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Appendix A

List of Interview Questions

General Interview Question List
1. Does your company have positions for low-skill workers?

a. High-skill workers?
b. Both high-skill and low-skill workers?
c. If so, what are some of those positions?

2. What are the most common ways in which your company receives job applications?
a. Are some methods of sending job applications more preferred/more likely to result in a

position than others?
3. Is there a preferred format for CVs/resumes?
4. What are some of the most common reasons for a job application to be rejected?
5. What is the process taken to evaluate job applications at your company?
6. What are the most important factors/characteristics to include on a job application?
7. Are there qualities often put on job applications that do not improve an applicant’s chances of

being hired?
8. How highly does your company value references in a job application?

a. What are some implications of adding references to an application?
9. What impact does including a cover letter have on a job application?
10. Around how many employees does your company hire per year for lower-skill job positions?
11. Are there times of the year when your company is looking for more employees?
12. If a candidate applies for multiple positions at a time, are their chances of success reduced for any

one position?
13. Does your company value short course certifications or trainings in applications?

a. If so, are there certifications that your company values more/less than others?
b. Are there certifications that your company does not value at all?
c. Has having an excess of certifications negatively affected a candidate for a job?
d. Are there any certifications that devalue an applicant?

14. How are applications handled when there are not currently any job vacancies?
a. If applications are rejected for a job, can the applicant still be considered for other

positions?
15. Do you prefer for applicants to send all of their information at once, or do you prefer that they

wait until asked? (ex. CV and references all together, or waiting to send references at a later
point)

16. How highly does your company value practical experience or prior internships in an application?
a. Would you be willing to hire students straight from school without prior experience in

their field?
17. What are some transferable soft skills (ex. Problem solving, decision making, communication)

that improve an applicant's chances of getting a job?
a. What is the most optimal way for applicants to display these skills in an application?
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18. Does your company retain CVs/resumes of rejected applicants for consideration of possible
employment in the future?

Note: List of general questions followed during the majority of semi-structured interviews
carried out by the team

Question List for MSR Informant Interview
1. What are some things that MSR does well in supporting its members?
2. What are some common qualifications for MSR members?
3. What types of goals do MSR members have in relation to jobs?
4. What areas are many MSR members interested in?
5. What is the attitude of many MSR members towards getting a job?
6. Do MSR members believe they are qualified to get a job?
7. What do MSR members believe they need to join the workforce?
8. What are some areas that MSR could better support their members?
9. What are the major sectors that hire MSR members?
10. What are some of the MSR programs that you think best help members prepare for employment?
11. On average how long does it take for MSR members to get employed?
12. What are the demographics for MSR members?
13. What is most MSR member’s level of understanding of the application process?
14. How do MSR members typically look for jobs?
15. What do MSR members know about writing cover letters?
16. How effective is MSR at advertising their services?
17. How is the community aspect of MSR?
18. Where do you believe MSR could use improvement?

Note: List of interview questions followed during the semi-structured interview with an MSR
employee aimed at gaining more information about the company and its members

Question List for Labor Contractor
1. What is your company name?
2. Can you tell us about your company?

a. Do you contract with other companies besides (Company 3)?
3. How do people find your company?

a. How do you advertise your company?
4. Does your company have positions for low-skill workers?

a. High-skill workers?
b. Both high-skill and low-skill workers?
c. If so, what are some of those positions?

5. Do you receive job applications or find people on the side of the road?
a. What are the most common ways in which your company receives job applications?

6. What does an application look like if there is one?
a. Do people submit CV and cover letters?
b. What are some of the most common reasons for a job application to be rejected?
c. What is the process taken to evaluate job applications at your company?
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d. What are the most important factors/characteristics to include on a job application?
e. Are there qualities often put on job applications that do not improve an applicant’s

chances of being hired?
7. What skills do you look for in people?

a. Do you value short course certifications or training?
i. What certifications/training do you value?
ii. Do you provide training to your workers?

8. What are some requirements for someone working on a construction site?
a. How do you select people to send to (Company 3)?

9. Is knowledge of English a requirement?
10. Why would you reject someone?
11. Do people you hire have references?

a. If so, how highly does your company value references in a job application?
12. How are applications handled when there are not currently any job vacancies?

a. If applications are rejected for a job, can the applicant still be considered for other
positions?

13. How highly does your company value practical experience?
14. What are some transferable soft skills (ex. Problem solving, decision making, communication)

that improve an applicant's chances of getting a job?
What is the most optimal way for applicants to display these skills in an application?

Note: List of questions followed during semi-structured interview with a contractor used to find
workers for Company 3
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Appendix B

List of Survey Questions

1. What company do you work for?
2. What industry does your company serve?
3. What kinds of positions does your company offer?

a. Low-skill positions
b. High-skill positions
c. Both

4. Do you look at an applicant’s social media?
5. Is it important to have a cover letter?
6. Do you request letters of recommendation from applicants?
7. Does your company offer apprenticeship/internship positions?
8. Does your company require a grade 12 certification?
9. What positions need a grade 12 certification?
10. What positions do not need a grade 12 certification?
11. What ways do you receive job applications?
12. What are the (biggest)/(most common) factors that ruin a job application?
13. What makes a candidate favorable in an application?
14. Does your company hire all year or at specific times throughout the year? If specific times please

state them.
15. How important is an applicant’s appearance during an interview?
16. How important is an applicant’s attitude during an interview?
17. How important is a cover letter?
18. How important are references when applying to a job?
19. How important is prior work experience in a job application?
20. How competitive is your company’s hiring process when there is an open position?
21. How important are statistics in a job application? Example: number of hours worked, how many

people helped, etc.
22. Rank these from most important (1) to least important (5). Click and drag the responses.

a. Resumes/CVs
b. Interview
c. Certificates
d. Diploma(s)
e. Prior Experience

23. Rank these soft skills from most important (1) to least important (6). Click and drag the
responses.

a. Communication
b. Decision Making
c. Teamwork Skills
d. Interpersonal Skills
e. Language Skills
f. Honesty

24. Are there any skills not mentioned in the previous question that you think deserves to be on this
list? If so what?
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25. Do you prefer a resume or CV?
26. Does your company keep information of rejected applicants, even without open positions?
27. Are there any short course certifications that would make a candidate better for a starting job at

this company? If so, what are they?
28. Would you be willing to hire individuals without work experience? (For example: a student who

has just graduated)
29. Would you be interested in having a follow-up interview to discuss these questions further?
30. Enter a contact email or phone number for further contact regarding this project (Optional)
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Appendix C

Booklet Contents
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Informed Consent Process and Preamble

As a group of students from Worcester Polytechnic Institute (WPI) in Massachusetts,
United States, we would like to invite you to participate in an interview for our research to learn
more about job application and submission best practices, as well as the nature of employment
and employability in Namibia. The purpose of our research is to discover job application and
submission best practices to make the job-searching process more efficient and streamlined for
both employers and prospective employees. The type of information we hope to obtain from the
interview is personal experience from you regarding the hiring process at [INSERT COMPANY
NAME HERE] to gain a deeper understanding of it, and learn the most effective ways to
improve it. We anticipate that the interview should take about 45-60 minutes.

This is a collaborative project between MSR and WPI, and your participation is greatly
appreciated. Information from our project will be published in a publicly available academic
document at the end of our term and we can share a copy of our results if you are interested. No
names or identifying information will appear in any of the project reports or publications unless
you give us consent to do so.

Your participation in this interview is completely voluntary and you may withdraw at any
time. This also means that you can skip any questions that you want. Do you have any questions
for us about this interview?

For more information about this research and the rights of research participants, you may
contact us by email gr-msr-namibiaD23@wpi.edu or the Institutional Review Board
(IRB) Manager (Ruth McKeogh, Tel. 508-831-6699, Email: irb@wpi.edu) or Human Protection
Administrator (Gabriel Johnson, Tel. 508-831-4989, Email: gjohnson@wpi.edu). Thank you
very much!


