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Tips for Creating Supplemental Questionnaires

Communicating Effectively with Applicants

1. Questions should be based on an analysis of the job/position and a review of the position description form.
2. Determine what you want to know from applicants? Will the answers to your questions tell you that?
3. Determine what you want to communicate. Word questions so applicants know exactly what is being asked.
4. Determine if questions are making too many assumptions as to what applicants will understand from them.
5. Avoid negative wording.  Ask “How many of these programs have you used on a daily basis?” NOT “How many of the following programs are you unfamiliar with?”
6. Avoid combining multiple different ideas into a single question. For example, you would not include one question seeking information on both recruitment and assessment experience. Ask two questions with one on recruitment and the other one assessment. 

7. Ensure that each question is technically accurate.
8. Put enough detail in the question so applicants understand what you’re asking.  Avoid words such as “process”, “handle”, and “take care of”—it will not be clear to candidates what you are asking.
9. Avoid unnecessary jargon or acronyms, particularly when recruiting from outside state government.

10. Do not ask “knowledge” questions—focus instead on experience and training.  Do not take questions from exams that have historically been proctored if the exam is used by other agencies. 
11. Focus questions on information that people are likely to know about themselves—areas where they have received objective feedback about their ability or performance (e.g., software, applying specific laws).
12. Avoid asking people to judge themselves on subjective qualities, such as “leadership”, “communication skill”, or “conscientiousness”—you greatly increase the likelihood of inaccurate ratings.

13. Consider following up each question with a space for candidates to write down what job they obtained the experience in and/or the contact number for a supervisor who can verify.
14. Ask questions that target individual performance, not team performance.
15. Ask questions about things within someone’s control—e.g., about what/how they did on a particular task.
16. Be careful of reading level—supplemental questions are generally designed to assess competencies other than reading comprehension skill.  Use tools like Word’s Readability Statistics to ensure you’re using a language level appropriate for the job.
17. Avoid narrative questions requiring too much detail in answers.
Developing Effective Question Scales
1. Think carefully about your rating scales—should certain experience/questions count more than others?  Always get subject matter input/verification on how points will be distributed across questions.

2. The amount of points given to each response to a question should be based on input from subject matter experts.
3. Try to use more (e.g., 5-7) than fewer rating categories—this helps spread out candidate scores.
4. Tailor rating scales to the question and the competency—if asking about Excel experience, for example, create scales that have a natural progression from no  experience, through some experience with entering data and formatting, to more advanced functions such as using formulas and macros.

5. Determine what amounts of experience/education make a difference on the job. For example, in some cases six months experience might make a difference. In other cases a year of experience might be needed before an individual can contribute effectively.
6. Avoid scales with overlapping periods of experience and education.
7. Do not mix months and years of experience/education on scales. Scales should all be in months or all in years. Do not give points for “no experience.”
8. Avoid using “yes” or “no” options with questions when a range of alternatives exists between them. Minimize or eliminate check-all-that-apply questions. 
9. Do not use rating scales that force candidates to compare themselves to others—people typically rate themselves above average even if they are not.

10. Do not use responses to supplemental questions to grade someone’s writing ability—you cannot be assured that the candidate is the one who created the responses.

Narrative Supplemental Questions

During the process of developing narrative supplemental questions, identify a position’s important tasks and competencies. Write questions that get at key information about the tasks, experience, and competencies. Determine what constitutes an effective response to a question. Create user-friendly rating scales. Listed below are examples of scales that might be used with certain job classes.
Examples of Rating Scales for Narrative Supplemental Questions
Question area: secretarial experience

	7

6
	Well Qualified

Candidate has extensive independent secretarial/clerical experience (may be more than approximately five years).  Candidate has extensive experience dealing with a wide variety of complex issues relative to challenges encountered in the secretarial/clerical work environment.  Candidate provides specific details with respect to the diversity of tasks/projects they were involved in, and his/her roles and responsibilities.  Candidate’s response is thorough and complete and completely addresses the question.

	5

4

3
	Qualified

Candidate has adequate independent secretarial/clerical experience (may be approximately three to four years).  Candidate has experience dealing with a variety of complex issues relative to challenges encountered in the secretarial/clerical work environment; however, his/her experience is not as thorough as that of the well-qualified candidate.  Candidate provides specific details in the same areas described for the well-qualified candidate.  Candidate’s response is complete and addresses the question.

	2

1
	Limited Qualification

Candidate has limited independent secretarial/clerical experience (may be less than approximately three years).  Candidate may have some experience, but that experience is limited or presented vaguely.  Candidate may not provide specific details in response to the question.  Candidate’s response may not be clear or complete.  Candidate’s experience is limited and not at the level required for this position.


Question area: social services experience

	7

6
	Well Qualified

Candidate has extensive experience providing professional level social services (may be more than approximately four years).  Candidate has experience dealing with a wide variety of issues relative to providing these services.  Candidate provides specific details with respect to the services they have provided, the diversity of tasks/projects completed, and his/her role and responsibility.  Candidate’s response is thorough and complete and addresses all of the above-outlined areas.

	5

4

3
	Qualified

Candidate has adequate experience providing professional level social services (may be approximately three to four years).  Candidate has experience dealing with a variety of issues relative to providing these services; however, his/her experience is not as thorough as that of the well-qualified candidate.  Candidate provides specific details in the same areas described for the well-qualified candidate.  Candidate’s response is complete and addresses all of these areas.

	2

1
	Limited Qualification

Candidate lacks adequate experience providing professional level social services (may be less than approximately three years), as required for this position.  Candidate may have some experience, but that experience is limited or presented vaguely.  Candidate may not provide specific details in response to the outlined areas of the question.  Candidate’s response may not be clear or complete.  Candidate’s experience is limited and not at the level required for this position.


Question area: experience working with involuntarily committed individuals in a secured setting

	7

6
	Well Qualified

Candidate has extensive experience working with involuntarily committed individuals in a secured setting (may be approximately two years).  Candidate has experience dealing with a variety of tasks in this setting, including basic cleaning and maintenance.  Candidate provides specific details with respect to the duties performed, diversity of situations encountered, and his/her role in providing service.  Candidate’s response is thorough and complete and addresses all of the above-outlined areas.

	5

4

3
	Qualified

Candidate has adequate experience working with involuntarily committed individuals in a secured setting (may be approximately one year).  Candidate has experience dealing with the most important tasks (e.g., perimeter patrol); however, his/her experience is not as thorough as that of the well-qualified candidate.  Candidate provides specific details in the same areas described for the well-qualified candidate.  Candidate’s response is complete and adequately addresses the question.

	2

1
	Limited Qualification

Candidate lacks adequate experience working with involuntarily committed individuals in a secured setting (may be less than one year), as required for this position.  Candidate may have some experience, but that experience is limited or presented vaguely.  Candidate may not provide specific details in response to the scope of the question.  Candidate’s response may not be clear or complete.  Candidate’s experience is limited and not at the level required for this position.


Question area: interview experience

	7

6
	Well Qualified

Candidate has extensive experience interviewing clients to gather information (may be more than approximately two years).  Candidate has experience dealing with a wide variety of individuals in a range of situations and specifically identifies the communication medium (e.g., telephone, in-person).  Candidate provides specific details with respect to the duties performed, purpose of interview, diversity of situations encountered, and his/her role.  Candidate’s response is thorough and complete and addresses all of the above-outlined areas.

	5

4

3
	Qualified

Candidate has adequate experience interviewing clients to gather information (may be approximately one to two years).  Candidate has experience dealing with a variety of issues relative to interviewing; however, his/her experience is not as thorough as that of the well-qualified candidate.  Candidate provides specific details in the same areas described for the well-qualified candidate.  Candidate’s response is complete and addresses all of these areas.

	2

1
	Limited Qualification

Candidate lacks adequate experience conducting interviews with clients (may be less than approximately one year), as required for this position.  Candidate may have some experience, but that experience is limited or presented vaguely.  Candidate may not provide specific details in response to the scope of the question.  Candidate’s response may not be clear or complete.  Candidate’s experience is limited and not at the level required for this position.


Question: customer service experience

	7

6
	Well Qualified

Candidate has extensive customer service experience (may be more than approximately three years).  Candidate has experience dealing with a wide variety of individuals in a range of situations (including communicating with difficult and/or hostile customers/clients).  Candidate provides specific details with respect to the duties performed, purpose of customer service, diversity of situations encountered, and his/her role in providing service.  Candidate’s response is thorough and complete and addresses all of the above-outlined areas.

	5

4

3
	Qualified

Candidate has adequate customer service experience (may be approximately one to two years).  Candidate has experience dealing with a variety of issues relative to providing customer service; however, his/her experience is not as thorough as that of the well-qualified candidate.  Candidate provides specific details in the same areas described for the well-qualified candidate.  Candidate’s response is complete and addresses all of these areas.

	2

1
	Limited Qualification

Candidate lacks adequate experience providing customer service (may be less than approximately one year), as required for this position.  Candidate may have some experience, but that experience is limited or presented vaguely.  Candidate may not provide specific details in response to the scope of the question.  Candidate’s response may not be clear or complete.  Candidate’s experience is limited and not at the level required for this position.


2
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