
EMPLOYER

HOW TO 
CONDUCT EFFECTIVE
JOB INTERVIEWS

FOLLOW UP
After the interview, communicate promptly with candidates, offering
constructive feedback and next steps to keep them informed and engaged.
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ASSESS SKILLS
Focus on how candidates articulate their experiences and skills to gauge their
problem-solving abilities, cultural fit, and potential contributions to your team.

BE ON PUNCTUAL
Start the interview on time to demonstrate respect for the candidate's time
and reflect your company's professionalism.

CREATE COMFORT
Ensure the interview setting is welcoming and free of distractions to help
candidates feel at ease and perform their best.

PREPARE QUESTIONS
Develop clear, concise, and job-specific questions that assess the candidate's
skills, experience, and suitability for the role.

RESEARCH THE CANDIDATE
Review the candidate's resume, cover letter and any other application materials
to understand their background and qualifications before the interview.

Are you looking to enhance your interviewing techniques to
find the best candidates for your team? This How To Guide is
designed for employers aiming to conduct effective interviews
with confidence and professionalism. By following these six
simple steps, you can streamline your interview process and
select top talent for your organisation.
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IN SUMMARY
To conduct effective interviews, research the candidate, prepare
relevant questions, create a comfortable environment, be punctual,
evaluate skills by responses, and provide feedback and follow-up.
These steps will help you identify the best fit for your organisation
and ensure a smooth, professional interview process. Implement
these strategies to enhance your hiring decisions and build a
strong, cohesive team.

WHAT NEXT?
For further resources and support in your recruitment
process,head to the resource section on the Redlands Coast Jobs
website. Explore additional tips and tools to enhance your
interview techniques and build a strong team for your business.

jobs@redlandscoastchamber.org.au
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Begin the interview with small talk to establish rapport and
ease the candidate's nerves, allowing for a more genuine and
insightful conversation.
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