ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Human Resources #7

Sample Interview Questions

· Which parts of your current job do you enjoy doing the most/least? (work experience)

· Describe your strengths in working with the public. (work experience)

· Were you left in charge when your supervisor was away? How did you handle this? (supervisory experience)

· This position requires working on evenings and weekend. Are you willing and able to do this? (schedule)

· Describe your work relationship with your most recent immediate supervisor. What qualities do you admire in a supervisor? (supervisory relationships)

· What were your supervisory responsibilities? (supervisory experience)

· Describe a time when it was your responsibility to inform your co-workers of a change in procedure or give them new information. How did you do this? What was the outcome? (communication)

· Tell me about a situation recently in which something was not done as well as you would have liked by someone else. How did you handle it and what was the result? (communication)

· Who are your favorite children’s/fiction/etc. authors? (job specifics)

· What authors have you recommended to a struggling reader? Have they helped? (job specifics)

Scenarios:

Please describe what you might do when presented by these situations in the library:

· An irate parent storms in and demands to know why you let her child check out this offensive book about sex.

· A patron tells you that someone has just made rude remarks to them.

· A class of eighth graders shows up unannounced to look for biographies.

Do not ask:

Federal legislation intended to assure equal employment opportunities to all applicants prohibits you from asking candidates about their:
· Disabilities: If an applicant volunteers information about a disability, you may ask about accommodations that might be required to do the essential functions of the job.

· Race, color, ethnicity, or national origin: Applicants may be asked if they are authorized to work in the U.S. or if they can speak a language required to do the job.

· Age: You may ask if the applicant is under 18, and therefore falls under governance of the Child Labor Act.

· Marital or family status: This includes children, child care, and pregnancy. You may describe the required schedule and ask if there’s any reason that the applicant wouldn’t be able to meet the schedule.

· Religion: You may ask about meeting the required job schedule. If an applicant indicates that he or she will not be able to work certain days because of religious beliefs, review whether or not this can be “reasonably accommodated” before disqualifying the applicant.

· Although sexual orientation is not protected under Federal law, court precedents indicate that it is also considered discrimination if individuals are denied jobs due to their sexual orientation. Don’t ask about it during the interview.

Conducting Interviews

Arranging the interview:

· Give candidates a choice of interview time and date.

· Provide a contact name, phone number or e-mail address in case they have questions beforehand.

· Distribute resumes and applications to involved staff at least a few days before the interview. Meet with them if possible to discuss interviewing strategy. 

During the interview.

· Use a private space with a closed door.

· Begin by introducing yourself and identifying yourself as the director. Introduce your fellow interviewers if you have them. (This sounds obvious, but it doesn’t always happen!) 

· Let the applicant know the agenda for the day (when and where they will be presenting a storytime, tours, etc.)

· Encourage the applicant to ask questions.

· If the candidate is presenting something, schedule it for early in the day.

· Thank the applicant for coming. Let him or her know the timeline for decision making and what the next steps will be.

· Wrap up the day with a debriefing with the interview committee, while your impressions are fresh.
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