
Interview guide for appointment interviews for academic staff– 11 May 2009

Set up a broad appointment/interview committee

Compose the appointment committee as broadly as possible, and preferably with representatives from both academic and technical/administrative staff.

Some good advice before the appointment interview

Once you have decided on whom to interview, the next step is to formulate relevant questions for the applicants.

It is a good idea to prepare a series of questions beforehand that explore the professional, social and personal competencies that are important for the position. Make sure that the various applicants are all asked the same questions so that you can assess them systematically. This ensures a comparable process, also at this late stage in the recruitment process.
Below you will find suggestions for general questions that you can supplement with your own specific questions relevant to the specific position and applicant.

Some good advice on the framework for the appointment interview

Create a positive atmosphere (warm-up questions for the applicant: How was your trip out here; Are you coming directly from work; the weather; the room etc.).
Place the applicant in the room in a way that he/she has eye contact with everyone present and, if possible, is closest to the door (this creates the greatest sense of security).

Talk about the framework for the interview:
- Who is present in the room
- How long the interview is expected to last

- How it will proceed 
During the interview: BE CURIOUS and ask about everything you do not already know from the application. 
Begin or end the interview by showing the applicant around in the research group. This provides a visual picture of the group and generally inspires the applicant to ask more questions.
How to start a good interview

As you know, some people are extroverts and others are more introverted, which is often easy to recognise at a job interview. Extroverts tend to talk more than introverts, and it is often easy to get a dialogue going.
In the case of more introverted applicants, it can be more difficult to get the interview going and to actually obtain the information you are looking for.

You might find these tips helpful in such situations:

· Try to copy the person’s body language so that you ‘mirror’ each other

· Ask Wh-questions – see examples of questions in this document

· Be patient about getting answers to your questions – give him/her time to think and accept breaks in the conversation

· Ask about the applicant’s interests – both professional and personal

Assessment of applicants

When deciding who to hire, you must not take any of the following into account:

· Health issues, unless they are relevant to the performance of the job

· Race, skin colour, religion or faith, political views, sexual preferences, age, physical impairments or national, social or ethnic origin

· Membership or non-membership of a specific trade union

Also, remember that diversity and equality are part of the basic principles of the University of Copenhagen’s staff policy.

Tests, exercises and cases

You may choose to supplement the standard appointment interview with a business psychology test, exercise or case that the applicant is asked to complete/respond to.
This can be done either during the interview or in-between two interviews, with the test/exercise/case forming the basis of the second interview.
You may want to ask applicants to bring their own products/materials – this will give you a good impression of the applicant’s competencies.
Assistance

HR does not generally participate in appointment interviews at LIFE simply because we do not have the necessary resources.

However, we are happy to provide assistance in the form of sparring, formulation of cases, recruitment tests, advice and guidance in connection with the procurement of references.

And if you have any special needs, we are also willing to attend the appointment interview itself.

Note: Remember that physically impaired applicants are especially entitled to an interview. Please contact HR for more information.
Topic: 
Welcome – About LIFE, about the department, about the vacant position

It is important to present a positive but also realistic image of LIFE as a workplace.

The best recruitment is when both parties get a realistic impression of whether it is the relevant workplace/candidate for the position. Make sure to also describe the social aspects of the department/group. 
Many applicants want to know how many applications have been received for the position. It is LIFE policy not to provide this information out of regard for the applicants’ right to privacy as it may be possible, especially within more specialised disciplines, to guess the identities of the other applicants. 
Information for the applicant:

LIFE 
Core areas

Study programmes and students

Financing, employees

Organisation

The department

Head of department

Disciplines

Number of research groups

Collaboration and collegial relations

Number of full-time equivalents

External financing

Vision and strategy

The research group

Head of research group

Research areas

Number of employees

Equipment

Resources

Work routines and types of collaboration

Possibilities for competency development 
Social life of the department 
The vacant position

Job description

Requirements and desires for competencies relevant to the position

Collaboration and relations with colleagues and other research groups

Suggested questions:

What do you already know about LIFE?

What is your impression of LIFE based on what you already know or what you have heard from others? 
Topic: 
Qualifications and experience
Take the job advertisement and the professional assessment as your starting point: What key tasks/assignments does the position involve and what are the qualifications you are looking for? How does the academic assessment match these expectations?
Ask questions that encourage the applicant to provide specific examples of situations where he or she has applied the qualifications/competencies in question.

Suggested questions:

Research

What do you consider your strongest qualifications?

What do you consider your greatest challenges?

Can you give an example of an assignment that you feel you have solved successfully? 
What was the best part for you?

What was the best part for your research group?

How do you prefer to communicate your research findings?

Teaching

What aspects of your teaching do you consider particularly good?

What have your teaching evaluations called special attention to?

What would it take for you to become even better?

Relations with superior

What expectations do you have of your superior?

When do you feel your superior gives you exactly the support/attention you need?

Infrastructure/equipment

What expectations do you have with regard to equipment and other facilities?

The future

What is your greatest wish/hope for your research/teaching?

Topic:
Specifically about social and personal competencies and preferences
It is relatively simple to obtain insight into the applicant’s academic qualifications through their CV, but LIFE attaches just as much importance to the applicant’s social and personal competencies, as they are key to their ability to lead, cooperate and communicate. 
So reserve a considerable part of the interview for a discussion of these competencies to make sure that you learn more about the applicant and also send an important signal.

“We would also like to hear more about you as a person…”

Suggested questions:

Can you give an example of a task that gives or drains you (of) energy? 
Describe a very good/bad day for you?

If I spoke with a colleague you have worked closely with in the past, what would he/she tell me about you? What would your superior tell me about you?
Can you give an example of good collaboration? What role did you play and how did you contribute to the success of the collaboration?
When have you last given a colleague/employer feedback on their work? 
Was it positive or negative feedback?

What did you say to him/her?

Have you ever been in a conflict situation, either as a party in the conflict or as a superior/mediator?

What did you do to resolve the conflict?

What were your thoughts on the other party in the conflict?

Topic: 
Specifically about managerial skills and experiences
NOTE: Ask questions about the applicant’s actual experiences rather than about the applicant’s views on leadership.
Ask about specific actions: “What did you do…”; “What did you say”.
Suggested questions:

Do you have any formal management training, and if so, which?

What experience do you have with management?

Why would someone want to have you as a manager?

How would your employees describe you as a manager?

What do feel has been easiest/hardest?

What expectations do you have with regard to management in the position in question?

What expectations do you have with regard to the amount of time devoted to managerial tasks?

What, if any, support and development do you need in your role as manager?

Project management

Please tell us about a project you have managed:

How many participants were involved?

Were you responsible for the budget and, if so, what was the size of the budget?

How did the success of the project depend on your actions with regard to planning and management?

How did you motivate and encourage the other project participants?

What challenges did you run into along the way, and how did you choose to solve these challenges?

What did you find most fun about the project, and how do you think it was most successful?

Topic:
Other matters
Private matters

These can include serious illness in the family, residence in another country, sidelines etc.

Heath information

As an employer, LIFE may only request health information for the purpose of determining whether the applicant suffers from or has suffered/experienced symptoms from an illness if that illness would have a significant impact on the applicant’s ability to work in the position in question, cf. the Danish Act on Personal Data Relating to Health. 
The applicant is obligated (on his/her own initiative or upon request) to indicate whether he/she is aware of any illness or experiences symptoms from an illness that would have a significant impact on the applicant’s ability to work in the position in question, cf. the Danish Act on Personal Data Relating to Health.
Salary

HR recommends that the interview conclude with a discussion of the expectations of both sides regarding salary level. Salary is subsequently negotiated with a trade union representative or organisation. 
References

HR recommends taking up references. Remember to ask the applicant for permission and to inform the applicant if you contact any references. 
You may use the State Employer’s Authority reference template:  reference-skabelon.
If you decide not to hire the applicant on the basis of any information received from a reference, you are obliged to contact the applicant and inform him/her of the decision and give the applicant the opportunity to comment. This may be done by telephone. Remember that you must observe confidentiality with regard to any information that comes to light via an applicant’s references.
Holidays
As a rule, LIFE respects any holidays that are already planned in the current and following holiday year. 
Suggested questions:

What are you interested in outside work?

What is important to you in order to maintain a good work-life balance?

Are there any special circumstances we should bear in mind?

Are their private circumstances which you believe could have an impact on your ability to perform the job?

If yes: How have they been handled by your previous employer? 
What are your thoughts with regard to the present position?

If you should be given the position, as your employer we need to know what holiday obligations we are taking over. How many days of holiday do you have left in the current holiday year?
Do you have any special expectations with regard to salary level beyond the salary agreed based on the collective agreement and any previous agreements?

Conclusion
Conclude the interview on a positive note. The beginning and end of the interview are what the applicant remembers best.
Tour

If the applicant is from outside the department/another country, you may want to begin/conclude the interview with a tour of the department – unless that presents special challenges with regard to confidentiality. This provides a good picture of the day-to-day life of the department and generally inspires the applicant to ask more questions.

Next step

It is nice for the applicant to know when he/she can expect to hear from you again. 
Agree on how any further dialogue will take place (by letter, email or phone).

Suggested questions:

Is there anything you want to talk about that we haven’t already covered?

Do you have any other questions?

You can expect to hear from us by [date], at the latest.

We expect the second round of interviews to take place on [date].

We will contact you by phone on [mobile].


1

