
Top 5 Interview Tips

Active listening is an important component 
of good conversations. Active listening 
requires the interviewer to listen in an atten-
tive and engaged way that encourages 
meaningful dialogue. Active listening tech-
niques include; maintaining eye contact, 
paraphrasing and reflecting back what is 
said, and withholding judgment and advice. 
Active listening allows the interviewee to feel 
heard and valued.  

Give some thought to how the content from 
the interview will preserved. Are you taking 
notes? recording video? or audio? It will be 
helpful to consider how the content will be 
stored. In some cases, you might want to take 
notes during the interview and transcribe later. 
In other cases, you might want to audio or 
visual record with a cellphone or electronic 
device. Audio and visual content can be upload-
ed to online and/or external storage spaces. 
Whatever method you choose, be sure to get 
permission from the interviewee in advance.

Asking good questions helps facilitate good 
conversations. In general, it is best to be 
curious and ask open ended questions that 
encourage the interviewee to share more 
than a yes or no answer. The Coalition has 
developed a short list of questions to help 
get you started. Interviewers are encouraged 
to build on this list by developing their own 
questions. Consider sharing your questions 
in advance to give the interviewee time to 
consider their responses. As the interview 
unfolds be open to adapting or adding 
questions.

Find a location where the interviewee feels com-
fortable. In most cases, interviews take anywhere 
from thirty minutes to an hour to conduct. There-
fore, it is important to find a location where the 
interviewee feels comfortable to speak openly. 
This could be in the interviewee’s home, library, 
coffee shop, etc. Keep in mind that recording in 
public spaces with background noise might 
impact the quality of audio recording.    

Take the time to clearly communicate your 
intentions for the interview with the 
person you hope to interview. Ensure you 
are on the same page with the interviewee 
regarding what topics the interview will 
cover, if the interview will be recorded 
(notes, audio, visual, etc.), outline how the 
content will be used or shared with others. 
In some cases, it might be helpful to devel-
op an informed consent form that outlines 
the questions above. Regardless it is 
important to ensure the wishes of the 
interviewee are respected throughout the 
process.

INFORMED CONSENT COMFORTABLE LOCATION

CONTENT PRESERVATION

ACTIVE LISTENING 

GOOD QUESTIONS

  Cuncic, Arlin, “How to Practice Active 
Listening,” https://www.verywell-
mind.com/what-is-active-listening-3024343 
(September 27, 2019).


