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General Entry Level - Data Entry 7.0

Instructions

Prepare for the Interview:

In order to conduct an effective interview, appropriate preparation needs to take place. It is important to complete the following before
interviewing an applicant:

e Become familiar with the competencies associated with the job and choose one or two questions from each competency to ask the
interviewee.

e Review the candidate's application or resume and make note of any issues that you need to follow-up on. Some examples of potential
issues are gaps in employment or working at a job for less than a year.

Greeting and Introduction:

Now you are ready to meet the applicant. When greeting the applicant introduce yourself and provide him/her some background information
about yourself. Explain the purpose of the interview, for example, 'The purpose of the interview is to determine if there is a match between
your interests and qualifications and the position.' Provide the interviewee with a brief overview of the interview structure so that he/she knows
what to expect. Here are some tips for structuring the interview:

e Take notes. It will make it easier to evaluate the applicants afterward without forgetting the specific details.
e Tell the applicant that there will be time at the end of the interview for any questions that he/she may have.
e Atthe end of the interview tell the applicant about the company and the specific job that he/she is applying for.

Ask Competency-based Interview Questions:

Now you are ready to begin asking questions. Begin with questions that you have about the interviewee's application or resume. Ask
questions about his/her previous work history or any potential issues that you noticed from the resume. When these are complete, transition
into the structured part of the interview by asking questions associated with competencies for the job. Probe the applicant to give you a
complete answer by asking Situation, Behavior, Outcome probes.

Bring the Interview to a Close:

When all of the questions are asked, you need to close the interview. Give the applicant specific details including the job duties, hours worked,
compensation, and information about the company. Sell the position and company to the applicant by emphasizing job fit, sources for job
satisfaction, and opportunities for growth. Finally, close the interview by thanking the candidate for his/her time and by giving him/her a timeline
for the application process.

Rate the Applicant:
The last step is to evaluate the candidate. Some tips to help you complete a good evaluation are:



e Review your notes.

e Determine ratings for the applicant on each competency as well as an overall rating by using the anchor scales.

e Determine your final recommendation.
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This component measures the tendency to set and accomplish challenging goals, while persisting in the face
of significant obstacles. This trait is characterized by: working hard; taking satisfaction and pride in producing
high-quality work; and being competitive.

Tell me about a time when you set a challenging goal and had to go through numerous
obstacles to achieve this goal.

Situation: What was the goal? What were the obstacles?

Behavior: What actions did you take to mitigate the problems created by the obstacles?

Outcome: Did you accomplish the goal with quality work and in a timely fashion?

Tell me about a time when you had to take initiative to complete a project in a team setting.

Situation: Why did you have to take initiative?

Behavior: What strategies did you use to take lead of the project to ensure completion?

Outcome: Did you complete the project? What was your team's reaction to your ambitious

behavior?

Describe an ambitious goal that you have met and the plan that you used to complete the
goal.

Situation: What was the goal? Why did you set such a challenging goal?

Behavior: How did you develop the plan? What did you do if you were off course with the

plan?
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This is a measure of the tendency to have potential for professional success across industry type and
Professional Potential functional area. This is characterized by scores that are derived from responses to questions regarding
academic and social background, and aspirations concerning work.

Tell me about the time you were most effective in putting your industry expertise to use to
solve a business problem.

Situation: What problem did you face?

Behavior: What industry skills did you use? What methods did you use to apply this
expertise?

Outcome: What impact did this have on the problem?

What do you do to ensure that your professional/technical knowledge is up to date and
keeps you on the cutting edge of the industry?
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Situation: How often do you update your knowledge?

Behavior: What do you do to ensure that others also obtain this knowledge? How do you
use technical resources available to you in your organization?

Outcome: How do you learn about professional or technical developments?

Describe the best compliment or recognition you received for your understanding of the
business and its customers.

Situation: What was the compliment or recognition you received? What was your
understanding of the business and your customers that merited recognition?

Behavior: What did you do to learn about the industry's history and customers? What did
you do to learn about potential competitors?

Outcome: What impact did this recognition have on your work?
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This is a measure of speed and accuracy when typing presented data into fields on a computer form. Specific
skills that are measured include data entry speed, data entry accuracy, and error recognition.

This component measures the tendency of a person's responsibility for his/her own actions and a
commitment to performing assigned tasks. This trait is characterized by: reliability; proactive involvement in
work; and a dedication to complete even the most mundane tasks.

Tell me about a time when you had to complete many routine and dull tasks for a
significant time period.

Situation: What were the mundane tasks?

Behavior: How did you stay committed to these tasks?

OQutcome: Did you complete all the dull tasks?

Describe a situation where you had to prioritize levels of a project and develop and follow
a project plan.

Situation: What project were you working to complete?

Behavior: How did you prioritize and plan?

Outcome: What was the outcome of the project?

Tell me about a time when you worked with numerous deadlines, meetings, and
appointments. Describe how you handled these tasks.

Situation: What was the situation?

Behavior: How did you manage all your responsibilities?

Outcome: What was the outcome?
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This component measures the tendency to be thorough and precise in approaching work and personal
activities. This trait is characterized by: being accurate; finding and correcting errors; and maintaining order in
work and personal affairs.

Describe a situation where you had to check for errors in your work and describe your
reaction to always double checking your work.

Situation: What types of errors were you looking to find?

Behavior: What was your reaction to checking all your work for errors? How did you detect
the errors?

Outcome: Was your work completed error free?

Inform me of a time when you had to use organization skills to complete your work.

Situation: What was the situation?

Behavior: What did you do to make sure everything was organized?

Outcome: What was the final outcome?

Tell me about a time when you had to pay attention to details to get your work completed
correctly.
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Behavior: How did you pay attention to the minutiae?

Outcome: What were the results?
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