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Strategies for Effective Interviews

Text 1

Paralegals are frequently called upon to investigate various aspects of the cases in which they are involved. Many times this investigation requires that they interview a great number of people, from clients and witnesses to experts in their field. These strategies will help your interviews be more efficient and effective:

1. Always explain the purpose of your interview.

2. Keep an open mind. In legal practice, as well as in most areas of life, remember that there are two sides to every story. With this in mind, take your time and don’t jump to conclusions or determine who is in fault and what must be done until you have all the facts.

3. Identify the client’s aims. What does the client really want?

What would he regard as a satisfactory result? Most lawyers assume that clients will voluntarily tell them everything they need to know. This is a very dangerous assumption if you fail to take into account certain client characteristics that usually lead to receiving inadequate information. Some of these characteristics are:

- the client may be unwilling to disclose all concerns immediately;

- the client's description of the problem may be inaccurate or incomplete at the beginning of the interview;

- the client may have little understanding of what the problem actually involves, and thus fail to reveal pertinent information.

By asking your clients specific questions, you will help them bypass these barriers and give you the information you need.

4. Focus on the facts. Let the client or witness tell you the facts in their own words. Focus on information that can be verified and be ready to sort out facts from opinions.

5. Be active in listening. Listening is different from hearing and is actually quite difficult. Hearing is the process of receiving information. Listening is the mental processing of what you have heard. You need to pay attention not only to what is said by the interlocutor, but also to what is left unsaid, and to the body language that accompanies what is said. Listening well is just as important as questioning well. First, by listening to the client or witness, you establish mutual understandingand confidential relations. Everyone likes to talk, and client or witness will probably be eager to talk about the problem. It may be useful to repeat back what the other person said. This may seem awkward at first but it is an effective tool. As you repeat it back, the other person knows you have heard the communication and is empowered to move on to the next issue.

6. Provide feedback. Feedback may be used to encourage the client to communicate with the lawyer. Giving positive feedback (‘Please tell me what’s on your mind. I’m here to listen and help as much as I can.’) enables the lawyer to obtain fuller information from the client than might otherwise be possible. It is also important to give continuous feedback to the client in the form of short phrases, which tell the client that you are listening carefully. You should encourage the client to speak by using phrases and words like ‘I see’, ‘That’s interesting’, ‘Go on’, ‘Right’, ‘Yes’, etc. Even meaningless encouraging noises (‘mmm’, ‘uh-huh’, etc.) can be helpful in this context. They signal to the client that you are still actively listening toьwhat he is saying.

СЛОВАизтекста:

experts – эксперты, сведущие лица

strategy – стратегия, подход, метод, образ действия

efficient – продуктивный, полезный, рациональный

keep an open mind - сохранять объективность, быть непредубеждённым
take your time - неспешите!

jump to conclusions – делать поспешные выводы
who is in fault – кто виноват
regardas - рассматривать в качестве

voluntarily - добровольно

assumption – предположение, самонадеянность

fail - не суметь, оказаться не в состоянии

unwilling – несклонный, нежелающий

concerns – дела, тревоги, опасения

description - описание

inaccurate – неточный, ошибочный

incomplete – неполный, частичный

pertinent information - существенная информация; информация,

имеющая отношение к делу

specificquestion - конкретный вопрос

bypass – обойти, пренебрегать

beverified – проверяться, подтверждаться

sortout – отделять, отфильтровывать

mentalprocessing - интеллектуальная обработка данных, интеллектуальная работа

mutualunderstanding - взаимопонимание

repeatback – повторять (уже сказанное)

awkward – неудобный, нелепый

effectivetool – эффективный способ, полезный приём

onmind – в мыслях, на уме

goon - продолжайте!

meaningless - не имеющий смысла

3.8. ЗАВЕРШИТЕ каждое из начатых предложений, опираясь на содержание прочитанного текста, и переведите получившиеся предложения.

1. Paralegals are ...

2. Let the client ...

3. Take into account ...

4. Pay attention to ...

5. Listening to the client is ...

6. It may be useful to ...

7. It is important to ...

3.10. СОВМЕСТИТЕ слова и выражения со сходным значением в левой и правой колонках:

to disclose

to encourage

to give

to investigate

to move on

to obtain

to remember

to require

to take into account

to want

to demand

to divulge

to have regard to

to inquire into

to keep in mind

to proceed to

to provide

to receive

to stimulate

to wish
