Interview Preparation

Interviews can be difficult for even a seasoned professional. The interview is the best opportunity to gain insight into the company, position, career advancement, style of management, and to determine how your experience and skill can contribute to the growth and profitable advancement of an organization.

Success in an interview is not merely chance, it is planning and preparation:

The following will aid in preparing for an interview:

· Do research on the company – it’s history, current situation, what goods or services they provide, know a few of their competitors. Sources for information: your consultant, website, library, trade journals, annual reports. 

· Be prepared with good questions about the company, department, goals and direction of the company, what will need to be accomplished within 6 months 

· Understand the position you are being hired for – duties and responsibilities. The reporting structure. 

· Know yourself and the skills you bring to the company. 

· Review your resumes and know dates, special accomplishments, duties accomplished, projects you participated in. Have a career plan that is realistic. Be able to give specific situations to demonstrate your abilities. 

SECURE SUCCESS BY:

1. Arrive on time but not more than 15 minutes early. 

2. Greet reception in a pleasant manner. 

3. Fill out any application neatly and completely. 

4. Smile, firm handshake. 

5. Do not smoke before an interview. 

6. Do not chew gum. Do not put candy in mouth while waiting. 

7. Sell your skills. No one word answers. 

8. Answer questions completely, and to the point. Do not ramble on or stray from the point. 

9. Polite, friendly, professional. 

10. Represent yourself honestly. 

11. Turn Off your cell phone or pagers. 

12. If interviewing over lunch or after 4:30 have a light snack to avoid rumbling stomach. 

Resume

Resume is an important part of the interview process. Your resume is the ticket to an invite for an interview. Resumes should be:

· Neatly typed 

· No spelling errors 

· Not more than 2 pages 

· No personal data such as date of birth, age, height, weight, marital status, sin # 

· No pictures of self 

· Nicely formatted, lots of white space 

· Never folded 

· Dates should flow 

· All information should be accurate and true 

· Direct and easy to read, not too much information 

FORMAT:

Objective – what you hope to achieve

Profile – pointers on skill level, technical ability, organizational and management skills.

Education – currently enrolled or completed

Work History – company, dates, brief description of accomplishment

Technical Knowledge – software skills

Special Achievements –

References – to be provided upon request

References should be listed on a separate sheet

· Name of reference and title 

· Telephone number of reference 

· Company which this reference represents 

Money

When it comes to the money issue, many people get nervous, tense, feel uneasy. But there is more to the job than money! The question of compensation is very sensitive and requires some thought before you actually arrive at an answer and before you are in the interview.

Here are some guidelines regarding the money issue:

· Most companies negotiate in a fair and friendly manner. Their goal is to bring on a employee who will feel well compensated for a job well job. However, every company has a budget or guidelines for hiring at every level. If you know the range, it is wise to stay within it. 

· Be realistic with your expectations. Companies will pay for the skill as it relates to the job. If you are applying for a job that you are overqualified for, don’t expect the company will pay for the additional qualifications. 

· Make sure the opportunity and position is what you want as no amount of money can compensate you for a position and environment that is not suitable to your personality and skill. 

· Look at the advancement and experience you can gain in relationship to your career goals. The money may not be right but the learning opportunity and the ability to grow in a career and the company’s name on your resume may be a plus. 

· Understand the full package. Compensation is the total of - salary, bonus, perks, profit sharing, benefits, vacations and reviews. 

· Be fair and honest. 

Follow-up Letter

A follow up letter is a letter sent to your interviewer thanking them for meeting with you, expressing your interest in the job and how you feel you can contribute to this organization.

This letter must have the following:

· Be sent within 2 days of having your interview. 

· Be brief, respectful. 

· Proper spelling of your interview’s name and correct title 

· Proofread for spelling and grammatical errors. 

· Fax if you have access. 

· Sent only if your are truly interested in the opportunity. 

 Example of a Follow up letter:

Date
Mr. Brian James
Vice President, Finance
ABC Data
120 Main Street, Suite 203
Toronto, Ontario
M5H 3K1

Dear Mr. James:

Thank you for interviewing with me regarding the position of Accounting Manager at ABC Data. I appreciated the information you shared with me concerning our company’s progression and the role of the Accounting Manager. I feel my education, management experience and technical skills reflect those necessary to be successful in such a position.

In my current job I am responsible for managing a team of four clerical accounting individuals. I have sourced and implemented a new accounting system which enables our team to provide more accurate, quicker financial reports. I am confident in my ability to manage your accounting department.

I am interested in becoming a member of ABC Date and look forward to our next meeting to discuss this opportunity in more detail.

Sincerely,

David Smith

Questions to ask at interview

Being prepared with questions for your interviewer, it not only shows that you are interested in the job but that you are seriously seeking the right opportunity.

Following are some examples of questions you can ask:

· Tell me about the history of your company? 

· What is the highest priority in the next 6 months? 

· Tell me about a typical day? 

· What type of training would be offered with this opportunity? 

· How do you see me fitting into your company? 

· What are the characteristics of your top people? 

· What three main qualities are you looking for in a candidate? 

· Where do you see your company in the next 5 years? 

· What are the main goals and objectives for this department? 

· Tell me about your style of management? 

· If I were to ask you top rep what he/she like most about his company, what type of responses would I get? 

· What are the firm overall strengths? 

· How does this firm compare with their competitors? 

· Tell me about the career path for the candidate in this opportunity? 

Telephone interview

Telephone interview is rapidly becoming the initial interview of choice for companies. This is a screening process used to evaluate the candidates communication, voice tone, ability to respond at the spear of the moment, ability to develop an interest from the other party and ability to create a repore over the phone.

The interviewer will arrange a time and date for the company to call you.

Here are some helpful hints:

· Give a telephone number that allows you to speak freely and where you will be comfortable. 

· Make sure you set one hour free for your interview. 

· Make sure your telephone is in good working condition. No static, no portable, no cell. 

· Have a pen, resume, and paper by the telephone ready for your call. 

· Turn off your television, radio, and ask friends and family to give you quiet time. ( no children crying to distract you, no dogs barking, no one asking you questions during that time, no conversation in the background) 

· If you have call waiting, and it beeps during that time, do not answer it. Your interview is more important at that time and requires your attention. 

· Answer the phone promptly, friendly and prepared. " Hello,this is James"! 

· Speak clearly, slowly into the mouthpiece. 

· Be fully prepared with company notes, information on the position, and your questions for the interviewer. 

· Listen carefully to the question being asked before you answer. 

· Sell your skill, your experience, give examples of what you have done. 

· Don’t be afraid to ask your interviewer to repeat a question if you did not understand it. 

· Thank the interviewer for calling. 

· Ask what is the next step in this process. 

Telephone interviews are important step in getting a good opportunity. Don’t be afraid, be prepared.

The goal of an interview

The employer will make a hiring decision based on the following factors:

1. Attitude 

2. Image & Communication 

3. Experience 

4. Education 

5. Correlation to job and experience 

 

You can strike out when interviewing by:

· Being late for interview 

· Poor personal appearance 

· Limp handshake 

· Lack of facts 

· Not being prepared 

· Failure to ask questions 

· Lack of career planning, direction or goals 

· Lack of confidence 

· Lack of interest in the company 

· Over emphasis on money 

· Condemnation of past employer 

· Conceited, egotistic, cynical or over aggressive 

· Lack of respect, manners and courtesy 

· Indecision 

· Low moral standards 

· High pressure 

· Failure to have eye contact with interviewer 

· Not being honest about your present salary, job duties, time off expectations, holidays, illness 

THE INTERVIEW AND QUESTIONS

The interview is a time to exchange information about yourself and the company, having the ability to address and ask questions is important to the success of the interview.

Having a list of questions and answers will help you to feel more confident and relaxed and therefore present yourself to the prospective employer much more capably.

However, many companies have a set of stress questions that are designed to assess your ability to handle a stressful situations. There are no rights or wrong answers, they are designed to gauge your response.

1. Why should we hire you? 

2. Why do you wish to work with our organization? 

3. What are your long-term objectives? 

4. What can you do for us that someone else cannot? 

5. Tell me about yourself? 

6. Why are you leaving your present employer? 

7. What is your philosophy of management? 

8. How are you best managed? 

9. What kind of salary are your worth and why? 

10. Where do you require some improvement? 

11. What might your references say about you? 

12. In what way do you think you can contribute to our firm? 

13. What new goals and objectives have you established recently, why? 

14. How have you changed the nature of your work? 

15. What features of your previous job did you dislike? 

16. What size of an organization best suits your personality? 

17. How have you helped increase sales? Profit? Reduce Cost? 

18. How would you describe your personality? 

19. What is the biggest misconception people have of you? 

 

The questions are aimed at selecting people who possess values that are important to the organization.

1. What's the next thing you have to learn?
Purpose: To identify attitudes toward learning. To look at ability for self-assessment. 
2. Imagine it's six months after you've been in this job. You say to yourself, "I'm glad I took this job because ..." 
Purpose: To get at what's really important to them. 
3. What does the day look like on those mornings you get up and say to yourself, "I can hardly wait to go to work today because ..." 
Purpose: To identify what's important, what motivates the person. 
4. The next morning you say to yourself, "I really don't want to go to work because ..." Why do you say that? 
Purpose: To find out the de motivators. 
5. If you were independently wealthy and didn't have to work, what would make you want to go to work? What about the work, the company, the people or anything else would be so appealing that money didn't matter?
Purpose: To find out values. 
6. In your career, describe your biggest success? What made it so?
Purpose: To find out what they accomplished and why they thought it was great. To help assess skills. 
7. In your career, what's the one thing if you had to do over again, you would do differently? Why? What would you do?
Purpose: To determine if they learn from their mistakes. To determine if they can admit mistakes. 
8. Imagine your best boss, describe his/her best trait.
Purpose: To determine how they view their boss and what's important. 
9. Imagine your worst boss, describe his/her worst trait.
Purpose: To determine if they can balance between answering the question and putting a positive spin on it or fall into whining about how bad their situation was. Depending upon the answer, you may ask something about their preferred work environment. 
10. What's your greatest strength and why?
Purpose: Just to describe themselves. 
11. Then -- what is it that is your Achilles heel or your weakness?
This often stumps people, but if someone can do self-assessment and has self-knowledge they would know. People with self-knowledge are easier to manage because they do understand their strengths and weaknesses and work to manage them. 

 

Note: Notice how these questions don't put a premium on asking people to describe their specific jobs and what they did. That's because the most important thing is fit, the way they think, what they bring to the table that makes them who they are ... and after that, experience and skills. You can teach specifics; you can't teach attitude, smarts and values.

What to take on an interview
· 2 clean copies of your resume. Do not fold, bend or wrinkle in any way. ( no resumes on disk) 

· A note pad and a pen that works. 

· Your references 

· A quarter for the phone, or your cell phone. If you get lost or stuck in traffic call the company to notify them of your situation. 

· Full address of the company, directions and the name of the person you are meeting. 

