TELEPHONE INTERVIEW PROCESS

Scheduling the Telephone Interview:

“Good morning/afternoon.  I am ______________ on the Search and Screen Committee for the ____________ position (i.e., faculty) for the __________ Department at the University of Wisconsin, Superior.  The Committee would like to thank you for applying for our position.  Your credentials are quite impressive and I am pleased to tell you that we have chosen you to be in our pool of candidates for telephone interviews.  Are you still interested in our position at UW-Superior?”

If YES:
“Another member of the committee and I would like to schedule a telephone interview.  Some of the dates and times available are:



Thank you.  We will call you at ______ on ________.”

Telephone Interview

Name of Applicant: 

___________________________________________________________________________________
Date of contact: ________________  Telephone No:_________________________________________
Committee Members present: 

1) ____________________________________________________

2) ____________________________________________________

3) ____________________________________________________

1.
Introduction:  Introduce yourself and other Committee members present as members of the Screen and Screen Committee for the position of _______ at the University of Wisconsin-Superior.   Inform the applicant they are on speaker phone and that you will be recording the interview for the benefit of absent committee members.


Give some background of who you are.  That will be helpful in giving the candidate some context and assist in remembering your names.  It would also be helpful to say your name again during your short introductions.


You may want to cite something from the CV that is striking or positive about the candidate.  We want this to be personal so that the candidate is at ease and we get a good sense of who she/he really is.

2.
The Interview:  See Sample Question appendix, further samples below.

1.
Why did you apply?

2.
As a hypothetical situation, we haven’t had a new graduate program in 10 years.  What would you do to create a new program?  (open and collegial style, entrepreneurial activity, shared governance, fund raising).


-How would you fund it?


-How would you develop a diverse student population?

3.
What is your vision for (program) that includes service to non-traditional and diverse students?

4.
What would your peers and friends say are your strengths?

3.
Explaining the Process and Closure.

“To let you know what our process will be, our next step will be to contact references for those applicants having the necessary background and to do secondary or blind reference checks.  Do we have your permission to contact primary and secondary references?”

After we have completed reference checks, a list of candidates will be submitted to the Provost to be invited to campus for on-campus interviews.  It is our intention to submit our pool to the Provost by (date.)  The Provost will then review the candidates and determine which of the candidates he wishes to bring on campus.  We anticipate on campus candidate interviews to take place (the first half of July).  Do you have any questions of us?”

“Thank you for your time and willingness to be a candidate for our ________ position in the _______ Department.  Please let us know if you have any questions of us.”

