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The place of the interview as one of the effective tools for personnel selection
is determined. Two effective systems of personnel management — American and
Japanese — are analyzed. The purposes of a meeting or interview with a candidate
are investigated. The methods of personnel selection at the enterprise are
considered. The purpose of the interview meeting is investigated. The principles of
conducting interviews are considered, in particular, that: there are no bad or good
candidates and that the interview should resemble the signing of a partnership
agreement, in this case — an employment agreement. The purpose, principles,
goals, and tools for conducting an interview are explored. The stages of selection
and the process of interviewing candidates are revealed. The main problems in
the selection of personnel are investigated. The necessity of introducing modern
interviewing tools in the selection of employees in organizations is substantiated.
The concept, features and stages of employee interviews are analyzed: preliminary
preparation; creating an «atmosphere of trust»; the main part; completion and
evaluation. The importance of the process of interviewing employees in the
organization is proved and the main methods are presented. The importance of
introducing modern automation methods during the interview of employees at
the enterprise is analyzed. Recommendations on the appearance for the interview
are described. Examples of the most popular interview questions and candidate
qualities are considered. internal influences that complicate the interview, namely:
first impressions, stereotypes, contrast effect.
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Kurouosi ciioBa:

criBOeciaa, mepcoHal,

T ITPHAEMCTBO,

IHCTpYMEHTH Bif0OOpy,
YIIPaBJIiHHS [IEPCOHANIOM, BiZOIp

Busnayeno wicue cmiBOeciqy, SK OZHOTO 3 €(EeKTHBHOTO IHCTPYMEHTY ISt
BizOopy mepconany. JlocmipkeHo 1 cmiBbecinm 3 KaHaugatoM. Po3misiHyTO
METOJIH MiA00PY NepCOHANy Ha IiANMPUEMCTBI. PO3MIISTHYTO NPHUHIMITH POBEICHHS
criBoecin. JlocmimpkeHO MeTy, TIPUHIIHITH, [Tl Ta IHCTPYMEHTH IS TIPOBEACHHS
ciiBOecimn. Po3kpuro eramm mpoBemeHHS BigOOpy Ta TpoIEC TPOBEACHHS
chiBbecimm 3 KaHamAaramu. JlOCTI[DKEHO OCHOBHI mpoOmeMu mpu BigbOopi
nepconaxy. OGTrpyHTOBaHO HEOOXiHICTh BIPOBAPKEHHS CyJYaCHUX IHCTPYMEHTIB
criBOeciy MpH BigOOPyY MpaIliBHUKIB B OpraHizaiisx. [IpoaHaiizoBaHO MOHATTS,
ocoOnuBOCTEl Ta eramiB chiBOeciiM MpauiBHUKIB. JlOBeleHO BaXKJIMBICTbH
mpoIiecy CIiBOeCiqM MpaIliBHUKIB B OpPraHi3ailii Ta HaBEJICHO OCHOBHI METOJIH.
[IpoananizoBaHO Ba)KJIMBICTh BIPOBA/KEHHS Cy4aCHMX METOJIB aBTOMAaTH3allil
miji Yac cCmiBOeCiiM MpaIiBHUKIB HAa MiIIPUEMCTBI. PO3DISHYTO TpUKIaaA
HaAWMOMYJISIPHIIINX 3alUTaHb Ha cHiBOECii Ta SKOCTI KaHAWAATIB, BHYTPINIHI
BIUTHBH, SIKi YCKJIATHIOIOTH CITIBOCCITY.

Formulation of the problem employees. In fierce competition, the one with the best

Most managers understand that the success and team wins. That is why managers pay a lot of attention
prosperity of an organization largely depends on its to the issues of effective management of employees, their
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motivation, training and development. However, without
the selection of quality personnel, any work with personnel
is doomed to failure.

The interview is the most important stage in the
personnel selection process. There are many types and
types of interviews, and the choice directly depends on the
personnel policy, the specifics of recruiting personnel in
one or another company, as well as on the decisions and
experience of the manager himself.

The effectiveness of personnel selection depends on how
well the interview method is chosen. For example, if we are
talking about mass selection, you can use a structured group
interview, and if we are talking about managerial positions,
it is better to conduct panel and serial interviews to create
the most complete picture of the specialist.

Analysis of recent research and publications

The works of V. Antoniuk, A. Kolot, M. Korolchuk,
I. Petrova, V. Petiukh and others are devoted to the formation
of high-quality personnel selection at an enterprise, and
the study of topical issues regarding the principles of
interviewing is carried out by G. Babiak, A. Kovalynska,
O. Martsinkovska and others, but the study of the interview
as an effective tool for personnel selection at an enterprise
requires further research.

Formulation of the goals of the article

The purpose of this article is to study the meaning
and features of the interview as a key method of
personnel selection.

Presentation of the main research material

As you know, there are two effective personnel
management systems in the world — American and
Japanese. When using the American system, a vacancy
profile is drawn up, which shows the criteria and
requirements for the candidate — professional qualities and
personal characteristics of the future employee.

The employer is looking for a person who meets the
specified requirements as closely as possible, i. e. the
“ideal candidate”. This is the complexity of the choice.
A candidate may not fit some parameters, but may have
one or two characteristics or qualities that make up for the
lack of others. For example, the candidate does not have
a higher education, but has received the necessary work
experience for this vacancy, insufficient experience can
be compensated by the ability to learn quickly and a good
memory instead of “office” courses for a secretary —
knowledge of work experience, English and good
appearance, not knowing any registrar cash operations —
the ability to quickly count, etc.

The Japanese system is characterized by the use
of multi-stage adaptation measures, mentoring, expert
guidance and internships. Taking into account the
“baggage” of the candidate, his education, knowledge,
abilities, skills and aspirations, he finds a place for himself
in the enterprise or organization. In Ukraine, such a system
can be found in educational, medical institutions, and
budget organizations, but in any case, the characteristics
of the candidate, his biographical data, compliance of the
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characteristics or competencies of the future employee
with the work processes taking place at the enterprise,
functional responsibilities, compliance with goals are
checked and the company’s values, management style, the
degree of development of the organization, as well as the
suitability of the candidate, his ingenuity, stress resistance,
quick reaction, sense of humor can be checked in the
company building or at a face-to-face meeting, that is, at
an interview.

Compliance with the criteria, the presence of
experience is not yet a guarantee of 100% effectiveness
of the candidate at the workplace. If a candidate has done
a particular job before, it does not mean that he or she will
do it now. And vice versa. If they didn’t have experience
in the past, they won’t be able to do it now. A candidate’s
biography will tell you a lot about them if you know how to
read between the lines. But all of these will be assumptions
that can be confirmed or denied in an interview.

Thus, the goals of a meeting or interview with
a candidate are as follows:

1. Getting to know the candidate (pay attention to
punctuality, style of dress, behavior, language).

2. Company introduction, location, and working
conditions.

3. Presentation of the candidate.

4. Clarification of biographical data and a quick review
of experience (possibly a questionnaire).

5. Verification of the powers and personal qualities of
the candidate.

6. Determination of financial expectations.

7. Professional testing.

8. Psychological test.

9. Clarification of functional tasks and characteristics
of cooperation.

10. Answers to the candidate’s questions.

11. Determination of further actions.

The main purpose of a meeting with a candidate is to
get answers to questions:

— Does the candidate meet the requirements of the
organization?

— Do the company’s location, schedule and working
conditions, compensation, company goals suitable for
the candidate?

— Will he be able to? Want to? Will the candidate be
able to work effectively in this organization?

Principles of interviewing:

— there are no good or bad candidates. There is
a specialist who is or is not suitable for a particular vacancy;

— the interview should resemble the signing of
a partnership agreement, in this case, an employment
agreement. Where one party, the candidate, offers his or
her time, knowledge, and skills, and the other party, the
employer, is ready to pay for the services of the partner.

Recruitment is an important aspect of the personnel
management. The quality of the company’s future
operations will depend on the course of the recruitment
process and the employees who are hired.

Personnel selection involves analyzing the professional
qualities of an employee applying for a vacant position.
A high-quality personnel selection process ensures the
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selection of competent employees (within the position)
with positive personal qualities and knowledge in various
fields [2, p. 52]. In view of this, when starting a job search,
it is necessary to create a competent, bright and clear
resume that will not leave any employer indifferent.

An important stage in the selection of potential
employees is the interview, i. e. the assessment of the
candidate’s personal and professional qualities. The
interview includes the following stages:

— preliminary preparation;

— to create an “atmosphere of trust”;

— main part;

— completion and evaluation [1].

The way a person performs at an interview determines
whether they get the job. Therefore, the candidate’s task
is to present themselves in the best possible way, because
the candidate whose skills and abilities best meet the
organization’s requirements will be able to get the position.

There are several types of interviews, the most common
of which are:

— individual interview, which is conducted by
a manager or person responsible for personnel, its
disadvantage is subjectivity;

— group interview, which can be conducted in two ways:

1) one interviewer talks to several candidates to
compare their skills;

2) several employees of the institution interview the
candidate to test their knowledge;

— preliminary interview (telephone, face-to-face,
written) to familiarize with the candidates for the initial
selection;

— selection interview —a continuation of the mandatory
meeting between the employer and the candidate [4].

M.I. Murashko divides interviews into:

— biographical — based on the candidate’s profile data
and questions related to his previous work or education;

— situational — based on acting out a professional
model of problem solving;

— criterion-based — consists in asking a job candidate
questions about future professional activities and
comparing the answers with the established criteria [5].

However, all the types of interviews discussed above
have drawbacks, so elements of all types should be used to
effectively interview candidates.

So, the purpose of the interview is to convince the
employer that the candidate’s skills, knowledge and
experience are the best match for the position he or she
is applying for. Thus, during the interview, the candidate
must confirm that he or she is aware of his or her choice,
knows the future profession and the industry to which the
organization belongs, and demonstrates a desire to work
in it. With this in mind, it is important to prepare for the
interview in advance.

First, a potential employee should find out as much
information as possible about the company he or she is
interviewing for and the people he or she plans to meet.
This will allow you to better understand the specifics of
the institution and answer questions about it freely. They
should also conduct self-analysis and prepare answers to
the questions of the future interviewer.
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Very often, employers gather additional information
about a candidate before the interview. To do this, they
can call the candidate’s previous place of work, talk to
the candidate’s friends, or analyze their personal page on
social media. This will help the company better understand
the qualities of the person applying for its position.

Sometimes the interview can start already in the reception
room, when the director’s secretary constantly asks to wait,
arguing that the management is busy or absent. It is clear that
this is done in order to test the candidate: if he can control
himself, be patient and calmly wait for the manager.

The employer will always have “sensitive” questions
that will be very difficult to answer. The employer asks such
questions to identify the candidate’s personal qualities and
way of thinking. Thus, he needs to navigate an unexpected
situation [2]. The more efficiently and naturally a job
applicant can answer the questions, the more likely he is
to get the job.

Scientists have identified more than 400 questions that
are often asked during an interview. However, in practice,
an interview is often reduced to 10-20 standard questions
and a few additional questions depending on the specifics
of a particular vacancy [4].

Let’s consider examples of the most popular interview
questions and the qualities of candidates that these
questions evaluate:

— Tell us about yourself (a list of priorities in the
applicant’s life).

— Name your shortcomings, weaknesses (self-criticism;
in no case should you answer such questions honestly, it is
best to answer neutrally: “T have shortcomings, but they do
not affect my work in any way”).

— Name the desired minimum and maximum salary
(determining the level of honesty and modesty). You
can name an amount that is 10-15% higher than your
previous salary).

— What is your attitude to work overload (ability to
work under difficult working conditions)?

— How long do you plan to work in our company (how
serious is the candidate)? [6, c. 221]

— Why do you want to work for us (commitment and
motivation)?

— Who is a successful employee for you (process-
oriented or result-oriented)?

— What have you heard about our company (presence
or absence of thorough preparation for the interview,
inclination to analyze information)?

— Tell us about the most difficult work situation or the
biggest mistake you made at your previous job (how you
solved the problem, overcame difficulties).

— Your life goals. Where do you see yourself in
10 years (realistic vision of the world)?

— Describe your first day at work (activity/passivity).

— What were your achievements at your previous job
(modesty, level of training, professionalism)?

— Why did you leave your previous
(honesty, conflict)?

— Disclosure of the previous employer’s database
(good manners, loyalty, confidentiality).

— Tasks for intelligence [4].
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Answers to these questions should be clear, balanced,
competent, polite, reasoned, and most importantly, not
nervous. The answer should make it clear that the candidate
has the necessary qualifications for the position they are
applying for.

Undoubtedly, an interview is about catching a candidate
off guard, making them answer without preparation,
sincerely. It is often too difficult to answer the employer’s
questions: “Rate on a scale of one to ten how weird you
are”; “Develop an evacuation plan for Ternopil”; “How
many golf balls can a school bus hold?”’; “How many times
a day do the hands of a clock cross? *“; “How many people
in the world tune a piano?”’; “Explain what a database is
in three sentences, as your 8-year-old nephew would”; “If
you could become one of the superheroes, who would you
be?”; “How hard do you throw a baseball?”’; “Describe
yourself in one word”, etc. [6].

The main thing for an applicant is not to get confused
when hearing such questions, to think carefully about the
content of what he or she has heard and confidently, without
rushing, and if there is no answer, to turn everything into
a joke, smile easily and continue on to the next question.

Also, during the interview, the applicant must provide
information about himself:

— past (about past work and achievements);

— present (thoughts, opinions, lifestyle, etc);

— future (tasks, intentions, plans).

There are five main behavioral taboos to keep in mind
during an interview:

1) never be late, but rather arrive at the appointed place
20 minutes early;

2) lying (even exaggerating) is strictly prohibited,
because your lie will be easily revealed at the first
opportunity;

3) you should not demonstrate a clear intellectual
superiority over the interviewer (even if it is true), and
should always remain a tolerant and restrained person;

4) itis forbidden to use a cell phone, it is recommended
not to take it even to the interview, but you should warn in
advance about the expectation of an emergency call;

5) no complaining — you should not complain about
the shortcomings of your previous work [7].

Appearance is the first step to success for an applicant
who meets the employer’s expectations.

In order to make a good impression at an interview,
according to scientist M.D. Prischak, when choosing
clothes, you should remember the following facts:

— unity of style;

— minimization of the color scheme (“the rule of
three colors”);

— matching the style to a specific situation;

— compatibility of material texture;

— acceptable use of accessories [1, p. 128].

Properly selected work clothes are not the only
manifestation of body language that creates a positive or
negative impression of you.

Other non-verbal means also play an important role:
facial expressions, intonation, gestures, postures, and
smells. Scientists believe that nonverbal means convey
two-thirds of all information about a person.
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During the interview, body language experts advise
both parties:

— walk naturally, because the employer forms the first
impression of a potential employee in the first 10 seconds
of the meeting, so you should straighten your shoulders,
stretch your neck, and walk easily;

— be comfortable — at first, sit comfortably, leaning on
the back of the chair, which will allow the interlocutor to
understand the frankness of the person before him;

— avoid constant eye contact, the gaze should stop at
a point between the interlocutor’s eyes;

— watch your gestures, if you don’t know what to do
with your hands, put them on the table;

— show your palms, open palms indicate honesty and
willingness to cooperate;

— deep breathing — this is one of the ways to calm your
nerves, when the interlocutor asks a question, you need to
breathe and answer breathing;

— nodding during the conversation — this will make the
interlocutor understand that he or she is being listened to
and understood;

— speaking for a long time, 2-3 minutes is the
maximum length of an answer [2].

Examples of negative interview behavior include
impatience, interrupting the interviewer, loud tone, rude
gestures, chewing gum, constant use of the phone, crude
and vulgar jokes, etc.

There are internal influences that make the
interview difficult:
1. First impressions. Interviewers often make

a judgment about the candidate’s personality within a few
minutes at the very beginning of the conversation. The rest
of the time they collect information to confirm the first
impression. This is when a person “hears only what he
wants to hear” and makes an unwise choice.

2. Stereotypes. Some respondents believe that certain
groups of people have special traits (e. g., men with beards
lack self-confidence, while women with glasses are smart).
Edge effect (primacy — novelty). Information presented at
the beginning of a conversation is given more attention than
later. This can be explained by the properties of memory or
the power of the first impression.

3. Contrast effect. The interviewer’s opinion of the
candidate depends on his or her opinion of the previous
applicants. This means, on the one hand, that the best
ones will be selected, and on the other hand, that they are
compared to each other, evaluated in relation to each other,
not to the requirements of the work.

Interviewers ~ must  clearly = understand  the
requirements for a particular profession and must
not have a conflict of interest with the candidate. For
example, interviewers should not have any family or
other personal relationships with any candidate, as
these can lead to bias, positive or negative evaluation
bias, and bias in the candidate’s unconscious responses.
To ensure a fair assessment and to take into account
different opinions, it is necessary to have both male and
female interviewers.

Thus, the interview is the final stage of data
collection related to the evaluation of candidate
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qualities. The interview process requires a potential
employee to demonstrate their strongest professional
and personal qualities. The disadvantage of the interview
is the subjectivity in assessing the candidate’s qualities
and characteristics.

Conclusions

The interview is the main and final stage of data
collection related to the evaluation of candidates’
qualifications. The interview process requires a potential
employee to reveal his positive qualities. Success or failure
at work depends not only on professional characteristics
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(education, experience, qualifications, etc.), but also on
how the candidate presents himself at the interview.

Effective mastery of the art of self-presentation
provides the ability to comprehensively evaluate and
coordinate external information, posture, gait, behavior,
communication style, future profession, social status, age,
harmoniously combine, adjust and improve external and
internal advantages, image, identify and emphasize potential
opportunities and individual psychological characteristics.

In general, the problem of personnel selection in the
modern information society is relevant today and requires
additional scientific research.
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