Business Area Interviews

Open the interview 

· Introduce everyone and explain the reasons for the interview and its context within the project.

· Confirm the intended length of the interview. (One hour max, probably less, follow-up if needed)

· Note that the discussion will be documented and circulated to them for updates, corrections, etc.
The Interview

Ask the interviewee to describe, in general, what they do as a part of your job. What are the main responsibilities? Start at a high-level and work into more detail. Address daily processes first, then weekly, monthly, quarterly so the discussion does not get too scattered. 

After the daily responsibilities are described, start asking follow-up questions on each responsibility, to fully understand. Again, take one at a time to avoid getting too disjointed. Examples of follow-up questions include:

· Who is the activity done for? Why is it done? What would happen if the work did not get done? 

· What information is needed to complete that responsibility? What reports, input forms or spreadsheets are used? Who provides data to them? When? What organization does the input come from?

· Do they give information to anyone else? 

· When does the activity start and end? 

· What is the driver behind the due date? 

· Are any approvals needed? 

· Who else can do the job? 

· What problems are encountered and how are they resolved? 

· What potential problems (risks) can be encountered and what is done to ensure that they don’t occur? 

· What needs to go right for you to be successful? 

· Are there any external influences (vendors, salespeople) on your job? Any people from outside your organization? 

