INTERVIEWING

Conducting the Interview

Step 1: Identify the five or six most important qualities or skills a person must have to do the job. Be direct and practical; you’re not trying to be profound. Examples of possible qualities include:

• Judgment • Organization • Conflict Skills

• Relating • Planning • Leadership

• Initiative • Energy • Meticulousness

• Creativity • Persuasiveness • Contacts

Step 2: Write at least one question for each quality or skill. Each item will ask the person to describe past behavior involving one of the key job qualities of skills. Here are some examples:

• Tell me about a recent important decision you made and how you made it. (Judgment)

• Walk us through the details of the first and last half-hour of your most recent normal work day. What did you do first, second, etc. (Organization)

• Describe a conflict situation with your least-liked co-worker. Just turn on the tape recorder and let me hear the situation. (Conflict skills)

• Tell me about your best experience in leading and organizing a group of people in a project. What were the most important things you did? How did it turn out? (Leadership)

• Tell me about your most recent normal weekend, from Friday night to Monday morning. What did you have planned and what did you do? (Energy)

Step 3: Open the interview with a smile and about 30 seconds of friendly talk. Then say something like, "I’ve been looking forward to our time together. I want to find out some important information about you and I want to use our time well. I have some easy, conversational questions to ask you… there are no right answers… just about some of the things you’ve done. I’ll be writing all the time, so I can remember what you say, please don’t give that a second thought. OK if we start with question one?"
Step 4: Realize that once you form a judgment about the person, you will then sift and collect interview information that supports your conclusion. Work consciously and hard at avoiding unspoken conclusions. Don’t allow judgment thoughts to enter your mind. Attending to your listening and writing task will make this easier. Start with a non-threatening question and alternate between threatening and non-threatening.

Step 5: Use these behaviors:

• Waiting - to give the person time to think after you ask a question.
• Approving Nods - to show you are listening.
• Follow-up Probing Questions - to get the person to be more specific.
• Friendly Surprise - such as when a person says something you want to hear more about.
Assessing the Risk of Child Abuse

In addition to skills-based questioning, risk assessment should be a part of the process. The following set of questions is adapted from those used by the Boys and Girls Clubs of America to get at the potential for child abuse:

1. Why are you interested in this position? Be alert for someone who overidentifies with children, is unduly excited about the possibility of working with children, or who emphasizes that working with children is much easier than working with adults.

2. How would you describe yourself? Be alert for someone who indicates shyness or is withdrawn or passive.

3. Please tell me about a situation in which you were responsible for disciplining a child, other than your own. Listen for use of excessive force, denigration of the child, unrealistic expectations about children’s needs, or use of discipline techniques that would violate your organization’s policies.

4. What is there about a child that makes you enjoy working with them? Listen for over-identification with children; for statements that young children are so easy to work with; or negative statements about teenagers or adults when compared to younger children.

5. What is there about this position that appeals to you most? Listen for appropriate skills, qualifications, etc. Also look for high interest in one-on-one activities with children, preference for a particular age and gender of child, and idealized statements about "saving children."
6. In what kind of supervisory style do you prefer to function? Be alert for a disinclination to have a supervisor or work together as a team. Also use this opportunity to explain the monitoring and supervision techniques used to ensure the safety of the children in the program. The applicant should understand that there will be "zero tolerance" for any form of child mistreatment within the program.

7. What was your childhood like? This question is intended to help uncover if the applicant was subjected to abuse as a child. If the applicant was, there may be an elevated chance that (s)he could be abusive. While individuals who were abused as children and who have resolved their victimization can make excellent volunteers and provide positive role models for children, applicants who appear not to have resolved their own childhood victimization should be screened out of unsupervised contact with children. If an applicant reveals a history of child abuse, further exploration can be done with the series of questions below, based on those developed by the Minnesota Department of Human Services. The same questions are also useful in dealing with a history of substance abuse:

a. When did it occur or begin? How old were you? (Look at duration, severity, pattern of behavior, how recently an incident occurred.)

b. What happened?

c. What was the resolution?

d. Where are you today with this situation?

e. How might you use what you’ve learned in this position?

Examining how the applicant relates to children as well as adults provides important clues as to whether (s)he might pose a danger to children. For example, many child molesters have extremely limited peer contact and seek out opportunities to be around children. The difficulty, of course, is that well-intentioned, highly-motivated people seek such positions as well. While a single characteristic is unlikely to eliminate an applicant from consideration, the presence of several indicators and patterns of behavior are causes for concern. 

Assessing Cultural Sensitivity

Another background factor that should be examined is the individual’s history of personal prejudice. CASA programs are people-serving organizations. Staff for these organizations must be able to interact positively with adults and children from diverse ethnic, cultural and religious groups. Extreme views concerning particular groups or a personal belief system that encourages proselytizing may interfere with the fulfillment of CASA’s mission. The following questions are designed to probe applicants’ prejudices and history. Sensitivity must be exercised, though, to avoid exclusion on an impermissible basis:

1. Can you tell me about any experiences you may have had working with members of ethnic groups? Members of minority groups can be asked about their experiences with Caucasians or a different minority group. This question is intended to open the topic to discussion. The interviewer may want to focus on a particular minority group if the local program serves a concentration of that particular group.

2. Have you ever had a negative experience with a member of a particular ethnic group? This is a follow-up question to the first and provides an opportunity for probing into what the nature of such an experience might have been and if it created any generalized feelings about any group.
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