
1 .  OPENING THE INTERVIEW
Welcome and Introduct ions
Begin  by  greet ing the candidate and he lp ing them fee l  at  ease.  A warm,

f r iendly  in t roduct ion can set  a  pos i t i ve  tone:  “H i ,  i t ’ s  great  to  meet  you.  

How are you today?”  or  “Thanks  for  jo in ing today.  Just  to  conf i rm,  i s  everyth ing

work ing on your  end?“

Outl ine the Process
Set  c lear  expectat ions  for  how the interv iew wi l l  p roceed:  “Let  me walk  you

through what  to  expect  today.  I ’m [your  name and t i t le] ,  and I ’ l l  be conduct ing

th is  f i r s t- round interv iew.  I f  se lected to  move forward,  you ’ l l  meet  wi th  [name

of  h i r ing manager]  in  the next  round.”

2.  BUILDING RAPPORT
Start  with  L ight  Conversat ion
Take a moment  to  engage in  smal l  ta lk  and he lp the candidate set t le  in .  A  few

informal  quest ions  can go a long way in  creat ing a comfortable  atmosphere.

Explain  Note-Taking
To avo id confus ion or  d iscomfort ,  le t  the candidate know that  you ’ l l  be tak ing

notes :  “ I ’ l l  be tak ing some notes  as  we go to  ensure I  capture your  responses

accurate ly . ” I f  you ' re  conduct ing the interv iew over  Zoom,  c lar i fy  whether  you ’ l l

be typ ing or  wr i t ing your  notes .

Balance the Conversat ion by Using the 80/20 Rule
Aim for  the candidate to  speak approx imate ly  80% of  the t ime.  Your  ro le  i s  to

l i s ten and gu ide the d iscuss ion wi th  fo l low-up quest ions  as  needed.  Your  goal  i s

to  gain  a  deep understanding of  the candidate ’s  exper ience and qual i f icat ions .

3.  DIGGING INTO THE DETAILS
Use a Mix of  Quest ion Types,  including Behavior-based
I ncorporate open-ended and probing quest ions  to  d ig  deeper  in to  the

candidate ’s  background and behav iors .  Examples  of  probing quest ions :

“What  were the resu l ts  of  that  act ion?”

“What  d id  you take away f rom that  exper ience?”

“How did you go about  ach iev ing that  goal?”

Give Space for  Ref lect ion
I t ’ s  perfect ly  f ine i f  there ’s  a  pause after  you ask  a  quest ion.  A l low the

candidate t ime to  th ink .  You might  say :  “Take your  t ime i f  you need a moment  to

th ink  i t  th rough.”  Avo id f i l l ing s i lence wi th  unnecessary  conversat ion and g ive

the candidate room to ref lect  and respond thoughtfu l l y .
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