How to interview like a pro:
/ tasks you need to manage



7 tasks of the interviewer

Introducing the interview
Asking questions

Judging answers
Reacting

Noting or recording
Observing

Leading the conversation

N o U hE W e

Combining 3, 4 and 5 is tough!
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Combining 3, 4 and 5 is tough!

Next-in-line effect:

* The phenomenon of people being unable to recall information
concerning events immediately preceding their turn to perform.

* From the moment someone knows that he is going to say something
himself, he will no longer listen to what others are discussing.
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First impressions count

 Relationship interviewer /
interviewee influences the
conversation

e Trust through appearance (how
you are dressed, gestures...)

Breaking the ice
* Give a small present
* Come on time

* Eye contact
* Smile

Small talk
* Look for things in common

* Doesn’t have to take very long =2

you're here for an interview

* Also to relax yourself , not only the

interviewee
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#2 Asking questions

A good question is:

* Simple
 Understandable

* Unprejudiced

Well, do ya, punk?.
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Let go of your questionnaire.

* Have the course of the interview in mind, and get back to it.

* A good questionnaire is a necessity, but you should be able to let it go as
well when the time is right.

* Unexpected twists, interviewee going off topic or addresses an issue you
hadn’t thought of before.

e Grab the opportunity!
* Don’t bombard your customer with a list of 50 questions.
e Maintain a good conversational flow
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Closed questions

* Good for facts

* How old are you?

* Where is the company located?
* Yes/no questions
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Open ended questions

e Questions that start with ‘how, why, what ... ‘
» Goal: let interviewee expand on a topic
* Open ended and takes longer
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CLOSED: Did you like the movie?

OPEN: How did you like the movie?



CLOSED: Do you like that product feature?

OPEN: What do you think about that product feature?



CLOSED: Did you consider other brands?

OPEN: Which other products did you consider and why?



Open ended questions: types

* General opening: Can you tell us a bit about your company?

 Suggestions: What could we do to improve our service?

* Follow-up: What do you mean by that?

e Reason: Why is that?

* Argument: What do you like most about this product?

* Knowledge: What was the situation when you started looking for a solution?
* Pushing for an answer: is there anything else?
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Steering questions

 Emotional connotations can influence the answer:
* “Did they mess up your work?”

 Putting words in the interviewee’s mouth:
* Does the software have an easy interface?
* Versus: What does it mean to use the software?

* A or b questions
* Are limiting
* Did you choose our solution because of its ease of use or because it’s easily scalable?
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Ask simple questions.

* No double questions:
* e.g. Do you like the filter function and touch screen?
» Better: Do you like the filter function? And do you like the touch screen?

* No double negations:
* e.g. Are you against the smoking ban?
e Better: Do you think smoking should be allowed?

e Don’t be too vague
e e.g. Does it enhance your productivity?
* Better: Does it allow you to finish your work in less time?
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Ask dumb questions.

* Don’t be afraid to ask ‘dumb questions.
* Dumb questions help to make it easier for the reader as well.

* I'm not sure if | completely understand .... Could you please further
explain ... So, if | understand this correctly ... In order to avoid any
misunderstanding, is it correct to say that ...
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Tell your customer exactly what you want.

“I would love to have a quote on this feature. What would you like to
comment on that?”
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#2 Asking questions

Question order:

* Facts/timeline — opinions/emotions @ Double-check facts you

think you know.

e Past — current — future
* Problem — solution — result
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#2 Asking questions

It’s not the Spanish inquisition.

* Good timing: 30 minutes

* Longer than that: your
customer will grow tired and
start to lose focus = bad
answers
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#3 Evaluating questions

Is the answer:

 Complete

* Relevant

* Clear

* Publishable
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Pushing for an answer (depending on #3)

 Why? Why? Why? Why? Etc.

* Repeating the question: Clarifying your question: “What | meantis ...”
 Parroting the question: “Productivity, you say?”

* Emotional reflection: “Are you saying they messed it up?”
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#4 Reacting to the question

Summarizing: So, if | understand this correctly ...
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Shutting up

* Silence is uncomfortable. However, by shutting up, you can prolong
the answer by 25 to 65%.(Ben Emans, Interviewen, 2002)

* |f you are nervous, it’s difficult to shut up!
* Nodding your head is also shutting up.
* You should be talking about 10-20% of the time at most.
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#4 Reacting to the question

Self-disclosure

* Can you reveal something about yourself in an interview?
e Can stimulate the interviewee to open up and talk.
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#5 Noting or recording
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* Non-verbal cues: your body sends a message
 Paralinguistic behavior: volume, timbre, speed

* Pauses, stuttering = doubt / new insight
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You are the CEO of the interview.

* |[n group interviews
* Difficult, stubborn speakers, non-talkers
* People who talk too much
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You are the CEO of the interview.

* Making the interviewee feel at ease

* Pushing the question

* Stopping the interviewee when (s)he digresses
* Getting back to the point
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* Go over your questionnaire once more, and check if you haven’t forgotten
anything

» Last magical question: Is there anything else you would like to say that our
readers should know about?

e Can | call you when something is missing?
* Thank you for your time & cooperation
e Small talk

 Last-minute question — voice recorder off / off the record = can be useful in
success stories too, because interviewee is more relaxed

e Let them know that they will need to review and that you are on a deadline!
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