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       People 101

Screening/Qualifying Questions

You don’t have enough time to have every prospect come in and conduct an interview so you will need to be able to have a screening and qualifying process in place to quickly determine if the candidate is a viable target. Remember even though they may not be a real target, always treat all candidates with respect and as if they might come back in your professional or personal life. How you deal with them could influence them in a positive or negative manner and this could come back to haunt you or help you. Believe me, as one who has had it happen to them. Stick to the facts and basics. 

Here are some basic screening questions you should ask:

How did you find us? Find out how they found you – was it a referral? If so, how do they know the referral?  Was it from some advertising? Name recognition? Other?  It’s always nice to know the source to see if any of the sources I have given you actually work.
What position are you seeking? I know this sounds crazy but sometimes they think they are seeking one position but the actual position you are looking for is something else. Get it straight on which position they are looking to apply for early in the interview.

Why are you looking? Determine their motivation for leaving their last stop and listen carefully to find out the true reasons. Some questions you may want to ask to find this out include:

What are you looking for? Where else are you looking? What is your current job status? 

Are They Currently Employed? Why Not? If not, this could be a danger sign – have they explained their situation well enough? 

What is Their Motivation for Change? Such as my boss wants me to show up on time and work hard. Are you going to have the same issues? Find out why they are leaving.

Where do they live? How long? How far from work? Make sure they live within a realistic proximity to your facility.

Do they have a valid driver’s license with a good driving record? 
Have you had any moving violations in the last five years? If so, what were they? What is current status on drivers license? 

Have you ever been convicted of a felony? Explain
Where have you worked and for how long? Why did you leave? Ask them to explain.
Have you ever been terminated? Ask for an explanation. 

Are They Interviewing Elsewhere and Where? This is always a good thing to find out. It can tell you a lot of things like where and what types of jobs and companies have they looked into. Are they very industrious? Motivated? If they are really close to getting a job somewhere else, then why are they here? Where are they at with other interviews and status? If they have not been interviewing elsewhere, why not?

What Do They Do and Is It Similar to Us? Use the EAR method and get examples, actions they took and the results they got. Note: Don’t tell them too much about the specifics of the job until they have answered this line of questioning. 
What other certifications and training do they have? 

What is their education level and in what area?
Do They Know Anyone in the Company? Have They Interviewed With Us Before? 

If so, find out why they were not hired from the person that interviewed them.

Have they ever worked with your company before? What were the circumstances of their departure? Good or not so good?

Do they know anyone that you know? This could be used as reference check and different from the references they have listed. This is a good one to use. Don’t ask for a reference but try and find out if you know someone that knows them so you can get a real read on them. Go ask these common acquaintances about them. 
Do you have a resume that you can send me?

Now keep in mind you cannot expect to bring everyone from this basic screen in for an interview so you need to be pretty direct and to the point. End by telling them you will need to review their resume, and will let them know the next steps and when they should expect to hear from you.

