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Behavioral Interview 
Guide for 

Regional Executive III
	Interviewer(s): 
	

	Candidate:  
	

	Date of Interview:
	


General Interviewing Guidelines

Focus on behavioral information

· Behavioral information gives us factual evidence of what a person has said or done (or failed to say or do) in a given situation.  Past behavior is the most accurate predictor of a person’s future behavior.

· If the candidate cannot think of a work-related example to answer a question, ask him/her to think about HFMA or life experiences that would apply to that question.  If the candidate still cannot provide an answer, circle 1 – ineffective in the rating bar above the notes area (where indicated), and move on to the next question.  Make sure to document what the candidate did say (e.g., “I can’t think of anything” or “I have no experience with that”). 
· Otherwise, circle your rating of the candidate’s answer on the rating scale and record your notes. 

Document behavioral information

· Take behavioral notes to “capture” what the candidate said or did.  Remember behavioral notes provide the interviewer with specific notes to review after the interview to make an evaluation.  

· Do not take evaluative notes which summarize, generalize, or judge what a candidate said or did.

Examples of behavioral and evaluative notes:


Behavioral Notes: “Suggested a different method of organizing patient files so that it would be more user-friendly and easier to update”


Evaluative Notes: “Did good job of organizing patient files.”

Preparing for and Conducting the Interview

Prior to the interview:

· Choose 1-2 questions within the competencies assigned to you.
· Review applicant’s nomination letter and information.
· Review the Regional Executive Role, Qualifications, Competencies and Responsibilities. 
During the interview

· Listen for the candidate to describe the SITUATION, explain the ACTION they took in response, and detail the OUTCOME.
· Ask follow up or probing questions as needed.
· Evaluate the candidate on each question and take notes as necessary.
· If the candidate has trouble answer a specific question, consider asking a different question with the competencies.
Interviewer ______

Strategic Thinking

· Give me an example of a time when you were able to look at a challenge with a new perspective, resulting in an innovative solution, strategy or approach.

· Tell me about a strategic initiative you were involved in that failed and why it failed.
Circle the number below to indicate your rating.
	Ineffective
	Effective
	Highly Effective

	1
	2
	3
	4
	5

	Include information to support your rating:

	


Interviewer ______

Relationship Building/Multiple Perspectives

· Give me an example of a time when you needed to strengthen a relationship with a person, customer or client.  Why did you need that relationship strengthened?  What did you do to strengthen it?

· Give me an example of a time when you had a disagreement with a peer, but you found common ground and solved the problem.
Circle the number below to indicate your rating.
	Ineffective
	Effective
	Highly Effective

	1
	2
	3
	4
	5

	Include information to support your rating:

	


Interviewer ______

Communication/Listening/Facilitating

· Give me an example of a time when you were successful primarily because of your ability to communicate verbally.  Why did it make a difference?

· How do you typically deal with conflict? Give me an example.

· Explain a situation where you had to facilitate a meeting or discussion.  What was your approach?  What was the outcome?
Circle the number below to indicate your rating.
	Ineffective
	Effective
	Highly Effective

	1
	2
	3
	4
	5

	Include information to support your rating:

	


Interviewer ______

Influence/Persuasion

· What steps do you take in preparing for a meeting where you are attempting to persuade someone of a specific course of action.

· Tell me about a time when you had to get people over whom you have no authority, to do what you need them to do.  What was your approach?  What was the outcome?
Circle the number below to indicate your rating.
	Ineffective
	Effective
	Highly Effective

	1
	2
	3
	4
	5

	Include information to support your rating:

	


Interviewer ______

Change Management

· Tell me about a situation that involved major changes.  How were you able to influence people around you to buy into the necessity of the changes and the new environment?

· Describe a situation in which you had to change your initial approach to a project to achieve your goal.

Circle the number below to indicate your rating.
	Ineffective
	Effective
	Highly Effective

	1
	2
	3
	4
	5

	Include information to support your rating:
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