage, summarise at regular intervals.

Don’t waste time asking a question which has already been answered in response to a previous question but indicate that the particular question has been answered.
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