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Hiring Do’s and Don’ts:
Practical Tips



Introduction

With careful preparation, employers can maximize the 
interview process: craft effective questions, get the 
information necessary, and make a good impression on 
candidates. Phrasing questions properly and honing 
listening skills and body language can make a big difference 
in the responses that candidates give. Providing 
information about the job and benefits can help win favor 
with applicants who have the skills the employer needs.



Preparing for the Interview

 Screen candidates by phone to ensure that they have the 
minimum qualifications and that they are interested in the 
pay you are offering

 Set aside a quiet place to talk

 Set aside enough time so you won’t be rushed

 When reviewing resumes and job applications, focus on the 
knowledge, skills, and abilities you seek for the position

 Rather than setting aside those resumes with employment 
gaps, analyze the skills and experience obtained through a 
previous job or through experience described on the resume. 
Ensure that qualified job candidates are provided an 
opportunity to explain gaps in employment.



Preparing for the Interview

 Do not assume that candidates are overqualified. It is 
important to realize that many of those who have 
been out of work for a long time have reevaluated 
what they want to do and are more willing to take a 
lower salary or position to work in a new 
environment or new type of job.



Preparing for the Interview

 Review the job description and the candidate’s 
resume and application immediately before

 Prepare to provide information about the company 
and its benefits

 Importance of a completed job application



Preparing for the Interview

 Tell the candidate:

 How to get there, where to park, who to ask for upon arrival

 If the candidate will be required to fill out an application on 
site

 How long the interview will probably take



Preparing for the Interview

 What kinds of questions elicit the most informative 
responses?

 Structured questions

 Open-ended questions

 Behavioral interview questions

 Prepare questions to ask each candidate

 How did you hear about the opening?

 Why are you interested in the job?

 What you know about our organization?

 What skills/qualifications do you bring to the job?



Preparing for the Interview

 Avoid discriminatory questions

 Discrimination laws can be confusing, and interviewers 
sometimes find themselves surprised at what questions can be 
considered discriminatory. 

 Select and design questions carefully to ensure that you get the 
information that you need to make quality hires while avoiding 
inquiries that might imply discriminatory intent.



The Interview

 At the start of the interview:

 Confirm that you have the completed and signed application

 Offer a beverage

 Monitor your nonverbal 
communication

 Set the candidate at ease with
small talk



The Interview

 Emotional Intelligent  Interview – EI is typically described as someone’s 
ability to read other people’s signals and respond appropriately to them, as well 
as recognize and understand their own emotions so they can influence the 
emotions of others. 

 Get to know candidates individually and on a more-personal level before 
formally engaging in technical (traditional) questions, and you’ll find trust and 
goodwill can develop.  Once candidates feel more at east with you, they’ll feel 
more inclined to “let you in” and share their real needs in the job search and in 
their career and professional development. 

 Consider these questions: 

“Tell me abut your job search up to now. What’s motivating you to look for 
another opportunity, and what have your experiences been as a candidate in the 
open market?”



The Interview

“Before we launch too deeply into your career experience and background, as 
well as what we’re looking for in our next hire, tell me what criteria you’re using 
in selecting your next role or company. What’s really important to you as this 
point in your career?”

“Walk me through your career progression, leading up to how you landed your 
current role at your present company.”

“What’s one thing about your career at this point that’s guaranteed to make you 
smile?”

 Once you’ve established a solid rapport using the questions above, ask:

“Based on your understanding of the role so far, why would this position make 
sense at this point in your career in terms of building your resume?”

“Based on what your most respected critic would say, what’s the greatest asset 
you will bring to our company, and what areas for career development and 
personal improvement are you focusing on at this point?”



The Interview

 What are the three criteria used in selecting high-
potential hires?
 Longevity

 Progression through the ranks

 Technical Skills

 Focus on candidates’ reasons for leaving the past positions

 Challenge answers like “No room for growth” or “Layoff”

 Instead of “Tell me about your job and what you do” ask them to 
“Describe how they progressed through the ranks and landed in 
their last position”

 To determine technical abilities, ask them “On a scale of 1 to 10, 10 
being you are a perfect technical match for this position, where 
would you rank yourself?



What to ask and not to ask

 Age

 Instead of:

 When did you graduate?

 When do you intend to retire?

 Ask:

 Are you old enough to do this type of work?

 Can you supply transcripts of your education?



What to ask and not to ask

 Disability
 Instead of:

 Do you have a disability?

 Have you ever filed a workers’ compensation claim?

 Do you have a history of drug or alcohol abuse?

 Ask:

 After reviewing the job description, “Can you do the duties listed in 
the job description, with or without reasonable accommodation?”

 If a worker has an obvious disability or reveals a hidden disability, you 
may ask the person to describe or demonstrate how the applicant 
would perform job duties

 Must do:

 Employers must provide reasonable accommodation to candidates 
who have disabilities



What to ask and not to ask

 Race

 A candidate’s race will usually be at least somewhat evident, 
but race related discussions or questions may imply a 
preoccupation with that factor.



What to ask and not to ask

 Religion

 Instead of:

 What outside activities do you participate in?

 Ask:

 What professional associations are you a member of?



What to ask and not to ask

 Appearance

 Tattoos

 Piercings

 Beards

 Guidelines:

 Employers need to be aware of 
religious and cultural variations 
on appearances.



What to ask and not to ask

 Sex/Marital Status

 Instead of:

 Are you married?

 When do you plan to start a family?

 Do you have children?

 Ask:

 Are you available to travel frequently?

 Can you work overtime with no notice?

 Can you work evenings and weekends?

 When we check references/do a background check, are there other 
names we should look under?



What to ask and not to ask

 National Origin/Citizenship

 Instead of:

 Are you a citizen of the US?

 What country are you from?

 Where is your accent from?

 What nationality is your last name?

 When does your visa expire?

 Ask:

 If you are hired, are you able to provide documentation to prove 
that you are eligible to work in the US?



What to ask and not to ask

 Military

 Instead of:

 Please provide the status of your 
military discharge.

 Will you miss work to perform 
military service?

 Ask:

 What experience did you gain in the uniformed service that is 
relevant to the job you would be doing?



 Arrests and Convictions – Ban the Box – AB 1008
Effective Jan. 1, 2018, employers with five or more employee are 

prohibited from asking about criminal history information on job 
applications and from inquiring about or considering criminal 
history at any time before a conditional offer of employment has 
been made. 

Once an employer has made a conditional offer of employment, it 
may seek certain criminal history information. However, before 
denying employment because of a criminal conviction, specific 
steps must be followed. 

Recommend asking for MVR after conditional offer is made. 

What Not to Ask



No More Salary History Questions – AB 168
AB 168 bans employers from asking about a job applicant’s prior salary, 
compensation or benefits (either directly or through an agent, such as a 
third –party recruiter).

In addition, employers cannot rely on salary history information as a 
factor in determining whether to hire the applicant or how much to pay 
the applicant.  However, an employer may consider salary information 
that is voluntarily disclosed by the applicant without any prompting. 

AB 168 further requires an employer to provide a job applicant, upon 
reasonable request, with the pay scale for the position. 

What Not to Ask



Behavioral Based Interview Questions 

 Goal: Find out what the candidate has done in the 
past in order to best predict what the candidate 
would do in the future

 Ask about specific experiences that the candidate has 
had where that candidate exhibited the competencies 
that are needed for the job



Behavioral Based Interview Questions 

 Examples:
 Describe a time when you had to deal with a difficult guest/client 

relations problem? What was the outcome? What did you learn?

 “Yes” is the word clients/customers/guests like to hear. However, if 
you had to say “no,” how would you do it?

 What do you like about being in customer service? What do you find 
is the most difficult part of being in customer service?

 Give us an example of how you stay organized when juggling 
multiple tasks.

 Describe a time when you kept from getting bored when dealing with 
routine tasks.

 What kinds of events cause you to stress on the job?

 How do you know when you are stressed? What do you do to de-
stress?



Candidate Reponses

 Listen to the full answer before preparing your next 
question

 Take notes

 Let them tell their story, keep notes, then go back 
and ask specific questions.

 Ask for more, more, more



Asking for More

 Candidates often arrive with an arsenal of prepared 
responses that may not be accurate portrayals of 
their competence

 Your response to rehearsed answers:

 Look at the candidate expectantly and wait for more

 Ask a vague follow up question: “Can you tell me more about 
that?”

 Ask several specific follow up questions

 Avoid overpromising



During the Interview

 Take notes during the interview

 Show the job description to the candidate and 
discuss the contents

 Consider showing the candidate the work area



Ending the Interview

 Ask the candidate if there is anything else that the 
candidate would like to tell you about his or her 
qualifications, or if there is anything else you might 
need to know

 Ask if the candidate has any questions

 Provide documents describing your company and 
benefits

 Ask if the candidate is interested in the job based on 
the information you’ve provided during the interview



Ending the Interview

 Notify the candidate of when to expect further 
contact from you

 Walk the candidate to the door and thank the 
candidate for the interview



Mistakes that Interviewers Make

 Not spending enough time with the candidate to really 
gain an understanding of the individual’s personality and 
approach to dealing with problems.
 Add critical mass to your interview
 Include others in the interview process
 Schedule more than one interview—phone screen, initial interview, 

interview with owner/CEO

 Not making sure the candidate’s level of business 
maturity will ensure a smooth interpersonal transition 
into our company
 Not age related; willingness to assume responsibility for their actions
 Best determined by thorough reference check

 Not conducting an effective reference check
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