
  

Interview Techniques 
 

 
No.1  JOB DESCRIPTION  
To hire the right people, YOU need to know exactly what you NEED  

 
No.2  INTERVIEW QUESTIONS  
Use the Job Description to uncover and qualify skills & attributes  

 
No.3  KEY PERFORMANCE INDICATORS (KPI’S)  
Guarantee your new hires understand their expected performance and responsibilities  
 

YOU can ascertain at Interview the right candidate 
 

Once a Job Description has been created, prepare tailored Interview Questions. 
 
Preparing Questions 
 Formulate questions based on the Mandatory and Preferred skills required 
 Prepare specific Personal Attributes (Cultural Fit) questions  
 Always ask open ended questions, focusing on getting specific working examples 
 Where does the Candidate see themselves in 2-5 years 
 
*taken from Job Description Creation  
 
To gain a better understanding of their “ability to work in teams” the new incumbent needs to 
be able to “express opinions clearly and concisely”. 
 
Tailored Interview Question: Can you please provide me an example of when you were 
required to convey an opinion you knew would not be well received, what concerns were 
raised to you and how you responded? 
 
Interview Preparation 
 Select interview panel, at least two representatives for each session, and consider 

gender balance 
 Ensure, prior to interview, Candidate is aware of all attendees names and their titles 
 Schedule room and interviewers 
 Decide what information you are willing to share about your team, Company, project etc. 
 Ensure all interviewers have a copy of the Job Description, Resume and interview 

questions on hand 
 Allow time for interview and debrief (Max 1.5 hours) 
 Be mindful of discrimination laws 

http://www.humanrightscommission.vic.gov.au/index.php/types-of-discrimination  
 Bring business cards and a Company 

brochure for the Candidate 
 
Conducting the Interview 
 
Explain the structure of the interview: 
 Brief overview of Company and Position 
 Find out more about the Candidate 
 5-10 minutes for questions at end 
 
 
 
 

http://www.humanrightscommission.vic.gov.au/index.php/types-of-discrimination
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Control the Interview: 
 Start with an easy question 
 Don’t be afraid to interrupt 
 Pursue if not satisfied with an answer 
 Avoid anything potentially discriminatory 
 Be open and honest about the position 
 Control timeframe 
 Don’t be afraid to deviate from planned questions to obtain other or more specific 

information 
 
Consider the impression you want to give the Candidate? 
It’s a two-way process - Candidates are also assessing if the position or Company is right for 
them.   

 Opportunity to highlight benefits of the position 
 Describe the Company / Team Culture 
 Career advancement opportunities, training programs, salary incentives 
 
Conclusion 
 Leave a good impression! 
 Offer the opportunity for questions 
 Ensure the Candidate is clear about the Company and its culture 
 Advise on the next steps in the process 
 Confirm when available to commence / notice period 
 Consider showing the Candidate around 
 
Debrief 
 Do this immediately after the interview 
 Probe differences of opinion 
 Document strengths and weaknesses 
 Recommend a rating in the range 1 - 10 
 If unsuitable for this role, is this person suitable elsewhere?  
 
Follow Up 
 Follow up with Recruitment Agent immediately if Candidate is worth hiring 
 Request at least two reference checks from previous Line Managers 
 Provide feedback even if Candidate unsuitable 
 
 

Useful Links 
 
Equal Opportunities 
http://www.humanrightscommission.vic.gov.au/index.php/employer-
responsibilities/recruitment  
 
Fair Work 
http://www.fairwork.gov.au/Employment/employers/hiring-employees/Pages/default  
 
Working Rights  
http://www.immi.gov.au/Services/Pages/vevo/vevo-overview.aspx  
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Contact Us 
 

We’re here to help! +61 3 9095 6200 hello@xcalibre.com.au 
 

 

Connect with Us 

 
 www.linkedin.com/company/1690479/  

 
 www.facebook.com/XCalibreSolutions/ 

 

 https://youtu.be/vRWi2m1dT6g 
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