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Interviews

Benefits J



Interviews

Cautions




Interviews

Types of Interviews




Interviews

Planning:



Questions

Time Allocation
Recorde
Location

Interviews
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Time Allocation
Recorde
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Questions

Time Allocation
Recorde
Location

How...
Give...
Tell...

Why...

Describe...

Who...
Where...
When...

Explain...

What...

Interviews



Questions

" Time Allocation

Recorde
Location

Interviews



Interviews

Interview Addl Time

30 Mins 15 Mins

45 MINUTES



Interviews

Prep Interview Addl Time

15 Mins 30 Mins 15 Mins

60 MINUTES



Interviews

Prep Interview Addl Time  Wrap Up

15 Mins 30 Mins 15 Mins 15 Mins

75 MINUTES
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Interviews

Finalize the Preparation




Interviews

Before the Interview
Conducting the Interview
After the Interview
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Before the Interview
Conducting the Interview
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Interviews

Before the Interview
Conducting the Interview
After the Interview



Conducting the Interview

Stage 1 — Gain Rapport
Stage 2 - Elicit Information

Stage 3 - Conclude Interview

Interviews



Interviews

Before the Interview
Conducting the Interview
After the Interview
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Choosing a Technique

Process Analysis

Observation
Pareto Chart
Interview
SWOT Analysis
Survey

Market Analysis



Choosing a Technique

STEP 1
What is the objectivee

STEP 2:
Who has or where is that information@

Based on the circumstances...

STEP 3:
Which is the best technigue?

Observation
Interview

Survey

Process Analysis
Pareto Chart
SWOT Analysis
Market Analysis
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Observation

Interview

Survey




one Diagram

X




Five Whys

Concept:

Don't take the initial answer as final

Dig deeper by asking a series of Whys




to allow for Administ

| Detalls | 0 why? |

e e
the system. Why is that?
O
Because Sales reps are not in the office. important?

system outside of the office. system when out of the office?

b e s e e, et
Because the system uses the internet. internet?

data plan. plan?

pemon
data plan option.




tors cannot enter leads info the system

to Sales reps don't have the option to
e internet via mobile data so it is
for them to enter leads into the system




Five Whys

The Process:

Step 1 — Write the problem on a whiteboard

Step 2 — Ask “Why do you think this problem occurse”
and capture the results

Step 3 — Ask “Why<e" again and capfture the idea
below

Step 4 — Repeat step 3 until you are convinced you're
at the root cause



Fishbone Diagram

Concept:

Visualize the problem and its causes
Traces effects of issues back 1o their root




Fishbone Diagram

Cause Category | | Cause Category ‘ ‘ Cause Category |

Cause

Secondary Cause

Cause Category | | Cause Category ‘ ‘ Cause Category




Fishbone Diagram

5 Identify the problem

Y Brainstorm the cause categories

%l Identify the potential causes
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Fishbone Diagram
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: Bob's Towing

Observation

Interview

Survey




: Bob's Towing

Observation

drivers taking too long to get there? It

Survey

: Information
| ~eryroTTTeT
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YOU DON’T
*ALWAYS NEED A PLAN.
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sense to move forward?




Proposal

the purpose of the project and

business value to justify proceeding

the creation of the project.
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Project Proposal

This document is to be used to clarify the project purpose and anticipated
business value to justify proceeding forward with the creation of a project.

[ Proposed Project Name ]

Requestor: Date:

Statement of the Problem or Need
[details]

Project Deliverables and Value

[details]

Key Stakeholders
Project Requestor [name]
Project Sponsor [name]
Project Lead [name]

Additional Notes
[details]

Approval Signatures

[Mame], Prgject Reguestor [Mame], Project Sponsor [Mame], Project Lead
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