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Change header if using for agency purposes
Guide: Developing interview questions
Drafting questions
Determine the criteria you are assessing in the interview. You may have sufficiently assessed some criteria through other methods. 
Use open questions so applicants can provide full and descriptive answers about their experiences and expertise related to the criteria. 
Ask ‘how’ and ‘what’ questions rather than ‘why’ questions to get stories of process rather than explanations of appropriate behaviour. For example, “What would your steps be in a situation where…?”
Word questions so applicants are motivated to answer as completely and honestly as possible. For example, instead of asking “Are you a good team player?” (leading/closed), reframe and ask “Tell me about a team you've worked in that enabled you to do your best work.”
Develop probing questions in advance to elicit more detailed and elaborate responses to key questions. The more detail, the better your assessment of the criteria. 
· Direct questions: “Are you happy with the way budget decisions are made?” Such a question is perhaps best posed towards the end of the interview so as to not influence the direction of the interview.
· Indirect questions: “What are the qualities of a good team you have seen?” To explore the applicant’s views in more detail, a follow up question could be, “How do you personally contribute to your team’s effectiveness?”
Be willing to ask difficult questions including those about managing conflict, when integrity may have been challenged and their response to failure or disappointment. Applicants often do not volunteer important information unless prompted.
	Sample interview questions based on Leadership Expectations and the related behaviours are available from agency human resources teams and can be requested for use during recruitment.


Asking questions
Before asking questions, explain to the applicant the criteria you are exploring through the interview.
Set a logical flow of questions. More challenging questions may be asked towards the end of the interview once the applicant has confidence and can be extended.
Begin the interview with a warm up question that the applicant can answer easily in a few sentences. This question does not have to relate directly to a criterion but has the purpose of building rapport to put everyone at ease.
Use the last question to close the interview and leave the applicant feeling empowered, informed and that they have been given every opportunity to do well. For example, “Is there anything else you want to ask or add before we finish up?”
Adjust the language of the interview to meet the applicant’s needs. Use inclusive, accessible and culturally respectful language at all times, regardless of who is being interviewed.
Ask follow up questions if the response is brief or incomplete. This is part of ensuring a fair and equitable process. 
· Elaborating questions: “Could you talk some more about that?” and “What do you mean by that?”
· Specifying questions: “What did you do then?” and “How did they react to what you said?”
· Probing questions: “You mentioned X. Can you expand on that?”
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