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CONDUCTING INTERVIEWS:

· Determine the decision-making process.  For example, will the interview committee recommend to the pastoral leader only the top candidate, the top two to three candidates, etc.?  Has the pastoral leader delegated the responsibility for the decision to the committee?  Will the committee use a “majority” vote, or will there be a consensus process for making the recommendation/decision?  This is a critical decision that needs to be known by all persons involved before any interviewing actually begins.

· Develop written questions.  For all jobs, there are both “technical/skill” and “performance” questions.  For example, for a pastoral assistant for religious education, the committee needs to ask technical/skill questions about the “content” of the job -- catechetics, formation, RCIA, etc.  Additionally, there are performance questions that get at how the person works/performs in a particular work environment.  Questions about team approach to ministry, collaboration, communication, dealing with stress and conflict and preferred style of supervision also need to be asked.

· Conduct in a private room where the candidate will be able to speak freely.  

· Do not allow interruptions during the interview.  

· The length may vary depending on the type of position.  For professional ministerial positions, each interview should last at least one and a half hours.  For support positions, one hour may be sufficient.  Although this may seem long, it is the only way you can make an informed decision.  Remember: A decision you make after one hour may have consequences for years to come.

A Step by Step Guide Through the Process:

a) Conduct a brief review of questions that should be avoided (see below).

b) Designate which committee member will facilitate the interview process.

c) Establish a friendly atmosphere by greeting the applicant at the door, introducing yourself and other committee members and calling the applicant by name.

d) Begin the interview with a brief description of the job.

e) Start with the planned questions, covering all areas, and have the same person ask the same questions of all candidates.

f) Ask open-ended questions, rather than questions that can be answered with a “yes” or “no."  

g) Let the applicant do most of the talking.

h) Give the applicant the opportunity to ask questions.

i) Avoid making immediate judgments or expressing personal feelings.  Rely on information presented during the interview and on the application/resume.  Don’t rely on just your “gut feeling.”

j) Check inconsistencies by asking follow-up questions; don’t be afraid to push the applicant for further clarification or explanation if you are not satisfied with the answer.

k) Take notes of important points and reactions.  Inform the applicant at the beginning that you will all be taking notes, and that although it may be distracting, it is the only way you will be able to remember each applicant.

l) Re-confirm the salary range and explain the benefit package.  It is important to let the candidate know precisely what they can and cannot expect in the area of total compensation.  For example, in addition to the Archdiocesan benefit package, make certain at least one member of the interview committee can answer any questions regarding:

(
Vacation

(
Sick leave

(
Holidays

(
Continuing education opportunities

(
Mileage reimbursement/car allowance

(
Days off/regular work hours

(
Office space

(
Administrative assistance (if appropriate)

(
Supervisor
 

m) Clarify the situation with their references.  Review whether or not you are free to speak to any current or previous supervisors (this information is requested on the application form) and clarify their relationship to any other references they may be providing.  Ask whether or not they need to hear from you before you begin contacting their references and previous supervisors.  If the candidate is currently working, always ask at what point in the process you will be able to get a reference from their current supervisor.  If they are not comfortable having you do that until a job offer is on the table, clarify that from the very beginning. 

n) Let the applicants know any pertinent information about how the process will proceed at this point (there will be second interviews, you won’t be checking references for two weeks because you will be out of town, etc.) and when they will be notified of your decision.  

o) Always thank the applicant for coming.

Prohibited interview questions:

There are specific questions you may not ask (either on an application or during an interview).  Below are examples, with their acceptable counterparts (if any):

	UNLAWFUL
	LAWFUL

	How old are you?  

What is your date of birth?

When did you graduate from (elementary or high) school or college?


	Are you over or under 18?

	Are you married?

What does your husband do?

Have you ever changed your name?

What is your maiden name?

Do you have children?

How old are your children?  

Have you taken care of day care provisions?

Are you pregnant?

Are you planning on having (more) children?


	Is there any additional information we need about your name to verify your employment/education record?

Will you be able to meet the attendance requirements of this position?

	“Mawa”, what kind of name is that?

Where were you born?

Please tell us about any clubs or societies to which you belong.

What is your first language?

What language do you speak at home?


	If bilingual ability is a qualification (either preferred or required) for the position:

What languages do you speak, read, write?

What is your fluency level?



	Are you taking any medications?

Have you ever been treated for substance addiction?

How is your health?

How many days were you absent because of illness in your previous position?

Do you have a disability?


	Can you perform the essential functions of this position, with or without reasonable accommodation?

	Are you a naturalized or native born citizen?

Were you born here?

May I see your naturalization papers?


	Are you a US citizen?

Are you legally permitted to work in the United States?

	Are you in the reserves?

Tell me about your military discharge.

Do you have any military obligation?


	None

	What is your race?

How tall are you?

How much do you weigh?

What is your eye and hair color?

What is your skin color?

What race are your parents, spouse, children?

Can you give us a photograph (pre-hire)?


	None

	Have you ever had your wages garnished?

Do you own your own home?

Have you ever filed for bankruptcy?


	See below for questions regarding criminal background.

	Questions regarding the applicants possible criminal background, including:

Have you ever been arrested?


	Are you willing to do a criminal background check as part of  your application process?

If the applicant responded “yes” to the two questions on the application form regarding criminal history, you may ask them to further explain their response.  Please consult with the Office of Human Resources if you have any concerns.
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