
How to Conduct  
The Perfect Interview  
 
 
 
When you interview someone be friendly but don’t confuse the 
interview with a casual conversation – Decide ahead of time 
the key things you are looking for, ask the right questions and 
listen very actively.   
 

 MAKE BRIEF SMALL TALK TO SET THE PERSON AT EASE – 
NEVER USE A STRESS INTERVIEW IN BUSINESS 

 
 

 KEEP YES/NO QUESTIONS TO A MINIMUM 
 

 
 LET THE OTHER PERSON DO MOST OF THE TALKING 

 
 

 DON’T TELL JOKES 
 

 
 AVOID MAKING UP YOUR MIND IN THE FIRST FIVE MINUTES 

BECAUSE YOU WILL WANT TO DO SO 
 

 
 WATCH FOR QUALIFICATIONS: 

Q: What did you think of your coworkers at company X? 
A:  I got along with almost everyone. 

(Who did she not get along with?) 
 
 

 MAKE SURE YOUR QUESTION IS ANSWERED: 

Q: How did you get along with your boss at your last job? 
A:  I have always been an independent person. 
(That is not an answer to what you asked.  Wait a while and 
ask the question again.) 
 
 

 WATCH HOW THE PERSON SITS, WHETHER HE/SHE USES YOUR 
NAME, DOES OR DOES NOT FIDGET AND IN GENERAL HOW THE 
PERSON MAKES YOU FEEL 

You are not playing games or going overboard with reading 
body language – rather, the interview is a work sample.  
This person is dealing with someone the company deemed 
important – you.  How the person interacts with you is a 
good sample of how he will deal with clients, board 
members etc.  If you feel uncomfortable chances are other 
people will as well. 



 
 IN GOING OVER JOB HISTORY THE PERSON SHOULD BE ABLE 

TO TELL YOU WHY HE LEFT JOB A AND WENT TO JOB B – AND 
DO NOT ACCEPT THE  FOLLOWING ANSWERS:   

 
1. “It was time for a change” (Since he changed, it was 

obviously time to do so but that’s not an answer) 

2. “There was no opportunity for growth” (Did she not 
know that when she joined the company?) 

3. “By mutual agreement” (There is no such thing – either 
he quit or they fired him) 

4. “I was recruited” (Did the recruiter force her to take 
another job?) 

5. “To move to the next job/opportunity” (Usually leaving 
job A and going to job B involves two separate decisions) 

 

 GET BEHAVIORAL EXAMPLES 
“I have always been very creative in my work” 
“Good.  Give me an example of something creative you did.” 

 
 

 ASK ABOUT THE CHARACTERISTICS OF THE MOST/LEAST 
DESIRABLE COWORKERS – PEOPLE USUALLY DESCRIBE 
THEMSELVES 

 
 

 LISTEN TO THE EXTENT TO WHICH PEOPLE GIVE CREDIT TO 
THEIR TEAM AND COWORKERS. 

 
 

 ASK FOR SUCCESSES AND FAILURES – AND SEE HOW REAL 
THEY ARE – AT THE EXECUTIVE LEVEL PEOPLE HAVE FAILED: 
CAN THEY ADMIT IT AND DID THEY LEARN FROM IT? 

 
 

 MAKE SURE DATES OF EMPLOYMENT ADD UP 
 
 

 LOOK FOR TRENDS, e.g.,  
 Always leaves after two years 
 Never gets along with his boss 
 Always gets promoted 

 
 



Answer any questions the person has (they should have some) 
let her know when you will get back to her and thank her for 
her time. 
 
Immediately write down your impressions in terms of factual 
information e.g. he has experience in the following areas as 
well as any feelings you had e.g. she made me feel at ease; he 
seemed evasive.  You are not playing psychologist you are 
simply recording how you as a person interacted. 
 
Look at your interview findings relative to the key job 
demands.   
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