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Interviewing Skills One-to-one 

Who is this course designed for? 

For front line managers who need to be able to prepare, plan for 
and conduct formal one-to one interviews in a workplace 
situation.     

 

 What’s in the course?  

 

 The ‘seven pillars’ of good interviewing  

 Non-directive and directive interviews  

 A systematic structure and format for an 
interview  

 Creating the right environment and 
climate  

 Legal and ethical considerations  

 Understanding, checking and reading 
responses   

 The importance of recording and 
analysing interview information  

 Why is feedback so important?    

What are the course objectives? 

 Be able to explain how you would prepare for and plan an 
interview for a specific interview situation  

 Describe and practise how to conduct interviews effectively, 
lawfully and ethically 

 Identify how to evaluate the outcomes of the interview   

 Decide what records are appropriate for the type of interview 

   Explain how constructive feedback would be given to the 
interviewee, during or after the interview, (where applicable).    

 

Our  approach to this course:   

theory and              Yes   No             
discussion  

participation in group      Yes   No
/individual activities 

workbook                    Yes   No                     
exercises 

practice                   Yes   No                
exercises 

presentations                     Yes   No  
(informal and/or formal)  

handouts                     Yes   No  

case studies           Yes    No  written/multiple              Yes    No               
choice test 

work based                 Yes   No                 
assignment  

 
 
  

What next?                                                                                     
 
Please CONTACT US to book this course:           
enquiries@thewayahead.org.uk  

 Price: £225 
(+ VAT) 

 
1-day workshop 

 

 

“Training today’s people for tomorrow’s world” 
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