DOCUMENT RESUME
ED 283 302 EA 019 524

AUTHOR Saville;, anthony == = I
TITLE Tailoring the Interview Process for More Effective
- = Personnel Selection.

PUB- DATE 86
ROTE _ :9:55;:,, - [ _ . - .- - o
PUB TYPE Viewpoints (120) == Reports - Descriptive (141)

EDRS PRICE.  MFO01/PCD1 Plus Postage:

DESCRIPTORS *Administrator Role; Compliance (iégii);,BECiéiéﬁ”:
Making; Elementary Secondary Education: *Employment

Intervievs; Equal Oppeortunities: (Jobs); Instructional

lmprovement; *Job Apvlication; *Personnal Policy;

State Legitlation; Teacher Administrator
Relationship; Teacher Artitudes; Teacher Evaluation:

*Teacher Qualifications; *Teacher Selection

ABSTRACT ST oI, Tl DL ool oz - - = e P
... - Structuring the initial teacher cmplcyment interview

adds validity to selection and appropriately utilizes Luman =
resources. Five aspects of an effective interview program include:
(1) develoring a job analysis plan; (2) reviewing the spplications;

(3) planning for the-interview; (4) the interview instrument; and (5)
legal implications. An interview chart should include a "task =
analysis?;déVEJQpéd,EtéﬁfEé§,ahties;:ﬁfggll-dBVlepéd application

form, rather than resumes, assists in obtaining data. Before the

interview, a principal should have an application letter, completed

district application; resume, placemant papers; and official .

transcripts. Information should inclﬁdé,eﬁtféﬁtfgggigy@eﬁgi;prev;oﬁé

successful related experience, related quality acaden c work, and a

ﬁhone:¢hgck,o£,géférEQCEE.:!Iﬁibfﬁi%ionﬁgiviﬁﬁﬂﬂinvoivés restating

the job description; describing the district, community, and school:

and providing information about salary and work. "Information .
récEiviﬁg",iﬁelﬁaéé:Eééiéuing;p;g;ig;ervigw,12;5; checking past_job

performance; assessing work attitudes, and giving the opportunity to

caﬁﬁﬁﬁiéitéféﬁiii§;,t”model,instguﬁént,(éppéﬁaéa,ta;tﬁisfaoqument)

assists_in_seeking consistent information from candidates and in

ééféﬁiishingfprjorjtiés.,D@riﬁggpEEEEIEEtiﬁe,pianning;;fgderal;

legislation to keep in mind includes affirmative action concepts, age

discrimination, equal pay work contracts, sexual discrimination, and
handicap discrimination. §ﬁ§§gv§eggrs;§houldfundérstigd:?ptiﬁéé,
facie" evidence, unlawful inquiries, and_state laws. Tailoring the

interview provides reliability and mutual legal protection, and

attracts better professionals to education. (AA)

*****iii??iiiiiiiii33;3§§3§§§;i§§§§§§§§§§ééié;giigiiiiiiiiiiiiiiiiiiii§
* Reproductions supplied by EDRS are the best that can be made *
*® o T e Aty mo®—31_—4 s -— - %

e IlITIIIToIL LIl ,fi‘@ﬁ tﬁé 01‘191!@1 docmentg;,;:;;:,,;, ool oo o oL
**************************f&*i****if**********************i***********i




02

ED283

9 53¢

£,

ERIC

Aruitoxt provided by Eic:

K This_document_has_been reprodiced as

R .’ DE,’ART. T OF. e Ll Ll -
: R R UCATION oni  “PERMISSION TO REPRODUGE THIS

CENTER (ERIC) _

61"00,9':‘ L and imp:
EDUCATICNAL BE.DuncasmFoamnou MszL HAS BEEN GRANTED BY

received from the parson or organization
_ ongwnating . _
O Minor changes have been made 10 improve
reproduction Quaity

L) éémluﬂ v;;w t;' opinions s!auu; inthisdocu
mant do not necessarly represent official TO THE EDUCAUONAL RESOURCES

AER! postior or policy INFORMATION CENTER (ERIC)."

TATLORING THE INTERVIEW ZROCESS
FOR MORE EFFECTIVE PERSONN INEL. SELECTION

By

Anthony Sav1lle
Professor of Educatlgnal Admintstratton

University of Nevada, Las Vegas
Las Vegas, Nevada 89154
19 Q4



'DKII.DRING 'I'HE INTERVIE.‘W PK)CE.‘SS

I:TJR FDRE EFFECI‘IVE PERSONNEL SEEECTION

the enpioymant 1nterv1ew are well known, it cont1nues to be a w1de1y used
technique in teacher selectlon. When choosmg personnei the interview 1s
about the only way one can see vhat the apphcant looks like, of gettmg a
check on the1r personahty, of seihng the organlzation to a prcm1smg apph-
cant, of gettmg aoquamted w1th them as a person; or smtply to see if there
is any type of "mteractlve chem1stry with this 1nd1v1dua1.

Busmess and 1ndustry have long recognlzed the unportance of the in-
vestment concept 1n h1r1ng new personnei:. Thls, to a large extent, 1s due to
t:he proflt motive of pr1vate enterpr1se. We as educators must also be fully
aware of the long-term effects new personnel have on the schools. With new
1egxslat10n affectmg retlrement, dIStrICtS may well be making a SU—year
personnel mvestznent in 3ust one faculty member.

As a consequence, structurmg or standardlzmg the mltlal 1nterv1ew 1s
v1ta1. Structural oon515tency adds to the va11d1ty of the select:ton process,
whlch 1n actuallty 1s a procedure for determlnlng that very costly investment
for the school: 'Ih1s 1nvestment 1s ev1dent not only in monetary terms but in
the consequences related to ut111z1ng hunan resources approprlately. The
follcvmg paragraphs br1ef1y outline how an effective interview program mtght
be deveioped

STRHGTURING AN IN’I'ERVIEW PMGRAM
1. Developn&a JOb ana1y51s pian When constructlng a Job analy51s
chart for the 1nterv1ew, JOb relevant, observable and measurable quall-
fications should be mcluded as much as po551b1e. A summary statemem. or
"task analy515 of the pos1t1on should be developed from a hst cf the key

dutles ccmprlsmg that spec:;flc Job. Thl.: ass1sts in def1n1ng the 1egel
parameters and prov1des a frame of feféfénce in plannmg one port1on of

the 1nterv1ew questlons. The skills needed to successfully unplement the
task areas will also need to be identified. Specific rathsr than general

position guides should be used.
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To oontrol the 1nput data fran the cand1date, it 1s recom'\ended

that the major approach in obtai. ﬁng such mformat1on be through a well
developed m fom as opposed to relytng too heav11y upon 1nd1-
v1dua1 resumes. ksumes vary cons1derab1y, are often open to 1nterpre-,
tat1on because of d1ffer1ng sty’res and may not prov1de all the 1nformatton
a d1str1ct wants or needs with respect to a spec1f1c pos1t1on. Basmg the
1ntervtew on spec1f1ca11y tailored task analys1s data provides bas1c legal
‘Jrotect1on for the d1str1ct in instances where 1nd1v1duals appeal 1f they

were not selected because of inconsistencies in the screening process.

Rev1ew1ng the appllcations The data a pr1nc1pa1 should have on hand
before schedulmg any interview should include the following:

- a letter of appl1cat1on

== the district appl1cat1on form (completed)

- app11cant S resume

- placenent papers and officia}. transcr1pts

—— test scores (if requ1red) 7
Ndl‘E Bé certam to check for d1screpanc1es between the 1nd1vtdua1 s
paper qua11f1cat1ons and those ‘required by the d1str1ct, keepmg
the specJ;fIc needs of that pos1f 1on as a focus.

Information needed in detailing questions for the intervtew should
1nc1ude most of the followmg. ,

-— is the appl1cant currently anployed—-why are they 1nterested in

your 1nst1tut1on? Do they state why t.ney want to leave?

rious successful relateo work experiénce have they had?
Are the1r key skﬂl areas 1dent1f1ed?
What related qua11ty académlc work have they had? )
Has a phone check been made by callmg safe of the key
references? Letters often are written by frlends and a maJortty
will always be favorable. Seeondary references are important in
checkmg the data _you have.
- Are their professa.onai goals C1ted on paper?
- Have the test scores (if required) been analyzed and summarized
in a nsable format? )
Can the applicant write an acceptable "letter of applicaticn®?
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A thorough 3ob in the pre-screenmg exerc1se saves con31derab1e time
and expense later by weed1ng out those who do not meet the basic em-
ployment requxsttes.
~ Planni Jgior the 1nterv1ew. As 1nd1cated in the openmg paragraph,
employment interviews are not always the most vahd predlctors of teachmg
success. Too often school off1c1a1s us1ng unstructured techmques are
infii.iénced by unrelated perfonnanoe or personahty factors and tend to
make reoatmendatlons based on "hunches alone.
The prnne obJectlves of the 1nterVJew should be 1nformation glv1ng,

1nformat10n _receiving and checkmg on 1nd1v1dual "chem:;stry .

) informatlon g1v1ng 1nc1udes restatmg the gob descrlptlon, describtng
the dtstrlct and the spec1f1c program the 1nd1v1dua1 is applymg for,
se111ng the school to a potentlally strong candldate, ‘describing the
ommuruty, and prov1d1ng information about salary, fringes and wcrktng
expectatlons.f

Informatton recemg 1nc1udes the following:
a. rev1ew of pre—1nterv1ew 1nfomat1on—-f1111ng in gaps where data

are m1ssmg or unclear
b. checking on past job performance
c. att1tudes toward work, themselves and goals
d. profess1ona1/persona1 phﬂosophles

e. evifence of self-oonf1dence

f. allow candtdate opportunlty to carmunlcate skills

difftcu:'tt type of assessment to make. Stﬂi, extreme elements of personal
characteristics do appear durlng 1nterviews; and the negat:;ves may well
serve as warnmg s1gns with respect to that part1cu1ar apphcant.
N ihemteruew mstrument. To add oon51stency and increase the va-
hdtty of a personnel 1nterv1ew a specially ta1lored interview form should
be uséd A modei mstrument based on ooncepts dtscussed ear11er has been

oons1stent 1nformat10n fram different cand1dates, (2) prov1d1ng a scormg
systan and proflle for canparmg candldates, (3) ass1st1ng in swmarlzmg

and estabhshmg prtorxtles based on the intérview. The moder form has
been placed at the end of this artlcle.

S
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5. égng@glwatwns An 1mportant pomt to conetently keep in mmd
relat1ve to interview questmns are the legal prméiples 1nvoived : mrmg

pre-selectlve plannmg federai 1eg1slat10n affecting teachér selection

inciudes:

- afflrmatlve act1on concepts

- age dtscrnnmatmn

- equal pay-equal work oontracts
— sexual dlscrmunatmn

- dIscrmunatlon against handlcapped 1ndtv1duais

ev1dence in the1r select1on rtghts as protected class persons. Prunae
facte evxdence can be esi:abhshed by one of the foﬁowing doctrmes.

a. Doctrme of dn::;arate treatment. Ind1v1duals must show that the
enployer 1ntended to d1scrtmmate on the bams of protected class status.

b: Doctrine of dlsparate ifipact. The actions rather than the
mtentlons of i:he enpioyer are con51dered nl

Often the term acttons refers to the 1nterv1ew quest1ons themseives.

Certain mqu1r1es are generally considered unlawful. Among these are:

— color of skin
— religious preference
— ancestry, national origin
—— marriage status
- dlsabthttes—-certam dlseases
otate laws vary w1th reepect to other 11rn1tatlons. It behooves the
mtervxewer to became fam111ar with the specxfic 1aws and related regu-

latory gu1dehnes in their geographical and polxtical areas.
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SUMMARY
Structurmg the 1n1t1a1 mterv1ew process is a necess1ty. A JOb analysm
pian is vital in assmtlng w1th the pre-screehlng of appllcants, of developtng
an 1nterv1ew process and f1na11y actually conductmg ‘the interview.

Tallorlng or targetmg the 1nterv1ew not only adds to the re11ab111ty and
valldlty of the selectlon process, it also prov1des a certam degree of 1egal
protectlon for bot:h partles. Everyone supports the concept that we need to
hire better pmfesstonais in educatlon. 'Ia1lor1ng the interview program is
one procedure that assists in achtevmg that goal.

-

. Young, I. Phiihp and Dean Ryerson Teacher S’electtom Ealﬁeractlcal,
and Theoretical Aspects. (Monograph) Tempe, Arizona: UCEA (pp 2-5), 1986.
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EXMMPLE OF S,’I'le.'I'URED SCORABIE INTERVIEW mRM
NE__ e ‘ . nm: o PLACE .
L. Test Scores—if applicable Lo 6. Attitues—toward vork; self, ;
I students, the profession 6
wl - p— % -7 ity i priupvaliy Sttt i
i ppropeia ~ T Oual Bpressiorabilit to
Bl ation and quahty o previous 7 clearly respond to the questions~
b experience | 2% able to express own v1ewgomt A
] TTTToULon ——
Y ’ , 8 Selling Ability=ability to sell i
success based upon written/ 7 self-poise; confidence; enthusiasn 8.
oral recommendations L o
o 9 Knﬁﬂie@e-—af tlie field, subject ;
4, _I_n_q=nt10n-why_i§ i_ni_:emewee . area, general knowledge —
Ep‘p;ymg for this posn:mn? 4, .
10, Lietenmg Skllls—abﬂtfy and
5, Fersonal Chemstg—smcenty, ] willingness to listen to the
camitment, personality S - Questions, correctly interpret -
and answer them 10
Average Score (x +30 if all 10 items used) =
S 7
Average Score (iétal if 9 or less used) =

There 1s convincing ~'me eviﬁenogeug— The evidence is Iheiev;dence sup- Ihere is clear and
evidence that the gests that the mixed. There are  ports a juigenent convincing evidence
applicant does not applican. does not indications that  that the applicant  that the applicant

possess these possess enough of  the. applicant pos-  posgesses the possesses. these
galifzcgt;gxe:or the requireents sesses the quali- qualifications/ characteristics/
characteristics, to perforn the work fications; however, cliaractaristics to qualifications and is

He/she is uniformly  adequately. Ee evidence does  an extent that it judged superior.,
considered inferior . mt indicate su~  meets position Rated a5 equal to a
with respect to penonty, merely  demands. There is hypothettcaHy strong
others on these potential. also evidence of employee in that
requirenents. sone-factors which  position:

‘ may- linit the o .
r : | : - applicants A :
| | | b %%eD g |
0 1 2 3 [] 5 6 8 9 10

8 ) Frprofiigotthe 800res m| may be obtamed by placing tlg:x;gled nmbere of the J,tems above on the scale at
[KCWOE‘&B sheet. Ll exanple of the results from one intaeviev 18 fiarked on this form.
COMSOY atire o rviewsr, ete.,on-hark of form or addikieanal-chear— -




