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The Hiring 
Handbook
 
How to build an effective interview 
strategy to find the best candidates



 

Effective 
interviewing strategy

Hiring expert advice

Each time you meet with a candidate, you are 
having what could be the first interaction of a 
new employee’s tenure at your company. 

CVs provide important clues about the qualifications of candidates, 
including their experience and character-driven attributes known as 
‘soft skills’. But there is no substitute for an interview as part of your 
evaluation process. Interviews — as both in person and over the 
phone — allow you to test your impressions of a candidate’s CV and 
ask questions to get a complete picture of how an applicant might 
contribute to your team. Don’t forget that with each interview, you’re 
also representing your company to a potential new employee. 

A productive interview is more than the meeting itself. To maximise 
the chances of finding a great match, you need a game plan.
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An effective interview begins with careful preparation.  

01
Take a fresh look at your job description and make a list of the 
competencies (flexibility, innovative thinking, attention to detail, 
creativity, etc) the job requires. These are personality traits and soft 
skills that will make the ideal candidate successful in the position 
for which you are hiring.

Prepare thoroughly

02
Use this list of soft skills to help you develop your questions. For 
example, if your job requires interpersonal and communications 
skills to work with other teams, you may want to ask interviewees 
to describe experiences where their work involved working 
cross-functionally. 

03
Experienced hiring managers recommend over-communicating 
with candidates about the interview beforehand. In addition 
to the time and location, prepare them for traffic conditions 
and parking and let them know pertinent details such as how 
reception works at your company (whether or not they will need 
to show ID, for example). 

3



To prevent discrimination, Acas publishes guidance for employers to 
help them understand what kinds of questions are against the law. 
Familiarise yourself with these best practices before interviewing 
candidates.

Understand candidate protections
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Taking the time to think strategically about the profile of an ideal 
candidate and asking the right questions in interviews are the keys 
to finding the high-potential employee you’re looking for. In order 
to elicit answers that will help you gauge a candidate’s abilities, it’s 
important to prepare good questions. 

Ask the right questions

Under-asked questions in interviews include:

What do you know about our company? 
It’s hard to equivocate when answering this question. Either the 
candidate has done research in preparation, or they haven’t. This 
question also lets you know how detailed you need to be in your 
overview of the company.

Describe your career progression and the story it tells about you. 
Understanding a candidate’s motivation for job changes helps you 
understand their goals and interests.
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Why do you want this job/think you can do this job? 
There is a difference between wanting a particular job and wanting 
any job. A good answer to this question shows that a candidate has 
done their homework and is motivated to join your team because 
they believe they have something to offer.

Describe past team dynamics that either inspired your best work 
or held you back. 
It is important to know what factors create an ideal situation for a 
candidate, and this question will give you something to compare to 
the profile you created while prepping for the interview.

Give an example of an unsuccessful project you’ve worked on. 
What happened and what did you learn? 
Asking candidates to reflect on “meaningful mistakes” helps you 
tease out the markers of grit and resilience as well as the impulse to 
try new things and work for better results. In key roles, beware the 
candidate who can’t think of any examples of missteps or places the 
responsibility elsewhere.



6

How did you do that? 
A candidate with real ownership of an accomplishment will be able 
to detail the planning, innovation and necessary resources that were 
required to do impressive things. 

What was the result? 
Press for details to better understand a candidate’s investment in 
their projects, their drive to see a project through to completion and 
to evaluate the impact of their work.

Don’t forget to follow up on 
answers for additional insights

Quantify key skills with application tasks
An in-person interview can tell you a lot about a candidate, but you 
may find it necessary to have an applicant demonstrate proficiency 
by performing an application task. Here are some ways they can be 
useful as part of the interview process:

Writing samples and on-site exercises. Provide a situational cue and 
ask the applicant to write an email to a customer or a sales letter to 
see how clearly they can express ideas in writing.

Role plays and scenarios. Describe a situation an employee might 
encounter and ask them to describe or act out a response. This strategy 
works particularly well when interviewing for customer service roles.
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Technical assessments. Certain roles may require maths skills or 
software proficiency that can be verified with commercially available 
tests. You can also create your own assessment based on your 
company’s needs.

Document and debrief

When the interview ends, record and reflect on the conversation.

Immediately after each interview, review and add details to notes 
you made during the conversation. Important nuances and ideas 
can be lost if you delay this step.

Outline the strengths and weaknesses of the candidate and what 
support they might need to be successful.

Collect written input from others involved in your hiring process 
and, if possible, compare notes.
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