INTERVIEW TIPS

° chcr be late. Alwags arrive 5 or 10 minutes early. Do not keeP a Potentia]
emPloger waiting. ]Fyou run into complications, call the emPloyer and exPlain

your situation or book an new interview time.

running shoes and faded washed outjeans do not express success. Your
clothes do not have to be designer, but thcg need to be clean and unwrinkled.
Brush your teeth, 5cnow teeth or bad breath is not an option.

Young men: Fag attention to Personal grooming. Shave ﬁoumcace and comb
your hair. [fFitis ]ong, putit backin a pony tail. (Jse co!ogrsc in moderation.
Young ladies: Do not wear ﬂaskgjewe]ry or strong Perpume. Do not show
bodg Parts such as }36”5 buttons or cleavage. There are PeoP]e aﬂergic to
Per‘Fume and cologne‘

o (Jse goocl boclg languagc. Sit up straiglﬁt and hold your hands ncatlg in your
laP or on the table. Do not squirm or slouch or lounge back in the chair. Make
eye contact with the person asking the ques’cions. l]C there is more than one
person, make eye contact with all of them as you answer the c]ucstion. Do not
blink uncontro”ablgj P|33 with your hair, chew 3our1cingemai§s or wave your
hands around while you talk.

° FrePare for the |nterview. Ask someone to hclp you Pchorm a mock interview.
Career Counselors or (C AL M teachers are good resources for this. [Jave
as many omcgour answers as you can Prepared and ready. Some examP[es of
standard interview qucstions are:

Tc” us about 3ourselF?

What is your greatest strength? Weakness?

What kind of supcrvisor do you Premccr?

Wl’lﬁ are you the best candidate for thcjob?

Can you give us an example of a stressful situation you have had and how you
copcd with it?

W!ncre do you see 3oursclwc in3-5 years?

Describe a time you worked as a team member and what was your role?

Describe a difficult situation you have had in the past and how you resolved it?



° bc organizecl. [Have your references readg. [Have coPics opgour certificates
or achievements to be added to your resume. Have extra coPies ogyour

resume.

TIF: IFTHEEMPFOYER OFFERS YOU COFFEE OROTHER
LIQUID REFRESHMENTS. ASKFORWATER, YOUMOUTH
MAY GO DRY DURING THE INTERVIEW AND YOU CAN
TAKEASIFOFWATER. THIS ALSO ALLOWS YOU TIME
TOTHINKABOUT YOUR ANSWER TO A QUESTION.

[How to Answer T‘gPica! ]mterview Questions

he key to effectively answering job interview questions is to understand the purpose
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of the questions. ]t‘s hard to resPond to statements like "Te“ me about yourselp’ if
you don't know what type of information the emPloger is looking forl

Questions about you

What do you consider your most important skills (abilities, characteristics)?
:What are your strengths?

Eﬁ;whg should we hire you?

@What five words would you say describe you best?

@Havc you had any experience in this type of work?

T he interviewer wants to know what makes you different from other aPPlicants, and
how well your qualhcica‘cions match the requirements of thejob. T o answer this type of
question well, you have to be Preparecl to describe situations in which you have
demonstrated the skills and abilities require& to succeed on thejob. For examplc, if
you are appbing for work that Probably requires Pa’cience (to deal with dissatisfied

customers) or Persistcncc (to solve Problcms), prepare for the interview bg identi{ying



situations in which your actions have shown that you can be Patient and/or Persis’cent.

Questions about your interest in the company

\What is it about our services or Products that interests you?
q;\/\/hat s your understanding of the nature of the job (or the compang)?
@Why did you apply for this job?
@\Nhat do you know about our company?
@\/\/hg do you want to work for our company?

Tlﬂc interviewer is trying to find out hcgou have a goocl unclcrstancling of the
compang’s businessJ its goals and objcctives, and the nature of the work. ]Fgou don't
know much about the company, the company Probab]y won't be interested in hiring
you, so do some investigating before the interview! Read company annual reports,
check out the company website) and talk to PeoPle who are familiar with the company.
Then you can state what you have found out about the company and its oPerations,
and talk about whg thejob interests you. Emphasizc how your skills fit the company's

ﬂCCdS.
Questions about past emPloyment

q\/\/hy did you leave your lastjob? (Or, why do you want to leave your currentjob?)
‘How much were you absent from work in your ]astjob?
q\/\/hat did you think oFyour supervisors?

How well did you get a]ong with other workers?

q\/\/hg were you fired?

The interviewer is trging to find out hcgou have had Problems in the past that indicate
you may not be a good cmplogee. Focus on the Positive - your desire to learn new
skills, assume more responsibilitg, seek new oPPor’cunities, grow and &eveloP. Avoid
getting emotional, and be as Positive as you can honestlﬂ be about your PerFormance

in Pastjobs,Job requirements and bene]cits) and the People you worked with.



Questions about your commitment

@\/\/hg have you changedjobs so often?

@Are you thinking of going back to school or to college?
@What are your long range goals?

@Don‘t you think you are over-qualified for this job?

T he interviewer wants to know hcgou will stick around. T alk about your career Plans
and how thejob is related to your career goals. Let the employer know that you won't
quit after a short time, so time and money invested in training you will not be wasted. |f
you have c!‘xangedjobs many times, Providc a short, reasonable cxplanation. l]cgou are
over~qua!i1ciecl for the Position, stress your aclaptabi!itg and Hexibi!ity, and your

wi”ingness to assume more responsibilitg‘

Qucstions related to_job rcquircmcnts

 Are you willing to relocate? retrain?
EEDO you prefer working by yourself?
 (Can you work under pressure?
q;\/\/hat would youdo if ... 2
Do you like repetitive work?
[} What kind of boss do you prefert
:How do you react to criticism?

q\/\/hat salarg are you ]ooking for?

Direct13 or inclirectlﬂ, the emP]oger is trging to find out i}cgou can satisﬁj the
requirements of thejob. Answer tachcu”g and honestlg. When interviewers describe
situations and ask how you would resPoncl to them, demonstrate your skills and
imowleclge to the best oFgour abi]ity. For questions that are more direct, talk about
your wi”ingncss (c.g. to rclocatc, work alone, do rcpctitivc work) and give cxamplcs of
your ability. Hzgou cannot or would not be wi“ing, say so. There is no Point in taking a
job, then quittirxg because you are not wi”ing or able to do what is requirecll



The salarg question deserves sPecia! attention. ]Fyou have done some investigating
and know the tgpica] wage range, quote the range and say that you would cxpect to

be Paid at the same rate as others who have similar quali?ications.

|nterview Questions and Your 51«”5

"What can you do?"is the real question behind many questions asked injob
interviews. ]n Fact, the Primary purpose of an emPloyment interview is to find out if

you have the rcquircd skills and abilities.

T omake a good imPrcssion in ajob interview, you have to be able to do more than
tell emPlogers what you can do, you have to be able to describe situations in which
you have demonstrated what you can do.
If you have limited work experience or most of your work experience is in one
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Particular)cield, don't despair. Emplogers are looking for more thanjust work~
sPechcic skills (e.g. the abi!itg to operate a Particu!ar type of cquipmcnt}, cspeciang if
those skills can be learned on thejob. ]Fgou have been invited to come in for an
interview, the emPloger has Probablg a]readg decided that you have or can learn the
necessary wor‘<~sPeci1Cic skills. What emPlogerS are looking for during ajob interview
is evidence oxcgour transferable skills and Persona] management skills. thn you
are Preparing for a work search, ask 3ourselxc what you have done in the Past that

demonstrates each of the skills listed below.
T ransferable Skills

Traﬂsgerable skills are keﬂ skills used in almost any kind of work. ]nterpersona] ski“s,
communication skills, computer ]itcrac9 skills and thinking skills are good examp]cs of

transferable skills.

lnterpcrsonal skills L are the skills required to work well with other PCOP]€ (e.g.
the abilit\g to work co~oPerative]3, express opinions inan
asser’cive~but~not~aggressivc way, recognize co-workers’

neecls, build mutual respect and trust in team



Communication

skills

ComPuter literacg

Thinking and
decisiommaking

skills

environments).

@inc]ude both oral and written skills (e.g‘ the abi]itg to
cxP!ain concepts c!carly and accurately to individuals or
groups of People, in person or over the telephone, anc{/or
to communicate egcctively via ]et’cers) e-mail messages and
rcpor’cs).

@re}cers to kegboarding skills and the abi]ity to use computer
programs for worcLProccssiﬂg or other aPPlications (c.g.

spreadshect or Presen’cation sogtware).

Qrmcer to the abilitg to gat}‘ner, analgze and applg

imcormation, and use goodjudgement to make decisions.

Personal Managemcnt Skl”s

Fersonal management skills are the skills you use every clag to "manage” your life.

Organizational sici”s, time management ski”s, managing 3oursel1c~as~a~business ski”s,

ancl hcalth and ]ixccstglcwc]a’md skx”s are gOOCl cxamp]es O]C PCFSOHa] managcmcnt

skills.

Organizational
skills

Time management

skills

Managing self-as-

business skills

Hea]th and
li?estylewelated
skills

Qre)cer to the abilit9 to work in an organized manner that

saves time and makes 3ou more CF{:CCtiVC.

@rc?cr to the abilitg to meet Projcct deadlines bg dcciding
what is most imPor’cant and accurate]g Predicting how much

time activities will take.

@r@cer to the abilitg to market your services and skills)
maintain your effectiveness as a worker ]:)3 learning new
’clnings, and build working relationslﬁips and networks with
others.

@rmccr to how well you take care oFgourselF. Eating we”,
exercising, and getting enough rest and relaxation are

rcquircd to manage stress cgcc’civc!g and balance the many



different roles you P]ag in life (c.g. stuc{cnt, parent, workcr).

EmPlogers are bccoming increasingly aware of how much the success of their
businesses dcpends on Fincling cmP]oyces who have good transferable and persona
management skills. T}‘nermcore, when you are looking for work, you need to let

emplogers know that you have these skills.

You don't have to be an expert at something to considerit a Personal skill. The level
of skill you need will depcnd on thejob. ]denti?y all oFgour ski”s, even hcyou‘re not an
expert. You can decide later hcgour skill level is a&cquate for the work you want to

do, orif you need to find ways to develop or imProve a skill.

Ques’cions You(an Ask ata Jox‘) |nterview

T oward the end of an interview, most emP]ogers will ask hcyou have any questions.
Employers often have a list of Preparec{ questions and likewise, so should you. The
best time to formulate questions is before the interview, when you are cloing research
on the Position, company and industry. T his should help you identhcy relevant and

sPeci)Cic questions.
Reasons to Ask Questions

‘You impress the cmP]oger bg asking thoughtxcul questions that show an interest in

the Position and company.

quu gain valuable information to Help you decide if t%cjob is the riglﬁt fit, should
you be offered it.

quu will have a better undcrs’can&ing of the emplogcr‘s exPectations of the
Prospective candidate and most Pressing cha”enges the organization is Facing. You
can cgcctiveb use this information in your summary of what you can offer the

emploger and in future interactions with the company.



Avoid asking questions about salarg and benefits (Particularlg in a first interview),
unless the cmplogcr mentions these topics first. You do not want to give the
impression that money is your Primarg concern. Jtis best to wait until you have an

actuanb offer before asking ciuestions about the compang‘s compensation Package.

(Ise the )Co”owing ques’cions as a guide, modhcging them to your own language and
adding more sPechCics from your research. Remember that attitude goes a ]ong way n
how your questions are received. (Genuine interest and assertiveness shines, whereas
an ”l demand to know the answers" attitude gets you nowhere. A]so be aware, the
emPloger may turn some oFyour questions around and ask you for the same

information. Pe Prepared!

Qucstions about the company or cIcPartmcnt

‘What are the comPang‘s biggest cha”engcs currentlg? (This shows that you are
interested in helping them meet those cha“eﬂges.)

q\/\/hat are the comPang’s ]ong~range Plans for exPansion?
@]n what ways does this company assist the Proxcessional growtl'\ of emp]ogces’?

@How could l check the financial stabilitg oFgour company (nc itisa non~Public
compang)? Tl’lis may seem a bit forward, and you may not want to ask this question
on the first interview. llcgou have ever been burmnt Financia”g with a company going

under, this may be very imPor‘cant to you.

q]s the company in any negotiations to merge with another comPang?



Questions about the position

@ How does this position fit into the company?

@ How would you describe the ideal candidate?

@Can you describe a typical work day, or week, for thisjob?

@What immediate projects or tasks would | be working on?

@Whg is this position vacant?

@What is the turnover rate for this position?

@What training program do you have to help employees move into a new position?
@Who would my immediate supervisor be? \What management style do they have?

q How soon after being hired can ] expect a Performance evaluation? What process

1S used?

Questions about the work environment

@What rclationship do emp]ogccs have with upper management?

@How is success measured in this company? (This information may give you some

indication what you have to do and how long you have to do it, before moving, up the
ladder’?)



q How would you describe the culture of this comPang?

Kemcmber the interview is a two-way street. Not onlg is the emp]oger assessing you,
you also are deciding whether you would want to work for the company. Accordinglg,
use the invitation "Do you have any questions’?" to find out information that will help

you make a goocl decision.

T‘He 4 F’s of a Successmcul ]nterview

You‘vc got the interview, you're nervous and you're inventing what i scenarios! With

the 4 F‘s 3ou’n increase your chances for a successful interview!

[ PREFARE
K now YourscH:

Tl’!orough Preparation is the first step towards a gooc} interview! |t takes time and
hard work, but it's crucial. You must self-assess to ic{entiFH what you have to
contribute to the company and tlﬂcjob. You need to take stock, }33 !isting on

paper, your.
skills and competencies
q;knowleage
values and needs
q;be]i@cs

@ interests



q}ocrsorxai characteristics

Knowing your Prome and what you want will give you more confidence and
demonstrate to the interviewer you are Purposeful and reflective - skills emPlogers

want emP]oyecs to have.

Know the ComPany

Learn all you can about the company you want to work for and the Position 5ou’ve

applicd for.

qCaH or visit the company and ask for information brochures, the latest annual
report, and the CEO‘S current sPeech, with the goals and direction of the

compang.

quind out the compang‘s vision and mission statement. You'll geta Fcc!ing for how

the company operates and how it sees its emplogees.
QSUF‘F the |nternet for a company wcbsite; you might get all the information there.

@Be sure you know what the Position requires. Asic the human resources
depar’cmen’c for ajob dcscription or find out more about t%cjob from another
workerin the company. Or Perhaps you could talk to a friend who does similar

WOF‘(.

Knowing this information will show you're keen]y interested in the company and

motivated about tlﬁejob~qualities emP]oyerS look for.
K now Your Contribution

With research in hand you're readg to anticipate and prepare for questions you
might be asked. Remember the emPloger is trying to find out three things: can you
do thcjol), will you do thcjob, and will you fit with the company's stgle? chp these
needs in mind during your interview and take oPPortunitics to demonstrate how

you will meet them.

(reate a master list of accomP]ishmcnts from your work, leisure and volunteer



activities, and include the results achieved.
Review your accomPlislﬁments‘ Which are keg to the Posi’ciom‘s needs?

Write down ques’cions the interviewer might ask. Fut 3ours<3l1C in the interviewer's

shoes and think about what you would like a Potcntia] candidate to answer.

TaP your memory for stories that illustrate your skills and successes. Use the
Situation, Action and Result (SAR) formula. [Tor cxample, you saw a Problem in
the manufacture of a Product and you took the initiative to find a way to solve it, or
you worked on or maﬂaged a difficult Project USing SAR, describe the situation,
cxplaiﬂ your approaclﬂ and tell the results.

EmPloyers want to know what your track record is in achieving results and how you

will contribute to successful outcomes.

[{PRACTICE

Step #2 is casier than all the research you did in Step #1, butitis still time
consuming, Fractice what you're going to say and how you will say it on video or

audio taPe, to see and hear how you Per‘Form‘

]’c’s best not to memorize questions and answers, but be sure that you develop i(eg
Points, based on the Preparation stcp, that you want the interviewer to know about
you. These keg Poin’cs can be used to rcspond to a variety of ques’cions. Now

listen to and/or watch 3ourselxc make these Points ina ro!e«P]ag scenario.

lt’s also imPor’cant for you to ask relevant questions during the interview. Make a
list of about three things you want to know about the Position orthe company
(makc sure these are qucstioms you wouldn't be cxpectcd to a!rcadg know from

gOUI" research.)

Tl‘ve emploger wants to hear how your ski”s, knowle&ge and expertise match the

needs of the Position and wants to hear how you communicate.

[HPARTICIPATE



This step is all about how to act in the interview.

‘Are you Fu”g involved; do you appear to be motivated; are you enthusiastic
about the oPPortunitg; are you on your best behaviour?

@Sit with good posture, leaning slight]y forward to show interest. Bodg language

is impor‘cant.
@Your tone of voice is kcy to communicating Participation and Perspective‘

qMa‘(e good eye contact; interviewers will exPec’c you look them in the eye with

confidence.

@Watch the interviewer's bodg language and exPrCSSEOﬂs for kegs to how gou’re

‘Cloirﬁg; it's also a good idea to match some of the interviewer's stg!c.
@Listen c!osc]y to the questions SO you can answer them accurate]y.
@Be direct. Don’t ramble orgo off toPic.

@Take time to think before you resPond.
@]Fgou want t%cjob, ask for it at the end of the interview.

@Giving your utmost attention to the interview and the interviewer tells the

emplogergou are dedicated to your commitments.

[ BE FOSITIVE

Most Pcople feel anxious when going on ajoh interview! PBut you can choose to be
Positive and comciclent, even hcgou are nervous. ]t‘s up to goul lggou were the

interviewer, what attitude would you Prcxccr toseeina Potcntial candidate?

You can decrease your anxiety ixcgou realize that an interview is simplg a meeting -
a meeting in which the goal is for both Parties to find out beneficial information.
Yes, the emPloger wants to know hcgou cando thejob, if you will do thejob, and if

you will fit into the organization. Putit's not a one-way exercise where he or she



has all the power. A]thr a”, you also want to know if this is where you want to use
your skills and knowlcc}ge, hcgou will learn and grow in this Position, and if this is an

organization that will respect and comPensate you for your input.

Your attitude is crucial to show the CmPlogergou are resPonsible to make your

own choices.

Choose to make your interview a Positive and successful leaming experiencel

USimg the 4 [7's might even hclp you cnjog the expericnccl



