
Interview Guidelines

The animal welfare movement is full of people who have great hearts and wonderful intentions. But to run an effective organization that can truly accomplish it’s mission, it takes people who have the appropriate knowledge, skills, and attitude to match each position. 

These interview guidelines are applicable whether you are interviewing a potential board member, staff member, or volunteer. Three basic questions are used to describe both the requirements of the job and characteristics of qualified applicants are:

· Can the person do the job? (CAN DO factors)

· Will the person do the job? (WILL DO factors)

· Will the person fit into the job environment? (FIT factors)

CAN DO factors include basic job requirements. WILL DO factors help identify motivation and interest that someone must have in order to do the job. FIT factors take into consideration several environmental levels in which the person will be required to operate.
CAN DO Factors 

· Work Experience

· Education

· Technical Skills

· Analytical Skills

· Communication Skills

· Specialized Training
WILL DO Factors 

· Motivation/Motivators

· Interests

· Goals (professional and personal)

· Drive/Energy

· Reliability / Stability 
FIT Factors 

· Team Orientation

· Independence

· Social Effectiveness

· Interpersonal Style

· Stress Tolerance
· Limitations (travel, availability, location)
Interview Form

APPLICANT _______________________
INTERVIEWER______________________

PHONE _________________________
DATE  ________________________

	Attribute
	Rating
	NOTES

	CAN DO
	H,M,L
	

	Work Experience
	
	

	Education
	
	

	Technical Skills
	
	

	Analytical Skills
	
	

	Communication Skills
	
	

	Specialized Training
	
	

	WILL DO
	
	

	Motivation/

Motivators

	
	

	Interests
	
	

	Goals
	
	

	Drive/Energy


	
	

	Reliability/ Stability


	
	

	FIT
	
	

	Team Orientation
	
	

	Independence
	
	\


	Social Effectiveness
	
	

	Interpersonal Style
	
	

	Stress Tolerance


	
	

	Limitations (availability, location, etc.)
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