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COURSE PURPOSE 

The purpose of the course is to enable participants to effectively obtain and convey information in the interview process.

COURSE OBJECTIVES

The objectives of this course are to enable the participants to:

· List four types of interviews and give examples of their use in FEMA Joint Field Offices.

· Describe the communication processes utilized during interviews, including listening, questioning, note taking, and exchanging information as presented in class.

· Plan, structure, conduct and critique an interview, utilizing the information presented in class.

TARGET AUDIENCE

The target audience for this training includes all Joint Field Office staff who:

1. Conduct disaster assistance applicant interviews,

2. Conduct job position interviews, or

3. Are applicants for job positions.

APPROXIMATE TIME

2 hours

COURSE OVERVIEW
This course includes the following:

· Introductory Activity

· Course Objectives

· Communication Activity with Definition

· Definition of an Interview

· Interview Types

· Planning an Interview

· Exchanging Information

· Interview Communication Strategies

· Question Types

· Key Elements of Listening and Filters
· Self-Study Activity

· Note Taking Activity

· Analyzing an Interview

· Interviewing Activity

· Knowledge Check Activity

· Course Summary 
PREPARING

Use the following checklist to help you prepare for this course:

Supplies and Equipment

· Visuals 1 through 12
· Overhead projector or Power Point projector and screen

· Easel chart for Communication Activity

· Chart paper, easels, and markers

· Masking tape

· Thirty name cards of famous persons, characters or pairs (see Course Overview for directions)

· Pens, pencils, and note paper

NOTE:
PowerPoint visuals should not be overused.  Information displayed on a PowerPoint slide can be transferred to chart paper or eraser board before class.  Varying methods makes the class more interesting for the student.  
HANDOUTS
· Interviewing Skills
· Interview Types in FEMA Field Operations
· Listening Skills Self-Assessment

· Interview Communication Strategies

· Conducting an Interview

· End-of-Course Evaluation Form
· Note Pad
NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.

INSTRUCTORS QUALIFICATIONS

Instructors should have training experience, as well as previous experience working at a JFO.  Instructors with previous disaster field experience should teach this course.  If you are inexperienced, request an experienced instructor to co-instruct with you.
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INTRODUCTION ACTIVITY

Prepare for 30 participants and use following technique to randomize into pairs:

Prepare 15 sets with 2 cards each.  Each card of a set will have the name of a well known person, character or object.  Examples: one card of a set may say Butch Cassidy, while the other would say The Sundance Kid, another may say Tom, while the opposite would say Jerry and another may say peanut butter with the opposite being jelly.

Hand out these cards to participants as they enter the room.  In addition distribute the handout titled “Interviewing Skills Notepad".  Tell the participants that they can use this handout to take notes and follow along.

	Note that the class will do something a little bit different to get this course started.

	1. Explain that when the participants entered the room, they were given a card with the name of half of a famous pair.  Someone else in the room has a card with the name of the other half of that pair.  For example, if the participant’s card reads “Romeo,” someone else in this room has a card with the name “Juliet” written on it.  

	2. Give the participants 3 minutes to locate, and seat themselves with their pair partners.  
· Assist those needing help to locate their pair partners.  

	3. After everyone has found his or her partner, ask the participants to take about 2 to 3 minutes to ask their pair partners some questions about him or herself.  
4. Instruct them to take notes if necessary.  
5. Explain that when all have finished, each participant will introduce his or her pair partner to the group.


	6. Give the participants about 5 to 6 minutes to question each other, and then go around the room asking each person to introduce his or her pair partner to the group.  

	
[image: image16.wmf] 


	With a small group, ask each participant to relate two or three interesting facts about his or her pair partner.  

With a larger group, ask each participant to relate one interesting fact about his or her pair partner.
Tell participants that we will refer to this activity later in the course


Note that the introductory activity was, in fact, a mini interview.  
· The activity had an objective—getting information about each participant’s pair partner to be able to introduce him or her to the larger group.

· The activity required some logistical planning, that is rearranging seating, and getting close enough to each pair partner to have a good environment for sharing the information.

· To do well, participants had to ask good questions and listen to their partners’ answers.
	COURSE OBJECTIVES

	
	
[image: image17.emf]Course Objectives

•

List four types of interviews and give 

examples.

•

Describe the communication processes 

utilized during interviews.

•

Plan, structure, conduct and critique an 

interview.


Visual #1 

	
	The objectives of this course are to enable the participants to:

· List four types of interviews and give examples of their use in FEMA Joint Field Offices.

· Describe the communication processes utilized during interviews, including listening, questioning, note taking, and exchanging information as presented in class.

· Plan, structure, conduct and critique an interview, utilizing the information presented in class.



	
	Discuss the course objectives briefly.
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	Transition – Now we will look at the definition of Communication.  



INTERVIEW COMMUNICATION ACTIVITY WITH DEFINITION
	[image: image19.wmf]
	Activity – Ask participants to return to their places.



	
	Separate participants into groups of 3-5 individuals and ask all groups to discuss the term “communication” as it may apply to an interview situation


	
	Ask each group to select a representative to present the definition decided upon.  Discuss the common terms that may be in each definition and stress how the groups actually came together and engaged in a communication exercise.



	[image: image20.wmf]
	Display visual # /easel chart with “Reciprocal sharing with individuals of written, oral and non-verbal information according to a common set of rules. 


	
	
[image: image21.emf]Definition of Communication

Reciprocal sharing with individuals 

of written, oral and non-verbal 

information according to a common 

set of rules. 


Visual # 2

	
	Ask each group to select a representative to present the group’s definition. 



	
	Conduct a brief discussion/comparison.
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	Discuss the common terms that may be in each definition and stress how the groups actually came together and engaged in a communication exercise.



	
[image: image23.wmf]
	Distribute the following handout: “Interview Communication Strategies”


	DEFINITION OF AN INTERVIEW

	
	Display the following visual and discuss



	
	
[image: image24.emf]Definition of an Interview

An interview is a meeting of persons for 

discussion where there is an explicit 

objective to the conversation and where 

one party is responsible for achieving 

this objective.


Visual #3

	
	· Review briefly the definition presented in the visual.  
· Explain that interviewing is communication with a purpose.
· Tell the participants that interviews provide information about people—who they are, what they have done, and what they want or need.  Interviews clarify information or objectives to ensure mutual understanding or agreement.
· Stress that the interview is a form of face-to-face discussion between two or more persons.  It contrasts with a “conversation” or other forms of communication in that an interview has an objective or purpose
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	Review the following key point: 

	
	Determine the purpose of the interview.

The purpose or objective of the interview is what the interviewer is trying to accomplish through the sharing of information during the interview.  The interviewee may share that purpose, but may also have his or her own objective.  Most interviews have more than one purpose or objective.  It is also possible that other issues exist aside from the official objective.  This is often called the “hidden agenda.”

The general purpose or objective of the interview may seem quite evident to both the interviewer and interviewee, but it is still a very good idea to clarify the exact purpose or objective initially.
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	Transition  Next we’ll see that there are different types of interviews


	Types OF INTERVIEWS

	
[image: image27.wmf]
	Distribute the handout titled, “Interview Types.”  

Explain that this handout provides some examples of interview types, objectives, and how each type needs to both get and give information. 

Explain that there are several different types of interviews.  The type of interview depends upon the purpose or objective of the interview.  For example, 

· A Selection Interview is used for finding and hiring the right candidate for a job; 
· An Appraisal Interview is used to assess a situation; 
· A Conferring/Advising  Interview gives advice or listens to complaints; and 

· An Exit Interview is used to determine why someone has chosen to leave a position.

	
	Display Visual and distribute handout “Interview Types in FEMA Field Operations”

	
	
[image: image28.emf]Interview Types in FEMA Field  Operations
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Visual # 4

	Interview Types in FEMA Field Operations

	Interview Type
	Objective
	Getting Information
	Giving Information

	Selection
	Select best person for the job and best for the company.
	Education, experience, motivation, personality.
	Job description, company culture, working conditions.

	Appraisal
	Evaluate or assess performance or situation.
	Feedback, needs, goals, descriptions.
	Feedback, referrals, follow-up, plans.

	Conference/Advising
	Listen to and understand problems.
	Nature and source of problems.
	Possible solutions, support.

	Exit
	Explore reasons for leaving job, program.
	Reasons for leaving, perceptions of agency or program.
	Feedback, follow-up, appreciation.
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	Transition Next we will consider how to plan an interview.


	PLANNING FOR AN INTERVIEW

	
	Explain that successful interviews don’t “just happen.”  Planning for a successful interview involves a series of activities, or steps.

Tell the group that each of these steps will now be covered in further detail.

	
	Explain the steps in planning an interview.



	
	
[image: image30.emf]Planning an Interview

• Objectives and Purpose

• Scheduling/Duration

• Environment

• Process


Visual #5
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	Specific objectives and purpose of the interview.

· Reason for the interview

· Desired outcome 

· Secondary objectives, if any.



	
	Scheduling/Duration

· Date

· Start time

· Expected duration




	
	Environment

· Suitable location

· Supplies required

· Equipment required



	
	Process

· Single interview or multiple interviews?
· Referral needed?
· Follow-up needed?



The following (optional) material may be used to answer any questions participants may have. 

· If the purpose is to hire local staff at the beginning of the disaster, interviews would have to be short and may include only one interview.

·  If the interview involves a disaster applicant, the interview would require some privacy, a longer duration and thorough preparation and disaster-specific knowledge on the part of the interviewer.

· Inform all parties of the date, start time, and expected duration of the interview.

· It’s important to give interviewees/applicants directions, specific address, room number, transportation, parking requirements and security arrangements.

· Communicate any follow-up procedures or steps.

	[image: image32.wmf]
	Transition  In interviews there is a significant exchange of information.


EXCHANGING INFORMATION

	
	Display the following visual.



	
	
[image: image33.emf]Exchanging Information

•

Get

information about education, 

experience, situation, needs, reasons.

•

Give

information about job, resources, 

expectations, process, solutions.


Visual#6

	
	Explain that because every interview has expectations of both giving and getting information, a successful interview contains both information-getting and information-giving objectives. 

Give the participants the following examples:

· In an Appraisal Interview by a Community Relations worker, the interviewer is not just trying to uncover information, but is also trying to help a victim.  So, along with getting information on the victim’s situation and the losses he or she sustained, the interviewer also tries to give information about referrals, services, timeframes, etc.  

· A Selection Interview to hire new maintenance workers would get information on previous experience, skills, and the like, but would also need to give information about the temporary nature of FEMA jobs, the long hours, the stress, etc., in order to ensure the best fit between employee and job. 


	
	If not mentioned by the participants, add the following examples:



	
	Can you think of an interview situation in which the interviewer could fail to meet the objective of the interview by using poor skills in GIVING information?



	
	· A job interview with a local hire that concentrates on getting information about the applicant, but does not give the applicant a clear picture of the job or about working at the JFO.  (For example, that the job is temporary, that it will not lead to permanent employment with FEMA, and that the job requires a lot of overtime.)

· An interview with a disaster victim that concentrates on getting the information necessary to complete the intake form, but does not give the victim any useful information about where to get help, where to go next, and what will happen with the request for assistance.

	[image: image34.wmf]
	Transition to Interview Communication Strategies


INTERVIEW COMMUNICATION STRATEGIES 

	
	· Pacing – To move along with, often in a slow measured way; to set an example.  Allows for the person being interviewed to become comfortable.  Using “open ended” questions and effective listening skills is necessary at this point.



	
	· Leading – Once you have listened to and conveyed that you understand where the other person is “coming from”, you can lead them in the direction you need to take them.  An example in dealing with disaster assistance applicants would be to listen to the stories of what happened to them before attempting to ask questions to complete the form.  NOTE:  Often in listening to the story, valuable information can be obtained quickly to complete the necessary paperwork.



	
	· Micro-Skills – Briefly discuss micro-skills listed on “Interview Communication Strategies” Handout.
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	Transition –During interviews you will use several types of question. 

	
	


	QUESTION TYPES



	
	Display the following visual.



	
	
[image: image36.emf]Question Types

• Open

• Closed

• Leading

• Hypothetical

• Probing


Visual # 7

	
	Ask the participants to review the different types of questions an effective interviewer may use.

	[image: image37.wmf]
	Review the following key points:



	
	One method a good interviewer can use to keep the interview on track and move toward meeting its objective, is to use different types of questions depending on the type of information needed, the pace of the interview, and other considerations.  


	
	Open Questions

· Encourage flow of information.
· Require more complex answers than “yes” or “no”.
· Lead the interviewee to express emotions, attitudes and feelings.
· Begin with the words what, when, where, why or how.


	
	Closed Questions

· Control the flow of information.

· Are direct and focused.

· Call for straight and simple answers.



	
	Leading Questions

· Are directive.
· May indicate the preferred answer.
· Are effective in confirming agreement.
· Are of limited use in obtaining information.


	
	Hypothetical Questions

· Pose a “what if…” scenario.
· Can be useful in analyzing attitudes, knowledge and reactions.
· Useful in speculative or creative thinking.



	
	Probing Questions
· Follow up and obtain more detail.

· Draw out additional information.

· Aim for depth rather than breadth.




The following (optional) material may be used to answer any questions participants may have. 

· Examples of open questions:

· What disaster assistance have you received so far?

· How badly is your home damaged?

· What have you been told about working for FEMA?
· Examples of closed questions;

· Have you received any assistance so far?

· Were you told that working for FEMA is only a temporary job?

· Leading questions may reveal the questioner’s opinion.

· Consequences of using leading questions include the interviewee may try to agree with the questioner rather than giving own opinion. Or may be resentful or intimated by not having opportunity to express own opinion.

· Consider the value of hypothetical questions in brainstorming situations as compared to straightforward information gathering.

	KEY ELEMENTS OF LISTENING, AND FILTERS


	[image: image38.wmf]
	Explain the four key elements to the class.



	
	Display the following visual.


[image: image39.emf]Key Listening Elements

• Listen

• Confirm

• Probe

• Understand


Visual # 9

	
	Explain the key elements to the class.  

	
	Listen

· Just because a sound enters the ear doesn’t mean the hearer actually listens.

· Hearing is non-selective and involuntary. 

· Listening is voluntary; the listener chooses to do it.

· Listener must pay attention, must concentrate.




	
	Confirm 

· Interpreting the message means understanding their meaning. 

· No two people perceive a message in the same way.

· Speakers do not always say what they mean or mean what they say.

· Tone of voice can make an insistent, pleading or questioning message.

· Good listeners pay attention to tone to better understand.



	
	Probe

· Asking questions

· Analyzing answers

· Not jumping to conclusions

· Restating and re-asking if necessary for clarity 



	
	Understand

· Give verbal or non-verbal feedback on what was heard.

· Responses inform the speaker that message was heard, understood and evaluated properly.

· Avoid confusing messages. 

· Be aware of attitude and styles of self and speaker.



	FILTERS


	
	Filtering – An Additional Aspect of Listening



	[image: image40.wmf]
	Present the following key points:



	[image: image41.wmf]
	The meaning of what we hear derives from the understood meaning of words, tone of voice, nonverbal cues, and our own filters.

Filters are the brain’s personal data base that helps attach meaning to information as it is presented.  These include memories, feelings, and expectations.

Ask the following question.

What other filters do we use to interpret what we hear?



	
	If not mentioned by the participants, add the following examples:

· Age

· Education

· Prejudices

· Culture

· Intelligence

· Motives



	
[image: image42.wmf] 


	INSTRUCTOR NOTE:  If you decide to use the following activity, transition with an explanation of how the activity will help the participants become better listeners.



	
	Tell the participants they will be asked to respond to four questions.



	
	Instruct them to write down a one-word answer to each question—the first answer that comes to mind.




	[image: image43.wmf]
	Ask the following questions.
1. What is your favorite color?

2. Name a piece of furniture.

3. Name a flower.

4. Pick a number from one to four.

5. Name an important country.

6. Who was our most important president?

7. Who was an important world historic figure? 




	
	Record the answers on chart paper if time allows.
Ask which of these answers are correct.
Remind the participants that an effective listener is careful not to filter others’ responses through his or her personal expectations.



	[image: image44.wmf]
	Transition to effective listening activity 



	EFFECTIVE LISTENING

	[image: image45.wmf]
5 minutes
	SELF-STUDY ACTIVITY:  
LISTENING SKILLS 





SELF-ASSESSMENT


	Instructions:  Read each statement and place a checkmark in the column that best matches how often you perform the listening skill.  


	
	RATINGS

	
	
Never
	Almost
Never
	Some-
times
	
Often
	Almost 
Always

	Define the purpose for listening.
	
	
	
	
	

	1.
I think about why I am listening.

2.
I know the importance of listening.
	(
	(
	(
	(
	(

	Pay full attention to the speaker.
	
	
	
	
	

	3.
When I hear extra sounds, I am not distracted by them.
	(
	(
	(
	(
	(

	4.
I concentrate when listening, even if I am not interested.
	(
	(
	(
	(
	(

	5.
I concentrate on the speaker’s message, not the way he or she sounds.
	(
	(
	(
	(
	(

	6.
I listen to the speaker without criticizing.
	(
	(
	(
	(
	(

	7.
I let the speaker finish and do not interrupt.
	(
	(
	(
	(
	(

	8.
I give verbal signs that I am listening with my full attention.
	(
	(
	(
	(
	(

	9.
I block out my personal problems when I am listening.
	(
	(
	(
	(
	(

	10.
I take notes when necessary to help me understand and remember.
	(
	(
	(
	(
	(


Continued . . 

	EFFECTIVE LISTENING
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5 minutes
	SELF-STUDY ACTIVITY:  
LISTENING SKILLS





SELF-ASSESSMENT


	
	RATINGS

	
	
Never
	Almost
Never
	Some-
times
	
Often
	Almost 
Always

	Process (understand) the message.
	
	
	
	
	

	11.
I listen for cues that tell me if the speaker is feeling uncertain, angry, or worried.
	(
	(
	(
	(
	(

	12.
I think about what the speaker means and what more I need to know.
	(
	(
	(
	(
	(

	13.
I know that words have different meanings for different people.
	(
	(
	(
	(
	(

	14.
I try to put myself in the speaker’s place.
	(
	(
	(
	(
	(

	Form a response.
	
	
	
	
	

	15.
I restate the messages to show that I understand.
	(
	(
	(
	(
	(

	16.
I try to get additional information.
	(
	(
	(
	(
	(

	17.
I know how well I am listening based on how the other person reacts to me.  (For example, does the other person get angry because I miss the point?)
	(
	(
	(
	(
	(


Ask participants if they learned anything unexpected about their listening skills. (One minute.) 

Ask for questions and/or comments.
	[image: image47.wmf]
	Transition You will be able to apply these listening skills in the next activity.


NOTE TAKING

	[image: image48.wmf]
	Tell participants that this is a two-part activity, which will help them determine how well they can recall information either with or without note taking.

Conduct the first part of the activity as follows.

Tell the participants that they are not to take notes during this part of the exercise. 

Explain that someone will speak briefly to them.



	
	
[image: image49.emf]Note Taking

1. Listen with out taking notes

2. Test your accuracy

1. Listen while taking notes

2. Test your accuracy


Visual # 10


	
	Read Scenario I, in role.

	Scenario I


	Someone is talking to a group of Community Relations Field Officers. She says” Hello, my name is Pat Stevenson There is a community meeting that is going to be held tonight in McCallister. Speakers at the meeting will include the Mayor, Councilman Everett Robinson, and Councilwoman Maria Hernandez. The meeting will be held at the American Legion Hall, at 265 Cherry Lane at 7:30 p.m.  They would like a representative from Community Relations to explain the disaster application process and someone from the Small Business Administration to explain disaster loans.  I need to confirm with them by 2:30 this afternoon.”



	
	After the scenario, ask the following questions.

1. Who is speaking?

2. In which community is the meeting going to be held?

3. Who will be attending the meeting from the town?

4. Where will the meeting be held?

5. What time will the meeting be held?

6. What representation would they like from the Federal Government?

7. What time must Pat Stevenson confirm with them?



	
	Ask the following question, “How accurate was the information that you recalled?” Probably participants will find that their recall was not complete.

Conduct the second part of the activity as follows:

Tell the participants that they are to take notes during this part of the exercise. 

Explain that someone will speak briefly to them.

	
	Read Scenario II.

	Scenario II


	A Public Assistance Coordinator takes this call: “This is Michelle Chesterton.  I’m calling from the Powellsville Office of Social Services.  I’m calling about the Oak Leaf Villas Retirement Complex.  This is a retirement complex for low-income residents.  Fifteen buildings were damaged in the hurricane.  We originally thought insurance would cover all damages, but now we have discovered that only ten thousand dollars in insurance coverage existed for asbestos abatement which now totals one hundred and sixty-five thousand dollars.  Can FEMA provide assistance in helping us meet these expenses?”



	
	After the scenario, ask the following questions:
1. Who is calling?

2. Where does she work?

3. What development is she calling about?

4. What types of people live there?

5. How many buildings were damaged in the hurricane?

6. What did the $10,000 insurance cover?

7. How much are current costs?

8. What is the caller asking?

	
	Ask how many people improved their listening accuracy from the first segment. Probably most participants will have improved their accuracy.


	
	If not mentioned by participants, add the following examples:
· Physical and mental fatigue

· Lack of time

· Preoccupation with competing tasks

· Feeling rushed to complete the interaction



	
	Ask this question: What can you do to ensure that you are able to listen effectively?



	
	If not mentioned by participants, add the following examples:

· Stop doing other tasks while listening to someone.

· Don’t allow yourself to become distracted by other noises around you.

· Don’t interrupt.

· Take notes.



	
	

	[image: image50.wmf]
	Summarize this activity by asking the following discussion questions:
What kinds of things can make it difficult to listen effectively?




	ANALYZING THE INTERVIEW

	
	Analyzing the Information Obtained

Explain that as the interviewer is moving into the conclusion of the interview, he or she needs to take a moment to analyze the information gathered.  Are all of the needed facts available?  Are there any omissions?  Is there a need for clarification?  

Tell the participants that often an interviewer will develop a short list of questions at the time the interview is planned.  Such a checklist, devised beforehand, helps the interviewer stay on track and check whether there are still points to be covered before ending the interview session.  Listing points for questions beforehand also ensures continuity in questions asked in separate interviews held for the same purpose.  Such a questionnaire also helps interviewers avoid questions that are discriminatory or prohibited.  

	
	Note that analyzing the information also helps the interviewer determine whether the objective of the interview has been accomplished, whether follow-up is needed, and, if so, what kind.  This information is communicated to the interviewee during the interview’s conclusion.  

	
	Analyzing the Interview Itself

Explain that after the interview has concluded, the interviewer should thank the interviewee for participating and schedule a follow-up interview, if necessary.

· Stress that the interviewer should always take a few more moments to analyze the interview as a whole, using the following questions:

· Was the interviewer’s style and approach successful in establishing good rapport?

· Was the interviewer careful to paraphrase and summarize the interviewee’s responses?

· Did the interviewer manage to avoid setting up barriers based on age, gender, or race?

· What could be improved for the next interview.
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	Transition to Activity of Conducting an Interview and distribute “Interviewing Skills” handout.


	CONDUCTING AN INTERVIEW

(45 Minutes)
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	Conduct this activity as follows:

	
	
[image: image53.emf]Conducting an Interview

• One employment interview.

• One applicant assistance interview.

• Prepare in groups. 

• Use class notes and handouts.

• “Interviewees” will work together.

• “Interviewers” will work together. 

• Conduct interviews.

• Debrief.


Visual # 11

	
	Divide students into groups of 3-5 individuals (depending on size of class) so that there are equal number of groups.
Distribute appropriate handout to each group.



	
	Explain to participants:

· There will be two kinds of interviews.

1. One will be an employment interview.

2. The other will be an applicant assistance interview.

· They will be preparing interviews in groups. They should make use of information, notes and handouts from class.

· A group of “interviewees” will work together to prepare for the activity.

· A group of “interviewers” will work together to plan an interview which will be based on the use of new skills. 

· After preparation, representatives from each group will demonstrate interviews for the whole class.

· There will be a debrief of the exercise including feedback from all participants.



	
	

	Interviewee 
Group #1


	Provide handout to support skills needed as an interviewee 

1. Discuss points to build comfort level about personal interview experiences

2. Practice questioning and answering techniques to prepare for activity.  

3. Fabricate skills needed as seems appropriate for position

4. Select a representative to serve as interviewee


	Interviewer 
Group #2
	Provide with handouts to support skills needed as an interviewer
1. Develop an interview plan

2. Use a JFO position as a model

3. Fabricate skills needed as seems appropriate for position

4. Select a representative to conduct interview


	Conduct Interview Process


	1. Randomly select interviewee and match with randomly selected interviewer
2. Conduct mock 8-10 minute interviews in front of class


	Conduct Debrief Of Interviews


	Ask class and participating individuals for feedback.
· Which techniques learned in class were followed?

· Were you comfortable with the process?

· Why? Or Why not?
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	NOTE:  Always ask for positive feedback before asking for areas that may need improvement.

	[image: image55.wmf]
	Transition to “What I have Learned about Interviewing”


KNOWLEDGE CHECK

Knowledge Check: “What I Learned About Interviewing” (15 minutes)
Conduct this learning check activity as follows:

· Ask participants to turn to the last page of the Notepad and write across the top “What I Learned About Interviewing.”

· Tell them that they should list what they learned from the course. These items can be specific or general, about the interview process, the communication process, about themselves, etc. (3 minutes)

· Next they should find their original partner from the very first class activity.

· The partners should exchange papers and check the points that are different from their own list. (3 minutes)

· With the entire group select “keepers” from the list. The instructor should collect the keepers as they are read or described by the group. The instructor can mention that some are unusual or unexpected. (5 minutes)

· Other comments, ideas and questions can be shared.

	COURSE SUMMARY 

	
	Display “Points to Remember” visual.



	
	
[image: image56.emf]Points to remember

Interviews:

• have a purpose.

• require planning.

• give and  get valuable information.

• Include questioning and listening 

techniques.

• are incomplete without analysis.


Visual # 12

	
	

	
	Ask Participants:
· What were the purposes of the interviews you observed in class?
· Which planning techniques did you learn in class that you used when preparing you interviews?
· What type of important information did you see exchanged?
· Was discussing the interviews a good way to analyze them?



	
	
[image: image57.emf]Course Objectives

•

List four types of interviews and give 

examples.

•

Describe the communication processes 

used during interviews.

•

Plan, structure, conduct and critique an 

interview.


Visual # 13



	
	Review the objectives of this course:

· List four types of interviews and give examples of their use in FEMA Joint Field Offices.

· Describe the communication processes utilized during interviews, including listening, questioning, note taking, and exchanging information as presented in class.

· Plan, structure, conduct and critique an interview, utilizing the information presented in class.
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	Ask the participants to complete the end-of-course evaluation form.
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	Thank the participants and the instructional staff.
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Interview Types in FEMA Field Operations



		Interview Type		Objective		Getting Information		Giving Information

		Selection		Select best person for the job and best for the company.		Education, experience, motivation, personality.		Job description, company culture, working conditions.

		Appraisal		Evaluate or assess performance or situation.		Feedback, needs, goals, descriptions.		Feedback, referrals, follow-up, plans.

		Conferring/Advising		Listen to and understand problems.		Nature and source of problems.		Possible solutions, support.

		Exit		Explore reasons for leaving job, program.		Reasons for leaving, perceptions of agency or program.		Feedback, follow-up, appreciation.
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Course Objectives

		List four types of interviews and give examples.





		Describe the communication processes utilized during interviews.





		Plan, structure, conduct and critique an interview.
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Course Objectives

		List four types of interviews and give examples.



		Describe the communication processes used during interviews.



		Plan, structure, conduct and critique an interview.
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