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Your business is looking for a new employee, which means it’s time for you to start preparing for the
interviewing process. To assure you are ready and prepared for the interview process, use the
interviewing Do’s and Don’ts below to get you on track and prepared.
Quick Tip: Before you begin conducting interviews, make sure you have prepared the job description,
duties, qualifications, expectations, and other information pertinent to the position you are filling.

Do’s

Don’ts

Scheduling Interviews: Make sure to schedule
enough time to get through all questions you have
and leave enough time for the interviewee’s
questions. If you have multiple people
interviewing you want to make sure their
interview times are scheduled to allow for time in
between to ensure no one is waiting for another
interview to wrap up, and that you have adequate
time with each interviewee.

Don’t:

Be Prepared: Have a list of questions and know
what topics you want to cover with the
interviewee, like:

Don’t:
 Wait until the interview to review the
interviewee’s resume/application.
 Spend more time talking than listening; you
are here to learn about them.
 Allow the interviewee to take control of the
flow of the interview.






Work History
Education
Availability
Strengths/Weaknesses



Schedule interviews so they overlap.



Rush your interview because you are running
behind on time, you can reschedule if
absolutely necessary.

Questions: Ask open ended questions about the
interviewee’s skills and experience that will get
them talking.

Don’t ask prohibited interview questions. For
example, you cannot ask candidates about their age,
race, national origin, gender, religion, marital status,
and sexual orientation.

Attention: Give the interviewee your full and
undivided attention. You are here to determine if
they would be the best fit for your business, so be
sure to give them the best opportunity.

Don’t bring your phone, work, or anything distracting
with you into the interview regardless of if you are
conducting the interview or just sitting in on it.

Be Positive: When you are talking to the
interviewee about your business, make sure to
promote all of the positive things your business
has done and is doing in your industry and
community. Also, mention perks or benefits your
business may provide.

Don't speak poorly about your business or coworkers. You do not want to portray your company in
a bad light to potential employees.

This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. The product was created by the grantee
and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind,
express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness,
timeliness, usefulness, adequacy, continued availability, or ownership. This product is copyrighted by the institution that created it. Internal use by an organization and/or
personal use by an individual for non-commercial purposes is permissible. All other uses require the prior authorization of the copyright owner.
The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. All voice telephone numbers on this website may be reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. (11/2018)

