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INTERVIEWING BASICS

1.  Always keep selling yourself

2.  Always be honest and truthful

3.  Always be positive - NO NEGATIVES

4.  Express your feelings

These four items should become stamped in your mind as well as your name is.
SELL YOURSELF!
YOU are the product, so always mention strong points about your personality and your expertise at every opportunity: i.e., being assertive, ambitious, people oriented, quick to learn, enthusiastic, innovative, etc.  These can be inserted into your answers to the interviewer, making it not much different than a tennis match.  Every time you sell something about yourself, you are putting “points up on the board”.  At the end of each question you are answering, attempt to end with a question.  (May I be more specific?  Is there anything else you would want to know on this subject?  Could you tell me a bit more about the details of the position you have in mind?  Could you give me some historical data about the company?  Etc.)  If the interviewer is not good at what he is doing, then you are controlling the pace of the interview, and at the same time, avoiding an unpleasant silence that may occur if he cannot think of what to say.
BE COMPLETELY HONEST AND TRUTHFUL!


Suppose you have been at the interview for five or ten minutes and the person asks, “Why would you like to work for us?”  Many people will state that they understand that the company is growth oriented, or progressive, or a leader in their field, or some other things.  However, since you have only been with the person for a short time, the truthful answer is “We’ve been together for about five minutes and at this point I’m not sure I want to work for you and (SMILE) I am equally certain you don’t know that you wish to hire me, but as we talk, I would hope we arrive at a need of yours that could prove to be mutually beneficial.  Could you tell me about the position you have in mind you wish to fulfill?”  (Ball is now in his court!)  There is a difference in being honest and truthful, and telling him what you think he wants to hear.

ALWAYS BE POSITIVE - NO NEGATIVES!


If the interviewer asks if you have had any experience in a particular area where you know you have never had that specific position, there is nothing wrong with saying, “While not having been in that area you mention as a full time occupation, I have been in enough places to have has a lot of exposure in that area.  Knowing that any business reflects the personality of the person running it, I am certain that with a modicum of training, I could fulfill your goals and objectives as well as anyone.”  Thus, adroitly, yet honestly you have turned a negative into a positive.  Also, describe potentially negative situations in positive terms, such as, “I am leaving my present position because I am looking for a real growth opportunity,” instead of saying, “In my present position, I can’t advance further.”

EXPRESS YOUR FEELINGS!


Don’t hold back feelings of excitement, enthusiasm, (praise of the interviewer if you really feel it) and the real desire to go to work for the company in a career position, not just a job.  So many people turn off an interviewer and possible job offer simply by not being warm, open, attentive, and interested.  They sit like mechanical men just waiting to answer questions.  This is a real turn off.  But, a smile, a nice word and being yourself can make all the difference.

If You Keep These Four Basics In Mind, You Can Answer All Questions Intelligently!!

TYPICAL INTERVIEW QUESTIONS

ABOUT YOUR OBJECTIVES
· What are your short/long range objectives?

· What are you looking for in a job?

· If you could start again, what would you do differently?

· What new goals or objectives have you established recently?

· What position do you expect to have in five years?

· Why haven’t you obtained a job so far?

· How would you describe success?

· Don’t you feel you would be better off in a different size/type of company?

· If you had your choice of jobs and companies, where would you go?

· What other types of jobs are you considering?  What companies?

· Why do you feel you have top management potential?

· What is your philosophy of management?
ABOUT YOU

· What is your biggest strength?

· What is your greatest weakness?

· Can you work under pressure?  Deadlines?

· How do you feel about people from minority groups?

· Would you object to working for a woman?

· Would you describe a few situations in which your work was criticized?

· Why aren’t you earning more at your age?

· Do you generally speak to people before they speak to you?

· How would you describe your own personality?

· What kind of boss do you fell you are?

· When do you plan to start a family?

· Don’t you think you are “overqualified” for this position?
ABOUT YOUR PREVIOUS/PRESENT FIRM 

· Why are you leaving your present position?

· How have you changed the nature of your job?

· What do you think of your boss?

· What features about your previous/present job do you dislike?

· How would you evaluate your previous/present firm?

· In your previous/present position, what problems have you identified that had been overlooked?

· What do subordinates think of you?

· How are you at firing people?

· Have you hired people before and what do you look for? 

ABOUT THE PROSPECTIVE COMPANY

· Why should we hire you?

· What can you do for us that someone else cannot do?

· How long would it take you to make a contribution to our firm?

· How long would you stay with us?

· What interests you most about the position we have?  The least?

· Will you be out to take your bosses job?

· Why do you want to work for us?

· What kind of salary 

· are you looking for?

· are you worth?

· are you making now?
ABOUT SPECIFIC TALENTS

· What are your five biggest accomplishments?

· In your previous/present job?

· In your career so far?

· Are you creative?  Give an example!

· Are you a leader?  Give an example!

· Are you a good manager?  Give an example!

· Are you analytical?  Give an example!

· Have you helped increase sales/profits? How?

· Have you helped reduce costs?  How?
SOME HELPFUL INTERVIEWING TIPS

· As for the questions themselves, the first is usually. . . “Tell me a little about yourself.”  You should practice this so that you are prepared to give a brief, concise, verbal resume in about 4-5 minutes.  If it is too long the interviewer may lose interest in you.  The best way to practice this is to verbalize it aloud in a room, or let someone you trust interview you.  You’d be surprised at how astute others can be about the way you are coming across.  You might even benefit from recording yourself and listening to exactly how you sound to others.

· If the question should arise why you feel you can do the job better than someone whom presently works for the firm, your answer should be along the lines of,  “I cannot compare myself to someone whom I do not know, but I do know ME, and if what you have outlined is your real target, I am certain that I can do the job as well as anyone, and perhaps better. . .” and then insert a selling point or two about you that is specifically aimed at this particular situation.

· Later, the question is going to come up, “How much money are you looking for?” or words to that effect.  The only answer to that is, “Money is important to me, but equally important is my growth potential, my future, and the opportunity to make a real contribution to your profitability.  I seek a career, not just a job.  I would guess that you have a salary range in mind and it would be helpful if you would tell me what it is.”

· At the close of the interview, if the interviewer says he/she cannot make you an offer at that time but will get in touch with you, then you must ask three questions:

1. How soon do you expect to fill this position?

2. When may I hear from you?  (Pin down the day if possible)

3. If you have been interviewing others, would you mind telling me how I compare?

There are a lot of additional questions you might have some problems with which appear in the next page.  Review each one and try to answer each, keeping in mind the four basics covered previously. 

· TELL ME ABOUT YOURSELF – Practice this for four minutes in length.

· Develop 15-20 questions on points which you would want to know about a prospective employer.

INCREASING YOUR POTENTIAL FOR JOB OFFERS

Please take the time to read through these suggestions.  Following them will maximize your potential to receive job offers.  All points are equally important.  Remember the purpose of an interview is to get an offer.

1. Always be on time.  If something occurs to delay your arrival call your consultant or company to let them know.

2. Dress professionally.  You should wear a business suit.

3. Prepare yourself for the interview.  Try and gain as much info about the job/employer before hand.  No one likes surprises.

4. Discuss benefits with Personnel.

5. If a company asks you what your salary requirements are tell them you would like a salary based on your abilities and within their range for the position offered.  Don’t commit to a specific figure unless the company is making you an unofficial offer and you’re sure you will accept that offer.

6. Avoid “Bad Mouthing” your current or past employer.  Potential employers often feel that is the way they might be remembered should you leave them.

7. During the interview make a point to let the “Hiring Authority” know that you are very interested in them as a potential employer.

8. Don’t volunteer negative information.  If shortcomings come up during the interview point out that you are aware of them and have made an effort to amend them.

9. Don’t smoke or chew gum while being interviewed.

10. Make eye contact and offer a firm handshake.

11. Answer questions directly and to the point.  Don’t change the subject because you feel uncomfortable with the question.  If you’ve never done something or aren’t quite sure your abilities would enable you to accomplish something, be honest.

12. Casual conversation is okay if the potential employer initiates it.  Even then it should not stray too far for too long.

INTERVIEWING

DRESS:



· Women  –  Navy or solid dark, tailored suit, or skirt, blouse and blazer.  Arms covered.  Professional appearance including hosiery, no open toed shoes, small earrings and no more than one ring on each hand.  Make-up should be natural, nothing harsh.

· Men  -  Dark, two piece suit, or slacks with blazer and white shirt and conservative tie.  Shoes and socks should match slacks.  Very tailored professional appearance.
INTRODUCTION:
1. Firm handshake.

2. Good eye contact.

3. Smile

4. Repeat your name.

5. Repeat interviewer’s name.

Example:


· Extend hand, look directly into employers eyes and smile then say

“How do you do, Ms./Mr. ________________, I’m _______________, I’m happy to 

meet you.”
· Sit down comfortably
Nothing on your lap.  Handbag or briefcase on the floor neatly beside you.

· Ask questions about company

Ex:  How many employees work here?  How long has the company been in this 

location?  How long has the employer been associated with the company?”
· DO NOT DISCUSS MONEY
On application write “Open” for salary desired.  When the interviewer asks you 

how much you are looking for, you respond, “I need your very best offer.”  It is 

fine to tell then how much you are currently earning or how much you earned in 

your last position.  Ex:  “I was earning $_______ on my last position.  I am sure 

you understand, Ms./Mr. _______________, I need your best offer.”
· DO NOT SAY “NO” TO ANY OFFER
instead, say “I would consider it, but I would be more comfortable if you would 

discuss salary with Johnna.”  You can, of course, accept an offer if it is what YOU 

want!
· ASK FOR THE JOB!  GO FOR IT!  

Enthusiasm is the key to getting hired.  Ex:  “I can do terrific job for you!  I really hope 

you will consider me for the position!”

· Shake Hands 
again at the end of the interview and say, “Thank you for the time you spent with me 

today, Ms./Mr. _____________.  I really hope we can work together very soon!”



URGENT!!

Immediately after the interview call Johnna!
COUNTER OFFERS

10 REASONS FOR NOT ACCEPTING A COUNTER OFFER

1. You should not have to threaten to resign to get what you are worth!

2. All companies have strict wage guidelines.  Is your added pay coming out of your next raise?

3. Expect your company to start looking for a new person at a cheaper rate.

4. Now your employer knows you are unhappy and your loyalty will always be in question.

5. Will your employer consider your loyalty when promotion time comes around?

6. You’ll be the first to go when times get tough.

7. Your reasons for considering a change will repeat themselves – even if you accept a counter offer.

8. Even if you accept a counter offer, statistics show you probably will leave within six months or be let go within a year.

9. A counter offer is an insult to your intelligence and a blow to your pride – knowing you were bought.

10. Your relationship with coworkers will change.  You will lose peer group acceptance.

DONT BE FOOLED!

· Bosses hate to lose people because. . .

· it’s bad for moral for someone to quit.  It’s better to fire.

· there never is a good time for someone to quit.  The boss can’t anticipate and make arrangements for the work to get done.  Better to “counter” get the work done and the replacement in – then fire the individual.

· it makes the boss look bad to the people above him/her.

· So they will tell you things like. . .

· this raise was supposed to go into effect next quarter, but we’ll just start it the first of the month instead.  DON’T BE FOOLED!

· you have been doing well and we have had our eye on you for some expanded possibilities.  I have been meaning to tell you about it, but it was confidential.  I couldn’t tell you before now.  

· the President and Vice President want to have dinner with you tonight before you make your final decision.  DON’T BE FOOLED!

· I’m really shocked!  I thought you were as happy with us as we are with you!  Let’s talk about this a little before you make your final decision.  
DON’T BE FOOLED!
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