Speech Communication for Business and the Professions – SPC 2065
Interviewing
We all have a basic understanding of interviewing, but a simple definition of it is where “groups of two or more gather for an exchange of information” (Dodd, 2008).  Many believe that they know how to interview, however, to be a good interviewer, or interviewee, we have to understand that it is a skill…just like other forms of communication.  Here is some information about interviewing (from the text):

Types of Interviews:

* Employment Selection


* Information-Gathering

* Performance Appraisal


* Complaint or Grievance

* Disciplinary



* Group

* Exit




* Telephone

* Videoconference



* Media

Structuring Interviews:

· Introduction phase

· Establish relationship

· Orient participants to interview

· Question phase

· Give honest and relevant answers

· Closing phase

· Summary of future steps

· Follow-up phase

· Thank you notes

· Calling or writing to indicate interest

· Providing new info

Interviewing Tips:

There are different types of questions that one asks when interviewing (refer to book) that are important to know, and here are a few tips to help (as an interview and interviewee):
* Mind your body language

* Let your personality shine through, but do not be overbearing



* Have references


* Think of an interview as a first date (is it a match)
* Prove what you can do

* Sell yourself!





* Do not forget to listen

* Ask power questions



* Be quiet and focus


* Get them talking/make them comfortable

* Fake it until you make it!

* Hide your nervousness

* Create a good first impression
* Etiquette, etiquette, etiquette!

* Remember perceptions

* Be prepared (as an interviewer and interviewee)

*For more tips, check Monster.com, Carole Martin and Marty Nemko contributing writers. 


