SPCM 4330: Interviewing Principals and Practices
Instructor: Emily Scheinfeld, PhD
Office: HPR Speech Office
Email: escheinfeld@uttyler.edu
Office Hours: W 12:00-2:00pm and by appointment
Course Goals and Objectives: The aim of this course is to introduce students to interviewing
theory, prepare them for their roles as interviewers and interviewees, including in the mass
communication setting, to instruct students in methods of interview preparation, and to provide
students with practice in various types of interviews.
Expectations and Course Structure: I will conduct this course in an interactive lecture format.
That is, I will present notes and information during each class meeting, and I will count on your
contributions. I expect you come to class ready to participate in our creation of our collective
knowledge. I invite you to ask questions, answer questions, share insights, and engage in the
material during activities. Lectures will not duplicate readings. You should stay atop of the
weekly readings and complete them before coming to class, and be prepared for activities that
assess your understanding of ideas in each chapter or article.
Major Units of the Course
Unit 1: Introduction to Interviewing
Unit 2: Informational (Probing) Interviewing
Unit 3: Persuasive Interviewing
Unit 4: Employment Interviewing
Course Website: We will be using Blackboard for this course. I will upload necessary texts that
are not part of your course packet, as well as any other course documents that may be of use to
you throughout the semester. I will also use blackboard as a communication tool in order to
contact you.
Required Texts:
Stewart, C. J., & Cash, Jr., W. B. (2014). Interviewing: Principles and Practices (14th ed.).
Boston, MA: McGraw Hill.
SPCM 4330 course packet
Course Evaluation:
The final grade will be based on the following criteria:
Grades are calculated on a straight percentage scale based on the number of points earned out of
the total number of points in the course (TOTAL = 650 points, which DOES NOT include the 8
possible points for Extra Credit). Final grades are determined as follows:
Probing Interview
Probing schedule of questions

100
25

Probing intervieweR Role
Self-Assessment

50
10

Recording and transcript
Probing critique/observation

10
5

Field Project
Proposal
Schedule
Report

200
50
60
90

Employment Interview
EmployeR schedule
EmployeE Schedule
EmployeR Interview
EmployeR Interview
Employment Critiques
Employment Clipbook
WSJ exercise (in class)

150
40
10
15
20
10
55
20

Exam #1
Exam #2

100
100

Calculating your grade:
A = 600– 670
B = 532 – 599
C = 464 – 531
D = 396 – 463
F < 395
Grade Grievance Policy:
If you wish to appeal a grade, please follow this procedure:
● Wait 24 hours before contacting me about a grade unless there was an error in calculation
of the grade. I ask that you wait so that you can look back over the assignment or exam
and your notes and the textbook, then think about the reasons why you earned the grade. I
want you to act rather than react to the grade.
● Submit the appeal in writing. E-mail me within one week of your receipt of the grade;
include your specific appeal and which grade you believe you deserve. E-mail me again
only if I do not acknowledge your first appeal.
● Disputes will not be entertained after 7days after the assignment was returned to you. If any
grade is to be reevaluated, the new earned grade may be lower than the previous grade. If I
reevaluate an assignment, I may find something that I did not find before that should
actually lower the grade.
● I will not entertain conversations in the last week of class or after final grades have been
posted about being only a few points away from earning a particular letter grade. As you
can see, points have already been rounded up. You will receive the grade that you earn
throughout the semester, so please start working hard early on.
Course Assessment: (Additional information will be provided in class)
1. Probing Interview: This first interview assignment is designed to help you practice
applying interviewing principles as an interviewer, and to help you become more comfortable
with the process. Specifically, the purposes of the probing interview are to learn the skills

necessary to construct and ask well-designed primary questions; listen for cues and probe for as
much information as possible; handle a reticent interviewee, and maintain professional and
personable composure throughout an interview. This will be in the form of a 5-minute
interview during class.
2. Field Project: The purpose of the field project is to give you the opportunity to conduct realworld, face-to-face interviews with experts in a career, field, or topic area of great interest to
you. This assignment allows you to use your interviewing skills to benefit your future career
choices, and is equally useful to build your professional network. Through the semester project,
you will choose three experts to interview, carefully construct a schedule of questions, learn to
communicate in professional ways, establish and maintain relationships with your
interviewees, and conduct 30-minute interviews with each person (three interviews total).
These interviews will be audio recorded and used to write a paper (7-10 pages) in which you
will synthesize and analyze your experiences with the material learned in class about
interviewing principles and practices.
3. Employment Interview: The employment interview consists of several parts designed to
help you research and prepare for the job search when you graduate from the University of
Texas. Specifically, you will collect accurate information about a real position within a real
company that you could really apply for and really interview for the job. You will collect
articles from the WSJ and other credible publications to learn about the current state of affairs
in your chosen company or position, then write a cover letter and your resume to apply, and
present this information in a clipbook. Your clipbook is given to your teammate. Using your
clipbook, your teammate will create a schedule of questions to interview you as if he/she was
your potential employer for your chosen job. You will engage in a mock interview with your
“employer” to practice your responses as you would during a real employment interview, and
practice asking real questions to your employer. Each team member will play the role of
employer and employee. More details will be provided in class.
4. Exams (1 & 2): There will be two exams during the course of the semester. The dates of
each are listed on the course schedule.
5. Cover Letter/Resume: You will turn in one resume and cover letter. This resume/cover
letter packet should describe your qualifications and background for a specific job, a job that
you are qualified for upon graduation. Your resume/cover letter packet must be formatted in
the style. Deviations from the required formatting style will result in severe point deductions.
Course Policies:
You must have a digital voice recorder for the duration of the semester. Throughout the
semester, you will be participating in various interviews. You will need to bring the digital voice
recorder with you to record your interview(s). You will then use the recorded audio files to
complete various other assignments (e.g., transcriptions) and the files must be submitted
electronically via Blackboard. Importantly, the recorded file(s) MUST be uploaded to the
designated “assignment” (under the “assignment” folder) on Blackboard by the date and time
indicated by me. These are the files that will be graded, so it is very important that you
understand how to properly use the recorder and correctly upload the audio file. We will demo

these in class, but please talk to me or Technology Services as soon as you have questions. You
will be penalized with a hefty point deduction if your file is not uploaded by the date and time it
is due, so plan ahead.
There are three options for acquiring a recording device for this class:
·

You can use the voice recorder on your phone, but it is recommended that you first check to
make sure that there is enough space on your phone for the recordings. If you do wish to
record and store audio files on your phone, you have the option of using apps like Box
Capture (iOS), a free online app that allows you to record through the app.

·

You can purchase your own digital voice recorder and use it for this class. This is a good
option to consider if you are a Communication student because you may have to conduct
interviews or record lectures throughout your time at UT-Tyler and beyond.

Elasticity Clause: I reserve the right to modify the existing course calendar and assignments. If
changes must be made, I and/or my teaching assistants will notify students as soon as possible.
Classroom Civility: People and ideas must be treated with respect. Please avoid disruptive
behavior that makes it difficult to accomplish our mutual objectives.
Changes to the schedule: Changes may be made at my discretion and if circumstances require. I
will do my best to notify you via email, in class, and with a hard copy of the changes. It is I your
responsibility to note these changes when announced. Readings must be completed for the day
they are assigned on the course schedule. Lectures are intended to complement the readings.
E-mail: E-mail is my preferred form of contact (note the address above). I cannot guarantee a
response to e-mails sent to other addresses, including blackboard. Allow a 48-hour window for a
response. If an e-mail is after 4 p.m. on any given day, I cannot guarantee a response before 9
a.m. the following business day. Emails about assignments will not be responded to after 9 p.m.
and are not guaranteed after 2 p.m. the night before the assignment is due.
Laptop and Technology Policy: I will ask you to not use your computer in class, unless
requested by me. Of course, if you need or strongly prefer a laptop for taking notes, accessing
readings in class for any reason, please come speak with me. I am happy to do what is best for
you. I’ll just ask you to commit to using the laptop only for class-related work. I also do not
mind a cell phone on the desk, however please step outside to text or talk in the case of an
emergency. Please refer to an article written by Ann Curzan from The Chronicle as to why I am
asking you to adhere to this policy: http://chronicle.com/blogs/linguafranca/2014/08/25/why-imasking-you-not-to-use-laptops/
Attendance: Much of the learning will take place inside the class and labs through discussions,
presentations, and interactions. Attendance and participation are counted toward your final grade
in class. All assignments must be turned in on time. If you know you will be missing class due
to religious observance, athletics, or competitions, you must inform me no later than the second
week of classes.

If you are absent from class, it is your responsibility to determine what was missed and to hand
in any work or to do any readings that were announced during your absence. If you need
assistance because of university-related absences (e.g., debate, sports, etc.), contact before the
missed class.
Assignments: All papers must be typed using Times New Roman in 12-point font, doublespaced, one-inch margins (with no extra spaces between paragraphs), and proper APA style. You
must cite ALL bibliographic sources used in your papers (using APA) within text and in a
references page. For help with APA style and writing, please do not hesitate to visit the
Undergraduate Writing Center on campus or online. NO handwritten copies will be accepted.
NO assignments will be accepted via email unless approved by me prior to the day the
assignment is due.
Late Assignments & Make-up Work: There is no such thing as late work, nor is there make-up
work for unexcused, missed or failed assignments. I do not give make up exams or quizzes
except under serious unforeseen and/or extenuating documented circumstances about which I am
notified immediately.
Technology Clause: If given permission per class period, you may use your computer or iPad
during class to take notes and to participate in media-related exercises.
Research Participation: There will be varying research participation opportunities offered
throughout the course of the semester. These will be announced during class time as soon as we
find out about them. You can complete two for extra credit points (to be determined) toward
your final grade but are strongly encouraged to participate in more. There will be no penalty for
NOT participating in research that is conducted outside the class.
University Policies:
UT Tyler Honor Code: Every member of the UT Tyler community joins together to embrace:
Honor and integrity that will not allow me to lie, cheat, or steal, nor to accept the actions of those
who do.
Student Rights and Responsibilities: To know and understand the policies that affect your rights
and responsibilities as a student at UT Tyler, please follow this link:
http://www2.uttyler.edu/wellness/rightsresponsibilities.php
Academic Honesty: The core values of The University of Texas at Tyler are integrity, optimism,
curiosity, accountability, leadership, initiative, and development. Each member of the university
is expected to uphold these values.
All students must adhere to the UT- Tyler Honor Code (“Honor and integrity that will not allow
me to lie, cheat, or steal, nor accept the actions of those who do”). Furthermore, students must
complete their work with academic integrity outlined at
http://www.uttyler.edu/judicialaffairs/scholasticdishonesty.php. All students are expected to
maintain absolute honesty and integrity in academic work undertaken at The University. Lack of
knowledge of the academic honesty policy is not a reasonable explanation for a violation.

Questions related to course assignments and the academic honesty policy should be directed to
the instructor. Cases of suspected academic dishonesty will be pursued to the fullest extent
allowed by University policies and procedures. Adding another student’s name to an attendance
roster when he or she is not in class is academic dishonesty.
Disciplinary proceedings may be initiated against any student who engages in scholastic
dishonesty, including, but not limited to, cheating, plagiarism, collusion, the submission for
credit of any work or materials that are attributable in whole or in part to another person, taking
an examination for another person, any act designed to give unfair advantage to a student or the
attempt to commit such acts.
i.
“Cheating” includes, but is not limited to:
 copying from another student’s test paper;
 using, during a test, materials not authorized by the person giving the test;
 failure to comply with instructions given by the person administering the
test;
 possession during a test of materials which are not authorized by the person
giving the test, such as class notes or specifically designed “crib notes”. The
presence of textbooks constitutes a violation if they have been specifically
prohibited by the person administering the test;
 using, buying, stealing, transporting, or soliciting in whole or part the
contents of an unadministered test, test key, homework solution, or
computer program;
 collaborating with or seeking aid from another student during a test or other
assignment without authority;
 discussing the contents of an examination with another student who will take
the examination;
 divulging the contents of an examination, for the purpose of preserving
questions for use by another, when the instructors has designated that the
examination is not to be removed from the examination room or not to be
returned or to be kept by the student;
 substituting for another person, or permitting another person to substitute
for oneself to take a course, a test, or any course-related assignment;
 paying or offering money or other valuable thing to, or coercing another
person to obtain an unadministered test, test key, homework solution, or
computer program or information about an unadministered test, test key,
home solution or computer program;
 falsifying research data, laboratory reports, and/or other academic work
offered for credit;  taking, keeping, misplacing, or damaging the property of
The University of Texas at Tyler, or of another, if the student knows or
reasonably should know that an unfair academic advantage would be gained
by such conduct; and
 misrepresenting facts, including providing false grades or resumes, for the
purpose of obtaining an academic or financial benefit or injuring another
student academically or financially.

ii.
iii.

iv.

“Plagiarism” includes, but is not limited to, the appropriation, buying, receiving
as a gift, or obtaining by any means another’s work and the submission of it as
one’s own academic work offered for credit.
“Collusion” includes, but is not limited to, the unauthorized collaboration with
another person in preparing academic assignments offered for credit or
collaboration with another person to commit a violation of any section of the
rules on scholastic dishonesty.
All written work that is submitted will be subject to review by SafeAssignTM,
available on Blackboard.

Classroom Diversity: It is my desire to create a stimulating work environment that challenges
each student in this class to perform at top levels. In order for our learning community to
succeed, each member must treat others that way that they would like to be treated. I expect
students to respect the opinions and ideas of each individual. As an instructor, I am committed to
providing an atmosphere of learning that is representative of a variety of diverse perspectives,
including race, religion, gender, nationality, age, sexual orientation and physical abilities. In this
class, you will have the opportunity to express and experience culturally diversity as we discuss
diversity issues as they pertain to the classroom environment and the course materials.
Tobacco-Free: All forms of tobacco will not be permitted on the UT Tyler campus or in my
classroom or office. This applies to all members of the University community, including
students, faculty, staff, affiliates, contractors, and visitors. This includes cigarettes, pipes, cigars,
water pipes, e-cigarettes, smokeless tobacco, snuff, and all other tobacco products.
Campus Carry: We respect the right and privacy of students 21 and over who are duly licensed
to carry concealed weapons in this class. License holders are expected to behave responsibly and
keep a handgun secure and concealed. More information is available at
http://www.uttyler.edu/about/campus-carry/index.php
State-Mandated Course Drop Policy: Texas law prohibits a student who began college for the
first time in Fall 2007 or thereafter from dropping more than six courses during their entire
undergraduate career. This includes courses dropped at another 2-year or 4-year Texas public
college or university. For purposes of this rule, a dropped course is any course that is dropped
after the census date (See Academic Calendar for the specific date). Exceptions to the 6-drop rule
may be found in the catalog. Petitions for exemptions must be submitted to the Enrollment
Services Center and must be accompanied by documentation of the extenuating circumstance.
Please contact the Enrollment Services Center if you have any questions.
Grade Replacement/Forgiveness and Census Date Policies: Students repeating a course for
grade forgiveness (grade replacement) must file a Grade Replacement Contract with the
Enrollment Services Center (ADM 230) on or before the Census Date of the semester in which
the course will be repeated. (For Fall, the Census Date is Sept. 12.) Grade Replacement
Contracts are available in the Enrollment Services Center or at http://www.uttyler.edu/registrar.
Each semester’s Census Date can be found on the Contract itself, on the Academic Calendar, or
in the information pamphlets published each semester by the Office of the Registrar.

Failure to file a Grade Replacement Contract will result in both the original and repeated grade
being used to calculate your overall grade point average. Undergraduates are eligible to exercise
grade replacement for only three course repeats during their career at UT Tyler; graduates are
eligible for two grade replacements. Full policy details are printed on each Grade Replacement
Contract. The Census Date (Sept. 12th) is the deadline for many forms and enrollment actions of
which students need to be aware. These include:
 Submitting Grade Replacement Contracts, Transient Forms, requests to withhold
directory information, approvals for taking courses as Audit, Pass/Fail or
Credit/No Credit.
 Receiving 100% refunds for partial withdrawals. (There is no refund for these
after the Census Date)
 Schedule adjustments (section changes, adding a new class, dropping without a
“W” grade)
 Being reinstated or re-enrolled in classes after being dropped for non-payment
 Completing the process for tuition exemptions or waivers through Financial Aid
Student Accommodations: In accordance with Section 504 of the Rehabilitation Act, Americans
with Disabilities Act (ADA) and the ADA Amendments Act (ADAAA) the University offers
accommodations to students with learning, physical and/or psychiatric disabilities. If you have a
disability, including non-visible disabilities such as chronic diseases, learning disabilities, head
injury, PTSD or ADHD, or you have a history of modifications or accommodations in a previous
educational environment you are encouraged to contact the Student Accessibility and Resources
office and schedule an interview with the Accessibility Case Manager/ADA Coordinator. If you are
unsure if the above criteria applies to you, but have questions or concerns please contact the SAR
office. For more information or to set up an appointment please visit the SAR office located in the
University Center, Room 3150 or call 903.566.7079.
Student Absence for University-Sponsored Events and Activities: If you intend to be absent for
a university-sponsored event or activity, you (or the event sponsor) must notify the instructor at least
two weeks prior to the date of the planned absence. At that time the instructor will set a date and
time when make-up assignments will be completed.
Social Security and FERPA Statement: It is the policy of The University of Texas at Tyler to
protect the confidential nature of social security numbers. The University has changed its computer
programming so that all students have an identification number. The electronic transmission of
grades (e.g., via e-mail) risks violation of the Family Educational Rights and Privacy Act; grades
will not be transmitted electronically.
Emergency Exits and Evacuation: Everyone is required to exit the building when a fire alarm
goes off. Follow your instructor’s directions regarding the appropriate exit. If you require assistance
during an evacuation, inform your instructor in the first week of class. Do not re-enter the building
unless given permission by University Police, Fire department, or Fire Prevention Services.
UT Tyler Resources for Students
 UT Tyler Writing Center (903.565.5995), writingcenter@uttyler.edu
 UT Tyler Tutoring Center (903.565.5964), tutoring@uttyler.edu

 The Mathematics Learning Center, RBN 4021, this is the open access computer lab for math
students, with tutors on duty to assist students who are enrolled in early-career courses.
 UT Tyler Counseling Center (903.566.7254)

Tentative Schedule of Topics, Assignments, & Readings
Week

Day

Date

Tues.

Jan. 17

Thurs.

Jan. 19

1

Topic

Reading/Assignment

Syllabus/Course Overview
Interviewing Defined & Types

Chapter 1

**Assign Field Project**

Course Packet (pp. 10-19)
Chapter 2

Tues.

Jan. 24

Interviewing Process & Approaches
Field Project—Topics Due

2
Establishing Criteria for Field Project Proposal
Thurs

Jan. 26

Course Packet (pp. 2-9)
**Assign Probing Interview**

Tues

Jan. 31

Thurs

Feb. 2

3

Questions: Open/Closed

Chapter 3 (pp. 55-59)

Questions: Primary/Secondary; Neutral/Leading

Chapter 3 (pp. 59-68)

**Assign WSJ Clipbook**

Course Packet (pp. 20-23)
Chapter 3 (pp. 68-75)

Tues

Feb. 7

Questions: Phrasing Issues & Common Pitfalls
Field Project—Proposals Due

4
Chapter 5
Thurs

Feb. 9

Schedules: Openings, Closings & Sequences
Chapter 4

Tues

Feb. 14

Probing Interview Workshop

Thurs

Feb. 16

Note-Taking

5

Chapter 5
Field Project—SoQ Due

Tues

Feb. 21

Probing Interviews

Thurs.

Feb. 23

Probing Interviews

Tues.

Feb. 28

Review for Exam One

Thurs.

March 2

Exam One

Tues.

March 7

WSJ Presentations

Thurs.

March 9

WSJ Presentations

6

7

8

Spring Break (3/13 – 3/17)
Tues.

Mar. 21

Persuasive Process, Theories & Evidence

Chapter 10

Thurs.

Mar. 23

Acting as the E in Persuasive Interviews

Chapter 11

Tues.

Mar. 28

WSJ Presentations

Review pp. 325‐330

Thurs.

Mar. 30

WSJ Presentations

Tues.

Apr. 4

9

10
Work Day

No class
Chapter 8

11
Thurs.

Apr. 6

**Assign Employment Interview**

Course Packet (pp. 20-39)
Field Project—Report Due
Review pp. 226-236

Tues.

Apr. 11

Resumes & Cover Letters
Chapter 7 (pp. 190-192)

12
Thurs.

Apr. 13

Answering Questions as an E

Review pp. 240-244

Chapter 7 (pp. 194-217)
Tues.

Apr. 18

Asking Questions as an E

Review pp. 247-250
Review p. 223; 244-247

13

EEOC Guidelines
Thurs.

Apr. 20

Chapter 7 (pp. 185-188)
Networking Skills

14

Tues.

Apr. 25

Employment Interviews

Thurs.

Apr. 27

Employment Interviews

Final Exam will take place on the mandated date set by The University.

Employment Interview
Materials Due

