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General Information
The interview is the most effective method for gathering information and consequently, thoughts, plans, hopes, values and details with regard to the specification of the systems requirements definition.

The aim of an interview is:

· the compilation of information,

· the illustration to the users about what we are thinking and usually about the abilities of our Information Systems Department and,

· the acceptance and the development of our plans according to our users.
An interview may fail because of:

· Personal envies.¶
· ¶Interruption in contact between the collaborators for any reason.

· ¶DbnDifference of opinion.

· ¶No organization of the interview or no planning.

· ¶ThegujyuiyiThe existence of factions inside the enterprise.

· The employee’s ¶fears, in different services, about being waived or about their place that is precarious.

In an interview the main characters are the Analyst who needs the information (Interviewer) and the User who gives the information (Interviewee).
The quantity and the quality of the information which are going to be collected can be increased by the Analyst by:

· Showing to the interviewee “comprehension”.

· Asking more sessions for the subjects where it is needed.

· Avoid interrupting the interviewee when he is answering to a question.

· Paying the necessary attention to the interviewee but, simultaneously to be thinking the next part of the discussion.

· Admitting his lack of knowledge in some points of the subject and asking for more information.

· Being open-minded in whatever they have discussed during the interview and allow the interviewee to see his personal notes.

· Asking copies of everything that the interviewee showed him.

The effectiveness of an interview is based on: 

· the precise definition of its object,

· its careful preparation,

· its good structure, 

· the good technique of questions,

· the comprehension from both sides, 

· the exact synopsis of the discussed and user’s accordance on these,
· its good documentation.
In today’s job marketplace, the interview is increasingly a structured event, with each candidate being asked the same predetermined questions, rather than a process guided by whatever questions happen to float into the minds of the panel. A growing number of interviews are also situational, with candidates being asked questions such as ‘What would you do if …?’. This approach lets them provide practical examples of how they would tackle particular situations, whether or not the have had any direct experience of them. Despite their increasing rigor, interviews are also generally becoming a lot less formal, reflecting the decreasing importance attached to hierarchy within organizations. It has been found that despite all these efforts to bring the interview process up-to-date, employers frequently make the wrong choice – but although the interview may be a highly unreliable predictor of a candidate’s suitability, it remains the centerpiece of most organizations’ selection procedures.

From the point of view of the candidate, there are important pointers towards maximizing the possibilities of success at the interview stage. One of the most important is good preparation, both in personal appearance and in knowledge of what job entails. Confidence gained in this way will enable the candidate to feel at ease, and avoid the traps of either false modesty or overconfidence when answering questions in the interview.

Preparation of an interview

The success of an interview demands the preparation of the Analyst and the interviewee.

The Analyst must determine exactly the subjects of the interview. So he must:

· Make sure that he chose the “right” interviewees for the interview. He must always consider that, in the enterprise, a problem is faced in a different way, from the director of sales and in a different way from the director of production etc. As a result, he must identify and give a thought exactly to the subject’s nature, for which he needs information, and then determine the people, who is going to meet. 

· Give to the interviewees the aptitude to be prepared adequately.

· Prepare a list of questions. Usually the Analyst has to send a questionnaire to the interviewees so as they have the necessary time in order to study volumes, frequencies and details from the space of their work. The questions must be written (at the questionnaire) and categorized in the terms of generals and specifics (questions) on the subject, so that no question will be forgotten and simultaneously the interview to follow the desirable course. It is better to be mentioned, at the questionnaire, the number of the meetings with the specific people unless the size of the system allows the opposite.

· Avoid presenting, during the interview, receipts or drawings, which are familiar to the Analysts, but completely unknown to the interviewees, as for example file description forms or file directives to the programmers etc. On the other hand, by using documents familiar to the interviewees avoids the creation of impression (which may be created after the command for the computerization of their work) that their work until now was not clever and organized and for that reason it is computerized.

· Assemble blank and supplemented forms, which may be needed during the interview.

· Organize the structure of the interview in order to achieve his aims in the most economic way.

· Attend his behavior. The most important point for the success of the interview is the Analyst’s behavior. It is also stressed that the Analyst should behave in a way that he can persuade that he believes in the interviewee’s quality of work and personality and mainly that he comprehends the interviewee’s problems. For that, the Analyst should be polite, pleasant, modest, and responsible with evident interest for the work of his interlocutor; also he must not express his personal opinions during the interview and he must not ask questions for the next subject, if he is not sure that the conversation with the interviewee is completed on the current.

Taking into serious consideration all the above, the Analyst is sure to gather all the necessary information for the problem which is under study.

The Interviewee in order to make a successful interview he

should be suitably prepared. He must:

· Know how much time is needed, and mainly to attend to its guarantee.

· Have prepared his answers before the interview (based on the questionnaire which was given to him).

· Be short in his descriptions on the objects of discussion and in his answers.

Sessions of the interview

Introductory Session (I.S.)

The I.S. is of vital importance, while it is creating the atmosphere, giving the pace for the next sessions and outlining them. Its failure may be dangerous for the information analysis and collection.

During the I.S. the Analyst must be successful in some important parts:

· To create a co-operative atmosphere between those who are involved (interviewer-interviewee).

· To make known the interview’s purpose and the sessions’ timetable, which are going to be followed.

· To describe generally the problem and give, the importance of the interview at some points.

· To show what it is expected to be said from the interviewee and the interviewer.

· To express his sensitivity about the interviewee’s reactions.
· To understand deeply the specific problem, which is the interview’s initial aim.

Detailed Session (D.S.)

The D.S. gathers the necessary information. It is certain that the Analyst will not find any difficulty in collecting the necessary information while he has improved his abilities for communication.

A point which worths to be mentioned is the way the Analyst must begin the interview. The Analyst is better to begin with a direct, clear and specific way, avoiding everything unnecessary in order to make a good impression to his interlocutor.

Exit Session (E.S.)

The E.S. is the most importance session after the introductory

one.

An E.S. is necessary because:

· Summarizes formally whatever has been discussed during the previous sessions, so as to typically end the interview.

· Supports the aspect that the goal can be achieved as a result of the Analyst’s and interviewees’ co-operation.

· Allows the Analyst to show the progress which has been made and specify the problems which are still unsolved.

· Allows the Analyst to end the interview in such a way, so that to avoid leaving his interlocutor exposed.

· Gives to the interviewee a summary and gives him the chance to make his own comments. 

The Analyst organizes the length of the sessions, which should not exceeds an hour, in order to be most productive. The I.S. for example, should be less than 45 minutes long.

Types of interview

There are two types of interview:

· Structured interview
· Unstructured interview
Structured interview
Sometimes referred to as a patterned interview, this type of interview is very straightforward. The interviewer has a standard set of questions that are asked to all candidates. There are standard rules/procedures that have to do with the points which have to be discussed, expected reactions etc. Developing thought-provoking questions involves a careful and thorough analysis of the position, to determine the core competencies required. The interviewer will probably collaborate with other department heads to ensure important skills and qualifications are covered. These may include skills such as verbal and written communication, decision-making, consensus-building, time management, honesty, team-building, and interpersonal skills.
The structured interview is used in many mercantile enterprises, especially in case of personnel hiring.

Non Structured interview
In a structured interview, the interviewer asks each applicant the same basic questions, allowing themselves to gain information in a comprehensive and orderly way. The questions and the order in which they are presented are pre-determined. The interviewer using a non-structured interview, employs a non-directive style which permits you to express your experience and interests with minimum direction.

The non structured interview is used in some cases of psychological and psychiatric tips.

There are some advantages and disadvantages of the two types discussed before.
         ADVANTAGES

	Structured 
	Non structured

	When the problem is known the discussion is over it.
	General understanding of the problem is provided when very little is known about the problem.

	It is cheaper, because the sessions last less due to the precise purpose.
	It allows spontaneity.

	It is very easy to put into action.
	Insight into general problem-solving method is provided.

	Attention is focused on a given issue and detailed information is gained on issue discussed.
	It allows suppleness.


         DISADVANTAGES 

	Structured
	Non structured

	It restrains spontaneity.
	It is costly, while more time is needed.

	It is based on general standards, that are not always suitable.
	May be fruitless, because of Analyst’s inexperience.

	It demands high costs for developing quality models.
	Requires high levels of personal training, experience and capability of the Analyst.

	General rules and problem-solving strategies can be uncovered.
	Less details is provided on general concepts and objects.


Due to high levels of ability required in the non structured interview and the low value of information collected about the computer system developed, the Analyst is recommended to use the structured interview.

The interviewing procedure and documentation

During the preparation of the interview the Analyst must detect all functions of the service, if possible, so that he can collect as more information during the sessions of the interviews.

The interview should start with general questions for the apprehension of a general view and the problem’s main characteristics.

The Analyst should have prepared, general and specific questions, but he should also be supple in conceiving the new cases for information collection and study.

His questions should be based on his knowledge on questioning techniques so as to serve the purpose of the interview.

The Analyst should, as well, at the end of the questioning on every issue conclude and ask for the agreement of the user as for the written. If this is not possible, the user should be informed that a written synopsis of the interview will be sent to stipulate or argue with it.

Plus, he should be open to more discussion, so that he can come up again for confirmation, clarification or completion of the collected information.

In the end, the Analyst should thank the user for his/her time.

Immediately after the interview the Analyst should:

· Write the gathered information in especial records. For this, we suggest the record pattern of the following two pages.

· Check these information regarding completeness, clearness and possible modifications.

· Send a copy (of synopsis) to the users for confirmation.

· Prepare the next questions, and if necessary ask for another interview, and finally,

· File the archives, the registers and the present material of the interview.
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