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OAVA= VA | AV

» Resume Reading
» Analyzing the Position

» Developing the Right
Questions

> Common Mistakes

» Preparing, Conducting,
and Evaluating the
Interview




RESUME READING




RESUME READING

Review the cover letter (if they have one).
Perform a resume scan.

DO It again. Focus on skills and
gualifications.

Thoroughly review employment history.

Make a decision.




RESUME READING

Am | planning to ask for information the
candidate has already shared?

Do | need to check the validity of what
they claim?

Is there anything strange or interesting in

their past to explore in the interview?




ANALYZING THE POSITION




ANALYZING THE POSITION

Look at job characteristics.
Which are critical to perform job duties?

Which are nice to have?
Are the skills technical or behavioral?

Are they transferrable?

o




ANALYZING THE POSITION

Job Critical Job Technical or Transferrable?
Characteristics Requirement — Behavioral

(from description) |Essential

Bachelor’s degree
— Engineering
MS Office Suite

Interpersonal
Skills

5 years experience
in offshore drilling
geophysicist

3 years leading
teams

9

[Job Aﬁ'alysis Exercise]




ANALYZING THE POSITION

Senior Quality Assurance Engineer

Wob Description
SUMMARY OF DUTIES

ESSENTIAL FUNCTIONS PERFORMED

1. Conducts complete and conceptually refated studiss to approach
fechnical problems, whereas ®ie problems are diSicult o define, require
uncoeventional oc novel approaches, and require sophisicaled research
fechriques

2 Pecfoms technical work where availzble guides and precedents contzin
crifical gaps, are only partialy related fo the problem, or may be largely
lacking dize to the novel characier of the project.

3. Contributes fechnigues which are of material signiicanos to sohe
speciic probiems and drive continuous improvement

4 Keeps abreast of new scientfic methods, standards, regufafions, and
developments affeciing the organization for the purpose of recommending
changes to processes, systems or designs warranted by such
developments.

5. May plan, organize, mentor, and superdse $e work of enginesrs or
fechnicians on various engineering projects and quality system compliance
ssues

6. Responsible for coordinating risk analysis‘management activiies. This
may incuds leading risk management analysis mestings, documening
resuls, following up to ensure risk miigation and faciating improvements

7. Reviews, approves and generates Engineering Change Nesifications
(ECNs) %o updste or generate verficaSion, validation, monitoing and
nspecton methods, procedures, and test profocols: speciic o assigned
product Ene(s) and processes and production control(s).

3. Mentors and evaiuates competency of Quality Sudtors. Qualty
Engineers. and technidians. by providing training oe other actions required
1o safisfy quality objecives

9. Evaluaies and participates in the selection of seppliers by moaitoning
suppber performance. ®wough coleciion and rending of data and
pesforming suppiier quafity audis, as required.

10. Reviews nonconformance records (intemalexiemal) to defermine
disposition, root cause and need for comedtive and preventive acfions.

ESSENTIAL PHYSICAUENVIRONMENTAL DEMANDS

* Lifting — Mot to exceed 50 Ibs — local praciice may apply.
* Wiiting

* Siting

* Standing

*Bending

*Vision

* Color percepfion

* Degth percepion

* Reading

* Field of vision'peripheral

* Fine motor stils

* Noise

* Chemical vapors

MINIMUM QUALIFICATIONS

* Education and'or experience egavaient to 2 Bachelor's Degree n

Engineening or related Feld with six years of quality engneering experience
{toinclude experience in the development and implementation of effecive

[Job Analysis Exercise]

quality systems).

* Streoqg interpersonal. organizational and verbal and wrislen
communication skifs and the abiity to work effecively as 2 team member.
* Demuastrated working knowdedge of 21 CFR 821 {Casality Systems
Medical Deviozs) 130 13485, ISO14791, and other medical device refated
standards.

* Proven abifity 3o work effecévely in a team environment through conflict
resolution and negotiaSons

* Working knowledge of statistical methodologies, quality contro and
manefacturing tools. such as applied stafisfics, lean mansfacturing. Six
Sigma, eic.

* Knowledge of applicable requiatory agency reguations

* Demonstrated computer skils preferably spreadshests, woed processing,
catabase and other appicable software programs.

PREFERRED QUALIFICATIONS

* Medical device experiencs or equivalent experience in a reguated
indusiry

* Experience handing deviations, investigations and CAPAs

* Experience with Master Control, Smart CAPA, Crade and Crystal
COMPETENCIES

* Engineering preblem soiving'decision making

* Technician supervision

* Special projectsECN s'peototype creafion

* NCMR causes‘oomective acfives/disposifions




DEVELOPING THE RIGHT

QUESTIONS




OPEN-ENDED QUESTIONS

Pros:
Rich source of Info.

Puts the interviewee at
ease,

Can pick up on the
candidates vocabulary.

cons:

Potential for irrelevant
detalil.

Responses can take too
much time.

Answers may be
difficult.to.compare.




CLOSED-ENDED QUESTIONS

Pros:

Saves time.

Easy to compare
Interviews.

Obtains the relevant
data.

cons:

Can be boring for the
Interviewee.

Fails to obtain rich
detalil.

More difficult to build
rapporit.




BEHAVIORAL QUESTIONING

Based on past behavior to predict
fUtUrEe success.

You are looking for:

A description of the event.
The action they took.

The outcome.




BEHAVIORAL QUESTIONING

These past experiences should
[llustrate their ability to perform job
functions.

These guestions begin with:

Tell me about a time...
Give me an example of when...
Walk me through...

Describe for me...




SITUATIONAL QUESTIONING

Focuses on future scenarios to see
what the candidate would do.

You are looking for:

What they would say or do.
How they analyze.

What the desired response is.




SITUATIONAL QUESTIONING

This s all speculative!

Useful for candidates with limited/no
WOrk experience.

These guestions begin with:

What if...

Imagine that...




SITUATIONAL VS. BEHAVIORAL

The main difference is HOW you start
the question.

Behavioral Situational

Looks at past Hypothetical
behavior to future behavior.
predict future
SUCCESS.




CAR STATEMENTS

What to look for in a candidates answer.

Provides context into
Qh a‘l I en g e Situation/task.

A b How the candidate analyzed,
Ctl O n evaluated, or Improved the

Situation/task.
Look for the outcome in

ReS u It as metric of a form as

possible.




WHAT TO ASK

Don’t ask about non-job qualifications
oI requirements.

Race, national origin, age.
Disabilities, medical issues, or illnesses.
Marital or family status.

Political affiliation or beliefs.

[Creating Questions Exercise]




PROBING

Using follow-up questions to better
understand aresponse.

Examples:

“Tell me more about that.”
“What led you to...”
“What was the outcome?”

“Why did you do that?”




PROBING

Probe the following answer:

“The machine was broken and there was no repair
person around, so the team got together, figured
out what was wrong and got it running 2 hours
before a repair person arrived.”




PROBING

Probe the following answer:

“The customer didn’t like the report, so | asked
them specifically what they wanted and what was
wrong and worked late to deliver a revised report

within 24 hours that they were delighted with.”




PROBING

Probe the following answer:

“Service ratings were poor. The manager liked my
recommendation to correct it and approved it.”




PROBING

Probe the following answer:

“I believe that in situations where you have
conflict, the best approach is to be honest and
face it head-on.”




THE INTERVIEW




COMMON INTERVIEWER
MISTAKES

Not knowing what you’re looking for.
Making up guestions.

No response evaluation strategy.
Making a biased decision.

One-way conversations.
Lack of structure, content, and prOCESS.:




PREPARATION

Set'ithe who, when, and where.

Get feedback from the receptionist or front
desk.

Review the facts.




CONDUCTING THE INTERVIEW

Actively listen.
Take brief notes, elaborate later.
Let them ask questions at the end.

Inform them on what to expect next.




CONDUCTING THE INTERVIEW

Be ready to answer guestions.
Provide pertinent, transparent answers.

Be able to discuss:

Company strategy, mission and structure.
Perks and benefits.

What you like about your job and the company.
Next steps.




RED FLAG ITEMS

The candidate...

Doesn’t ask any questions at the end.
Pay & Benefits > Company & Job

Bad mouths former employer.

Poorly groomed/arrives late.

Lacks enthusiasm, doesn’t sell themselves.
Didn’t research the company.

[IMock Interview Activity]




EVALUATING

Those making the hiring decision must
define how the final candidates will be
judged.

Educational background

Relevant work experience

Attitude and motivation

Ability to work in a team environment

Critical thinking and problem solving
Leadership qualities

[Interview Evaluation Form]




POST-DECISION

Do not reject non-selected candidates
until' new candidate starts

Always communicate non-selection

Thank the rejected candidate for their
time




SUMMARY

Understand your job reguirements.
Interview well.

Behavioral interviewing for the more
experienced.

Situational for entry-level or
Inexperienced.

Probe for detail on critical job
reguirements.

Be consistent, use the same guestions
and interview format.




