	Prepare for Interviews

	Consider

· The “Consider” step requires us to think about who we’re interviewing.

· What’s their role? What involvement do they have in the work Being assessed?

· Next, we need to consider which tasks we want to ask about.

· Only focus on the ones the interviewee will know about.

· We also need to consider expected and actual performance.

· How much do we already know about each, and what else are we trying to find out?

Compose

· Once we’ve considered these critical items, we need to compose

our interview questions.

· Here we’ll start by thinking about the degree of structure for our interview.

· Is it highly structured, like administering a survey in person? Or is it totally unstructured, like an open conversation about certain tasks and how they’re being performed?

· Then we can come up with our interview questions.

· Here we can use the same question types as we saw for surveys.

· The most popular question type in interviews is open-ended since it allows the interviewee to provide whatever information they see fit as part of their response (and when you’re mining for gold, this is where you can sometimes find those valuable nuggets!)

· Your questions should stay focused on task performance, otherwise the scope of your needs analysis will be too ambiguous.



	Confirm

· Now we’ll confirm what we have so far.

· That means we’re going to test our interview questions on someone.

· This little test can be done on almost anyone. We’re looking to see if our wording is clear, and if our questions make sense.

· A popular choice is to try it on a colleague you work with regularly.

· Make sure to ask for detailed and specific feedback afterwards.

· The last thing we want to hear is, “It’s all good.” We might even need to ask things like, “What would you change?”

Correct

· Finally, in the Correct stage we revise our questions based on the feedback we’ve received.

· We need to ensure that the questions are clear, concise, and relevant so the interviewee will know how to answer.

· We can do the Correct stage after our Confirm stage, but also any other time during the interview.

· We need to ensure that the questions are clear, concise, and relevant so the interviewee will know how to answer.

· We can do the Correct stage after our Confirm stage, but also during any other time during the interview.




	Conduct Interviews

	Purpose

The purpose of a training needs analysis interview is to collect information about the job performance of the target audience.

Plan the Interview

1. List the broad subject areas to be discussed.

2. Seek background information on the people who will be interviewed.

3. Select question types (usually open-ended questions).

4. Compose specific questions within each subject area.

5. Conduct a simulated interview with a colleague to find weak areas.

6. Revise the interview plan.

7. Conduct the revised interview with 2 or 3 people from the group to be interviewed.

8. Revise the interview plan.

9. Conduct the final interviews.

Key Considerations

1. Degree of structure:

· Highly structured, which is much like filling out a questionnaire face-to-face (e.g. census-takers).

· Moderately structured in which specific questions must be asked but the interview may seem like a conversation.

· Unstructured in which there are no specific questions and the flow depends on where the interviewee leads the conversation.

2. You can offer the interviewee confidentiality (“just between the two of us”), anonymity (“your data will be made public but you will not be quoted directly”), or full disclosure (“your data will be made available to other people”).

3. Note-taking can be a major disruption to the flow of the conversation. It is best to note only key words during the interview and expand the notes immediately after. You may also record the conversation using an audio recording device (but only with the

interviewee’s permission).


	Rapport

1. Make sure management has told the interviewee about the meeting.

2. Schedule the meeting at the interviewee’s convenience.

3. Arrange for a comfortable, private setting.

4. Have beverages available (e.g. coffee, water).

5. Work on building a comfortable relationship before discussing content.

6. Explain the purpose of the interview.

7. Explain your agenda and how long it should take.

8. Explain what you will be doing with the information collected.

9. Let the interviewee see your entire list of questions. Allow them to add to the list, if they wish.

10. Don’t rush the interview. Be willing to spend enough time to build rapport.

11. Ask general, non-personal questions before probing into more specific, personal areas.

12. Use positive non-verbals (smile, direct eye contact, head nods, leaning forward, attentive posture).

13. Use expressions to encourage the interviewee to continue speaking (e.g. “OK,” “Sure,” “Good,” “Right,” “Uh huh,” “I see”).

14. Show an interest in what is said. Ask for clarification, examples, and explanations.

15. Thank the interviewee for taking time to talk with you.


	General Interviewing Tips

1. Use the interviewee’s terminology.

2. Use open-ended questions whenever possible.

3. If the interviewee rambles, don’t interrupt. Rapport is more important than efficiency.

4. If documents will be discussed, bring copies with you.

5. Avoid meeting just before lunch or quitting time.

6. Summarize answers in your own words so both you and the interviewee can tell if you understood.

7. Don’t agree with interviewee’s opinions. Simply note and discuss them.

8. Try to distinguish between opinion and fact. Probe gently for “evidence” if you’re not sure.

9. Probe gently when you’re hearing vague, carefully worded, rambling, or complex answers. These are often signs that you’ve hit a key issue.

10. Watch non-verbals carefully. In particular, notice the interviewee’s eyes. Watch for decreased eye contact, darting eyes, excessive blinking, sudden aversion of gaze. These are also signs that you’ve hit a key issue.


