Phone Interviews:  Of course phone interviews can be done anywhere, but be sure to handle them like any other formal interview. Set a clear appointment time and confirm that everyone participating has locked the appointment into their calendar. Make sure everyone takes the scheduled appointment seriously, as it’s just as important as any other meeting on their calendar. Also be sure everyone has the correct phone number or conference call-in number for the interview, and make sure everyone knows who’s in charge of calling whom. Share work, cell, and home numbers just in case (at the last minute) an unforeseen problem occurs and the interview needs to be rescheduled.  

The last thing you want to do is make a high quality, grade A candidate wait for a call because you forgot the call was on your schedule or because you forgot who was supposed to call whom. And you also want to avoid the possibility that a member of the selection team calls into the conference line 10 minutes late, and proceeds to ask the same questions you or someone else has just asked the candidate.  
      The best advice I can give is that you treat candidates as if they are potential new customers. You would never miss a scheduled conference call with a customer, so why not treat candidates with the same level of respect.

Telephone interviews are an effective way to save your time and the applicant’s time by pre-qualifying candidates. Screening by telephone lets you provide a basic overview of the job and determine if the candidate is really interested in the position. It gives you the chance to ask the candidate questions that will help you gain clarification or additional information about his resume. Based on the level of experience you require, the telephone interview can help you determine if basic job qualifications are present. Use the telephone interview when the hiring manager or the human resources representative is just not sure, based on the resume or skills survey, that the candidate is completely qualified.
 
Tips for Conducting a Telephone Interview:
· If possible, keep the interview brief 15 to 30 minutes max.. 
· When initially introducing yourself and your organization, speak slowly and clearly.

· Ask the candidate if you’ve called at a good time or if scheduling a 20-minute phone conversation at another time would be more convenient.

· At the beginning of the call, tell the candidate what you intend to accomplish during the telephone interview.

· Encourage the candidate to ask you questions as well.

· Discuss an overview of the key job duties, requirements, hours, and other requirements, such as overtime and weekend obligations.

· Briefly review the candidate’s resume, asking about dates, titles, progression and locations, etc...

· Ask the candidate why he or she is interested and determine if the candidate is qualified (i.e., ascertain whether or not skills/experience match job requirements.)

· Prepare one to two behavioral questions to help you determine the candidate’s level of experience and qualification.

· Communicate next steps and timelines.

* To download a SMART Telephone Interview Template, go to The Right Hire Resource Page at: www.ropella.com/therighthire
Take the time to think through the most likely questions you would expect to be asked by candidates during the interview, and then be prepared to answer AT LEAST these top 10 most commonly asked questions:


· Why is the position open? For how long? Why wasn’t it filled it by now? 

· How would you describe the organization’s stability? For sale? Going through reorganization?

· What is the hot news on the street about your organization, both positive and negative?

· How would you describe the corporate culture and/or political landscape of your organization?

· What is your background, interests, and management style?

· Why do you like working here? Where do you see yourself in three to five years?

· What are the growth options for this position? Any past promotional success stories?

· What is the greatest challenge you expect the new candidate will face in this job?

· How do you feel about me, as a candidate, based on my resume and this interview?

· Where do we go from here? How quickly can you make a decision and get back to me?


Before you start interviewing, it’s very important that you have a post-interview follow up plan ready to go so that you can begin the follow up process right after you conclude the interviews.
