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Research Interview Planning Strategies

Purpose:


The purpose of the research interviews is to gather information on Katie Cummings so that I can better conduct a performance appraisal interview.  These interviews will give me information regarding her skills when working in groups.

Agenda:


I will interview each subject, Erin Cook, Candice Kaiser, and Kristin Herbst, over the telephone.  They will each be asked the same basic questions, but different probing questions will be used depending on the situation.  From the interview, I plan to get information on Katie's appearance during presentations, her group skills, such as leadership and commitment, and her communication skills.  Each subject will rate Katie on her performance and give examples where applicable.

Questions:


First, the subjects will be asked to rate Katie in a certain area.  Each will then be given the opportunity to support their rating with examples.  Probing questions will help me to get more specific information that will better help Katie during her performance appraisal interview.

Structure:

The interview will begin by me introducing myself to the subject.  I will then explain why I am conducting the interview and what the information will be used for.  I will encourage each person to be as truthful as possible since this is for Katie's benefit. I will proceed by asking a serious of questions asking for the subject to rate Katie on her performance in certain aspects.  I will conclude the interview by thanking the interviewee for her time, honesty, and helpfulness toward Katie's future group experiences.  

Physical Setting:


Each interview may vary.  If I cannot conduct the interview over the phone with each subject, I will resort to either a series of emails or setting up a time in which I can visit them and interview them personally.  I am acquainted with a couple of the subjects, so a face-to-face interview would not be difficult to set up.  

Potential Problems:

· The EE may be unresponsive.
· I will ensure the EE that the results will be used to Katie's benefit.
· I will ask open-ended questions to get the EE to share information.
· The EE may be unwilling to share any negative information.
· I will ensure the EE that the results will be used to Katie's benefit.
· I will take the time to discuss the purposes of the interview again and in more detail.
· I may not be able to have an interview long enough to get enough useful information.
· I will ask the EE for a future time in which I can contact her to continue the interview.
Research Interview Guide

Introduction:


1.  Hello, I am Mike Halbach, and I am calling to interview you regarding the 

     group skills of Katie Cummings, a former group member of yours.

2.  A number of Katie's skills will be covered, including her appearance, 

     leadership skills, communication skills, commitment to objectives, reliability, 

     and creativity.

3.  I will start by asking you to rate Katie based on her skills in a number of areas.  

     I will then ask that you provide evidence as to why you gave her that rating.  

4.  The information that I receive will be used in a performance appraisal 

     interview that I will conduct with Katie.  This entire process is for her benefit 

     so that she can become a better group member.  Constructive criticism is 

     encouraged. 

Body:

1. First, tell me a little about your group experience(s) with Katie.

2. Before I get into specifics, was there any time or area that you think Katie did not perform up to par?

3. Based on your formal group presentation with her, how would you rate her appearance on a scale from 1, being low or poor, to 10, being high or excellent.  (clothing, posture, attentiveness during other speakers)

4. Based upon the process of planning the group project, how would you rate her leadership skills?  

a. Did she assign objectives fairly?

b. Did she create goals to achieve (due dates)?

5. How would you rate her overall communication skills?  

a. Was her voice and speech clear?

b. Was she able to be heard throughout the room?

c. Was her nonverbal communication disruptive?

6. How committed was Katie to completing the objectives?

a. Was she always on task?

b. Did she follow the goals of the group?

c. Did she fully complete her assigned objectives?

7. How would you rate her reliability?

a. Did she attend all group meetings?

b. Were her assigned objectives completed according to the group goals?

8. Finally, how would you rate her creative ability?

a. Did she offer creative solutions to your group assignments?

b. Were her creative solutions effective?

9. If you had a choice, would be in a group again with Katie?

10. Do you have any questions to ask of me?

Conclusion:

1. Well, thank you for taking time out of your busy schedule to let me interview you.

2. If I need any further information, I will get in contact with you within the next couple days.

3. If you have any questions or concerns in the meantime, please feel free to get in contact with me.

      4.   Thanks again for your time.  Enjoy your day.

Summary of Research Interviews


My interviews with three of Katie's former group members went as expected.  I could sense their reluctance to give negative information, but after reassuring them that this information is what will make Katie a better group member, they felt a little more at ease.  The following is a summary of each of the ten areas of the interviews.  I attempted to use the funnel sequence each interview in an effort to get them to volunteer answers before I got into specific areas.  Each contains an average rating and a short explanation of some of the problem areas.

1. Each EE was in a group with Katie during a college course at UW-Green Bay.

2. Two of the EEs pointed out that Katie seemed slightly nervous early in her presentations, but gained confidence as the presentation went on.  Another stated that she was a little unprepared.

3. Appearance -- 10:  Katie dresses appropriately for her presentations.  She uses dresses in business attire and does not dress to stand out from the group.  

4. Leadership -- 6:  In each of the groups, Katie did not take a distinct leadership role.  She was not the person who set up meeting times, assigned roles, or kept people on task during meetings.

5. Communication Skills -- 9:  Katie is a good communicator.  Despite nervousness, she is generally concise and clear.  She has good volume.  

6. Commitment to Objectives -- 7:  Commitment to objectives is something that Katie does fairly well, but there is some room for improvement here.  One EE said that she would get off task during meetings and talk about things unrelated to the task at hand.   

7. Reliability -- 10:  According to the interviewees, Katie was extremely reliable.  She did not miss any group meetings and always completed her assigned roles on time.  

8. Creative Ability -- 8:  Generally, Katie offers some creative solutions to group problems.  While they were not always realistic or doable, this is something that she seems to do well.  Brainstorming is one of her strong points.

9. All interviewees said if they had a choice, they would be in a group again with Katie.  They each enjoyed their experiences. 

10. Questions regarding when the interview with Katie would be taking place arose.

Form for the Interviewee to Prepare

	When in a Group, how would you rate your…

	 1 (low) - 10 (high)

	1.  Appearance
(Clothing, Posture)
	

	2.  Leadership Skills 

(Assign objectives, create goals, conduct meetings)
	

	3.  Communication Skills
(Clarity, Volume, Nonverbal communication)
	

	4.  Commitment to Objectives
(Staying on task, Following goals of group)
	

	5.  Reliability
(Attending meetings on time, Having work done efficiently and on time, Doing what is asked of you)
	

	6  Creative Ability
(Offering effective solutions to group assignments)
	


Performance Appraisal Interview Planning Strategies

Purpose:

The purpose of this interview is to analyze the EE's skills and appearance when 

working in small groups.

Agenda:

I have conducted interviews with three people that have had direct experience with the EE in a small group setting for classroom projects.  Based on the responses that I have gotten from them, we will discuss the areas in which the EE are both strong and weak in.  I will explain the area and how well I feel that the EE is accomplishing it.  The EE can follow with her views on the issue.

Questions:

The questions that I ask will be in a tell-listen format.  I will tell the EE the rating that I have given her based upon my interviews with her sources.  She will respond with her own rating and her reasoning for giving herself it.  I will then give an analysis and use her responses to set goals and motivate her to do better in her areas needing improvement. 

Structure:

I have set up the interview so that I will begin by reacquainting myself with the EE and following with the purpose, overview, and roles of the interview.  I will also tell the EE how the information I receive will be used.  The appraisal portion of the interview will consist of a tell-listen structure.  The EE will have an opportunity to respond after I have given her the rating that her peers have given her.  The interview will conclude with an overall summary, and I will conclude from the interview what the next step should be.  Presumably, this would entail working on the areas needing improvement so that future group relations will be more efficient.

Physical Setting:

The interview will take place in a classroom setting with the EE sitting directly across from me.  There will be little, if any, outside interruption.  The interview will be tape-recorded.  

Potential Problems:

· The EE may be unresponsive.
· I will correct this by using open-ended questions.
· I will switch to a listen-tell structure to force the EE to respond.
· I will use leading questions to get her on the correct path of response.
· The EE may be unwilling to share any negative information. 
· I will insure her that any information she gives will be to her advantage.
· The purpose of the interview is to examine these areas in an effort to improve overall performance.
· The EE may become defensive.
· I will insure the EE that the interview is for constructive purposes only. 
· I will insist that the EE set goals in order to improve the areas needing attention.
· I will ask that the interview be moved to a later date if the EE's reaction in uncontrollable.
Performance Appraisal Interview Guide

Introduction:

1.  Hi Katie!  It is nice to see you again.  How have you been?

2.  As you know, this interview will examine a number of areas relating to group 

     presentations, including your appearance, leadership skills, communication 

     skills, commitment to objectives, reliability, and creativity.

3.  The interview will be structured in such a way that I will begin by giving you a 

     general overview of your performance in a specific area.  You will then 

     respond by rating your skills and justifying your answer.  I will conclude each 

     subject area with a few closing comments or suggestions.  

4.  The information that I receive as a result of this interview will be used for 

     future performance appraisals in order to judge your progress during the 

     elapsed time.

Body:

1. First, tell me a little about your group experience(s).

a. What did you enjoy / not enjoy about them?

b. What role do you tend to take on in groups?  (leader, speaker, researcher)

2. Is this something that you might wear during your presentations? 

a. Was there a time when something less formal was more appropriate?

b. How did the others in your group dress compared to you?  

3. Your peers thought that you were an excellent communicator and rated you highly in this area.  

a. How would you rate your overall communication skills?  (Clear speech and voice, volume, nonverbal communication)

b. Is there something that you may need to improve on in order to increase your effectiveness?

4. I know that you are a very reliable person from my experiences with you as well as from the results of my research interview.  How would you rate your reliability?  (Attending meetings on time, completing assigned objectives) 

a. Have you ever been late to meetings?

b. Do you usually attend classes in order to get all the course material that may be needed to successfully complete your group task?

c. Create goal if needed.

5. Based upon the process of planning the group project, on average you were rated a 6 on your skills as a leader.  Generally, you do not take leadership positions.  

a. How do you rate your leadership skills?  (Assigning objectives fairly, creating goals)

b. Can you explain a time when you have taken a leadership role?

c. Create goal.

6. How committed are you to completing the objectives?  (Staying on task, following goals of the group, completing assigned objectives)  Those that I interviewed rated you a 7 in this area.  

a. Even though you are you a relatively good job, there is a little room for improvement in this area.  

b. Create goal.

7. Finally, how would you rate your creative ability?  (Offering creative and effective solutions to group assignments) 

a. Your group members thought that your solutions to group assignments were not always realistic.  

8. Do you have any questions to ask of me?

Conclusion:

1. I appreciate your understanding of the issues at hand.  Again, you really are an asset to your groups and I hope that you can continue to improve and build on your outstanding performance thus far.

2. At our next performance evaluation, I hope that we can talk about how you have accomplished the goals that we have set tonight.

3. Thanks again for your time.  Enjoy your night.

Critique as Observer


As the observer of the performance appraisal interview between Katie Cummings, the ER, and Lindsay Fischer, the EE, I noticed a number of positive areas as well as a number of areas that need improvement for both parties.  

Katie Cummings:  


Positive Areas:

· Katie was very organized.  Her interview guide was definitely complete.
· Her interview flowed very well.  She started first with Lindsay's problem areas and then finished with the areas in which she is performing well.
· She used the listen-tell strategy which kept Lindsay on the subject that Katie was trying to effectively discuss.  She kept complete control of the interview through this method.
Areas of Improvement:

· While Katie did take the opportunity to set one goal for Lindsay, she could have seized the opportunity in a couple other areas.  
· When Lindsay showed a little bit of defensiveness, Katie did not explain the situation more thoroughly and make Lindsay realize that this is a problem area that can be fixed.  Rather, she concentrated on Lindsay's positive areas to avoid the defensiveness.
· Her conclusion did not reinforce the fact that Lindsay should work to achieve the goal that she helped her set. 
Lindsay Fischer:


Positive Areas:

· Lindsay was realistic in her ratings of herself.  She generally knows the areas in which she needs to improve upon.  
· She also was very attentive and understanding when Katie shared some of the areas that need improvement.  She had her moments of defensiveness, but generally agreed with the problem areas that Katie revealed.

Areas of Improvement:

· Lindsay showed a little defensiveness during the interview.  She was given a low rating in leadership skills while she felt that she was performing well in this area.  While she understood where most of the negative areas were coming from, she could have used them to set goals for herself, even when Katie did not do so.  
· Another area needing improvement is Lindsay's explanation of her own ratings that she gave herself.  She did not have enough specific examples that could help to prove Katie's ratings wrong.  This gave Katie the upper edge during the interview, which is what she had hoped for.
Critique of My Own Interviewing Style as ER

Positive Areas:

· I covered a wide range of areas that I feel are important when working in groups.  These included appearance, commitment to objectives, leadership, communication skills, creative ability, and reliability.  From personal experience, someone who rates high in each of these areas is an ideal group member.  Sometimes conflict arises if two people try to be the leader, however.  In this case, the ideal member would share leadership responsibility.
· I was able to offer some goals for Katie to work toward achieving.  Improving her commitment to the tasks at hand by setting personal due dates for individual tasks to be completed is one example.  I feel that this goal is specific and realistic enough for her improve her commitment. 
· I was able to assure Katie that I was impressed with her group work in general during each section of the interview; the introduction, the body, and the conclusion.  I know that she felt that the goals that I helped her create would add to her effectiveness as a group member, which is what she was hoping for as a result of the interview.  
Areas of Improvement:

· If I were to do the process over again, I would get more information from the interviewees, such as more specific examples of where she failed as a leader, for example.  This would help the appraisal interview in that I could have more proof for the ratings that the research interview EEs gave her.  
· I would also have more probing questions for the individual areas so that if I notice an area in which Katie thinks that she doesn't perform effectively in, I could use those probes to help her create a goal that I did not expect to create before the interview.  The research interviews sometimes do not reveal everything.
What I Learned About Myself as the EE:

· People think that I am a very reliable person.  This is something that I take pride in.  I put forth a total effort so that I do not negatively influence the effectiveness of the group.
· Others also recognize the hard work that I put into our group assignments.  If something needs to be done, I take the initiative to make sure that it gets finished.  
· People appreciate the fact that I take a leadership role within the group, but they think that I should step back sometimes and listen to the ideas of others.  
· I need to dress more appropriately for my presentations.  While I do dress up, I may need to wear something more professional.  
Critique of the Assignment:


The assignment gave me insight into information that I generally would not normally attain.  Most group situations are "do the project when we find time and then forget about it."  It is important to analyze the outcome of each group assignment in order to find the areas that were in need of improvement so that future group settings are more efficient.  This assignment showed me the importance of doing so.  It also gave me valuable interviewing experience and allowed me to encounter situations that I could not experience by just reading the textbook or talking about them in class.
