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Licensing agreement 
Reproducible Program Library—End-User License Agreement 
IMPORTANT! PLEASE READ! 
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Instructional design and learning 
philosophy �
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Sound Instructional Design 
All course content is developed using a variety of research techniques. These 
include: 

�  Brainstorming sessions with target audience 

�  Library research 

�  Online research 

�  Customer research (focus groups, surveys, etc.) 

�  Subject Matter Experts (SME) 

�  Interviews with trainers 

Expert instructional designers create imaginative and innovative solutions for your 
training needs through the development of powerful instructional elements. These 
include: 
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Application of Adult Learning Styles 
)��	
�
	����
���

��
��#��"���
���

����
"������	
� 4"�����#��
��
�

�������
���
��
�""	����

���


���
	����

�
���	1	�'�
��
��
�����
E��
�4"��� ��#��
���
��#
����	
���������
��#��"���
�
�

�����
�
�'
�##�	���
��
	�������

�#���>���(
��	�1"	 ���(
��6�	�
����(
���#�������(
���
	�#
����

��
���
��#�
#������
����
�������

��


��
	�������
 ��		
�""��	

�
�		
	�������
�
�	��
���
��		
��

��
������




���������	
��
���������


�
����
��������
���������

���	�����
��
��� �

��  

Course timing 
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Behavioral Interviewing
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Course objectives

• Identify competencies to screen for
• Write behavioral-based questions
• Conduct an interview effectively
• Avoid legal pitfalls
• Evaluate candidates’ responses 

objectively
• Start new employees off on the right 

foot
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Chapter One 

 

 

 

 

 

 
Finding Qualified Candidates 
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with the position 

����������	
���

�	��
	������	���������	��

�  ���
6������
������

��
�����#��


�  ��

���(

��
�����#��
�����

��

��J�
.
�
"����#�

 ��
�����#�/

�  ��

���(

��

��J�
�����

��
#�6"�
��#���
��>�����
 
�
'�	'�		

��

��J�


�

�������������	��������	������������������	
�����	�� �������	���

�  5��
�
�
���#��"
���
�'

��
���J
�������6��

���
��� ���F�
���

#�	
����


�  I�

��"�

'��6

��
�������
��"��
6��
�

�
����
���� ��	

"���"�#
�����


 

������
�������	���������
�����

����
	�������	���

�  ���

�
	�6�


��
#���
#�6"�
��#���

�
'���
��
'���� �

���
�#
��	
B��
��
���
���
��""��
���
�J�		�
#��
��
 	�����
���


6���
�"�#�'�#�

!�6"�
��#�
�4�6"	�-
!�66���#�
���
�J�		�


o )��������
��#�6���
#�		�

o )���������
#	���

#�6"	���
�

o )##���
�	�
����
�'����
#	���

�����


!�6"�
��#�
�4�6"	�-
������
���

o ���"	���
�������	

���J���
���
#���
���
�

o D��
�
#��		�����
��
�
������#�'�	����

o I�����
��
������
����
'��
�6"������
���J

o ����	�"�
������
���
�""���#���
���
�����





�

��
�����
��	

�
����
#�6"	�
�

#	���
�
����


��
�4�#

��
���

���
���"������	�
���
���
����

'�	'�		���

E
�������(
�
���
����

��		
'	�������




�'
�
B��
���#��"
���
�	�����

�4��
�(
������
�

"����

�

���������
�
����#��

D�J�
����

�

��
�##���
�
���
�"1
�1��
��


��#J
������	
"��"	�
���
��		

��
���#

��
�

��
"�����
��

���

B��
���
��J
'��

����
�"�����

����


��
��#������
��
���(
��

��		
��

���
�

��
"�����
����	�

�����

E'
#�����(
�'

����
���8

�

#�����

B��
���#��"
���(
���
��


��

�6�

�
#���
�
����


© 2003 TreeLine Training.  Published by HRDQ.

Begin with clarity

• Examine the 
mission statement

• Examine the work 
environment and 
culture

• Identify 
competencies 
necessary for the 
position
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Where to find people 
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Finding talented candidates

• Reward employees for referring a candidate 
who is hired
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Reviewing résumés 
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Don’t be afraid to write on 
the résumé. 
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Reviewing résumés

• Don’t be afraid to 
question anything

• Mark up the resume 
with notes and 
questions

• Your goal: To 
understand the 
information it contains 
and the information it 
doesn’t
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Conducting the interview: Build 
rapport 
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Build rapport

Don’t talk 
too much

Don’t look 
bored

Don’t be 
condescending

Don’t be 
impatient
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Chapter Two 

 

 

 

 

 

 
Behavioral Interviewing 
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Behavioral interviewing 
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Behavioral interviewing

Characteristics:
• Concrete
• Clear picture
• Documented
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The STAR process

• Situation
• Task
• Action
• Result
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Hiring law

• Illegal questions can 
be a minefield

• Be familiar with all 
federal, state and 
local laws that apply 
to your organization
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Ensure nonbias

• Don’t ask illegal 
questions

• Make certain that 
your body language 
and tone of voice 
maintain neutrality 
for all candidates 
interviewed
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Your safest approach

• Be certain that every 
question you ask is 
related to the 
candidate’s ability to 
do the job
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Close the interview

• Explain the 
remaining steps in 
process

• Provide phone 
number for 
questions or 
concerns

• Thank the candidate
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After the interview: Assess 
responses 
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Assessing responses

• Complete assessment 
within 20-30 minutes

• Evaluate one 
competency at a time

• Assign an appropriate 
rating 

• List examples and 
stories the candidate 
provided as a reminder











