Course Overview

INTERVIEWING TECHNIQUES

(Course No. 460.006)

We often think of interviewing as something that most of us encounter only when we are seeking a new job position for ourselves or are required to assess the suitability of others for new job appointments,  promotions, or transfers.

This is a very narrow consideration of the interviewing process.  In a broader sense, interviewing is also a requisite in;

•
Research & fact-finding

•
Performance reviews

•
Training Needs Analysis

•
Counselling

•
Discipline

•
Commercial transactions

When we take all aspects and uses of interviewing into account, it can be seen as a skill that is essential for a great number of people in organisations.

OBJECTIVES

This course teaches the fundamentals of planning for and participating in interviewing situations.  A great deal of importance is placed on effective communication.  Specific objectives of this course include;

•
To develop a clear understanding of all aspects of effective interviewing, especially with respect to listening and speaking skills.

•
To teach the participants how to structure and prepare for any interview.

•
To develop in the participants a level of confidence in their own ability as either interviewer or interviewee.

•
To identify the mechanics of the interview situation.

•
To ensure that during this course, each participant engages in interview role plays so that the new skills can be practised.

COURSE AGENDA

INTERVIEWING TECHNIQUES


1.
INTRODUCTION


Rationale & Benefits    

Objectives of the Course        


2.
NATURE & PURPOSE OF INTERVIEWING


What is an Interview ?

Some Definitions

Purpose of Interviewing

Styles of Interview


3.
PRINCIPLES OF INTERVIEWING 


Methodology & Approach

Planning & Preparation

Selection of Setting

Stages of an Interview

Evaluation & Follow-up


4.
PREPARING TO INTERVIEW


Define Objectives

Prepare Agenda

Prepare Questions


5.
COMMUNICATION SKILLS


Communication Skills Revisited

Choice of Words

Dealing with Fear

Effective Interviewing

Listening

Body Language

Handling Questions


6.
CONDUCTING THE INTERVIEW


Opening the Interview

Questioning Styles

Active Listening

Analysing Answers

Attributes of  an Effective Interviewer


7.
WORKSHOP & ROLE PLAYS



WHO SHOULD ATTEND

Managers, supervisors, project managers, project leaders, consultants, technical specialists, and anyone  who needs to develop effective interviewing skills. 

Prerequisites

The only prerequisite is a desire to improve your interviewing skills.

CLASS DETAILS

Duration:
1 day

Class size:
12 to 16 Participants

STRUCTURE & PRESENTATION

Participants are taught a structured approach to interviewing.  In addition to the high-level view of the strategies and techniques that are relevant, skills in key areas are demonstrated and practised through role plays.

Group discussions and group review sessions also contribute to the overall dynamic nature of this course.

All participants will receive bound copies of course materials to take away for further reading. 

Benefits

•
A clearer understanding of the interviewing process.

•
Improved ability to plan and prepare for interviews.

•
Improved ability to conduct effective interviews.

•
Improved ability to participate effectively as an interviewee.

