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                                                      Tips on preparing for interviews
Note:  These tips are designed to be used for both external and internal candidates, to the best extent possible. Please also refer to Conducting Due Diligence – Internal Candidates.

Logistics

· Determine and provide schedule to campus staff who will be involved in interviews (ie. HR, dean’s office, department staff) 
· Confirm room reservations, ensure appropriate set up (chairs, tables, arranged in specific manner), equipment if any (podium, microphone, whiteboard if presenting)

· Prepare and confirm assignments of committee members; confirm again right before candidate arrives and have a back up person designated

· Assign airport pick up and drop off; where, when and flight number, how to identify

· Assign pick up and drop off at hotel, where and when, how identify

· Assign escorting the candidate to and from meetings/events (no illegal small talk); include time and place reminders

· Assign breakfast, lunch and dinner each day; provide information on receipts 

· Check the weather. You may want to borrow a UWL umbrella from Admissions (the big ones used by Vanguards on campus tours)

· Keep a master schedule on your desk and another on your person

· Offer coffee/tea/mineral water throughout the interview to help with dry throats from answering so many questions

· Know the location of restrooms near all meeting rooms and provide time for candidates to take breaks without being late for interviews
· Consider mentioning the bookstore for family souvenirs
Communication to Interviewee

· Identify what will be expected of candidates when they are on campus.  For example, faculty candidates might be asked to make a formal or informal presentation to faculty and/or students or to teach a sample class observed by departmental faculty.  In one recent search, candidates were asked to prepare a presentation for an open forum in which they would identify the steps they would take in the first three months at UW-L to put together a communication plan.  In another search, candidates for a distance education position were notified that they would be given a test to measure their technical competency.
· Travel Reimbursement and Required Documentation for Reimbursement of Travel Expenses (see Forms and Templates)
· Real estate section of Sunday paper, other flyers on housing (be careful not to use one company)

· Daily interview itinerary with assigned people to escort candidate
· Catalog(s), program specific materials (annual audits, evaluations of program, etc.)

· Info on La Crosse (Make the Move from Chamber of Commerce, list of relevant web sites on the La Crosse area and comparison economic data)
· List of names/titles of search committee members and short list of other primary people they will meet
· Ask about any particular dietary needs/preferences before setting up meals/making restaurant reservations

Communication to Campus

· Check with Campus Connection to get appropriate announcement in a timely manner; include schedule of general open sessions

· Send memo to main campus constituencies listing time and place of sessions; consider an e-mail follow-up

Preparation of Candidate Interview File

· Copy of material to distribute to audiences during interviews (could be summary vita, evaluation forms  
to be returned to committee with method of returning and with a deadline for receipt of the form, etc.)
