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Effective Interviewing 
Interviewing an applicant is the most powerful way of learning about a candidate’s strengths, attitudes, interests, and goals in order place the best possible people in your organization. 
The interviewer should be outgoing, positive, enthusiastic, and professional and be able to:
· listen well
· read body language
· look for the experience and skills needed for position

Before the Interview 
The interviewer should also have thorough knowledge of the position in order to be able to communicate information about the position in a clear, meaningful way:
· The goals of the VISTA project
· The sponsoring organization and its partners
· The VISTA’s relationship to their site and the sponsoring organization
· The VISTA Assignment Description (VAD) 
· Characteristics of the community being served
· Requirements of the VISTA position
· Benefits of being a VISTA

The interviewer should also have already ascertained what characteristics, attitude, experiences, skills, and education the ideal candidate would have in order to succeed in the VISTA position and produce the required results. 
 
Share the following with the applicant prior to the interview:
· A copy of the VISTA activity description (VAD) and project overview. 
· A definition of the capacity-building role the applicant is applying for and what that means, including how the role coordinates with the sponsoring organization’s responsibility for project sustainability.
· Your expectations for the applicant to ask questions during the interview based on their review of the VAD and the project goals, which should be read prior to the interview. They should be prepared to talk about the education, experiences, and strengths they have that will support their success should they be offered the position.
· Information about the subsistence allowance and other VISTA benefits. This will allow you to discuss the subject during the interview when the applicant has had time to think about their ability to manage on such a small allowance.
· That the position is full time, and that the expectation may be more than the typical 40 hours per week.
· Your expectations for the time and length of the interview. If the interview is in person, where, when, and with whom will the interview will be held? If by phone, when and with whom will the interview be held and how much time needs to be reserved by the applicant? Also indicate if anyone else will participate in the interview.

During the Interview 
At the beginning of the interview:
· Confidentiality of the interview
· Names and roles of interview participants
· Give applicant printed copies of:
· Description of the VISTA program
· VAD
· Information on the site organization and city 
· Housing options
· Expectations of the VISTA position: Full-time; one-year commitment
· VISTA Benefits: Living allowance, Education Stipend, Health Coverage
· [bookmark: h.wr16blovw9kr][bookmark: h.q6v7jkdndgrc]Review documents, explaining the VISTA program and answering questions
· Do not dominate the interview – ask questions then let them talk
· Make a list of questions ahead of time to ask during the interview
· Ask open-ended questions requires the applicant to reveal considerable information about themselves:
· Asking them to describe themselves shows their interests, skills, expectations, and likes/dislikes
· Asking questions about how the applicant behaved in a specific instance will indicate if they have the attitude, values, and skills needed
· Asking about their education and how it pertains to the role reveals their understanding of the VISTA program 
· Asking about previous volunteer experiences will indicate the motivation behind working for a non-profit 
· Asking about their previous work experience may reveal their supervisor preference, work style, and organizational skills 
· Asking about plans after VISTA suggests what the candidate’s goals and passion might be in the future

· Ask all applicants the same set of questions so you can make the best decision based on consistent information. 

Illegal Questions
Questions should be position-related and not used to find out personal information. Do not ask about a VISTA applicant’s:
· race
· gender
· religion
· marital status
· age
· disabilities
· ethnic background
· nationality
· sexual orientation
· arrest record

Examples of Illegal and Legal Questions
Illegal Questions: How old are you? When did you graduate from college? What is your birthday?
Legal Question: Are you over the age of 18?

Illegal Questions: Are you a U.S. citizen? Where were you/your parents born? What is your “native tongue?”
Legal Questions: Are you authorized to work in the United States? What languages do you read, speak, or write fluently? (This question is okay as long as it is relevant to the performance of the position.)

Illegal Questions: What is your marital status? Who do you live with? Do you plan to have a family? When? Do you have any children? How many children do you have? What are your child care arrangements? 
Legal Questions: Tell me about your family.

Illegal Questions: Do you have any disabilities? Please complete the following medical history. Have you had any recent or past illnesses or surgeries? What was the date of your last physical exam? How is your family’s health? When did you lose your eyesight?
Legal Question: Are you able to perform the essential functions of this position with or without reasonable accommodations? (To ask this question the interviewer must have provided a job description and/or thoroughly described the job position.)

In general, the interviewee is under no obligation to answer any question that is not assignment- related. If applicants choose not to answer an unrelated assignment question, this cannot be held against them, nor can the sponsoring agency choose not to select an applicant because they have answered the question in an undesirable way. 
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