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Definitions and Purpose

ÅWhat is an interview
ïA conversation between you and the employer

ïDesigned to measure your background and 
experience for the job

ïAlso used by job candidates to determine if they 
want to work for this particular employer

ÅInterviews are often done in phases with each 
phase used to further define the final 
candidate(s)



You're put in a room you've never been in, 

with a person you've never met, to talk about 

a company you don't work at, in order to 

persuade somebody that you'll be excellent at 

a job you don't have.

To put it another way



The Real Reason

ÅTo effectively market (sell) yourself to 
potential employers

ÅEstablish a positive relationship with the 
interviewer

ÅLeave a strong positive impression of yourself

ÅPresent yourself in the best possible light



Preparing for the Interview

ÅUnderstanding the position
ïIdentify skills and experiences necessary to 

perform the job

ïUnderstand how your competencies and 
experiences best fit the position

ÅUnderstanding the organization
ïDo you really want to work there

ïWhy

ïHow will you fit with the culture



Know What to Say in the Interview

ÅPlan and prepare in advance

ÅDevelop answers to common questions

Å.Ŝ ǎǇŜŎƛŦƛŎΤ ŘƻƴΩǘ ƎŜƴŜǊŀƭƛȊŜ

ÅRemember the interview is where you market (sell) 
yourself.  Leave a good impression.

ÅBe positive and enthusiastic

ÅThink about your answer before giving it.

Å±ŀǊȅ ȅƻǳǊ ǾƻƛŎŜΣ ŎƘŀƴƎŜ ǾƻƭǳƳŜΣ ŘƻƴΩǘ ōŜ ƳƻƴƻǘƻƴŜ

ÅBe consistent

ÅThink



The rule for job interviews is:

"He who talks the 
least, wins."



Interview Parts and Pieces

ÅInitial introduction of participant(s)

ïPosition overview or description

ïIntroduction of the interviewer

ïHow the process will unfold

ÅQuestions for you

ÅQuestions from you

ÅClosing

ïWhat happens next



Beginning the Interview

Elevator speech or TMAY

ÅA 30 second to 1 minute 
overview of you

ÅCareer highlights

ÅWork experience 

ÅEducation

What it IS NOT

Å IS NOT your life history

Å Is NOT a discussion of your 
personal life



Group Exercise

ÅTake several minutes and write your own 30-
second to 1 minute elevator speech.

ÅRemember to emphasize:

ïEducation

ïExperience

ïCareer interest



Types of Interviews

ÅBehavioral

ÅLƴǎǘƛƴŎǘΣ /ƻƴǾŜǊǎŀǘƛƻƴŀƭ ƻǊ άDǳǘέ

ÅDemonstration or situational



Behavioral Interview

ÅIs structured and focused on behaviors and the 
job
ÅObjective, systematic and consistent
ÅUses examples from your past to demonstrate 

how you will perform in the future

ÅHow do you know this is a behavioral interview?
The questions begin with phrases such as
ά¢Ŝƭƭ ƳŜ ŀōƻǳǘ ŀ ǘƛƳŜΧέ
ά5ŜǎŎǊƛōŜ ŀ ǎƛǘǳŀǘƛƻƴέ



Answering Behavior Based Questions

ÅUse a structured response

ÅSTAR
ïSituation ςwhat was happening and how were you 

involved

ïTime frame ςwhen did this happen

ïAction taken ςwhat specifically did you do and how 
did you do it

ïResults ςwhat happened, what was the outcome

Å¢ƘŜ ǊŜǎǳƭǘ ƛǎƴΩǘ ŀǎ ƛƳǇƻǊǘŀƴǘ ŀǎ ǘƘŜ Ƙƻǿ ȅƻǳ Ǝƻǘ 
there.



Group Exercise

Å²ƛǘƘ ŀ ǇŀǊǘƴŜǊ ŀƴǎǿŜǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎΤ  άTell me 
about a time that you had a challenging 
ǇǊƻƧŜŎǘΦ  ²Ƙŀǘ ŘƛŘ ȅƻǳ Řƻ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘƛǎΚέ

ÅEach partner should attempt to answer the 
question using the STAR technique.  The 
listening partner should take notes to ensure 
that each piece of STAR is used.

ÅDiscuss as a group



LƴǎǘƛƴŎǘΣ /ƻƴǾŜǊǎŀǘƛƻƴŀƭ ƻǊ άDǳǘέ
Interviews

ÅCharacteristics or Traits
ïAppear unstructured

ïAppear to be simply two people talking

ïThe interviewer may focus on value or personal characteristic type 
questions

ï Interviewers are very friendly and easy to get along with

ïUses general or first impressions to make a decision

ÅHow do you manage these
ïDo not over relax or get to comfortable

ïBe informal but also be professional

ïEmphasize how well you work with others; give examples



Demonstration or Situational

Å{ƻƳŜǘƛƳŜǎ ŎŀƭƭŜŘ άƛƴ-ōƻȄέ ŜȄŜǊŎƛǎŜǎΦ

ÅYou will be presented with a situation where 
you will actually perform some work.  

ÅThis could be in a mock environment or a live 
environment.

ÅYou will be expected to perform as if you are 
really on the job.

ÅSometimes the interviewer will role play with 
you.



Common Questions

ÅCommon Questions you will be asked

ïHow to answer

ÅCommon Questions You may wish to ask

ïHow to answer



Commonly Asked Questions

ÅTMAY
ÅWhy do you want to work here?
ÅWhy are you leaving your current job?
ÅWhy did you leave your most recent job?
ÅWhere do you see yourself in 5-years?
ÅDescribe a weakness
ÅWhat salary are you looking for?
ÅWhat was your last boss like?
ÅTell me about a failure you had and what you 

learned from it.



Commonly Asked Questions Continued

ÅHow do you explain the gaps in your 
employment?

ÅWhen were you most satisfied in your job?

ÅDescribe a time when you did not get along 
with a co-worker.

ÅWhat motivates you?

ÅHow would your former boss or co-workers 
describe you?



How to Handle TOUGH 
Questions



What Are Tough Questions

ÅvǳŜǎǘƛƻƴǎ ǘƘŀǘ ȅƻǳ ŎŀƴΩǘ ƻǊ ŘƻƴΩǘ ǿŀƴǘ ǘƻ 
answer.

ÅQuestions that are difficult to answer.

ÅvǳŜǎǘƛƻƴǎ ǘƘŀǘ ŀǊŜ άƛƭƭŜƎŀƭέ

ÅQuestions designed to get negative 
information.



Tough Questions

ÅDescribe a weakness.

ÅDescribe a trait e.g. selfish, hard headed, 
disorganized

ÅResponses

ïUse a strength as a weakness.  άL ǎƻƳŜǘƛƳŜǎ ƎŜǘ ǎƻ 
caught up in making certain my part of the job is done that  
I forget that other people have their own parts.  When I do 
ǘƘƛǎ L ƘŀǾŜ ǘƻ ǊŜƳƛƴŘ ƳȅǎŜƭŦ ǘƘŀǘ L ŀƳ ŀ ǇŀǊǘ ƻŦ ŀ ǘŜŀƳΦέ

ïDescribe a situation where this answer applies.



Tough Questions

Åά²Ƙŀǘ Řƻ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ōƛƎƎŜǎǘ ƳƛǎǘŀƪŜ ƻŦ ȅƻǳǊ ƭƛŦŜ 
ǘƻ ōŜΚέ  ά²Ƙŀǘ ǿƻǳƭŘ ȅƻǳ ƭƛƪŜ ǘƻ ŎƘŀƴƎŜ ŀōƻǳǘ ȅƻǳǊ 
ǇŀǎǘΚέ

Åά¢Ŝƭƭ ƳŜ ŀōƻǳǘ ŀ ǘƛƳŜ ŀǘ ǿƻǊƪ ǿƘŜƴ ȅƻǳ ŘƛǎŀǇǇƻƛƴǘŜŘ 
ȅƻǳǊǎŜƭŦ ōȅ ƴƻǘ ŦƻƭƭƻǿƛƴƎ ȅƻǳǊ ǇǊƛƴŎƛǇƭŜǎ ƻǊ ǾŀƭǳŜǎΦέ

ÅResponses:
ïά¢Ƙƛǎ ǇŀǊǘ ƻŦ Ƴȅ ƭƛŦŜ Ƙŀǎ ǎƻƳŜ ǘƘƛƴƎǎ ǘƘŀǘ L ŀƳ ƴƻǘ ǾŜǊȅ 
ǇǊƻǳŘ ƻŦΦ  !ǘ ǘƘŀǘ ǘƛƳŜ L ƘŀŘ ŀ ǇǊƻōƭŜƳ ǿƛǘƘψψψψψψψψψΦέ

ïBriefly describe an event that shows how you learned from 
these experiences

ïState your commitment to constant improvement.



Tough Questions

ÅSamples
ïά²Ƙŀǘ ƛǎ ǘƘŜ ōƛƎƎŜǎǘ Ŧƭŀǿ ƛƴ ȅƻǳǊ ǇŜǊǎƻƴŀƭƛǘȅ ǿƘŜƴ 
ȅƻǳǊ ŦŜŜƭƛƴƎǎ ƎŜǘ ƘǳǊǘΚέ
ïά²Ƙŀǘ Řƻ ȅƻǳ Řƻ Ƴƻǎǘ ƻŦǘŜƴ ǿƘŜƴ ƘŀƴŘƭƛƴƎ ǎǘǊŜǎǎ ŀǘ 
ǿƻǊƪΚέ
ïά¢Ŝƭƭ ƳŜ ŀōƻǳǘ ŀ ǘƛƳŜ ǿƘŜƴ ȅƻǳ ǿŜǊŜ ƴƻǘ ǎǳŎŎŜǎǎŦǳƭ 
ŎƻǇƛƴƎ ǿƛǘƘ ǇǊŜǎǎǳǊŜ ƛƴ ȅƻǳǊ ƭƛŦŜΦέ

ÅResponses
ïάL ƘŀǾŜ ǘƻ ŀŘƳƛǘ L ŀƳ ƴƻǘ ǇŜǊŦŜŎǘ ōǳǘ L ŀƳ ŎƻƳƳƛǘǘŜŘ 
ǘƻ ƛƳǇǊƻǾƛƴƎ ƳȅǎŜƭŦΦέ
ïGive an example, use the STAR method



Tough Questions

Åά²Ƙȅ ǿŜǊŜ ȅƻǳ ŦƛǊŜŘΚέ
ÅResponse:
ÅExplain the circumstances; tell the truth; explain what 

you learned; try and convert this to a benefit.
ÅExamples:
ïά{ƻƳŜǘƛƳŜǎ ȅƻǳ ƎŜǘ ƛƴǘƻ ǎƛǘǳŀǘƛƻƴǎ ǿƛǘƘ ŘƛŦŦŜǊŜƴǘ 
ǇŜǊǎƻƴŀƭƛǘƛŜǎ ǘƘŀǘ ŘƻƴΩǘ Ŧƛǘ ǿŜƭƭ ǿƛǘƘ ȅƻǳǊ ǾŀƭǳŜǎΦέ  άΧŀƴŘ 
this was one of those times ςȅŜǎ L ǿŀǎ ŦƛǊŜŘΦέ  άIƻǿŜǾŜǊΣ 
by watching this person as they interacted with others I 
ƘŀǾŜ ƭŜŀǊƴŜŘ ǘƻ ōŜ ƳƻǊŜ ŀƭŜǊǘ ǘƻ ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ ǇƻƭƛǘƛŎǎΦέ
ïDescribe how you use this situation to make things better 

now and in the future.



Tough Questions

Åά²Ƙȅ ǿƻǳƭŘ ȅƻǳ ōŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘƛǎ Ƨƻō ŀŦǘŜǊ 
ǿƻǊƪƛƴƎ ŀǘ ƳǳŎƘ ƘƛƎƘŜǊ ƭŜǾŜƭǎ ƛƴ ǘƘŜ ǇŀǎǘΚέ
ÅResponse
ïFirst ςconsider if you have the appropriate skills, how 

happy will you be in this role and why you personally 
are considering this job.
ïTHEN:  Admit that you are concerned with that 
ǉǳŜǎǘƛƻƴ ǘƻƻΦ  5ƻƴΩǘ ŘƛǎŎǳǎǎ ǎŀƭŀǊȅΤ ǘŀƭƪ ŀōƻǳǘ ȅƻǳǊ 
strengths and accomplishments; talk about the impact 
this will have on your lifestyle; leave your higher 
qualifications out of the conversation; indicate your 
commitment.



Individual Exercise

ÅUsing the question examples previously given 
write down how you would answer these 
difficult questions.

ÅLook closely at what you have written.  Does it 
meet the definition of :
ïExplain the circumstances

ïTell the truth

ïExplain what you learned

ÅHow can you turn this into a strength?



Tough Questions

ÅHandling the illegal question

ÅHow would you respond?

How old are you? Howwould you respond?

Where were you born? Howwould you respond?

How long before you plan to 
retire?

Howwould you respond?

Are you planning on having 
any children?

Howwould you respond?



Group Exercise

ÅAs a group discuss how each of these 
questions could be answered



Asking Questions

ÅRemember interviewing is a 2-way process

ÅUse your questions to measure how you 
would fit in the organization and how 
promising long term employment could be.

ÅThis shows you are actively interested and can 
set you apart from other candidates.



Asking Questions

ÅWhat is the culture like in this company?

ÅWhat are the strengths of this company?

ÅHow did this position become available?

ÅIƻǿ ŘƻŜǎ ǘƘƛǎ ŎƻƳǇŀƴȅΩǎ ŦǳǘǳǊŜ ƎǊƻǿǘƘ ƭƻƻƪΚ

ÅWhat are the most important characteristics you 
want in the person you will hire?

ÅWhat is the most immediate challenge you have?

ÅWhat are the next steps in the process?



άYƛƭƭŜǊέ vǳŜǎǘƛƻƴǎ

ÅKnock the interviewers socks off with these 
questions.
ïWhy do you work here?

ïWhat in my background and experience convince 
you I am the right person for this job?

ïIf you and I were disagreeing, how would you 
want to go about resolving it?

ïWhat parts of my background and experience are 
causing you a challenge in selecting me for this 
job?



Finishing the Interview

ά.ŀǎŜŘ ƻƴ ƻǳǊ ŘƛǎŎǳǎǎƛƻƴ ƻŦ ǘƘŜ 
company, the job and my 

background I am very interested in 
ǘŀƪƛƴƎ ǘƘƛǎ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇέ



Following Up

ÅAt the end of the interview

ÅWhat to ask

ÅWhat to do

ÅWhen to do it

ÅWhen does following up cross the line into 
becoming a pest


