Interview Guide

Before the interview

[Be sure they understand that it’s a 45-minute, confidential interview. Be sure they understand that they are encouraged to elaborate and expand on any topic they choose. The questions are designed to elicit thought and encourage them to share their feedback and recommendations. It is less about answering the specific question itself.] 

Statement before you begin

“Before we start, I want to ask you if it’s okay to audio record this chat so I don’t have to take notes throughout. I do this so I can review your answers later on, which allows me to be more present in our discussion now. I will destroy the recording after I make notes.  Your voice, responses, and name will not be shared and I will keep your specific answers confidential.”  

[If they are willing to allow recording, start doing so now.] 

Thank you! 

Semi-Structured Interview Questions
Note that highlighted questions should be considered high priority, others could be covered as time allows

Background

“Even though your responses are confidential, I’d like to make sure that I have accurate information about you and your role here.”

[Make sure that you’ve confirmed and recorded basic information about the candidate.]
· Position/role history, time at the organization
· Basic demographics

Concept: Leadership Structure

1. Question:  Is the current leadership structure appropriate and productive?
Probe questions: Why or why not?  What changes could be made to the reporting structure so that you can perform better in your job?

2. Question (follow up, if time): If you could design the structure of the organization to maximize the potential of employees and create a positive work environment, what would that look like?

Concept: Team Dynamics & Communication

3. Question: What could managers and directors do to show you they respected your work?

4. Question:  How could managers communicate to create a more collaborative work environment?
Probe questions: What exact ways could communication be improved? What is an example of clear communication from a manager that you have experienced?

Concept: Power

5. Question: Is there a power divide between certain groups of employees?  For example, those selected for high-profile trips or other? Or new hires vs. tenured employees?
Probe questions: If so, how does this impact the team as a whole?  What should/could be done about it?

Concept: Psychological Safety

6. Question: Does an organizational culture exist where you can share a dissenting opinion?
Probe question: How do you know it is (or isn’t) safe to speak up if it goes against the views of others?

7. Question:   Does your leadership listen to certain people or groups of people more easily than others - for example, new hires vs. tenured employees or pilots vs. administrators?  
Probe questions: If so, how does this impact the team dynamics? What could be done to create a culture that encourages open communication from everyone?

8. Question (follow up, if time):  Do you feel like you understand why you’re being asked to do certain things?  
a. How could communication be more transparent and useful without being overwhelming?
b. How would you like to see communication disseminated?

Concept: Other

9. Question: What makes this flight department an excellent flight department and what keeps you here?

10. Question (follow up, if not sufficiency addressed already):  In what ways could this flight department be improved? For example, technology improvements, redesigning the open floor plan, crew hotels, company meetings, etc.?

