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t’s sometimes hard to tell who is more
nervous during an employment interview:
the job candidate or the interviewer. However, preparing thoroughly for and carefully
choreographing employment interviews will
go a long way to putting the interviewer at
ease and making the interview more productive and worthwhile, both for the interviewer and the interviewee.
It is very important to be selective about
the candidates you choose to interview.
Interviews are time-consuming and require a
great deal of your focus and attention. It is in
no one’s interest to waste time interviewing
applicants who aren’t suitable for the job.
Therefore, I strongly suggest that interviewers avoid interviewing dozens of applicants.
It is much more effective to screen the qualifications of the job applicants and select the
top three, four, or five candidates for inperson interviews.
In order to evaluate all candidates fairly,
have each individual complete your practice’s
application form, even if he or she has submitted a resumé. Read each application carefully and critically to spot discrepancies,
gaps, ambiguities, or other concerns. Then
aggressively seek answers to make-or-break
questions through a telephone screening
with the applicant. If the applicant is still in
the running, invite him or her to your office
for a face-to-face meeting.
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Basic logistics for effective
interviews
You’ll need no more than 30 minutes for most interviews. In some
cases, you’ll need no more than 5
to 10 minutes. However, schedule
interviews 30 to 45 minutes apart
so you’ll have the time you need
for both the interview and for
recording your thoughts immediately afterwards.
Choose a private, nonthreatening environment for your interview. A private office is the ideal
place. If possible, plan to sit next
to the applicant, in front of rather
than behind a foreboding desk, or
at a conference table. In addition,
plan to have your phone calls held
during the interview.
Tip: Many interviewers find
that it is least disruptive to their
schedules to hold interviews
before or after office hours or during a lunch hour. However, if you
would like to do this, be sure that
you have at least one other person from your staff present. Don’t
allow yourself to be alone in your
office with a job applicant at any
time, especially one who is of the
opposite gender. Doing so risks
physical harm and false accusations.
How to prepare for each
interview
Because the job application is
filed in advance and you’ll have
conducted a preliminary telephone screening to straighten out

ambiguities, there should be no
need to waste time during the
interview to cover simple background information. Before the
applicant arrives, read his or her
application again and underline in
red any items that continue to
concern you, such as missing
information, frequent changes in
employment, misspellings, conflicting information, or sloppiness.
Then use a blue marker to underline the applicant’s particular
strengths.
On a separate sheet of paper,
note the questions you’d like to
ask about the application. As well,
note general questions you’d like
to ask all applicants.
Greeting the applicant
When the applicant arrives, your
receptionist should greet him or
her as a guest. Specifically, your
receptionist should introduce
himself or herself, smile, and give
a warm welcome.
• Explain where the applicant
can put his/her coat, a wet
umbrella, etc.
• Suggest that the applicant
take a seat, relax, read a magazine, etc.
• Explain how long you’ll be
before you see the applicant.
Just as it is important that
the applicant make a good first
impression on you, it is equally
important that you and your staff
make a good first impression on
the applicant, particularly if you
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must compete with other
practices
for
top-notch
employees. You’ll want the
applicant to take the job
enthusiastically—if it turns
out that you offer it to him or
her.
How to begin the
interview
The applicant is bound to be
at least a little nervous. This is
not necessarily bad. You’ll
probably find it quite helpful to
see how the individual reacts
in a tense situation. However,
you should do all you can to
put the applicant at ease.
Certainly, you should not
purposely make him or her any
more nervous than he or she
already is.
Have your receptionist
escort the applicant to your
office and introduce you.
Something short and sweet
is in order; for example: “Dr.
Tyson, this is Theresa Bowman.
Ms. Bowman, this is Dr. Tyson.”
Stand when the applicant walks
in, smile, shake hands, and say
hello. Then offer the applicant a
seat and sit beside him or her. At
this point, note to yourself your
first impression. Did the applicant seem poised? Awkward?
Sloppy? Neat? Dressed appropriately? Inappropriately? Does he
or she seem to have a definite
presence? Or does this applicant
fade into the woodwork?
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30 Excellent Interview Ques like to work here as our receptionist?

do you think you’d
Now that you’ve told me a little about yourself, why
Why is a position in this office important to you?
jobs that were particularly satisfying to you?
Tell me some of the things that happened in other
What would you most like me to know about you?
What did you think of your previous employer?
ion?
What would you like me to tell you about the posit
what would they have been?
If you could have made any changes in your last job,
job?
What did you like most and least about your last
What was your most interesting job or project?
Describe the best person you ever worked with.
How would working in our practice benefit you?
Which three characteristics best describe you? Why?
Why did you leave your past jobs?
ent, how did you resolve the conflict?
When you and your former employer had a disagreem
What were your responsibilities in your last job?
Describe the best boss you ever had. The worst.
What are your greatest strengths? Weaknesses?
do any job, what would you do?
If you had the experience, training, talent, etc., to
What are your five-year goals? Ten-year?
What do you expect from the office that hires you?
which you strongly disagreed?
What would you do if your boss made a decision with
job for at least the next three years?
Is there any reason you don’t expect to perform this
States?
Do you have the legal right to work in the United
May I contact your present employer?
schedule of our office?
Can your vacation schedule be arranged around the
may limit your ability to perform this job?
Do you have any physical or mental conditions that
in the last two years? Why?
How many days of work do you feel you’ve missed
work?
d? What do you consider good reasons for missing
What do you think constitutes a good attendance recor
Is there any reason that you can’t be bonded?
about you, positive and negative?
What do you think each of your references would say
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Start off with a little pleasant
small talk. A good neutral subject is
your office and its location. For
example, you might ask, “Did you
have any problem finding our office?
A parking place? How was the traffic
this evening?”
Briefly describe the position for
which the applicant has applied. Be
sure to mention little bit about
your practice and yourself. Explain
any important requirements for the
job–for example, the starting date, the
hours to be worked, certifications,
required skills, etc.
Next, ask an easy question that
lets the applicant talk. The best question to ask is usually something like,
“Will you tell me a little about yourself?” If the applicant hesitates, lead
him or her further with questions like,
“What is your past working experi-

ence?” or “What job did you like the
best, and why?” The idea in all of this
is not so much to gather information
but rather to establish rapport with
the applicant and put him or her at
ease. At the same time, you should
be trying to assess the applicant’s
poise and self-confidence.
Tip: You may be tempted to make
a snap judgment about the applicant
based upon these first few moments.
Don’t. Although first impressions are
important, some people need a few
minutes to warm up. Others may
come on like gangbusters but lack
the deep qualities you are seeking.

How to use your list of
prepared questions
By this time, the applicant should
be ready for some of your tougher questions. As you ask them,
avoid questions
that will elicit a
simple yes or no
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to help you get started, see the
sidebar on previous page “30
Excellent Interview Questions.” To
stay within the law, remember that
there are certain questions you can’t
ask applicants, such as those about
the applicant’s age, marital status,
children or child care arrangements,
spouse’s occupation, type of transportation, stability of marriage, ethnic
background, religion, criminal record,
pregnancy, family plans, and physical
handicap. However, there are several
subtleties of the law that you may not
know. To learn about some of these,
review the sidebar “What You Can
and Can’t Ask Job Applicants.” In addition, if you are at all in doubt about the
questions you plan to ask during an
employ-ment interview, consult your
attorney. Finally, be mindful of your
own presence and demeanor during
the interview. Many interviewers talk
too much. Although your goal is to put
the applicant at ease and ask questions, you must do so by allowing the
applicant to do the majority of the
talking. Remember that you already
know what you sound like. You’re
there to find out what the applicant is
all about.
Discussing reference checks,
ambiguities, and red flags
At this point in the interview, you can
tie up any loose ends that continue to
exist. For example:
•

•

Tell the applicant that you may or
will be checking references. Be
sure you know all other names
the applicant was using while
earning degrees or certifications
or working elsewhere. Doublecheck that you have the names,
addresses, and phone numbers
of six or more job references as
well as the applicant’s written permission to contact references,
former employers, schools, etc.
Clear up any lingering doubts
about the applicant by seeking
more definitive answers about
ambiguous credentials, dates,
awards, or honors. If anything the
applicant says seems vague or
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•

•

•

evasive, say so, and ask your
questions again.
Tell the applicant that you’ll be
interviewing other candidates for
the position and when he or she
may expect to hear from you
next.
Ask whether he or she has any
questions about the position or
your practice, or if there is
anything else he or she would like
to tell you.
Finally, escort the applicant back
to your reception area, shake
hands, thank him or her, and say
good-bye.

Take notes
When interviewing five or more candidates in a row, it can be extremely
difficult to remember your impression
of each one, or for that matter, who
was who. Therefore, note taking during the interview process is very
important.
As each applicant speaks to you,
take brief notes of those things that
strike you most forcefully. List questions you want to ask as well as interesting impressions you get of the
applicant. In so doing:
• Don’t let the applicant see what
you’re writing.
• Don’t allow note taking to
interfere with listening to the
applicant.
• Write in telegraphic style using
only key words and phrases to
capture your ideas.
Immediately after the applicant
leaves and before you interview the
next applicant, flesh out your notes
and add further thoughts, either on
paper, at the computer keyboard, or
dictated into a tape recorder. Of particular importance, note special qualities that set this applicant apart.
Answers to questions like those
below will help refresh your memory
later when you’re trying to make a
decision between several applicants:
• Do I like the applicant?
• Was I reasonably comfortable
with him or her?
• Did I have doubts about anything
he or she said or implied?
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•

Am I “on the
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fence” about
Post-Interview Questio
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this applicant?
________
• Do I find myApplicant’s Name: _______________
__________
self trying to
Interview Date: _______________
gly
rationalize
Strongly Agree Undecided Disagree Stron
Disagree
on the appliAgree
cant’s behalf?
1. This applicant seemed to be confident.
Tip: To simpli2. He/she was dressed appropriately.
fy and expedite
3. I liked this applicant.
note taking, many
.
4. He/she was attentive to my questions
interviewers find it
t the job.
abou
tic
usias
enth
5. He/she seemed to be
helpful to prepare
.
icant
appl
this
6. I would like to work with
a short question.
7. Our patients would like this applicant
naire to be comfor the job.
skills
8. This applicant has the preferred
pleted immedithe job.
for
9. This applicant has the required skills
ately after each
job.
10. I believe this applicant would do a good
interview. In it,
you might give
yourself a chance
Additional Comments:
to answer questions by rating the
applicant on a scale
(see sidebar on this page for sample).
• Schedule another half-hour interview with your top two or three
Conducting a second interview
choices.
Once you’ve completed your inter• Reverse the order in which you
views and checked references for
see the applicants for the second
your top applicants, you’ll be ready to
interview.
narrow in on a decision. Occasionally,
Recruitment experts warn that
you may encounter an applicant who
the order in which you see applicants
was so good that your choice will
can influence your opinion of them.
appear to be extremely easy. But
Conventional wisdom among recruiteven when that’s the case, it’s usually
ers is that the first person interviewed
best to put off your final decision until
for a job is three times as likely not to
you’ve had a chance for a second
get the job as the last person.
interview.
• Review each candidate’s applicaSecond interviews are important
tion form and your notes from the
for several reasons. For one thing,
first interview. Write down any
they will either confirm or change
questions you’d like to ask the
your initial impression, enabling you
applicant either about his referto make a more informed choice. For
ences, information you didn’t get
another, under the usual procedure of
at the first interview, or the subinterviewing several applicants and
jects you’d like to cover more fully.
then making a decision, the person
• At the second interview, describe
hired is often the one who stands out
more fully what the applicant’s
from the crowd, not necessarily the
job duties might be.
best person for the given practice.
• If time permits, provide a comOften, too, it’s hard to keep applicants
plete tour of your office and introstraight in the midst of several backduce the applicant to members of
to-back interviews.
your staff.
The second interview gives you
• Ask each applicant to skim your
the time you need with your top
office policy and procedures mancandidates. When conducting second
ual and ask questions regarding
interviews:
job duties and office policies.
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Involving staff in the process
Who in your practice should do the
interviewing? And who should have
a say in the hiring decision? The
answers will not be the same for
every practice or, for that matter, for
every position you’re trying to fill.
Sometimes, the physician(s) will want
the office manager, key members of
the staff, or the departing employee
to attend and participate in the first
interviews, the second interviews,
and the hiring decision.
• Sometimes, the physician(s) will
want the lay administrator or staff
to do the screening and first
interviews and participate only in
the second interviews and/or the
decision.
•

Tip: Some management consultants suggest that the staff will be
most receptive to and accepting of a
new employee if they’ve had a hand
in choosing. The flip side is that they
may resent a new employee they
didn’t want. Therefore, while you will
want to involve relevant members of
your staff when you can, don’t do so
unless you plan to consider their opinions and preferences seriously. z
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Sometimes, the practice manager
or administrator or the staff can
do the interviews and make the
hiring decision without the physician input.

•

Sometimes, the physician(s) will
prefer to do all of the interviews
and make the decision alone.
Deciding whom to include and not
include in your interviewing and
hiring process is very important.
Consider:
• The position. If you don’t
understand the details of the job
as well as someone else in your
practice, it usually makes sense
to get help. You might also seek
input from individuals who will
work very closely with or supervise the new employee.
• Your own management style
and preferences. It does little
good to get input from others if
you feel like you don’t want to or
that you must make the decision
alone.
• Time constraints. Screening
and interviewing takes a considerable amount of time. You may
not have the hours you need to do
a good job of it without delegating
some tasks to others.
• Staff availability. An overcommitted staff will probably not have
the time or desire to participate in
interviews.
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