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Hiring Manager Interview Overview   

 

The purpose of the interview is to get to know each candidate or finalist and to 
understand previous applicable experience.   
 
There a couple of points to always keep in mind. Questions should be open-ended to 
allow dialogue and written prior to the interview. If a team or group interview is to be 
conducted, someone should facilitate the interview session.  The person facilitating the 
meeting needs to be cognizant of time constraints to ensure that the basic questions are 
addressed in the time allotted.  Your Staff Recruiter can assist you in developing 
questions specific to your position opening.  
 

Behavioral based interviewing  is a technique used in which the job candidate has the 
opportunity to demonstrate their potential for succeeding in the new job by providing 
specific examples of how they handled similar situations based on their past 
experience. 

Interview questions should be structured to objectively match and compare candidates 
for positions by asking a specific set of job-relevant questions and using the same set of 
pre-determined rating scales to evaluate all candidates and avoid bias and ambiguity.   

When developing interview questions remember questions should be written to elicit 
details about a candidate’s past experience that would reflect the identified job-related 
competencies such as: 

 What knowledge, skills, abilities, and other characteristics are most critical for 
success in this position? 

 What behaviors are important or strategically critical to my organization? 

 How does the candidate work under pressure?  

 How does the candidate handle a challenge? 

 

The Candidate Interview: 

1. Introductions- At the beginning of the interview you should prepare the 
candidate for the meeting. Have the interviewees introduce themselves and give 
a short explanation of how the process will go and how long it should take.  

2. Profile- Lead the conversation by learning more about the candidate and their 
interest in the opportunity. Make sure you have the candidate’s resume in front of 
you. Let the candidate present him/herself and talk about their experiences.  
During the conversation, ask questions related to the resume to fill in the gaps.  

a) How did you learn about our position? 

b) What attracted you to RIT and this opportunity? 
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c) Why are you looking to leave your current position? 

d) Tell me about your previous experience and how it relates to this position. 

3. Motivations- After you learn the candidate’s story, you should understand the 
candidate’s values and interest level. This part of the interview helps you find out 
the “why” behind their application. 

a) Describe the work environment or culture in which you are the most 
productive and happy. 

b) How would you define success for your career?  

c) How do you ensure that your personal level of motivation is high on a daily 
basis? 

4. Skills- You need to be sure the candidate can succeed at your organization. Ask 
situational questions about the candidate’s current and past jobs.  

a) Tell me about a time you had to solve a problem at work 

b) Tell me about a time when you were asked to do something you had 
never done before.  

c) Describe a situation where others you were working with on a project 
disagreed with your ideas. What did you do? 

5. Cultural fit- For a placement to be successful, the candidate must fit in with the 
client’s company. Check that the candidate’s values align with the client’s 
mission. Ask behavioral based interview questions that reveal the candidate’s 
personal and social skills. Some details might include teamwork, ability to work 
under pressure, and creative initiative. 

a) What did you do in your last job to contribute toward a teamwork 
environment? 

b) What are the three things that are most important to you in a job? 

c) Do you prefer a casual work culture to a formal environment? 

6. Salary- During the meeting, ask the candidate their expected salary range. Tell 
them the salary range as well as any benefits or perks.  

a) Do Not ask what the candidate is currently making  

b) What is your current salary expectation for this positon? 

7. Candidate Questions- Open the conversation up to questions. Let the candidate 
ask questions and clarify issues that might have come up. And, make sure you 
have all the information you need to move on in the hiring process. 

a) Is there anything else you would like to add about your background and 
experience? 
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b) Do you have any additional questions? 

8. Conclusion- Discuss the next steps in an effective interview process. Let the 
candidate know when you will contact them, what happens next, and if you need 
additional resources.  

a) Make sure all parties exchange the correct contact information.   

b) Thank the candidate for meeting with you and your client.  

c) Even if the client is not selected for the position, you need to maintain a 
structured interview process to provide a positive candidate experience.  

Interview Topics/ Questions to Avoid 

1) Do not ask any questions that reference: 

 Race, Color, or National Origin 

 Religion 

 Sex, Gender Identity, or Sexual Orientation 

 Pregnancy status 

 Disability 

 Age or Genetic Information 

 Citizenship 

 Marital Status or Number of Children 

2) Example of DO NOT ASK Questions: 

 What arrangements are you able to make for child care while you work? 

 How old are your children? 

 When did you graduate from high school? 

 Are you a U.S. citizen? 

 What does your spouse do for a living? 

 Where did you live while you were growing up? 

 


