Appendix A.


 The Evaluation Interview Guide:


A Step-by-Step List of Key Interview Questions


 


Introduction





“In our company we believe that the more we can learn about you the better we will be able to help you with your long range career direction. So today, I would like to have you tell me everything you can about your work experience, your education, and your outside interests.”





Part 1. Work Experience





“Suppose you begin by telling me about your previous jobs…starting with the first job working up to the present. I would be interested in how you got each job, what you did, your likes, your dislikes, earnings, and any achievements and disappointments along the way. Where should we begin? How about some jobs you may have had in high school and college?”





A. 	The following questions (1-7) are asked for every job.





1.	How did you get this job?





2.	Duties and responsibilities?





3.	Likes? Why?





4.	Things found less satisfying? Why?





5.	Level of earnings? (Note progress or lack thereof)





6.	What new skills did you acquire on this job?





7.	Reasons for changing jobs?





B. 	The following questions (8-11) are asked after the most recent job is discussed.





8.	What did you learn regarding your strengths as a result of working on those jobs? For example, did you find that you worked harder than the average person, got along better with people, organized things better? Tell me about your strengths. 





9. 	On the other side, we each have areas where we can improve. What clues did you get as to your development needs as a result of working on these jobs?





What adjectives would peers (or boss/ subordinates as applicable) use to describe you?
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What does a job have to have to give you satisfaction? Some people look for money, some for security, some want a challenge. What is important to you?





C. Questions 12-20 are customized optional questions





To what extent have you had the opportunity to demonstrate leadership? Give me an example.





Give me an example of a project you worked on, the issues that were identifies, and the role you played.





What processes do you use that help make you effective as an Engineer?





What is your definition of a team? Tell me about any opportunities you have had to work as a team member? Discuss the team's goals, accomplishments, and how conflicts were resolved. 





Tell me about your current areas of expertise and how you have acted as a resource of advisor to others.





What single accomplishment are you most proud of and why?





On the other hand, each of us has had some disappointments. Identify one technical disappointment that stands out for you.





Where would you like to be in the next 1-3 years and 3-5 years?





What has prompted your interest in out industry and, specifically, our company?





D. For a person who has had varied experiences or who you are not sure of what type of job the person is looking for, ask these questions.





In our company we have many different opportunities (list some examples). Which would you prefer if you had your choice and why?





Give me three words that would best describe you.





At this point, ask your tandem interviewer, if any, what questions he/she has regarding work experience.





Part 2. Education and Training





“That gives me a good picture of your work experience. Now tell me something about your education. I would be interest in the courses you likes most, those you find less satisfying, the level of your grades, and your extra-curricular activities. Start with high school and go on to college. What courses did you like best in high school?”





1.	What courses did you enjoy most and why?





2. 	What courses did you find less satisfying and why?





3.	What about grades? Were they average, above average, perhaps a little below average? What was your class rank?





4. 	How conscientious were you? Did you work about as hard as the average person, a little harder, or perhaps not quite so hard?





5. 	What were your SAT/ACT scores? GRE? GPA?





6. 	What colleges did you apply to? Which ones accepted you? Which one did you choose?





Repeat #1-4 for college





7.	What training did you have beyond the undergraduate level?





8.	To what extent have you had any continuing education past high school/college?





At this point, ask your tandem interviewer what questions he/she has regarding education/training.





Part 3. Outside Activities and Interests





“Well, now, what are some of the things you like to do for fun and recreation, your hobbies and interests?”





1. 	Interests and hobbies


2. 	Sports 


3. 	Reading


4. 	Community involvement





Wrap Up





“Well, that gives me an excellent picture of your background. I have enjoyed talking with you and want to thank you for coming. What one or two questions do you have for me?”
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