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Conducting a verbal pre-screen is a critical step in the hiring process, serving as the initial touchpoint
between a candidate and an organization. It helps to determine whether the candidate’s
qualifications, experience, and skills align with the role, and whether they are a good fit for the
company culture. To ensure this process is effective and professional, it's essential to follow a
structured approach that emphasizes clarity, consistency, and rapport-building. This article provides
an in-depth guide on what you should do when verbally administering a pre-screen, covering
preparation, execution, communication techniques, and follow-up strategies to optimize your hiring
outcomes.

Preparation Before the Pre-screen

Understand the Job Requirements Thoroughly

Before initiating the pre-screen, familiarize yourself with the specific requirements of the role. Review
the job description, essential qualifications, preferred skills, and any unique attributes the company
values.

Review Candidate Information

Assess the candidate’s resume, cover letter, and any application materials. Note key points such as
relevant experience, employment gaps, and notable achievements that you may want to discuss
further.

Develop a Structured Question Framework

Create a list of standardized questions aligned with the job criteria. This ensures consistency across
interviews and helps you compare candidates objectively.

Sample questions might include:

e Can you tell me about your previous work experience related to this role?

What attracted you to apply for this position?

How do you handle tight deadlines or high-pressure situations?

Are you available to start immediately or within a certain timeframe?

What are your salary expectations?



Set Clear Objectives for the Call

Determine what you aim to accomplish—such as verifying qualifications, assessing communication
skills, and gauging cultural fit.

Executing the Verbal Pre-screen

Establish a Professional and Friendly Tone

Begin the conversation with a warm greeting, introduce yourself, and briefly explain the purpose of
the call to set expectations.

Ensure a Quiet and Distraction-Free Environment

Conduct the call in a quiet space to minimize background noise and interruptions, ensuring clear
communication.

Follow a Logical Conversation Flow

Use your question framework as a guide but remain flexible. Start with ice-breaker questions to build
rapport, then move into core qualification questions.

Active Listening and Clarification

Pay close attention to the candidate’s responses. Use active listening techniques such as:
* Nodding or verbal affirmations (“l see,” “That’s interesting”).
e Paraphrasing or summarizing their answers to confirm understanding.

¢ Asking follow-up questions for clarification or elaboration.

Assess Communication Skills and Professionalism

Observe the candidate’s tone, clarity, and confidence. Take note of verbal fluency, enthusiasm, and
professionalism.



Log and Document Responses

Make detailed notes during the call about relevant candidate responses, strengths, and concerns. Use
a consistent format to facilitate comparison later.

Key Communication Techniques During the Pre-screen

Maintain a Positive and Respectful Attitude

Show genuine interest and respect to foster a comfortable environment that encourages open
dialogue.

Use Open-Ended Questions

Encourage candidates to share more detailed answers by asking questions like:
e “Can you describe a challenging situation you faced at work and how you handled it?”

e “What motivates you in your professional life?”

Control the Conversation

While being open-ended, ensure the discussion stays relevant to the role and avoid tangents.

Address Candidate Questions

Allow time for the candidate to ask questions about the role or company, providing clear and honest
answers to foster transparency.

Identify Red Flags and Positive Indicators

Be attentive to inconsistencies, lack of enthusiasm, or evasiveness which may signal issues.
Conversely, note enthusiasm, relevant experience, and thoughtful responses.

Closing the Pre-screen

Summarize and Clarify Next Steps

At the conclusion of the call, briefly summarize the main points, and inform the candidate about the
upcoming steps in the hiring process.



Express Appreciation

Thank the candidate for their time and interest, leaving a positive impression regardless of the
outcome.

Document and Evaluate the Candidate

After the call, review your notes, evaluate the candidate’s suitability based on predetermined criteria,
and determine whether to move forward to the next stage.

Follow-up After the Pre-screen

Record Impressions and Data

Input notes into your applicant tracking system or database promptly, ensuring all relevant
information is captured.

Communicate Promptly

Notify candidates of their status—whether they will proceed to the next stage or not—within a
reasonable timeframe.

Prepare for Next Steps

Coordinate with hiring managers or interview panels to schedule subsequent interviews or
assessments for qualified candidates.

Additional Tips for a Successful Verbal Pre-screen

* Be Consistent: Use the same questions for all candidates applying for the same role to ensure
fairness.

e Stay Neutral and Unbiased: Avoid letting personal biases influence your assessment.
e Maintain Confidentiality: Handle candidate information with discretion and professionalism.

* Practice Active Empathy: Recognize the candidate’s perspective and create a supportive
environment.

* Be Prepared for Difficult Questions: Have clear answers for questions about role challenges,
salary expectations, or gaps in employment.



Conclusion

Verbal pre-screening is more than just asking a few questions; it's a strategic conversation designed
to evaluate a candidate’s fit for a role and your organization. By preparing thoroughly, maintaining
professionalism and empathy during the call, employing effective communication techniques, and
following up diligently, you can significantly improve the quality of your hiring process. Remember
that each pre-screen is an opportunity to build a positive impression of your organization, attract top
talent, and streamline your recruitment efforts. Mastering this process ensures that you identify the
most promising candidates efficiently and effectively, setting the stage for successful hires and
organizational growth.

Frequently Asked Questions

What are the key steps to follow when verbally administering
a pre-screen?

Begin by establishing rapport, clearly explaining the purpose of the pre-screen, asking open-ended
and targeted questions, listening actively, and recording accurate responses before proceeding to the
next step.

How can you ensure the candidate remains engaged during a
verbal pre-screen?

Maintain a friendly tone, ask follow-up questions to show interest, ensure clarity in your questions,
and give the candidate ample opportunity to respond without rushing them.

What should you do if a candidate provides unclear or
incomplete answers during the pre-screen?

Politely ask clarifying questions to gather more details, paraphrase their responses for confirmation,
and gently steer the conversation to obtain the necessary information.

How can you handle challenging or hesitant candidates during
a verbal pre-screen?

Remain professional and empathetic, listen actively to understand their concerns, provide
reassurance, and create a comfortable environment to encourage open communication.

What are some common mistakes to avoid when verbally
administering a pre-screen?

Avoid leading questions, interrupting the candidate, speaking too quickly, failing to take detailed
notes, and neglecting to verify the candidate's responses for accuracy.



How do you ensure compliance and fairness during a verbal
pre-screen process?

Use standardized questions, treat all candidates consistently, avoid discriminatory language, and
document responses thoroughly to maintain transparency and fairness.

Additional Resources

Pre-screening is a pivotal step in the recruitment process, serving as the initial gatekeeper that
determines whether a candidate progresses further in the hiring pipeline. When administered
verbally, pre-screening takes on a dynamic, conversational form that requires a blend of
professionalism, empathy, and strategic questioning. Mastering the art of verbal pre-screening can
significantly enhance the quality of hires, streamline the recruitment process, and foster a positive
candidate experience. In this comprehensive guide, we will explore what you should do when verbally
administering a pre-screen, drawing on expert insights and best practices to ensure your approach is
both effective and engaging.

Understanding the Purpose of a Verbal Pre-screen

Before diving into the "how," it's essential to grasp the "why" behind verbal pre-screening.

The Role of the Pre-screen in Recruitment

A pre-screen serves multiple functions:

- Qualification Check: Confirm that the candidate meets the essential requirements (experience, skills,
availability).

- Cultural Fit Assessment: Gauge alignment with company values and team dynamics.

- Interest Validation: Ensure the candidate’s motivation aligns with the role.

- Candidate Engagement: Establish rapport and provide a positive first impression of your
organization.

The Benefits of Verbal Pre-screening

Compared to written questionnaires, verbal pre-screens allow for:

- Immediate Clarification: Address ambiguities on the spot.

- Personal Connection: Build rapport, making the candidate feel valued.

- Flexibility: Tailor questions based on responses for a more in-depth understanding.
- Efficient Scheduling: Quickly identify top candidates for the next interview phase.



Preparing for the Verbal Pre-screen

Preparation is key to a smooth, effective pre-screen.

Review the Job Description and Candidate Profile

- ldentify Core Requirements: Skills, experience, certifications.
- Note Key Competencies: Communication, problem-solving, adaptability.
- Understand Role Expectations: Responsibilities, team dynamics, performance metrics.

Develop a Structured Question Framework

- Create a list of essential questions: Covering qualifications, experience, motivations.
- Prepare probing questions: To explore depth and context.
- Anticipate candidate responses: Prepare follow-up questions for clarification.

Set Up Your Environment

- Choose a quiet, distraction-free space.
- Test your technology: Phone, headset, recording tools if needed.
- Schedule appropriately: Allocate sufficient time, typically 15-30 minutes.

What You Should Do During the Verbal Pre-screen

The interaction itself is where your preparation truly pays off. Here’s a detailed breakdown of
essential actions:

1. Establish Rapport Immediately

- Begin with a warm greeting: Use the candidate’s name.

- Introduce yourself and your role: Share your position and purpose.

- Set a friendly tone: Express appreciation for their interest and time.

- Briefly explain the process: Outline what the pre-screen will cover and its purpose.

Example:



_"Hi [Candidate Name], I'm [Your Name], the Talent Acquisition Specialist here at [Company]. Thanks
so much for taking the time to chat today. This call is an initial step to get to know each other better
and see if your background aligns with the role. It'll take about 20 minutes, and I'll ask you a few
questions about your experience and interests."

2. Clarify the Role and Expectations

- Provide a brief overview of the position: Responsibilities, team, company culture.
- Set clear expectations: That this is an informal, conversational step, not a formal interview.

Example:
_"This is more of an informal chat to understand your background and see if it's a good fit before
moving forward."_

3. Ask Open-Ended, Focused Questions

Effective pre-screening questions should be open-ended to encourage detailed responses but focused
enough to gather relevant information. Examples include:

- Experience and Qualifications:
- "Can you walk me through your recent work experience related to this role?"
- "What specific skills do you think are your strongest assets for this position?"

- Motivation and Career Goals:
- "What attracted you to this role?"
- "Where do you see yourself in the next few years?"

- Availability and Logistics:
- "Are you available to start within the timeframe we discussed?"
- "Are you open to relocating or working remotely?"

- Cultural Fit and Values:
- "What kind of work environment do you thrive in?"
- "How do you handle feedback and collaboration?"

4. Practice Active Listening and Note-Taking

- Stay fully present: Avoid distractions.

- Use verbal affirmations: "l see," "That'’s interesting," to encourage openness.
- Take concise notes: Record key points without interrupting the flow.

- Observe tone and enthusiasm: These can reveal motivation and attitude.



5. Provide Clarification and Follow-up

- Ask follow-up questions: To clarify vague responses.
- Paraphrase and summarize: To ensure understanding and validate the candidate's answers.
- Address uncertainties immediately: If something is unclear, ask for elaboration.

Example:
_"You mentioned you led a project last year; can you tell me more about your specific role and what
challenges you faced?"_

6. Convey Transparency and Respect

- Be honest about the process: Let the candidate know what the next steps are.
- Respect their time: Keep within the scheduled duration.
- Express appreciation: Thank them for their openness and interest.

7. Assess Candidate Suitability Objectively

- Compare responses against role criteria: Is their experience relevant?
- Identify red flags or gaps: Lack of required skills, inconsistent information.
- Determine enthusiasm and motivation: Are they genuinely interested?

8. End on a Positive Note and Outline Next Steps

- Summarize the conversation: Highlight key points if appropriate.
- Inform about next steps: When they can expect to hear back.

- Invite questions: Allow the candidate to ask anything.

- Thank them sincerely: Reinforce a positive experience.

Example:
_"Thanks again for your time, [Candidate Name]. Based on our chat, I'll discuss your profile with the

team and get back to you by the end of the week. Please feel free to reach out if you have any further
questions."

Common Pitfalls to Avoid During Verbal Pre-screening

Even with good intentions, certain missteps can undermine the effectiveness of your pre-screen.



1. Leading or Closed Questions

- Avoid questions that suggest a specific answer or limit candidate responses. Instead, opt for open-
ended questions.

2. Talking Too Much

- Your role is to listen, not dominate the conversation. Keep questions concise and let the candidate
speak.

3. Rushing the Candidate

- Allow adequate time for responses. Rushing can inhibit openness and lead to superficial answers.

4. Being Unprepared

- Failing to review the candidate’s background or having a disorganized questioning framework
damages professionalism.

5. Lack of Consistency

- Use a standardized set of questions to fairly evaluate all candidates and avoid bias.

Post-Pre-screen Actions: What Should You Do After?

The pre-screen is just the beginning. Your follow-up actions are equally critical.

1. Document and Analyze

- Summarize key responses and impressions.
- Compare notes with hiring criteria.
- Identify top candidates for the next interview stage.

2. Provide Feedback and Next Steps

- Inform candidates promptly about their status.
- Offer constructive feedback if appropriate.



- Schedule subsequent interviews or assessments.

3. Refine Your Approach

- Reflect on what questions elicited valuable information.
- Adjust your questioning strategy based on experience.
- Gather feedback from candidates to improve the process.

Conclusion: Mastering Verbal Pre-screening for
Optimal Hiring Outcomes

Verbal pre-screening, when executed thoughtfully, is a powerful tool in the recruiter’s arsenal. It
requires preparation, active listening, strategic questioning, and genuine engagement. By
establishing rapport early, asking targeted questions, and maintaining a professional yet personable
demeanor, you can efficiently identify the most promising candidates while fostering a positive
candidate experience that reflects well on your organization.

Remember, the goal is not just to filter candidates but to gather meaningful insights that will inform
your hiring decisions and set the stage for a successful employment relationship. Implementing these
best practices will elevate your pre-screening process from a mere procedural step to a strategic
advantage—ultimately leading to better hires and a stronger team.

In sum, when verbally administering a pre-screen, focus on building rapport, asking insightful
guestions, actively listening, and providing clarity on next steps. Doing so not only streamlines your
hiring process but also enhances your company's reputation as an employer of choice.
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