The questioning process
The aim is to help candidates talk freely (they, not the interviewers, should do most of the talking) and with relevance (they should not be allowed to waffle or waste time). This is best achieved by asking open questions followed by probing. An effective form of probing is to keep asking for specific examples from the candidate's own experience to support an assertion or claim.

The process can be thought of as a funnel, with probing gradually narrowing down to concrete evidence.

Good listening is vital if the interviewer is to probe effectively. At the end of this "funnel" process the interviewer should test that he or she has correctly understood the candidate by reflecting back a brief summary of the candidate's answers, and then move on to begin the process again with a new area of questioning.
The question funnel

	
	Tell me about your experience of…

Can you give an example of…?

Why did you…?
How did you…?
What did you…?

How many…?
How much…?
How often…?

So, you're
saying… 
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Question types 
Here's a reminder of various question types, with examples of each.  In your pairs try to draw up your own interview question for three of the types
Open Questions

	Open questions encourage the flow of information. Questions usually begin with words like, What, Why, When, Where, Tell me about, or How and encourage an expansive response. Interviewees will usually respond well to an open question. 
	Example:

' What sort of work do you enjoy most'?'

'Tell me about the project you are currently involved in'




Closed Questions

	Closed questions are direct and focused. Some think they should not be used as they only lead to 'yes' or 'no' answers, however these questions are useful for concluding and summarising. They control the flow of information and are most effective in confirming information or slowing down a verbose candidate.
	Example:

' Have you attended any conferences this year'?'

'Did you personally supervise any students?'




Probing Questions

	Probing questions are used to follow up and obtain more detail. Their purpose is to draw out more information about specific points, aiming for depth rather than breadth of information.
	Example:

' You say you enjoyed your last project, which aspect of the work gave you the most satisfaction?'

'You say that you worked in a team, what was your main role as a member of that team?'






Leading Questions

	Leading questions are directive and always indicate the preferred answer or telegraph the interviewer's opinion. These are not productive in obtaining depth or qualify of information.
	Example:

' You are willing to work every other Saturday morning aren't you?'

'I expect you prefer to work in a team'





Hypothetical Questions

	Hypothetical questions are open in style and pose a 'What if...' scenario. They can be useful in analysing knowledge, attitudes, reactions, creativity and speculative thinking. However, in setting a scene you need to be very careful that everyone would understand the basis of the question and the sub context of the scenario. For example, an applicant might think that the Professor should take precedence as they are a senior academic, where as, in fact, the interviewer is looking for someone who can stand up to the academic and put the needs of the student first. Without long explanation of the situation candidates may not necessarily have a full understanding of what is required. This could particularly disadvantage applicants from outside the University, as they will not understand the internal culture and politics of the organisation.
	Example:

' If another member of staff took credit for work you had done, what would you do?'

'If you were in the middle of doing something for a student and a Professor asked you to drop everything to help her, which would take priority?'





Multiple Questions

	Multiple questions, as the name suggests, are several questions joined in a series. Their use should be limited, as they tend to confuse the interviewee, producing limited information.

It may be useful to combine questions requiring several repetitive factual responses, as in the example given opposite. This can avoid having to interrupt regularly with the same questions and gives the interviewee responsibility for covering all points.
	Example:

' I want you to think about your skills in relation to Word-Processing, Spreadsheets, Databases and Email and rate your self against each as a) no knowledge, b) beginner, c)advanced user, d) expert.'




Linking Questions

	A linking question will summarise and confirm correct understanding and make transitions to new subjects.
	Example:

' Thank you, I can see from your answer that you like working with people, can you tell me how you use this skill when you are working on the help desk?'

'It's interesting to hear that, on a related subject I'd like to ask....'





Behavioural Questions

	Behavioural questions will seek advice from the past as an indicator of future performance. They are similar in nature to hypothetical questions in that they can measure knowledge, attitudes, reactions, creativity and thinking, but they do so on the basis of something the candidate has actually experienced and done.
	Example:

' Think of a time when you had to deal with someone who was angry. What techniques did you use to calm the situation?'

'When you are under pressure to meet a number of tight deadlines, what strategies do you use to manage your time effectively?'
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