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INTERVIEWING SKILLS
Basics of Communication
(Important in all types of interviewing)

· Eye contact—looking at one another as we talk is one of the most effective and direct ways of communicating verbally

· Body language—in Western culture, we communicate our interest via facing the individual squarely and directly or at a 90 degree angle

· Vocal tone and speech rate—as we listen to the other, we may find our own vocal tone imitating or harmonizing with the other person
· Staying on topic—the effective listener stays with the other person

· Closed questions—usually begin with “is,” “are,” or “do,” and require a specific answer, often short, with a “yes” or “no” response.
· Open questions—provide an opportunity for the other person to respond so that you can learn their ideas and frame of reference.
· “What” questions tend to lead to factual information (“What is the capital of Kansas?”)

· “How” questions tend to lead to discussion of feelings (“How do you feel about that?”)

· “Could” questions tend to be maximally open (“Could you tell me about the situation in your own words?” or “Could you tell me more?”)
· “Why” questions tend to lead to discussion of reason, causation, and past history (“Why do you think Roosevelt said what he did?)

