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Workshop on Interview Techniques for Hiring Managers

"Pearls do not lie on the seashore. If you want one, you must dive for it."    -Chinese proverb[image: ]

			


Interview Techniques Workshop
Duration: 1 Day
No of Participants: 25-30 Pax
Timing: 9:30 A.M- 5:30 P.M
 
 





Target Audience[image: Free vector brand advocate abstract concept   illustration. brand attorney, digital marketing, internet, trademark advocacy strategy, positive image creation, social media comments]
· TA Manager
· HR Manager
· Managers of Any department
· Supervisors



Workshop Objectives
· Understanding the art of Interviewing
· Know Who you want
· Pre-Interview Preparation
· During Interview- Part-1
· During Interview- Part-2
· Post Interviewing: After Interview
· Other Important Points[image: Free vector business management vector]






	
Workshop Outline


	Sr. No.
	Time
	Topic

	1
	9:30-09:45 AM
	What’s In It for Me
· Workshop Intro & Agenda
· Ground Rules
· Icebreaker
· Facilitator Intro
· Participant Intro & Expectations

	
	9:45- 10:00 AM
	Pre-Training Assessment

	2
	10:00- 10:45 AM
	Understanding the art of Interviewing
· Art and Science of Interviewing
· Importance in Interviewing (Organisation & Self)
· Understanding the cost of Bad hire
· Myths and facts about interviewing

	3
	10:45- 11:00 AM
	First Tea Break

	4
	11:00 – 11:45 AM
	Know Who you want
· Job analysis and job description.
· Skill, Will and attitude
· Defining the criteria
· Stages in the Interview (Pre Interview, During and Post Interview

	5
	11:45 – 12:30 PM
	Pre-Interview Preparation
· Receiving & Screening the applications
· Importance of asking right questions
· Assessing the resume- Finding common clues
· Preparing questions for the Interviewee

	6
	12:30 – 1:15 PM
	During Interview- Part-1
· Building rapport with candidates.
· Structured Vs Unstructured Interview
· Probing and follow-up questions.
· STAR (Situation, Task, Action, Result) technique.
· Handling difficult candidates and situations.

	7
	1:15 – 2:00 PM
	Lunch Break

	8
	2:00- 2:15 PM
	Energiser

	9
	2:15- 3:00 PM
	During Interview- Part-2
· Active listening and body language.
· Taking useful notes during interviews.
· Avoiding biases and stereotype pitfalls.
· Rating and ranking candidates objectively
· Observing and interpreting the body language Non Verbal cues (body language, gestures, postures, tone, pitch, etc.).   

	10
	3:00- 3:45 PM
	Post Interviewing: After Interview
· Thank the candidate
· Update the candidate on the next steps after Interview
· Interview evaluation methods.
· Effective communication with hiring teams.
· Red flags and warning signs.
· Assessing cultural fit and alignment with company values.

	11
	3:45- 4:15 PM
	Other Important Points
· Manging emotions during interview.
· Conducting multi panel Interviews
· Interviewing first time job seekers Vs Experienced Job seekers
· Tips for conducting effective job Interviews.

	12
	4:15 - 4:30 PM
	Second Tea Break

	13
	4:30 - 4:45 PM
	Recap

	14
	4:45 - 5:00 PM
	Post Training Assessment

	15
	5:00- 5:30 PM
	Closing
· Feedback forms
· Q& A (If any)
· Closing Video (If any)
· Group Photo



*This Workshop outline is based on the industry best practices and will be customised after discussion with the client.*
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