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BEFORE THE INTERVIEW- JOB DESCRIPTION



EFFECTIVE JOB DESCRIPTIONS

Job descriptions are an essential part of hiring and   managing 
your employees. Written summaries ensure your applicants 
understand the position.

Job descriptions:
– Help attract the right job candidates
– Describe the position
– Serve as a basis for outlining performance 

expectations, job training and evaluation

A job description should be practical, clear and accurate to 
effectively define your needs. 



Good job descriptions typically begin with a careful 
analysis of the important facts about a job such as:

– Individual tasks involved
– The methods used to complete the tasks
– The purpose and responsibilities of the job
– The relationship of the job to other jobs
– Qualifications needed for the job



WHAT TO AVOID



WHAT TO AVOID 

Don’t be inflexible with your job description. 

Jobs are subject to change for personal growth, 
organizational development and/or evolution of  
programs. 

A flexible job description encourages employees to grow 
within their position and contribute over time to your 
overall business.



– Job title, objective or overall purpose statement
– Summary of the general nature and level of the job
– Description of the broad function and scope of the position
– List of duties or tasks performed critical to success
– Description of the relationships and roles within the company, including 

supervisory positions, subordinating roles and other working 
relationships

– Job specifications, standards, and requirements
– Job location where the work will be performed
– Equipment to be used in the performance of the job
– Salary range

WHAT TO INCLUDE



LANGUAGE  
– Keep each statement in the job description crisp and clear

– Structure your sentences in classic verb/object and explanatory phrases. 
Example, a sentence pertaining to the description of a receptionist 
position might read: "Greets office visitors and personnel in a friendly 
and sincere manner.“

– Always use the present tense of verbs.

– If necessary, use explanatory phrases telling why, how, where, or how 
often to add meaning and clarity.



LANGUAGE
– Omit any unnecessary words such as "a," "an," "the“ for an easy-to-

understand description.

– Use unbiased terminology. Example, use the he/she approach or 
construct sentences in such a way that gender pronouns are not 
required.

– Avoid using adverbs or adjectives that are subject to interpretation 
such as "frequently," "some," "complex," "occasional," and "several."



BEFORE THE INTERVIEW – POSTING

• Finding the right people to interview  
– Employee referrals
– Trainings and meetings
– Colleges or Universities
– Indeed, Linkedin, Facebook, Listserve
– Client recommendations
– News of layoffs or transitions
– Posting in the right area’s
– Thinking outside the box

• Never stop looking for new staff



BEFORE THE INTERVIEW – SCREENING

Screening is an effective process that minimizes your time 
investment by bringing in only the best candidates for face-to-face 
interviews. 

– Proper screening of resumes will allow you to narrow the 
pool of candidates to a manageable size with a minimum of 
time and effort.

– Read the resume in chronological order, starting with the 
first job and working your way forward to the most recent.



SCREENING

– Look for increasing levels of responsibilities and 
accomplishments. In particular, look for achievements 
that closely correlate to the job at hand. 

– Don’t read more than six or seven resumes at one time.
– Don’t make an employment decision based on a resume.
– Use phone interviews to screen candidates and ask 

questions related to the job profile.  Listen for specific 
examples of past performance.

– Research Internet.



PREPARING FOR THE INTERVIEW



PREPARING FOR THE INTERVIEW

A structured interview uses a prepared list of questions designed 
to surface information related to the job profile. This process will:

– Keep you focused on gathering examples of past 
performance.

– Keep the candidate from taking control of the interview
– Remove subjectivity and personal bias
– Provide an objective, consistent methodology for evaluating 

candidates
– Focus on uncovering information about past performance.



PREPARING FOR THE INTERVIEW

– The more you can uncover examples of past 
performance that match the job profile, the more you 
can make objective hiring decisions.

– Ask behavior-based questions. 

– During the interview avoid opinion, credential or 
experience-based questions. 



PREPARING FOR THE INTERVIEW

– Verify information collected from the resume and 
during the interview. 

– Uncover additional information that might influence 
your decision about the candidate.

– What does the team want/need in a new employee



THE INTERVIEW – TYPES OF INTERVIEW



THE INTERVIEW – TYPES OF INTERVIEW
Screening and Phone Interviews

– These are usually the first steps in the interview process and are quick and take 
place over the phone. This first interview is extremely important as it will decide if 
you go on to further interviews. 

One-On-One Interviews / Face-To-Face Interviews
– This is the most familiar and takes place after a phone screening interview. The 

interviewer wants to see how the applicant will fit into the company and will ask 
questions to test the listed skills and experience. There can also be multiple 
interviews. 

Candidate Group Interviews
– These interviews set two or more applicants beside each other at the same time. 

All applicants are applying for the same position. These interviews test style, 
professionalism, leadership skills and the ability to function in a group under 
pressure. Applicants will be reviewed on answers, and how they interacted and 
handle their self in a group of peers and in stressful situations. 



THE INTERVIEW – TYPES OF INTERVIEW
• Panel or Committee Interviews

– This is when several staff  members interview a person at that same time. 
Sometimes this is performed as a time saver or as a way to see how people handle 
more pressures than a traditional interview.

• Breakfast or Lunch Interviews
– Some managers like to interview outside the office setting and get an insight on 

how people behave in more relaxed surroundings. You need to maintain the same 
standards during these types of interviews as you would interview in an office 
setting.

• Teleconferencing / Web Conferencing Interviews
– Interviewing potential staff that live a distance away can be completed using a 

webcam online format. Complete this interview in the same exact manner as a 
face-to-face interview.



THE INTERVIEW – TYPES OF INTERVIEW
• Behavioral Interviews

– This method can take place during any of the above interview types, and is a test 
as to how well people handled certain stressful situations in the past. With 
behavioral interviews, the interviewer is examining for behavior patterns rather 
than correct answers they probe into what has been done in the past, not what 
will be done in the future. It’s predicted that people will repeat past performance 
in the future. Interviewees will be asked a series of questions on how they 
handled various different situations from the past that are relevant to the 
position they are interviewing for. 

• Stress Interviews
– These types of interviews are performed to see how people react to unexpected 

situations and pressures. The interviewer can be sarcastic, argumentative and 
rude with you; he/she might make people wait a while before they perform the 
interview. They will even leave long pauses between questions. All this is in 
attempt to unnerve and evaluate how people act under this type of pressure. 



THE INTERVIEW – QUESTIONS NOT TO ASK!
• Marital Status

– Unlawful Inquiries: Whether the applicant is married, divorced, separated, engaged, 
widowed, etc. “What is your marital status?, What is the name of relative/spouse/children? 
With whom do you reside? Do you live with your parents? or How old are your children?”

– Lawful Inquiries: “What are the names of relatives already employed by the company or a 
competitor?” Other than that specific question, NONE.

• Residence
– Unlawful Inquiries: Names and relationships of persons with whom applicant resides. 

Whether applicant owns or rents a home.
– Lawful Inquiries: Inquiries about address to the extent needed to facilitate contacting the 

applicant. (A post office box is a valid address.) “Will you have problems getting to work at 
9am?” is also legal.



THE INTERVIEW – QUESTIONS NOT TO ASK!
• Pregnancy

– Unlawful Inquiries: All questions relating to pregnancy and medical history 
concerning pregnancy, such as “Do you plan on having more children?”

– Lawful Inquiries: Inquiries about duration of stay on a job or anticipated absences 
which are made to males and females alike.

• Physical Health
– Unlawful Inquiries: General questions (“Do you have any handicaps?”) which 

would tend to elicit information about handicaps or health conditions which do not 
relate reasonably to fitness to perform the job. “Have you ever had any serious 
illness?” or “Do you have any physical disabilities?” or “What is the prognosis of your 
handicap?”

– Lawful Inquiries: “Can you lift 40 lbs?” or “Do you need any special 
accommodations to perform the job you've applied for?” or “How many days did you 
miss from work (or school) in the past year?” Such questions must be specific and 
relate to requirements listed in the job description.



THE INTERVIEW – QUESTIONS NOT TO ASK!
• Citizenship

– Unlawful Inquiries: Asking whether an applicant is a citizen, or requiring a birth certificate, 
naturalization or baptismal certificate. Questions such as “Are you a citizen of the US?” or “Are 
your parents or spouse citizens of the US?” or “Are you, your parents, or your spouse 
naturalized or native-born US citizens?”

– Lawful Inquiries: Whether applicant is prevented from being lawfully employed in this 
country because of visa or immigration requirements, and/or whether the applicant can 
provide proof of citizenship (passport), visa, or alien registration number after hiring. For 
example, “If you are not a US citizen, do you have the legal right to remain permanently in the 
US?” or “What is your visa status? Are you able to provide proof of employment eligibility 
upon hire?”



THE INTERVIEW – QUESTIONS NOT TO ASK!
• National Origin/Ancestry

– Unlawful Inquiries: Everything. “What is your nationality?” or “What language is 
spoken in your home?” or “What is your mother tongue?”

– Lawful Inquiries: “What languages do you speak, read, or write fluently?” This is 
only legal when the inquiry is based on a job requirement.

• Race or Color
– Unlawful Inquiries: Any question that directly or indirectly relates to race or color.
– Lawful Inquiries: None

• Religion
– Unlawful Inquiries: Any question that directly or indirectly relates to a religion.
– Lawful Inquiries: None except “Can you work on Saturdays or Sundays?” and then 

only if this is a requirement of the job.



THE INTERVIEW – QUESTIONS NOT TO ASK!
• Family

– Unlawful Inquiries: Questions concerning a spouse or spouse's employment or salary, child 
care arrangements, or dependents, such as “How will your husband feel about the amount of 
time you will be traveling if you get this job?” or “What kind of childcare arrangements have 
you made?”

– Lawful Inquiries: Whether applicant can meet specified work schedules or has activities or 
commitments that may prevent him or her from meeting attendance requirements. “Can you 
work overtime?” or “Is there any reason why you can't be on the job at 7:30 am?” are 
acceptable.

• Name
– Unlawful Inquiries: Any inquiries about name which would divulge marital status, lineage, 

ancestry, national origin, or descent. (e.g., “If your name has been legally changed, what was 
your former name?”)

– Lawful Inquiries: Whether an applicant has worked for the company or a competitor under 
any other name and if so, what name.



THE INTERVIEW – QUESTIONS NOT TO ASK!
• Photographs

– Unlawful Inquiries: Requests that an applicant submit a photo at any time prior to 
hiring.

– Lawful Inquiries: A photo may be requested after hiring for identification purposes.
• Age

– Unlawful Inquiries: Questions that seek to identify applicants age 40 or older.
– Lawful Inquiries: “Are you at least 18 years of age?” or “If hired, can you furnish 

proof of age?”
• Education

– Unlawful Inquiries: Any question asking specifically the national, racial, or 
religious affiliation of a school.

– Lawful Inquiries: All questions related to academic, vocational, or professional 
education of an applicant, including the names of the schools attended, 
degrees/diplomas received, dates of graduation, and courses of study.



THE INTERVIEW – QUESTIONS NOT TO ASK!

• Organizations
– Unlawful Inquiries: “To what organizations, clubs, societies, and lodges do you belong?”
– Lawful Inquiries: “To what professional organizations do you belong?” These inquiries 

must only relate to the applicant’s professional qualifications.

• Military
– Unlawful Inquiries: Type or condition of military discharge. Applicant's experience in 

other than US armed forces. Request for discharge papers.
– Lawful Inquiries: Inquiries concerning education, training, or work experience in the 

armed forces of the United States. (Note: in many areas, veterans are a protected class).



THE INTERVIEW – QUESTIONS NOT TO ASK!
• Height and Weight

– Unlawful Inquiries: Any inquiries not based on actual job requirements.
– Lawful Inquiries: Inquiries about the ability to perform a certain job. 

Being of a certain weight or height will not be considered a job 
requirement unless the employer can show that no employee with the 
ineligible height and weight could do the work.

• Arrests and Convictions
– Unlawful Inquiries: All inquiries relating to arrests. For example, “Have 

you ever been arrested?”
– Lawful Inquiries: None relating to arrests. Legal inquiries about 

convictions include: “Have you ever been convicted of any crime? If so, 
when, where and what was the disposition of case?” or “Have you ever 
been convicted under criminal law within the past five years (excluding 
minor traffic violations)?” It is permissible to inquire about convictions for 
acts of dishonesty or breach of trust. These relate to fitness to perform the 
particular job being applied for, as stipulated by FDIC requirements.



AFTER THE INTERVIEW
• Reflect on interview
• Review resume
• Check references
• Review strengthens & weaknesses
• What will they bring to the team
• How will they impact the team
• Get the teams input
• Internet search
• Trust you instincts



INTRODUCTION
• Name, educational background, credentials, gifts/talents

• Personal/unique prospective: Previous client VS 
Owner/Home visitor

• Service Areas: Macomb, Oakland, Wayne, Washtenaw

• Benefits/Difficulties 



PRIOR TO INTERVIEW

Job Posting

• Hiring for FIT as well as ATTITUTE
• “You can teach skills but you can’t teach attitude”
• Summary of position
• Job functions
• Required knowledge, skills, education, training
• Licenses and Certification
• Transportation/Insurance



PRIOR TO INTERVIEW

Where to post

• Internet (Career builder, Indeed, etc)
• Social Media Forums
• Hospitals/Clinics
• Schools (recent graduates)



PREPARATION FOR INTERVIEW

SETTING THE STAGE

• When someone is coming for an interview, we 
suggest that they review the MIHP website as well 
as our social media sites (i.e. Facebook and 
Instagram)



INTERVIEW PROCESS

• Phone Prescreen
– confidentiality
– availability/flexibility
– overall work experience/education
– home visitor safety
– questions about the position

• Set interview



INTERVIEW PROCESS
Individual Interview 

– Begin the interview with sharing who I am as well as my role 
within the agency.

– Speak a little about the background of our agency and how much I 
gain from the work that I do.

– During this time I am watching for engagement, listening skills, as 
well as good eye contact.

– (Keeping in mind that people will be nervous)



QUESTIONS

– Please share with me a project that you started on your own or a 
project that you made improvements to?

– Share with me a time that you have experienced a conflict and how 
it was resolved?

– What would an ideal day of work look like for you?

– What interests you about this job?



QUESTIONS
– We have diverse clientele; can you speak to your experience in 

working with others who are different from you?

– How do you take care of yourself?

– Describe the job in some detail and then ask, what about this 
sounds exciting, challenging, and easy?  What concerns you about 
this position?

– End with at least 3 scenarios



QUESTIONS NOT TO ASK

• Race
• Age
• Marital Status
• Children
• Mental Illness/Disabilities
• Religion



POST INTERVIEW WORK
– Central Registry Clearance Request

– Transportation/Driving Record/Current Insurance

– Reference Check (3 Professional)

– Orientation/Policy/Procedures/Training

– Shadow 3 visits

– (Initial sign up, Professional Visits with each disciple: preference 1 
with ASQ)



What do families want?



Deborah Weatherston (2010) asked parents to describe the 
home visiting services they received. In particular, 
Weatherston asked what the parent remembers about the 
home visitor and the intervention that was most useful or 
helpful. 



WORDS USED TO DESCRIBE 
• understanding
• compassionate 
• perceptive 
• patient 
• attentive
• humorous 
• available 
• flexible
• supportive
• knowledgeable 
• comfortable 
• nonjudgmental
• empathic 
• reliable 
• trustworthy  
• helpful



GROUP EXERCISE



Amy Jachalke, LMSW                       Ajachalke@intercare.org
Tacara Woods, LLMSW                    nuturingourfuture1@gmail.com
Joni Detwiler, MSW detwilerj@Michigan.gov

Questions?
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