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Before the Interview

• Preparation is key...

• Review the resume and/or LinkedIn profile in detail

• Develop interview questions directly related to job 

responsibilities and the candidate’s background

• Prepare a welcome

• Use a private room

• Allocate enough time for each candidate

• Allocate time for the candidate’s questions



During the Interview

• Extend common courtesies such as a brief chit chat to 

start the conversation, glass of water, offer a tour of 

the house, be on time

• Give a brief description of the house corporation, 

chapter, culture of the house, your role

• Provide a brief summary of the position including the 

prime responsibilities, reporting structure, key 

challenges and performance expectations



During the Interview

• Ask questions and remember to improvise by 

building new questions off of his/her answers

• Listen to obtain new information and determine true 

competencies. Remember, don’t talk too much; allow 

time for the candidate to answer

• Take notes by writing down important points, key 

accomplishments, good examples and other 

information that will help you remember and fairly 

evaluate each candidate



During the Interview

• Watch for nonverbal signals from you and the 

candidate

• Look for proper eye contact and attire

• Pay attention to manners

• Use an appropriate and professional tone of voice and 

clearly articulate the job duties

• Create a positive image of your house. Not only are 

the candidates selling themselves, but we need to sell 

Delta Gamma



Ending the Interview

• Allow the candidate to ask as many questions as they 

need

• Let the candidate know what they can expect; what 

are the next steps

• Thank the candidate for their time

• Compare notes and reach a consensus among the 

interviewers

• If the result is positive, prepare for reference 

checking



What is a Reference Check?

• It is a common method to screen applicants for a job

• It involves contacting previous employers to ask 

some basic questions related to the applicant’s work 

history

• It can also involve contacting personal references 

(Take into account that personal references are almost 

always going to be positive).



Purpose of Reference Check

• Used to confirm or verify the thoughts or feelings of a 

hiring manager

• Not typically used as a major component in 

identifying top candidates

• Used to get personal or professional reference’s 

account of his/her experiences with the candidate



Types of Reference Checks

• Professional – This is usually previous supervisors who can 

provide dates of employment, title, compensation, reason for 

leaving, work ethic, interpersonal skills, time management, 

eligibility for rehire, etc. 

• Personal – These references can provide more information 

about the person’s integrity, motivation and the ability to 

balance work and life.

• The questions you ask and the information you gather will be 

different for each approach



Timing of Reference Check

• Used to finalize details about the prospective hire 

before the job is offered

• Often completed on final applicants before a final 

hiring decision is recommended or made

• Decide on the finalist and use the reference check to 

confirm the candidate’s worthiness

• Used to confirm or verify the thoughts or feelings of a 

hiring manager and/or a hiring team



Criteria for Questions

• Generally used to verify details provided by the 

applicant and to discover any potential red flags such 

as poor work ethic or inaccuracies on a resume

• Verify basics about work relationship and work 

experience

• Inquire about general work skills, people and 

teamwork skills, integrity, dependability and 

reliability



How to Conduct Reference Checks

• Prepare carefully before you conduct the reference 

check

• Encourage the reference to respond willingly, 

cooperatively and honestly

• Describe the position

• In addition to prepared questions, ask follow up 

questions   



Sample Reference Check Questions

Verify the candidate's dates of employment, title, and role.

What is your relationship with the candidate?

Is the candidate eligible for rehire? Why or why not? What was his or her reason for leaving?

Determine the candidate's advancement in the company; did he or she receive any 
promotions or demotions, or did she remain in the same role throughout her tenure?

What was the candidate's beginning and ending salary? How often did the candidate receive 
salary increases?

What kind of duties and responsibilities were assigned to the candidate? Did he or she 
complete them satisfactorily? Did they go above and beyond what was required without being 
asked?

What were the candidate's strengths as an employee? Would you describe him or her a hard 
worker?

Ask the reference to evaluate the employee's performance the tasks likely to be assigned in 
the new position.

Was the employee punctual? Were there any issues with tardiness or absenteeism?

Did the employee get along well with her peers? With managers? With customers?

Is there anything else I should take into consideration before I hire this candidate? 


