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Course Content & Outline

Section 1: A Successful Interview Layout

e The importance of proper interview techniques.

» Different types of interviews and what works best for you.
e Pre-employment testing to pick out the best candidates.
e Sorting your success factors.

¢ Job specifications and how to reiterate them.

e Using your success factors to interpret compatibility.

e Finalising your job role success matrix.

Section 2: Planning & Interview Preparation

e Arranging your documentation.

e What do you need to know?

e Selecting your initial questions.

e What do you really need to know?

e How to sell your business and job role.

e Customise the interview and prepare your agenda.
e Sending invites.

e What does your candidate need to bring with them?

 Privacy and data protection guidelines.

Section 3: Conducting Your Interview

e Categorising types of candidates.

e Silence is golden in specific scenarios.
e Opening an interview.

¢ Avoiding awkwardness.

¢ Asking the right questions.

e The art of open questions.

* Note taking.

e Closing an interview and next steps.

Section 4: Personality Matches



e Asking personality-related questions.

e Scenario-based questioning.

e QOutside-the-box thinking and questioning techniques.
¢ Assessing body language and reactions.

e Inviting questions as an interviewer.

e Developing conversational tone.

Section 5: Making The Right Decisions

e Your scoring system.

e Eliminating bias.

e Ranking against other candidates.
 Following up with candidates.

e Additional extras and testing.

 Self-evaluation - was it a fair interview based on your behaviours?

Section 6: Interview Laws & Regulations

e Prohibited questions and why they should be avoided.
e Remove personal bias.

e Conflicts of interest.

e Answering questions from candidates.

e What not to say.
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Job Interview Success: How To Stand Out And Get Hired

Learn essential tips for acing your job interview, from thorough preparation to confident
execution. This comprehensive guide provides insights on before, during, and after the
interview, along with strategies for answering common questions. Increase your chances of
llanding your dream job
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