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Interview Do’s and Don’ts:
· Interview Do’s
· Ask questions that encourage productive responses.  
· Have questions prepared ahead of time but also be flexible with unscripted questions if the opportunity presents itself.
· Use this time to obtain new information or expand upon a resume. 
· Allow the candidate to speak, discuss and ask questions during the interview, not just at the end. 
· Clearly explain what the job entails and provide a copy of the job description or PIQ. 
· Match the professional qualifications of the candidate to what is needed for the position.
· Be aware of body language; both yours and the candidates.
· Keep the interview team consistent and only include individuals who are invested in the positions, such as manager, co-workers, users, etc. 
· Interview Don’ts

· Avoid discussing personal information.
· If the candidate volunteers this information, acknowledge and move forward.
· Do not ask questions about a type of discharge from the military or any questions related to criminal activity. 
· Do not ask questions about a disability or medical history. 

· Do not ask questions that relate to age, ancestry, native language, national origin, marital status, or religion.

· Do not ask questions about salary history. 

· Do not ask questions that would cause the applicant to disclose social clubs, fraternities, etc. 

· Do not ask questions that relate to whether or not the candidate is a homeowner or rents.

· General Rule: Do not ask questions that do not directly relate to a job requirement or that are not asked of all applicants. 

· Avoid questions that solicit a yes or no answer.  

