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Change header if using for agency purposes
Tips: Qualities of a successful interviewer 
Is familiar with the focus of the interview and tests/pilots interview questions and techniques first to make sure they are suitable, flow and are well timed.
Explains the purpose of the interview and asks whether applicants have any questions.
Is clear, concise and do not use jargon.
Allows applicants to finish and gives them time to think by refraining to fill in the natural pauses.
Listens to what is said and how it is said, displaying empathy when dealing with applicants.
Respects and responds to what is important to applicants and is flexible to applicants’ needs.
Knows what they want to find out and uses probing questions to draw out information.
Is prepared to challenge what is said, for example dealing with inconsistencies in applicants’ replies.
Remembers what is said and relates it back to what has been said previously.
Clarifies and extends meaning to applicants’ responses without imposing their own views.
Does not talk too much or too little as this can make applicants passive or feel anxious and ‘under the spotlight’.
Is sensitive to equity considerations when interviewing a number of applicants including awareness of the potential impact of unconscious bias.
Is aware of equal opportunity obligations in regard to adjustments and meeting requirements requested by applicants.
Adapted from: https://sociology.fas.harvard.edu/files/sociology/files/interview_strategies.pdf 
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