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Interview Plan
Interview Preparation Methods
Outline how you will prepare for this interview. Include appropriate interview methods.
Strategy- Ensure that the interviewee is aware of all aspects of the interview. I will present my interviewing strategy and the purpose of the interview. Also, ensure that the questions are facts-seeking questions.
Ensure that the interviewee is aware of all aspects of the interview. I will present my interviewing strategy and the purpose of the interview to the client.
Scenario Planning- Ensure the interview is conducted in a private room with no external distractions and with maximum confidentiality.
Build a rapport with my client- to ensure there are full cooperation and trust in the interview process.
Interview and Questioning Techniques
Describe a minimum of 3 interview and questioning techniques that you will use in the interview.


Active Listening includes the process of comprehending each statement from the client (interviewee) and seek clarification where the need is, sometimes, paraphrase the statement to confirm if you interpreted the statements correctly.  
 Questioning – Mostly focusing on open-ended questions to ensure the interviewee gives more details which were not covered in the questions to be asked and also, with the detailed explanation, one may get more questions to ask.
 Note-taking- this is crucial to ensure the important information will not be forgotten. Also, by taking notes, the information is more memorable.
[bookmark: _GoBack]Nonverbal Communication
Analyze different types of nonverbal communication you may see during the interview and propose how to respond to that communication. 
[bookmark: TableColumn01]Eye contact- if the interviewee is cooperative in the interview process, he/she is more likely to maintain eye contact, in case the contact is less, will try and make the questions more interesting to bring back the interest in the topic.
Crossing the arms on the chest- this suggests that the client is keeping some information to him/herself. In response, I will try to create a good rapport to make them comfortable to talk.
Forced smile- this would indicate the information is deceptive and I would ensure to rephrase my question after on to confirm the hidden information.
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