
Finding great employees is tougher than ever.This training
takes the mystery out of finding the best fit for any job!

Enroll today online at www.NationalSeminarsTraining.com or 
call 1-800-258-7246.

THE COMPLETE 
COURSE ON

Interviewing  
People

KEYS TO SELECTING THE RIGHT PERSON FOR ANY JOB

• The 10-point interview plan that takes the hassle out of the hiring process

• How to establish rapport and put the interviewee at ease in under five minutes

• Get to know the REAL applicant and if he or she truly has the skills you’re looking for

• Creative methods for finding more qualified applicants

• Learn the questions you should be asking to prevent costly hiring mistakes

• How to asses technical job skills and accurately measure applicants’ abilities

• Listening tips that will help you remember which applicant said what 

• Finally … find out what to do when none of the applicants really “shine” 

• Tactful ways to close an interview when the applicant isn’t right for the job

Plus – get dozens of solid “what to ask” questions that’ll help you assess
critical characteristics and skills to make the right hiring decisions.

Essential Training for
Anyone Who Hires
People!
This training makes it 
easy to correctly read a 
candidate’s skill level, 
attitude, and work ethic.
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Enroll today online at www.NationalSeminarsTraining.com 
or call 1-800-258-7246.

You may be finding that interviewing to fill a position isn’t what it used to be.
The job market is changing. Your pool of possible candidates might be smaller,
and it’s hard to tell if those candidates have what you need. 

If you’ve ever made a hiring mistake, then you understand it has never been
more important to find the perfect hire the first time. That’s why attending The
Complete Course on Interviewing People is so important for you and your
organization. 

In just one day, you’ll master key interviewing concepts that        
will help you find the perfect fit for your organization in less        
time and with less frustration. And that’s just the beginning! 

Master the Art of Reading and Measuring Job Applicants’ Skills 
You have a strong sense of which characteristics are key to success, which skills
are essential, and what personality traits are best suited for the position. Then
comes the hard part: You need to know how to accurately measure each
applicant’s knowledge and skills in each of the areas that are most important to
you. You’ll gain dozens of proven methods for assessing and measuring
applicants’ strengths and weaknesses and getting an accurate read on their skill
level, attitude, and aptitude. 

We’ll Make It Easy for You to Make Sound, LEGAL Hiring
Decisions
Have you ever been frustrated by a hire that didn’t work? Do you wonder what to
say, what to look for during the interview process? We’ll tell you what questions
you can ask – and which ones you can’t – that will shed light on a candidate’s
abilities.  We’ll give you nonverbal cues to look for during the interview and the
red flags should you look for in resumés.  Plus, we’ll provide you with the legal
requirements involved with interviewing and hiring so you stay out of court. 

You’ll learn techniques such as: 
• Developing questions that will help you read between the lines of 

applicants’ answers
• Decoding nonverbal messages: Find out what they aren’t telling you
• Guidelines on testing skill sets: What you need to know before you 

use them
• Getting to know their personalities and attitudes, and how to spot red 

flags before you hire
• Ensuring your interviewing process is legally sound 
• And so much more

Gain the Skills You Need to Interview and Hire With Confidence 
Your reputation is on the line each time you hire someone. That alone is stressful
enough. When you attend this comprehensive training event, you’ll get the skills
you need to interview and hire the best fit for the job the first time – every time.
You’ll leave with the skill necessary to conduct in-depth, on-target interviews
with confidence. Don’t wait another minute; make the decision to enroll in this
course today.

Finding great candidates is harder than ever.
That’s why your interview skills need to be razor sharp.
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You’ll gain dozens of
smart questioning
strategies that help you
measure areas such as:

• Ability to work with people
• Problem-solving skills
• Decision-making skills
• Direct and complementary 

work experience
• Drive and initiative
• Flexibility and adaptability
• Leadership and management 

skill
• Dependability and 

commitment to task
• Creativity 
• Communication
• Technical skills

People aren’t always what they
seem. And nowhere is that more
apparent than in the interview
process. You’ll leave with the
skills you need to get to the
heart of every applicant so you
get the perfect hire the first time. 

It’s Training That’s 100%
Guaranteed
Your satisfaction is always our 
No.1 priority. That’s why every
training program we deliver is
packed with cutting-edge material
and is taught by a leading expert
who genuinely cares about your
training success. It’s also why when
you train with us, you’re always
protected by our 100 percent
money-back satisfaction guarantee.
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YOUR COURSE AGENDA 

I. BEFORE YOU GET
STARTED: WHAT EVERY
INTERVIEWER MUST KNOW

• The No.1 mistake interviewers make
and how you can avoid it

• The 3 common myths about
interviewing and the facts behind
them

• How to keep a steady stream of
candidates on file

• Recruiting sources the pros use – and
how they can help you

• When to turn to professional recruiters
and when not to

II. STREAMLINING THE
INTERVIEW PROCESS FOR
TODAY’S JOB MARKET

• Creating a 10-point interview plan
that will help you fill ANY position
faster

• Screening methods guaranteed to save
you time and frustration

• How to use the Internet to enhance
your recruiting and interview process 

• Creating advertising for openings that
gets only the most qualified applicants

• When and how to use the telephone 
for screening and interviewing

• What to do when no one applicant
really “shines”

III. SHARPENING YOUR
INTERVIEW SKILLS

• How to create power questions to get
the in-depth information you need to
make the most informed decisions

• Easy listening tips that make it easy to
remember which candidate said what

• Strategies for establishing rapport in
the first five minutes of the interview

• The No.1 rule you must follow when
rejecting an applicant

• Tactful ways to close an interview
when you know the candidate won’t
work out

• Nonverbal messages: Finding out
what they aren’t telling you

IV. STRATEGIES FOR
AVOIDING BAD HIRING
DECISIONS

• The 6 types of applicants and what
you should and shouldn’t say to them
during the interview

• The “Quadrant Selection:” What it is
and how it will help you avoid
expensive (and embarrassing) hiring
mistakes

• Guidelines on testing skill sets: What
you need to know before you use
them

• Key areas you should focus on during
an interview

• How describe your culture to ensure
applicants are a true fit for your
organization

• Getting references to open up and
give you the information you need

• Getting to know a candidate’s
personality and attitude, and how to
spot red flags

S P E C I A L  S E C T I O N :
INTERVIEWING WITHIN THE
BOUNDS OF THE LAW

• Your legal rights as an interviewer and
what rights your applicants have

• Which questions are always off limits 
and which could get you into hot
water if you’re not careful

• 5 seemingly innocent questions you
can’t ask under the Americans with
Disabilities Act

• Federal regulations you could be
breaking if you aren’t documenting
correctly

• Types of pre-employment testing that
are legal and those that could land you
in trouble

“This seminar has brought a
lot of things together for me.
My understanding . . . has
increased tremendously
due to this seminar!”

– Angela Marcotte,
Delta Engineering & Manufacturing

“This seminar was magnificent
— fast-paced, packed with
critically important information
and well illustrated with great
examples.”

– Robert P.Twardzik,
Mohawk Valley Community College

“Gave me a good feeling about
myself. Made me think of ways
to control some situations
rather than reacting to them.”

– L.A.Wagner,
Gibson Medical Electronics Inc.

Bring this workshop on-site
Interested in bringing this seminar 
to your organization? Call us at
1-800-344-4613 for more
information or check out On-Site
Training at our Web site at
www.NationalSeminars
Training.com

Get a great discount when
you train as a team 
We believe so strongly in the power
of team training that we offer you a
special discount to help make it
happen. When 3 enroll from your
organization to attend The Complete
Course on Interviewing People, the
4th enrollment is FREE.

Enroll today online at www.NationalSeminarsTraining.com 
or call 1-800-258-7246. 3
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Finding great employees is tougher than ever.This training
takes the mystery out of finding the best fit for any job!

Get dozens of solid “what to ask” questions that’ll
help you assess critical characteristics and skills
to make the right hiring decisions.

THE COMPLETE 
COURSE ON

Interviewing    
People

Enroll today online at www.NationalSeminarsTraining.com 
or call 1-800-258-7246.

Fill in your VIP Customer Number as it appears above the name on the mailing label.  
(Record the number even if the label is addressed to another individual.)

6. Important:Your VIP Customer Number

2. Names of Attendees ...

1. Mr./Ms._______________________________________Title_________________________________

E-mail Address _____________________________________________________________________

City/Event #________________________________________________________________________

2. Mr./Ms._______________________________________Title_________________________________

E-mail Address _____________________________________________________________________

City/Event #________________________________________________________________________

(Please list additional registrations on a separate sheet and attach.)

REGISTRATION FORM

Workshop fee: $139
Group Discount: When 3 attend from your organization, a 4th attends FREE!

1. Enrollment Fee:

SD, CT and WV residents, please add applicable sales tax to your payment. If
you are tax-exempt, enter your tax-exempt number here:
____________________________ and attach a copy of your tax-exempt
certificate.

■■ If you have registered by phone, please record your confirmation 
number here:___   ___   ___   ___   ___  ___   ___   ___   ___.

■■ Check payable to Padgett-Thompson is enclosed. 
■■ Charge to: ■■ MasterCard ■■ VISA ■■ American Express ■■ Discover ■■ Diners Club

Card No.___________________________________ Exp. Date________________

Signature____________________________________________________________

■■ Bill my organization; Attn:_____________________________________________
(Note: Full registration fee due and payable prior to start of workshop)

■■ Our purchase order is attached (government, educational and health care organizations only)

5. Method of Payment

Organization________________________________________________________________

Address____________________________________________________________________

Mail Stop_________________________*Phone ___________________________________

City__________________________________ State________ ZIP_____________________

Approving Supervisor: Mr./Ms._______________________________________________

Title______________________________________________________________________

E-mail Address______________________________________________________________

**Fax_____________________________________________________________________
**Your fax number will be used to send confirmation of your registration as well as to
notify you of upcoming events in your area.

3. Company Information (Please Print)

Padgett-Thompson
P.O. Box 419107 • Kansas City, MO 64141-6107
A Division of Rockhurst University Continuing Education Center, Inc.

Call toll-free 1-800-258-7246

Fax the completed registration form
to 1-913-432-0824

or Mail the registration form to:
Padgett-Thompson
P.O. Box 419107
Kansas City, MO 64141-6107

Register online at 
www.NationalSeminarsTraining.com

TO ENROLL ...

Registration Information
OUR REGISTRATION CENTER is open
weekdays from 7 a.m. to 7 p.m. CST.
Enrollments taken online 24/7.
GROUP DISCOUNT: When 3 enroll from
your organization, a 4th may attend for FREE!
CHECK-IN begins at 8:30 a.m. The workshop
schedule is 9 a.m. to 4 p.m. Lunch is on your
own. 
CANCELLATION. If you cannot attend, you
may send a substitute or receive a credit memo
toward a future workshop. If you cancel your
registration up to five business days before the
workshop, your registration fee will be refunded
less a $10 enrollment charge.
CEUs: Continuing education credit may be
recognized by your professional board. Contact
your own board to find out what’s required. Call
our CEU/CPE specialist at 1-800-258-7246, ext.
3100, if you have any questions. RUCEC is an
approved provider of continuing nursing
education by the Missouri Nurses Association,
an accredited approver by the American Nurses
Credentialing Center’s Commission on
Accreditation.
TAX DEDUCTION. The expense of continuing
education, when taken to maintain and improve
professional skills, is tax deductible. Please
contact your accountant for complete details.

FED ID #43-1576558
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