STAR Guidance – Application and Interview

Introduction


Aim

The aim of the workbook is to ensure all learners understand the RPA selection process and have the required level of knowledge to be able to complete an internal application form and prepare for the selection interview.

Objectives

At the end of the workbook, the learner will be able to:

· Describe the STAR model and its use within the selection process.

· Use the STAR model when completing the application form in order to best demonstrate their ability to meet the role criteria and requirements.

· Describe how to plan for a selection interview.

· Use the STAR model to structure answers to interview questions. 

STAR





The best predictor of whether a person will demonstrate competence in a job is evidence that the person has demonstrated competence effectively in a previous/past situation. Therefore the current advice on the best way to  assess competence  (if you are a recuiter) or demonstrate competence  (if you are a candidate) , either in written form or indeed at interview is consistent in that you should always focus on “what the person has actually done in practice” that meets the criteria  set. 

S ituation

T ask

A ction

R esult
STAR can help you do this. The STAR model makes you think clearly about identifying and describing what you have actually done that meets each criteria and then explaining this in a consistent way using the STAR model. i.e.  situation, task , action and result. 

How, when completing the appliction form or at interview do you follow the STAR model in order to demonstrate your ability to match the selection criteria?
For each of the essential criteria, desirable criteria and essential requirements, think about examples of what you have actually done in the past that can demonstrate the criteria as set and then present this information in the following way;
STAR in practice

· the situation and task are usually combined and form the introduction for your evidence 

· the action you took forms the main body of your answer

· the result should be your conclusion

You need to ask yourself

· Situation - how, when, where, with whom? 
· Task - what situation or the task you were faced with?
· Action - what action did you take? 
· Result  - what results did you achieve/conclusions did you reach? 
A STAR example 
An essential skill is ‘Ability to co-ordinate events by use of forward planning and delivering results to the required performance standard’.

· Situation – In my role as HR Change Agent
· Task – I organised a series of seminars for over 60 staff from across RPA to explain the new sick absence procedures.

· Action - In the space of 2 months I designed and wrote a comprehensive information pack, booked a venue for 3 separate dates, sent out invitations, organised attendance and ensured that the 3 presenters had everything they needed on the day.

I had to plan the work very carefully and set myself strict individual deadlines in order to meet the final deadline. I sought advice from colleagues who had organised previous events and used their experience to ensure all eventualities were covered. Unfortunately, a laptop broke down part way through one presentation but, because I had already obtained a hard copy of the 3 presentations, I was able to organise copies for the attendees within a few minutes. 
· Result  -  The feedback from the seminars was very positive and as a result HR have noted an increase in the timely return of sick absence forms.
From the example you can see that the situation and task, paints the picture for the recruiters that explains what you were doing and what you were faced with, the action tells them what you actually did and finally the result is the outcome achieved. 

STAR Activity – Part one

It is sometimes hard to remember situations that you can use as STAR examples. 

Take the opportunity now to list some ideas of good pieces of work you have done recently that you could use in your application, drawn from the last few years (last 12-24 months is best). Look through your PMRs, Calendar, E Mails, Work Logs to remind yourself what you have done.
	


STAR Activity – Part two

Two of the essential criteria in a job you are applying could be:-

· Ability to develop excellent working relationships with colleagues at all levels including those at other locations
· Can organise workload to meet deadlines and objectives and is able to adjust when priorities change or difficulties occur

Identify the most relevant and current job experience you have to meet one of these criteria and then write this up using the STAR model.
STAR Activity – Part three
See the STAR examples at Annex 1. Read the four examples and answer the following questions:

· Were you able to clearly identify their ability to meet the criteria? If so how?

· If you were not able to identify their ability to meet the criteria why not?

· How clearly was the information presented against the STAR model?

	


See Annex 2 for reasons why a selection panel may not give a high score for these examples.

STAR Activity – Part four
Put yourself in the shoes of the recruiter for the role and in light of the previous activity, review your example (with a colleague where possible) to answer the following questions.
· Which essential criteria have been explained?

· Was your ability to meet the criteria clearly identified? If so how?

· If you were not able to identify your ability to meet the criteria why not?

· How clearly was the information presented against the STAR model?

Consider:
· What worked?
· What did not work?
· What could be done differently?

	


· STAR summary
The key things to remember are:
· Use relevant examples matched to the role you are applying for

· Be specific, what you actually did or said, “I statements”

· Do not just restate the criteria or  just say you can do something – this is not proof

· Prove you can do it by re-telling an experience emphasising how you went about it.

· Use recent examples as these show currency and are easier for you to recall 

Preparing for Interview
The selection process interview

· There will be a panel of interviewers – 2 or 3

· The interview will be formal and follow the STAR model so that you have the opportunity to demonstrate your abilities and build on the information already supplied

· The same marking scheme will apply to the selection interview as to the sift
Interview Activity
Consider the three questions in the boxes below to help you prepare for your interview.
Question 1 - How can I demonstrate my understanding of the job?

	


Question 2 – How can I identify questions that could be asked and prepare my answers?
	


Question 3 - On the day how can I feel and present a confident appearance?
	


Possible answers to question 1

· Read the job description and the advert

· Ask for information from people already doing the job, what is the job like in practice?

· What challenges are faced by the people doing the job

· Identify the team leaders and managers within the department

· Find out the departmental objectives and priorities

· Think about how the department fits in within the organisation

· Review your application form and think about what examples you have provided or could provide that can show your ability to meet the job requirements

· Review the job description, advert and your application form

· Review your practice questions
Possible answers to question 2
· Review the job description and advert to identify the selection criteria

· What questions would you ask if you were interviewing against these criteria, and if you were asked them how would you answer?

· Review the application form to refresh your understanding of the examples given to demonstrate competence against the selection criteria.- identify areas that you think the interviewers might want to explore

· Use your knowledge of the job role, combined with the knowledge you have of yourself to identify your strengths in terms of meeting the criteria. How can you weave this into the answers to the questions?

· Complete some mock interviews and practice answering the questions using the STAR model, get some feedback

· Practice answering some common questions asked at interviews

Possible answers to question 3
· Dress appropriately

· Think about your greeting- smile

· Sit comfortably with both feet on the floor, lean slightly towards the interviewer. 

· Don’t play with your hair or your hands. Keep them out of pockets! 

· Try not to create defensive barriers between you and them, like a brief case on your knees, folded arms or crossed legs....even if you feel you need to 

· Maintain natural eye contact with the interviewer

· Look at who's talking

· When you're talking, shift your glance from one to the other 

· Don't over use your hands, if you are a natural gesticulator 

· Don't squirm and fidget

· Do nod and Mmm, to show you're listening to them
It is a good idea to practise your interview, as there is no substitute for having another person provide you with feedback on how you actually come across.

So the key to success at interview is to practice, practice and practice.


What happens in a situational interview?

The interviewers will ask you a series of questions along the lines of: 

Describe a situation when you...... 

Give an example of a time when you..... 

When you have answered these, the interviewer will then prompt you for further information. When you have exhausted one topic, the interviewer will move on to the next leaving little opportunity for discussion. At the end of the interview, there may be an opportunity for you to ask your own questions. This format may seem rigid, unnatural and unfriendly to many interviewees but, as well as providing evidence of competencies relevant to the job, it is also seen as a fair and equitable method of selection since all candidates are asked exactly the same questions. 

What is the best way to prepare for a situational interview?

In our situation revisit the selection criteria and refresh your memory on the examples you gave for each of the criteria. 

Compose a paragraph or so for each example you gave, outlining what happened, how you approached it, what the outcome was. Remember the interviewers will need to hear how this example relates to the criteria listed for the role. The "STAR" model is essential as it should help you to structure these outlines:
Above all try to be you, try to be natural. 

Obeying these rules, will allow the interviewers to concentrate on you, and not what you're doing in the interview. 

Body language conveys all sorts of messages, and the right body language will convey the message of a well-balanced and confident individual. 

The close
Just as we make an impression at the beginning of the interview, so we make an impression at the end of the interview. The close of the interview presents a real opportunity for you to reinforce your ability to do the job and your real interest in it.

Whilst it is important to make a good impression, the key thing to remember is you are only marked on your competence-based responses to the panels questions, not on any dynamic questions you may ask them.  Ask any appropriate questions otherwise just remember to thank the panel before you leave.
Further information can be found at Annex 3.
Interview practice 

Why not have a go? Get your friend or partner to ask you the questions below in an interview type situation. 

Indeed the more realistic you can make it the better, so get two friends to interview you. That way you have experience of a selection panel plus you will get two lots of feedback.

Ask the interviewers to complete the interview checklist as you are answering the questions in order that they can provide you with full feedback.

· How are you qualified for the position of …….?.    

· How would you deal with situation involving skill or ability? 

· How do you deal with pressure or stress? 

· Give us an example of your ability to work effectively with other people. 

· Describe for us the toughest challenge you’ve encountered in your current job.  How did you meet the challenge? 

· Tell us about the most difficult customer you have had to deal with?

· What do you do to improve your skills and potential contributions?
· Do you have anything else to add?

Annex 1 

“FALSE” STARS

Please note: these examples have been drafted centrally and are not taken from real application forms

Essential Criteria:

Ability to develop excellent working relationships with colleagues at all levels including those at other locations

1. In my current role I recently had to organise a video conference for a range of people from across RPA, including staff at all levels from EO to Grade 7. I planned the session, ensuring I contacted all the relevant people to see if they were available on the date I suggested. I then called the video conference organiser in IS to arrange the VC facilities. With input from my line manager I created an agenda, distributing it to attendees and checking for any other items. On the day I arrived early to ensure the VC was working, this required a call to IS, and then welcomed attendees as they arrived at their respective sites. I took minutes and distributed them after the meeting. These were seen as a very accurate record of the meeting and my line manager congratulated me for the work I had done.

2. As a lead EO on Customer Relations in my team I am responsible for dealing with Staff at all grades and at all sites; they get in touch for advice. My ability to get along with people has helped with this, I have built up a very good rapport with all of these people and they regularly get in touch with me before they contact their customers. This has helped a lot to improve the customers perception of RPA.

3. Due to the recent transformations at the Reading site, I am now on redeployment which has led to several moves across different areas of work and given me the opportunity  to build up working relationships with a variety of other staff members. One of my recent jobs was to create a new process for recording customer contact in the area I was working, a task which required me to get in touch with managers across the directorate and work with them closely to look after the previous system and develop a better process. In particular I needed to make sure the G7 and the SEO in charge of the team were happy with my proposals. I arranged a meeting with interested parties, collecting their feedback and suggestions. I then liaised closely with them and my managers until an agreed process was reached.

4. Following a change in management structure I became responsible for managing a member of staff at Workington and one at Northallerton. My line manager is based at Newcastle. Initially I set up a video conference meeting between myself and my staff to talk about some of our issues and plan a way for us to communicate effectively whilst not being able to travel due to budget cuts. I agreed that I would speak to them individually at least once weekly and we would hold a VC team meeting at least once a month. I also discussed with one of the managers on site a way of managing day to day issues. This approach, which was discussed and agreed with them before implementation, has allowed me to build a very good working relationship with my team; at recent 1-1 meetings with them, both expressed their thanks for my work as their manager. My  own line manager has also congratulated me for the way I have created and maintained an excellent team ethos.

Annex 2
Answers to False STAR Exercise
1. This example meets the STAR format but does not clearly identify ability to meet the criteria. Although a number of contacts are mentioned, it does not go into detail about the interactions and therefore demonstrate the excellent working relationships. The example would relate more to an organisational skill criteria

2. This does not demonstrate ability to meet the criteria as it is far too vague and lacks detail. It could form a good example but is not specific about what has been done. It lacks T, A and R detail

3. This does not clearly identify ability to meet criteria – it contains quite a lot of S and T but lacks the A and R detail which is vital to show what the individual has done. It also does not mention other locations.

4 This follows the STAR format but does not adequately address the criteria which are being assessed. It mentions management responsibility for 2 members of staff at other locations but this does not encompass a wide range of people and therefore indicate excellent working relationships apart from within the team. If the criteria were around Management of staff at other locations this would be a reasonable example of STAR.

Reasons for “false” STARs can be:

· Great examples provided, but not relevant to the criteria

· Sweeping statements, superficial examples with no depth

· Too much concentration on ST, not enough on A and sometimes nothing at all on R elements of STAR

· Examples only covering one element of the criteria 

· Assumptions being made about work e.g. using acronyms, assuming knowledge of area of work

· Poorly laid out form with no reference to how text relates to criteria. It’s good to see where one example ends and the next begins.

Annex 3
The Selection Panel Interview

Features
The selection panel interview employs a structured probe strategy - rather than a standard sequence of questions - which elicits the most critical job experiences as seen by the interviewee.
The interview is investigative rather than reflective, as are consulting and counselling interviews: the interview's objective is to gather the most accurate data possible about what the interviewee did, not what he or she might have done under similar circumstances.
In the interview, interviewees are not allowed to draw conclusions about what it takes to do the job.  The interviewer is trained to press for descriptions of actual behaviour - both actions and thoughts - of the interviewee.

Advantages

The interview gets away from what the interviewee thinks he or she does, and focuses what the interviewee actually does: the motives, abilities and knowledge these people really have and use.  Previous behaviour predicts future behaviour so the likelihood is if the candidate gives an example of their actions/intervention resulting in a successful outcome, then they will achieve this again.

The interview focuses on what the interviewee does that is most important for job success.  By asking about critical incidents in the interviewee's job experience, the technique gets at the "ten percent of behaviours that make ninety percent of the difference".

The interview uncovers interpersonal as well as technical skills that are important for job performance.

The following example questions demonstrate how STAR is used within the interview questioning in order that as an interviewee you have an insight into how questioning will be structured. They are general examples only. Remember more information can be found by visiting the recruitment section of the HR Pages on IRIS.

Examples of questions to test competence

Tell me about a situation or task when you had to:

· Make a critical decision under pressure

· Train someone
· Sell your ideas to your boss
· Gain a large contract etc.

· How did you go about it?

· What result did you get?

· Why do you think you were successful?

· What would you do differently now?

Here is a list of areas of professional knowledge which are critical to this position. As I name each one will you tell me in 3 or 4 sentences about where you acquired this knowledge and how you have used it in your career so far?

What have you done which shows you are/have?

· Initiative

· Good organisational skills
· Perseverance

· Determination

· Co-operation etc?

Describe a recent situation where you applied your up-to-date knowledge of……..to benefit a customer or work colleague.
Give me an example of how you motivated your team, and the individuals within it. Why did you choose this form of motivation? What was the outcome?

Common probing questions following the initial trigger questions

· "This sounds like a good incident for us to be talking about.  Can you take me back to the beginning?"

· "Take a minute to reflect.  Then, give me a quick overview".

· "This was a good overview.  Now, let's go back and get the details.

· "What were the key events, the critical points along the way?"

· "How did it start?"

· "Tell me about ....................................... what led up to it?"

· "Can you give me a picture of that?"

· "If I were there what would I see?"

· "Can you remember any key interaction or conversation you had in the early stages of this?"

· "Walk me through that (incident) (meeting) etc."

· "What were you trying to accomplish?"

· "Can you give me an example of such a (meeting) (group)?"

· "You said 'we'.  What did you do specifically?  What part did you play?"

· "Can you tell me what you actually said to him?"

· "Can you tell me what you mean by .............................?”

· "How were you feeling when .................................?"

· "What went through your mind when ................................?"

· "Tell me about one of those times.  What were you.............?

· "What were some of the specific things you talked about?"

· "What did he say? ........................ What did you say?"

· "Let's go back.  When you............... (left the meeting) (Etc.)  ........ How did you feel?"

· "So what happened after that?  What were the critical next steps?"

· "What stands out in your mind as most important about that time ... (incident) ... (event) ..?"

· "Let's go back.  You said there was planning involved.  Can you tell me about that?"

· "And, then, what happened?"

· "What other key things happened?"

· "What were your next steps?"

· "How did it turn out?"

· "Is there anything else you would like to add about what you did in that situation?"
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