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relationship; to direct the interviewee toward omitted or incompletely dis­
cussed topics; and to clarify, interpret, or explain matters only explicitly 
assumed. 

11 o Permit the interviewee to talk freely. 

·There must be ample opportunity for expression. In general, the 
interviewer should comment only for purposes similar to those for which he 
asks questions--to reassure or encourage the interviewee, to lead him on to discuss 
further relevant matters, and so on. The one additional kind of talking that inter­
viewer does beyond these purposes is the definite giving of information or advice. 

Some �i�n�t�e�r�v�i�~�w�e�e�s� find it difficult to state what they mean concisely. 
The interviewer should not override or overtalk the interviewee if he is fumbling 
for the phrase he wants. A very frequent error of beginning interviewers is to 
supply words for the intervievree to use. 

12. Develop skill in meeting resistance. 

Be aware of what the interviewee omits or tries to say but 
cannot--it may be a crucial matter 0 The interviewer encounters resistance 
not only from interviewee but from himself. Resistance is often expressed in 
the form' of hostility. The interviewer cannot allow himself the luxury of 
yielding to his natural irritation and discouragment over unexpected or irration-
al behavior of the interviewee. · 

. The interviewer needs to set a �~�u�i�t�a�b�l�e� tempo and:should not push 
too hard for emotionally toned material which interviewee is resistant about 
giving. 

13. Pevelop skill in summarizing the interview. 

The amount of learning that has gone on can be roughly estimated by 
summarizing-the interview. It is advisable to have the interviewee summarize 
the interview because it affords an opportunity to see if he has understood and 
interpreted the facts discussed. The plan or alternative plan worked out in the 
interview for future action should be carefully reviewed. 

14 •. Skill in ending the interview. 

This is not an easy task. The intffrview may degenerate into a 
most casual soCial conversation. 11; is important in any event for ari int.erviewer 
to learn a good technique for ending an interview when it is really over. 

No interview which is still yielding applicable facts should be 
summarily ended even though i:i-tformation seems sufficient to understand the 
problem. The problem of achieving diplomatically a quick exit is not always 
an easy one. , The plea of "lui appointment" at a specified time is a plausible 
excuse for a seemingly hurried departure which frequently proves successful 
for extension workers. 

15. Be careful not to take too many notes during the interview • 

. Note taking �t�a�~�e�s� too much time and attention and may cause the 
interviewee to talk less freely. 
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16. Make plans for follow up work whenever necessary. 

Techniques used in interviewing must, of course, be adapted to the 
purpose in hand: encouraging the interviewee to talk; establishing a relationship 
of mutual confidence; linking the topic of inquiry to the interests of the person 
interviewed; focusing his attention on the question at issue; clarifying the purpose 
or results; or accomplishing whatever at the moment is the immediate aim of the 
interview. Whatever the specific objective, the interviewer must know what 
techniques to use and to shift quickly from one procedure to another if necessary. 

Interviewing can best be achieved if the interviewer has at his 
command those general basic priciples and techniques which have been crys­
tallized from experience and investigation. 

Limitations and Common Errors of the Interview 

A great deal of confusion exists as to what can and cannot be 
accomplished by the interview. Even with it's faults and limitations, it is 
one of the most important links in the chain of events leading to employment 
and in handling human relations on the job. The interview remains popular 
as a selection procedure despite its questionable reliability. 

How reliable is the interview? The reliability of the interview 
will depend upon who is doing the interviewing, the real purpose to be achieved, 
the degree of standardization and the time spent for each interview. Interviewing 
often gives unreliable results when undertaken by unskilled personnel. How­
ever, in the proper hands and carefully worked out, the interview can be a very 
satisfactory means of diagnosing human personality. 

In view of the limitations imposed on the interview by the frailties of 
human nature, the exercise of critical caution is required both in planning and 
practicing the interview and in evaluating the data secured. The interviewer 
should become familiar with the limitations, supplementing from his own 
experiences and studies p the general precautions stated in the following discussion. 

Under what conditions is it safe to rely on information secured by 
interviewing? There is a common tendency for statement of fact to reflect in 
some measure the emotional reaction of the two persons concerned; it is colored 
by self-interest. "Before depending on interviews, determine whether more 
reliable procedures or sources of information are available. When answers 
to questions can be obtained from records and documents, or by observation 
of situations, these answers are more reliable and usually are obtainable 
more economically than by interviewing. ••l 

The interview can be used: 

1. To gain access to objective data, namely facts about 
interviewee 1s own attitudes and emotional reactions. 

2. To obtal.n opportunity for observation. 

3. To determine facts which vary with particular persons in 
particular circumstances. (Census data). 

libid., p. 33. 



interview: 

- 46 -

4. To determine opinions or trends of belief, and 

5. To serve the purposes as discussed in the previous chapters 
of this paper. 

Studies and personal e·xperience show that one should avoid the · 

1. For compiling data of uncertain value. 

2. For getting general information or common facts. 

3. For compiling or verifying facts obtainable from records, 
direct observation, controlled experiments, or other 
sources not subject to distortion through personal in­
fluence. 

The function of the interview is to uncover such sources, to give 
access to them and to aid in understanding and interpreting them. When used in 
investigations of employee's work problems, the interview has shown it's value in 
preparing the way for acceptance of final agreements. 

The us.efulness of the personal interview for reliable fact finding 
with reference to data about external conditions and events is limited by the 
interviewee's knowledge, his memory, his ability to observe; and by his verbal 
capacity for clear and accurate expression of what he knows. There are limita­
tions imposed by his feeling of self-concern which tend to determine his 
attitude and responses in the interview. He may prevaricate or hold back per­
tinent information, for fear the information he discloses will be turned to his 
disadvantage; or he may be voluble and anxious to please, telling only what he 
thinks the interviewer wants to hear. The common errors of the interviewee 
in the interview are: 

1. ·Intentional prevarication by interviewee because of (a) 
possible benefits to be derived; (b) pride in self and 
family may result in falsification of data; (c) questions 
asked are too difficult and too personal; and (d) fear 
and distrust of the interviewer. 

2. The distortion of facts by (a) events which produce a 
strong emotional effect :upon the interviewee; and (b) 
influence of interest and emotion upon memory. 

3. Error due to lack of information. May not be in posi­
tion to know and understand the facts. 

4. Due to difficulty in remembering the required facts. 
Some facts are hard to report because they require compli­
cated calculations. 1 

The problem of self-interest imposes on the interviewer the 
requirement of shaping lli's:inquiry so that it will harmonize with the interests 
of the person he interviews. There must be real community of purpose. 

1Twila Neely, "A Study of Error in the Interview," pp. 15-76 
Doctor's Thesis, Columbia University, New York, 1937. 
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If t:his· integration of interests cannot be established early in the interview there 
is little value in continuing because it will yield more intentional and uninten­
tional information than true facts. 

The interviewer is subject to the limitations of this same profound 
emotional characteristic of human nature as is the interviewee. He, too, has 
his prejudices, his personal dislikes, his pride of opinion and his self respect. 
It is absolutely necessary for the. interviewer to achieve an impersonal attitude 
toward the problem and to ascertain and eliminate his own bias with reference 
to the questions at issue in the interview. 

The common errors of the interviewer are failure: 

1. To recognize that words frequently mean different things 
to different people. 

2. To recognize that different persons interpret the same 
gestures and facial expressions differently. 

3. To recognize and eliminate his own bias. 

4. To realize that suggestive questions are one of the most 
widely recognized sources of error. 

5. To recognize that conclusions formed may be greatly af­
fected by personal feeling and opinion. 

6. To recognize that many common errors are caused by care­
lessness--not listening carefully, stressing the wrong 
words, failure to push questions to explore all necessary 
areas andfa.ilure of memory to record actual results. 1 

Considerable research and many experiments have been made 
to test the reliability of the employment interview. The actual results · 
are woefully lacking but accumulated evidence gives these four sources 
of unreliability in the employment interview: 

1. Thinking that in one brief interview anyone can make any 
reliable diagnosi·s of a pe:rson' s character or clearly forecast 
his future achievement. 

2 • .Assuming that habits are general rather than specific. 
Neatness in dress does not necessarily indicate neatness 
in work. 

3. Permitting one outstanding trait or characteristic to in­
fluence judgment of other traits- -the so called "halo" 
effect, 

4, Giving consideration to so called facts which are supposed 
to have been secured with accuracy but which really cannot 
be attained at all. A proneness to make inferences from 
pers~nal appearance and physiognomy as to honesty, 

libid., pp. 79-110. 
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Extension workers need to improve their methods in interviewing 
to improve the reliability and validity of the data it yields. This can be done 
in part by gaining an insight into the nature of the interviewing process and an 
understandi'Jig of .his peculiar limitations, it's common errors, and it's proper 
uses. Constant practice using good methods and techniques and critically 
analyzing each interview will give impetus toward proficiency. 

Interpreting the Interview 

The interviewer's first aim is to understand as fully as possible 
the interviewee's problem. To do this successfully the interviewer must 
interpret the many clues which the interviewee presents through his behavior 
and conversation. The interviewee's questions and answers, the things he does 
and does not do, and the information collected about him are essentially raw 
material until they are invested with appropriate meanings 0 The assignment 
of meaning to individual factors goes on continuously during the interview. 1 
It has already been shown that bias, inattention, partial or misleading clues, 
and nervousness all lead the interviewer to attach false meaning to data. 

The experienced interviewer will constantly be framing hypotheses 
as to the basic factors in the case confronting him, testing these, rejecting most 
of them, tentatively retaining others, seeking further confirmation and so on. 2 
It may be necessary to probe deeper into some situations in order to understand 
the true meaning and reveal the facts in true perspective. Often interpretation 
consists in opening lines of communication between two previously isolated 
compartments of thought, "Emphasis should always be on withholding judgment 
until enough data has been collected to confirm, disprove or at least make 
questionable any hypothesis the interviewer may have. "3 

They are: 
Moyer states four steps in interpreting an employment interview. 

1. Determine the meanings of the findings o Consider every­
thing the applicant says as evidence of kind of person 
he is. Discover as far as possible his desires and 
expectations. 

2. Check the reliability of these facts and impressions. 
This is partly judged by tone and inflection of appli­
cant's voice, his gestures, hesitations, and so on. 
(These inferences are subject to serious error). Also 
compare facts to information on application blank, home 
visits, former employers or school records. 

1Frances S, Drake, Manual of Employment Interviewing, p. 44. 
Research Report IX, American Management Association. New York: 

2Garrett, op cit., p. 4 7. 

3Drake, op. cit., p. 45. 
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3. Evaluate the findings and determine the favorable and 
unfavorable indications of fitness for the job. Doesnot 
meet the job requirements. ' 

4. Consider the over-all findings and decide upon the ac­
ceptability of the applicant. Making decision involves 
weighing the individual against the over-all job. 1 

Interpretation is a powerful tool provided it is used skillfully 
and with perfect timing. For the interviewer to interpret for himself is 
essential; for him to pass his interpretations on the interviewee is usually 
inadvisable. In general, by encouraging the interviewee to give details more 
freely, the interviewer helps him see for himself the relationships between 
the various things he has said and how it points the way to the solution of 
his problem. 

Recording the Interview 

Recording each interview is an important step in the total process. 
First, it provides permanent records for future reference to be used to check 
personal growth of the agent and progress of the county program. Time can be 
saved in planning subsequent interviews by reviewing record of previous inter­
views. The record also provides clues for improvement in interviewing techni­
ques. Failure in one interview may be attributed to bad luck, but in many cases, 
it can often be traced to flaws in techniques. Good records will provide pertinent 
data collected during the interview. 

One of the most difficult problems in recording is that of 
distinguishing between relevant and irrelevant facts and between facts and 
inferences. 2 When recording the results of the interview, one must guard 
against the tendency toward over simplification and generali-zation, and dif­
ference between fact and impression must be kept in mind. 

The technique for recording exact statements and at the same 
time to keep the interview moving is almost a.n impossibility. The best 
suggestion is to note the key words of the reply or statement and as soon as 
the interview is over fill in the rest of the words to give complete meaning. 
Extension workers who take shorthand have a decided advantage in recording 
interviews. There may be a few pertinent comments made by the interviewee 
that really amplify or explain his point of view.· It may be wise to record 
statements of this nature verbatim. 

The human memory is a most unreliable record-keeping de­
vice. Human memory is a tricky thing as anyone who has had any experience 
in hearing the testimony of eye witnesses to events has learned. One only 
cannot remember very long the details of what happened but tends to look at things 
from different viewpoints. There is also a tendency to fill in the gaps and some 
facts move forward and take a more prominent position in the record than they 
actually did in the inter·view. · 

Great care needs to be taken in compiling records of interviews. 
It must be remembered that veroal symbols do not betray feelings. Words do 

1N.A. Moyer, 11 Interpreting the Interview, 11 Personnel, 
XXIV (March, 1948}, 391-92 

2strang op. Cit., p. 79. 
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not tell how spoken whether emphatically or hesitantly. A recorder may give' 
th£ wrong impression pf the results by distorting words t~ conform with his 
own attitudes or opinions. There ,also is a tendepcy to select and record 
short and unusual statements that come up more than other statements that 
are less colorful or shorL but are equally important. A final word of caution 
is to keep all data collected from interviews as free as possible from own inter­
pretations when making records. 

The interviewer should plan time immediately after each interview 
for completing records. This involves filling in the gaps, writing summary of 
findings and conclusions. It is time consuming but a very good investment of 
time as it provides permanent records and a check on the effectiveness of the 
interview and the interviewer. 

Evaluation 

In spite of the frequent use of the interview in personnel work, 
little sound research has been published in this area. Much lore, many 
opinions, and numerous assumptions and hypotheses about the interviewing 
process exist. Many of these are frequently practices; some ~ave found their 
way into the literature of personnel as the dicta of recognized authority. 
Few, if any, of these opinions, principles and techniques have been put to 
the crucial test of unbiased research. There is a real need to test the values 
of some of th'e more popular concepts about the conduct of the personal interview. 

It is highly desirable that methods and procedures used in 
interviewing be evaluated for their effectiveness. However. before evaluation, 
there must of necessity be a means of identifying these procedures with the 
effect they produce. Numerous articles and books attempt to itemize and 
set forth descriptively those interviewing procedures or techniques which 
appear to be useful and those to be avoided. There are records of some at­
tempts to evaluate the effecti ve~ss of these procedures but the results are 
based on such a small number of cases so cannot be considered conclusive in 
any way. 

There is need for skillful experimental work in which the inter­
view may be compared with other methods of accomplishing specific purposes, 
such as obtaining information, the changing of attitudes, and influencing of 
behavior. From investigations of this kind, the specific purposes for which the 
interview is the most effeCtive technic to use may be ascertained. 

Empirical analysis was conducted by comparing a number of inter­
views. The interview ha$ meaningful structure in the minds of the interviewee 
and interviewer and its beginning and end are definite. After reading an int,er­
view, the judge can rate the general types of techniques used as well as the 
degree to which certain outcomes, e. g., rapport, insight, etc., are present 
No analysis of the mom'ent-to-moment dynamics within the interview is 
possible. That is over-all ratings can indicate the general interviewing 
plan used and whether the interview was effective or ineffective, but this 
approach cannot very well get at the dynamics of how it happened. It was 
found that interviewers varied their techniques from interyiew to interview, 
from interviewee to interviewee, and from proplem to problem. What the 
interviewer does in any interview is guided by certain basic principles. 
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There is no agreement on all the principles, some are generally accepted 
and some generally not accepted. It appears that the selection of principles 
are achie'\Ted with practice. 1 

Each interviewer needs to revi~w and consider what he has accom­
plished in each interview to improve his effectiveness. This should be done 
very criticallyo note its excellent features so they can be readily used again 
as occasion requires o and to select weak spots to be corrected. Before each 
new interview it is well to think out some one way in which to improve on 
earlier performances. Two common means of evaluating one's effectiveness 
in interviewing are: 

I. A detailed comparison of one's own more successfUl and 
less successful interview. This comparison discloses 
.the particular features needing most attention. 

2. A comparison of one's procedures with those of others 
engaged in similar work also serves to indicate the direc­
tion of an increasingly effective method. 

The scientific study or evaluation of the interview presents 
many difficulties, namely: 

1. It is difficult to obtain for analysis specimen inter­
views under natural circumstances • 

. 2. The complexity of the technic makes generalizations al­
most impossible. There is very wide variation in stimuli 
and responses. 

3. Each interview is unique as well as complex. It is im­
possible to develop any standard.ized or stereotyped pro­
cedures. 

4. There is a lack of criteria for determining success in 
interviews. 2 

Each interview is an opportunity to get new ideas about human 
nature (in oneself and others), about policies, current situations and prob­
lems. Just as meanings are assigned throughout the interview to emerging 
information, so the findingso as interpreted are evaluated continually as a 
basis for a final decision. The ease and speed with which particular factors 
can be assessed varies. The total evaluation is not a simple arithmetic sum or 
average of the separate judgments about the various factors in the interview. 
It is the end result of delicate weighing and balancing of the separate judg­
mental. This continuity of evaluation throughout the interview ~emoves un­
certainty of results. 

It is an easier task to evaluate the effectiveness of an interview 
than to evaluate the techniques used. The effectiveness of the interview is 
proportional to the care with which it has bee.ri planned in advance and :to the 
spontaneity and sympathetic understanding with which it is actually carried 
through. The accumulated experience and wisdom of the interviewer will 
contribute to the ef:f'ecti:veness of most interviews. 

1E. H. Porter 0 "TP.e Development and Evaluation of a Measure of 
Counseling Interview Procedures 0 

11 Educational and Psychological Measurement, 
III(Summer, 1942). 105-26 

2strang, op. cit. o pp. 61-62 
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Progress in ~valuation will be slow until extension w.orkers 
come to recognize interviewing as a learning situation which can be in­
vestigated by the methods developed for evaluating other learning situa­
tions. These methods involve the specification of the objectives of 
learning that are to be achieved, the specification of the means of 
achieving these opjectives, the selection of criteria for determining 
whether the learning objectives have been achieved, and provisions for 
the control of relevant variables. Until more studies of interviewing are 
undertaken following 1 • these steps, there will be littfe certain know-
ledge of what interviewing is actually accomplishing. 

Extension workers can well improve their method of definitely and 
clearly stating the objectives of the interview. At the present time they 
overemphasize the sheer mechanics of interviewing as an end in itself and try 
to have it serve too many needs. Unitiil. objectives ha'\tebeen clearly defined 
little can be done to evaluate the outcome of interviews. 

This· chapter has defined and discussed the basic component parts 
of the entire interviewing process. Most of what has been written represents 
expression of opinion only. Few, if any, of the statements made could be 
closely documented or conclusively substantiated by concrete experimental 
evidence. Most of the statements were subscribed to by practically all authors 
in the field whose literature was reviewed; on others there were some dis­
agree~ent. The one thing on which all authors certainly would agree is that the 
principles, methods and techniques here considered represent the kinds to ~hich 
interviewers generally should _devote a greater share of their attention in order 
to become more proficient in inter,viewing. 

The principles, methods, and techniques suggested are 'in no 
way dogmatic. However, if at times they have appeared or seemed that way 
in chracter may itself contribute to the central purpose of stimulating more 
critical considerations of the facts presented. 

The concluding chapter will attempt to apply the principles, methods 
and techniques presented in this chapter to the em-inently practical topic of 
"How to Conduct an Interview;." The _basic steps as ·presented will serve 
merely as a guide for interviewing and a means for summarizing the principles, 
methods and techniques discussed in the foregoing chapters. 

Robert M. Travers, "A Critical Review of Techniques for 
Evaluating Guidance, " Educational and Psychological Measur:emeht. 
1X (Summer, 1949), 211-25. 
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CHAPTER IV 

GUIDE FOR INTERVIEWING 

"When I am confronted with a complete situation involving 
the interaction of people, what people say is necessarily 
an important part of the data from which I have to make a 
diagnosis. · Therefore, my first object is to get people 
to talk freely and frankly about matters whi:ch are im­
portant to them, .•• In the interview I use a number 
of simple rules or ideas. I listen. I do not interrupt. 
I refrain from asking moral judgments about the opinions 
expressed. I do not express my own opinions, beliefs, 
or sentiment$. I avoid argument at all costs. I do this 
by seeing to it that the speaker's sentiments do not 
react on my own." 1 

The interviewer who seeks a precise formula on "how· to interview" 
is fated to disappointment. There can never be one complete set of ·rtiles; or one 
guide to fit all interviews. There must be as many variations in interviewing 
methods and techniques as there are individual problems. Each problem demands 
that combination of methods and tools best suited to assist the individual in its 
solution. It should be clearly understood that the suggestions to be offered are 
but several basic steps and methods which may be employed as the habitual 
core of an entirely flexible interviewing proc.ess. No assumption of originality 
is being made- -all have been used. The writer felt the need of bringing to-
gether the various methods and presenting them as a workable guide in ex­
tension. interviewing. 

Aristotle supplied the basic elements of structure for the interv~ew 
in his simple !Jtatementtha!teverthing has a·beginning, a middle, anc~ an 
ending. In the discussion that follows the structure of the interview will for 
convenience be broken down into six basic steps. This guide may be followed, 
by interviewers as the foundation of his interviewing tec'hniques. In actual 
interviewing thes.e steps are not discrete; one'phase ends and another be-
gins without a bfeak, and often th~y ovedap. The lines of approach indicated 
are practical guides which in the past have proved consistently successful 
in achieving the aims of tlie counseling interview. 

Guide for Interviewing 

I. Preparing for the Interview 

A. Gather necessary information and study data befo_re 
interview. 

B. Decide just what needs to be accomplished. 

C. Define goals or objectives wherever possible. 

lRoethlisberger, op. cit., pp. 92-93. 



- 54 -

D. Prepare a schedule or plan for the interview. Plan 
questions but do not proceed by merely using a series 
of questions. It is sometimes helpful to have a list 
of questions to indicate areas to be explored. Chart 
course as far as possible by jotting down key points. 

E. Make definite appointment.·. This allows agent time to 
prepare for the interview. Since all interviewing 
time is doubly valuable in that it requires the time 
of two people--it should be used effectively. 

II. Setting for the Interview. 

A. Provide an adequate setting. The place can do much 
to increase the effectiveness of the interview. 

B. Provide privacy. Have as relatively free from inter­
ruptions and distractions as possible. 

G .. Provide good working conditions- -files, records. 

D. Present a cordial and efficient rec.eption. A relaxed 
friendly, unhurried atmosphere is necessary if agent 
is to be made to feel at ease. 

III. Starting the Interview. 

A. Open the interview informally. The initial contact 
is important because it produces certain psychologi-
cal momentum, arousing either favorable or unfavorable 
responses. 

B. Establish and maintain confidential relations. Gain 
and deserve the agents confidence. 

C. Explore and analyze the obvious problem and search 
for deeper causes or difficulties. The problem 
stated is not always the real problem. 

D. Define the problem as clearly as possible. 

E·. Take as few notes as possible during the interview. 

IV .• , Keeping the Interview Moving 

A. Ask questions. The central method of interviewing 
is the fine art of questioning. 

1. Phrase questions so they are easily understood. 

2. Avoid implying answer in your question. 

3. Never imply what you think is the correct answer. 

4. Do not probe too deeply. 



- 55 -

B. Listen with intelligence and sympathy. Listening is 
one of the fundamental operations of interviewing. 
The supervisor's silence may be his best contribution. 

C. Cultivate self understanding. Assist agent to an ob­
jective realistic recognition of his problem. This is 
the fundamental learning step of any interview. Do 
not force interpretations or impose judgment. Give 
the agent a chance to explain, qualify, and interpret 
his statements. 

D. Observe and watch for casual remarks, clues, what 
agent says and does not say. Be on alert for signs 
of tension, confusion and embarrassment. Much may 
be gained from observation as well as verbal responses. 

E. Give leadership and direction. The interviewer unob­
trusively directs the interview throughout, decide 
when to listen, when to talk, and what to observe, and 
at times may have to pull the client back from conver­
sational byways. 

F. Use imagination to evoke meaning. Learn to interpret 
gestures, expressions manners, inflection, pauses, 
and ways of responding. Give the agent a chance to 
be proud of himself.· 

G. Render a real service to the agent. Do not miss an 
opportunity to be genuinely helpful. 

H. Observe these general reminders. 

1. Examine and discount your own prejudices, desires, 
and pet theories. 

2.. Separate facts from inferences. 

3. Be 11 shockproof" --don't be startled or show surprise. 

4. Face facts objectively; avoid sympathy; encourage 
empathy. 

5. Avoid generalizations. 

6. Don't jump to conclusions. 

7. Don't be ·cramped for time. 

8. Don't make moral judgments. 

V. Closing the Interview. 

A. Give agent ample opportunity to ask questions. 
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B. Check carefully to see that most, if not all, of the 
important aspects of the problem have been explored 
and discussed. 

C. Formulate a course of action. Agent encouraged to 
explore several alternative sources of action before 
reaching a final decision. Have agent think through 
carefully the possible outcomes of certain courses of 
action. Agent formulates the plan. 

D. Summarize topics discussed and plans made. Have agent 
summarize as this contributes to the learning aspect 
and helps clarify for him the specific things he is to 
do. 

E. Close skillfully. This is not an easy task.. Do not 
drag out- -do not bargain-- close tactfully and skill­
fully. 

VI. What Follows the Interview. 

A. Interpret and record the interview. The important 
aspects should be recorded at once. Record pertinent 
comments made by agent, final plans made, outcome of 
interview, and plans for follow-up work where necessary. 
sary. 

B. Evaluate the interview. Check the effectiveness of 
the interview and your own effectiveness. State what 
was achieved. This step is easily and often negelected. 

C. Follow up to see that plan~ were carried out. 

The basic steps for conducting an interview as p.ere outlined repre­
sent the thinking of several authors as reviewed in current literature and the 
writer's personal experience. The outline has served two purposes: ( 1) A 
guide for conducting an interview and (2) A means of recapitulating the basic 
principles, methods and techniques subscribed to in previous chapters of the 
paper. 

Concluding Statements 

Actual practice is indispensable in learning how to interview. 
It is a slow and time consuming process unless the interviewer has some 
general guideposts to give direction and help systematize his experiences. 
Experience alone will not tea'ch one to become a good interviewer. Unguided 
experience may serve to establish undesirable habits and make them very dif­
ficult to eradicate. It is hoped that the basic steps as outlined will serve 
as a guide to the inexperienc.ed interviewer and will interest expe:rienced 
interviewers to the extent that they will compare and refine their own procedure. 

The fact that interviews bring to light new knowledge of purposes 
and needs as well as new information about relevant facts implies that the 
interviewer should not let his plan of. action. be unalterably fixed in advance. 
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A great amount of flexibility in every plan for interviewing is always desirable. 

"Success in interviewing is attained by discovering, mastering, 
and integrating the many specific habits, skills, and techniques required in 
order to formulate clearly the purpose of the particular interview, to plan its 
course intelligently, and to carry through its successive steps, from first 
approach to final write up, expeditiously and well. 11 1 

The task of the interviewer is no casual one. Every professionally 
minded extension worker needs to strive for continuous growth in competence in tht.. 
field of inter:viewfng. This can best be done if the extension worker: 

1. Approaches interviewing in a spirit of inquiry, seeking 
always new and better ways. 

2. Evinces a lively interest in what others are learning 
and doing, to determine how such knowledge and practice 
can be useful to him. 

3. Shares his own finding with his co-workers. 

4. Appraises his thinking and performances in the light of 
the results he achieves in his interviews. 

5. Reads standard literature, as well as current books, per­
iodicals and pamphlets related to interviewing and to the 
larger field of personnel management. ' 

6. Manifests an experimental and open-minded attitude toward 
tests and other devices being developed to assist in in­
terviewing. 

Extension workers improving in these and other ways, not only recognizes 
"the challenge of interviewing, " but goes a long way toward meeting that 
challenge. 

The writer has endeavored to define aims and objectives of inter­
viewing as a method in Extension supervision; to present an analysis and 
critique of methods of interviewing; to emphasize the different kinds of inter­
views most commonly employed in extension; to identify the basic principles, 
procedures, techniques and limitations of the interview; and has summarized 
the materl.al by formulating a tentative guide for extension agent interviewing 
which can be explored, tested, refined and improved with pra,ctice. 

The material herein presented represents both a philosophy and 
a technique. The philosophy points to the recognition of each extension 
worker as a unique individual and the evaluation of the worker as a whole 
in connection with his job. The technique provides one of the means of 
accomplishing the objectives of Extension Work. The responsibility for the 
success£~! application of the methods rest upon the training, experience, and 
skill of the extension worker. 

1Bingham and Moore, op. cit., p. 43. 
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Extension workers skilled in interviewing are needed today 
as never before because of the complexity of modern society. E~ch day 
and each person brings new challenges and involments. Many of these 
problems confronting extenion workers are too involved and personal' to 
permit them to venture advice. Yet every extension worker can counsel 
safely if he will confine himself to guiding pe·ople 's thinking through the 
maze of the emotions, the causes, and the effects of the situation that 
trouble them, into ~ plan for a solution. The truth of it is that no one is 
wise enough to be able to solve the problems of another person. Exten­
s~on workers merely help people see a way to solve their own problems. 
It is another method for extension to use in helping people to help them 

selves. 
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Employee Rating Report 

Date 
----------------------------

Name _______________________________________ Telephone NuEnber ______ ~----------------

Address of .Applicant 
---------------------------------------------------------------------

Applicant for position of: 
---------------------------------------------------------------

Directions: This rating scale has been designed to furnish a record 
of your careful judgment concerning the applicants 
interviewed. Make each judgment as honestly and 
objectively as you can, 
Phrases show three degrees of the trait. Check the 
one most appropriate to describe the trait of appli­
cant. 

1. Voice and 
Speech 

2. .Appearance 

3. Friendliness 

4. Alertness 

Personal Traits 

Exceptionally 
clear and 
pleasing 

Impressive; 
commands ad­
miration 

Inspirer of 
personal loyal­
ty and devotion 

Exceptionally 
keen and quick 
to understand 

Pleasant; good 
tone 

Suitable p 

acceptable 

.Approachable 
Likeable 

Nearly always 
grasps intent 
of question 

Unpleasant and 
indistinct 

Unfavorable 
impression 

Keeps people at 
a distance 

Slow to understand. 
Requires explana­
tion 



5, Ability to 
express 
self 

6. Judgment 

7. Emotional 
stability 

8. Self 
confidence 

9. Ambition 

1 o·. Person­
ality 

Comments: 
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Logical, clear 
and convinc­
ing 

Soundness of 
judgment 

r 

Exceptional 
poisep calm 
ness and good 
humor under 
stress 

r 
Shows super­
ior self­
assurance 

·r 
Excellent mo­
tivation plans 
for making 
progress 

Outstanding 
personality 
for the job 

Gets ideas 
across fairly 
well 

Acts judie io us­
ly in ordinary 
circumstances 

Well poised 
most of the 
time 

Moderately con­
fident of him­
self 

Wants to work; 
wants to get 
ahead 

Satisfactory 
for job 

Confused, 
illogical 

Notably lacking 
in balance and 
strength 

Overly sensi­
tive, easily 
disconcerted 

l 

Timid, hesistant, 
easily in­
fluenced 

Ambitions not 
in line with 
job 

Not suitable 
for job 

J 

I 
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Disposition: (a-) Recommends for Employment _______________ _ 

(b) Would not Offer Employment ----------------------
(c) Offer Employment with Reservation_s ____________ _ 

Interviewer's Signature 

Note: To be attached and filed with written application of applicant. 
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How Can I Evaluate My Effecttveness in Intervtewmg 

Yes No Comments 

1. Did I prepare adequately 
for the mterview? 

z. Did I make 1t possible and 
easy for the agent to make 
full use of interview stt-
uation? 

3. Did I help free agent from 
tens10n or fear that ~tght 
block clear understanding 
and constructive action? 

4. Did I help agent grow in 
self-understanding? 

s. Was the real problem tden-
tifted and examined? 

6. Was a posstble and satisfy-
tng course of action planned? 

7. Were other resources tdentt-
fied and used? 

8. Was plan made for follow~up? 

9. Was a record made of the 
tnterview? 

10. Was plan of action carrted out? 
(To be checked la te:r) 

Agent County Date ------------------------------------- --------~------ .----------------
SupeTvisor ________________________________ ___ 
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Rating the Interview 

Place a check in the blank space that best describes the situation. 

1. Length 
Adequate Too short Too long ---------------------- ----------------- -----------

2. Amount of talking 
Time well proportioned 
Agent talked too much -----------------
Supervisor talked too much --------------------------

3. Interview controlled by 
Supervisor Agent Neither ------------ --------------- ----------------

4. Direction 
Agent given every opportunity to express himself _____________________ _ 
Agent given some opportunity to express himself ___________________ _ 
Agent given little opportunity to express himself _______________________ _ 

5. Action or movement 
Interesting, good continuity, well directed ·-------------------------Some interesting spots-..--------..,...,--.,...,....-----------------------------
Monotonous, aimless and poor continulty ______________________________ _ 

6. Semantics 
Very appropriate _____________________ Inappropriate __________________ _ 

7. Responsibility for problem solving 
Supervisor gave full responsibility to agent _______________________ __ 
Supervisor shared the responsibility 
Super vis or assumed most of the res p-:--o-n_s...,i'b...,i'h-:-:. t.-y------------------------

8. Problem recognition 
Superficial Some real problems discussed _____________ _ 
Very adeq u-a-.t_e ______ _ 

9. Response to supervisor 
Agent responded easily 

~--------------------Agent responded sometimes 
----~~-------------Agent resisted, would not respond -------------

10. Rapport 
High level of rapport varied poor ----------------- ----------- ----------

11. Interaction discussion 
A great deal Some Very Little -------------------- ------------- ----------

12. Did supervisor pave way for follow-up 
Adequately: Somewhat Poorly ---------- -------------

Note: Check list to be used by both interviewer and interviewee. 
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