STAFF INTERVIEW GUIDE

Name of applicant


INTERVIEW GUIDE

Opening

Introduce self and the hiring process. Explain interview purpose and format; set time limit. Set climate by being polite, relaxed, and friendly.

Qualifications


A.
Tell me why you are interested in working for our camp.


B.
What skills do you have that make you suited for this position?


C.
As a camp staff member, you would have an opportunity to interact with children. Why do you think you would be a good candidate to work with them?


D.
How will your experience and education impact your work on a camp staff?

Work History


E.
I see you currently work for _______________. What are your primary responsibilities?


F.
You provided references for us. How would _______________ respond if I asked them . . . 

1.
How effective is (candidate’s name) in working with others?

2.
What do coworkers/clients like about (candidate’s name)?

3.
What do you consider the greatest strength of (candidate’s name)?

4.
If you could change one thing about (candidate’s name), what would it be and why? 

Assessing Ability to Work at Camp


G.
If three of your friends are sitting here and I asked them for adjectives which describe you, what would they say?


H.
As you know, this is a camp setting. Describe what you think a (position being sought) does in a day?


I.
What do you anticipate will be the hardest thing for you to adjust to while at camp?


J.
I’m going to describe a situation. Tell me how you would handle it. Use your experiences, education, and special training to answer the following questions.

1.
A nine-year old is lonesome for home. How do you respond to him/her?

2.
There seems to be a bully in the group of campers you’re working with. How do you handle that camper, as well as the other campers?

3.
You’re hot, tired, and have a headache. The group you’re working with is scheduled to go on a two-hour hike, but you have an opportunity to go to the arts/crafts center for the second time this session. What will you do and why?

Exploring the Job


A.
Have you read the job description? What are your expectations of the job?


B.
How does this job fit with your plans for the summer?


C.
What questions do you have about the job at camp?

Decision Not to Offer Position or to Wait to Offer the Position


A.
Thank the person for talking with you.


B.
Explain what your follow-up will be.

If You Are Interested at This Time in Offering the Position


A.
Provide information about the job:

1.
Hire/release dates, fringe benefits, salary, and designated time-off.

2.
Describe living and meal accommodations.

3.
Describe routine day and orientation/training provided.

4.
Describe role in relation to campers, staff, and administration.

5.
Go through job responsibilities.


B.
Respond to applicant’s questions.


C.
Provide contact phone number for questions. Describe expected action. Welcome to staff.

Additional notes


Skill Rating Based on Interview

	Circle the response which best describes applicant (1 = weak; 4 = strong)

	1.
  Ability to function autonomously
	1
	2
	3
	4

	2.
  Internal locus of control
	1
	2
	3
	4

	3.
  Person’s expectations match job
	1
	2
	3
	4

	4.
  Person’s self-knowledge matches descriptions used by references
	1
	2
	3
	4

	5.
  Showed a sense of humor
	1
	2
	3
	4

	6.
  Responses indicate an ability to think under pressure
	1
	2
	3
	4

	7.
  Person’s vocal style and tone communicate appropriate image
	1
	2
	3
	4

	8.
  Knowledge of camp staff role
	1
	2
	3
	4

	9.
  Demonstrates ability to communicate effectively through writing
	1
	2
	3
	4

	10.  Perception of trust and reliability

	1
	2
	3
	4


Pertinent Information

	(
	Applicable Credentials/Certifications or Instructor of (check all that apply):

	
	Watercraft
	
	Horse

	
	Adventure / Challenge
	
	General Programs

	
	Aquatics
	
	Other:

	
	RN
	
	LPN
	
	GN
	
	SN
	
	EMT
	
	MD
	
	FA
	
	CPR
	
	WFA
	
	WSI
	
	LG

	
	

	
	Application received; information complete

	
	Credentials/certification which support position received; dates are effective for season

	
	References received; information indicated candidate is appropriate for position.

	
	Interview completed on this date:
	By:

	
	

	
	Special conditions which affect decision to hire this candidate (e.g., parent with children, start/release dates vary from camp schedule, need for specific dates off-duty):



	
	

	
	Job not offered:

	
	Job Offered
	Salary:
	Start Date:
	Release Date:

	
	Special conditions:

	Position accepted on:
	Position declined on:
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