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Definitions and Purpose

A What is an interview
I A conversation between you and the employer

I Designed to measure your background and
experience for the job

I Also used by job candidates to determine If they
want to work for this particular employer
A Interviews are often done in phases with each
phase used to further define the final
candidate(s)



To put it another way

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.



The Real Reason

A To effectively market (sell) yourself to
potential employers

A Establish a positive relationship with the
Interviewer

A Leave a strong positive impression of yourself
A Present yourself in the best possible light



Preparing for the Interview

A Understanding the position

I ldentify skills and experiences necessary to
perform the job

I Understand how your competencies and
experiences best fit the position

A Understanding the organization
I Do you really want to work there
I Why
I How will you fit with the culture



Know What to Say In the Interview

A Plan and prepare in advance

A Develop answers to common questions
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A Remember the interview is where you market (sell)
yourself. Leave a good impression.

A Be positive and enthusiastic

A Think about your answer before giving it.
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A Be consistent

A Think



The rule for job Interviews Is:

"He who talks the
least, wins."



Interview Parts and Pleces

A Initial introduction of participant(s)
| Position overview or description
I Introduction of the interviewer
I How the process will unfold

A Questions for you
A Questions from you

A Closing
I What happens next




Beginning the Interview

Elevator speech or TMAY What it IS NOT
A A 30 second to 1 minute

overview of you A IS NOT your life history
A Career highlights A 1s NOT a discussion of your
A Work experience personal life

A Education



Group Exercise

A Take several minutes and write your own 30
second to 1 minute elevator speech.

A Remember to emphasize:
| Education
I Experience
| Career Interest



Types of Interviews

A Behavioral
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A Demonstration or situational



Behavioral Interview

A Is structured and focused on behaviors and the
job
A Objective, systematic and consistent

A Uses examples from your past to demonstrate
how you will perform In the future

A How do you know this is a behavioral interview?
The guestions begin with phrases such as
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Answering Behavior Based Questions

A Use a structured response

A STAR

| Situation¢ what was happening and how were you
Involved

I Time framec when did this happen
I Action takenc what specifically did you do and how
did you do it
I Resultsg what happened, what was the outcome
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Group Exercise
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about a time that you had a challenging
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A Each partner should attempt to answer the
guestion using the STAR technique. The

listening partner should take notes to ensure
that each piece of STAR Is used.

A Discuss as a group
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Interviews

A Characteristics or Traits

I Appear unstructured
I Appear to be simply two people talking

I The interviewer may focus on value or personal characteristic type
guestions

I Interviewers are very friendly and easy to get along with
I Uses general or first impressions to make a decision

A How do you manage these

I Do not over relax or get to comfortable
I Be informal but also be professional
I Emphasize how well you work with others; give examples



Demonstration or Situational
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A You will be presented with a situation where
you will actually perform some work.

A This could be in a mock environment or a live
environment.

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

A Sometimes the interviewer will role play with
you.



Common Questions

A Common Questions you will be asked
I How to answer

A Common Questions You may wish to ask
I How to answer



Commonly Asked Questions

A TMAY

A Why do you want to work here?

A Why are you leaving your current job?

A Why did you leave your most recent job?
A Where do you see yourself inygars?

A Describe a weakness

A What salary are you looking for?

A What was your last boss like?

A Tell me about a failure you had and what you
learned from It.




Commonly Asked Questions Continue

A How do you explain the gaps in your
employment?

A When were you most satisfied in your job?

A Describe a time when you did not get along
with a ceworker.

A What motivates you?

A How would your former boss or agorkers
describe you?



How to Handle TOUG
Questions




What Are Tough Questions
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answer.

A Questions that are difficult to answer.
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A Questions designed to get negative
Information.



Tough Questions

A Describe a weakness.

A Describe a trait e.g. selfish, hard headed,
disorganized

A Responses

I Use a strength asaweaknessL. 42 YSUAYS:
caught up in making certain my part of the job is done that
| forget that other people have their own parts. When | do
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I Describe a situation where this answer applies.



Tough Questions
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A Responses:
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I Briefly describe an event that shows how you learned from
these experiences

| State your commitment to constant improvement.



Tough Questions

A Samples
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I Give an example, use the STAR method



Tough Questions
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A Response:

A Explain the circumstances; tell the truth; explain what
you learned; try and convert this to a benefit.

A Examples:
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by watching this person as they interacted with others |
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I Describe how you use this situation to make things better
now and in the future.



Tough Questions

Aa2 Ké g2dA R &2dz 6S AYyuUS
62NJ Ay G YdzOK KA3IKSN
A Response

I Firstg consider if you have the appropriate skills, how
happy will you be in this role and why you personally
are considering this job.

I THEN: Admit that you are concerned with that
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strengths and accomplishments; talk about the impact

this will have on your lifestyle; leave your higher
gualifications out of the conversation; indicate your

commitment.



Individual Exercise

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

A Look closely at what you have written. Does i
meet the definition of :
I Explain the circumstances
I Tell the truth
I Explain what you learned

A How can you turn this into a strength?




g the illegal question
ould you respond?

How old are you? Howwould you respond?

Where were you born? Howwould you respond?

How long before you plan to Howwould you respond?
retire?

Are you planning on having Howwould you respond?
any children?



Group Exercise

S a group discuss how each of these
estions could be answered




Asking Questions

A Remember interviewing is a\#ay process

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

A This shows you are actively interested and cat
set you apart from other candidates.



Asking Questions

A What is the culture like in this company?

A What are the strengths of this company?

A How did this position become available?
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A What are the most important characteristics you

want in the person you will hire?

A What is the most immediate challenge you have?
A What are the next steps in the process?
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A Knock the interviewers socks off with these
guestions.
I Why do you work here?

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

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

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



Finishing the Interview
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company, the job and my

background | am very interested In
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Following Up

A At the end of the interview
A What to ask

A What to do

A When to do it

A When does following up cross the line into
becoming a pest




