INTERVIEWING SEGMENT
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HELPFUL WEBSITES

Note:  Much of the information contained in this handout was synopsized from information available on the Internet.  For job interview links access the following web address http://careers.msn.com   Under “Search Career”, type in the word ‘interview’ and press the GO button.  Some of the key topics to further explore include:

  Preparing for the Interview  

  Interview Types 

  Making a Good Impression

  Common Interview Questions 

  Illegal Interview Questions

  Asking Questions

  Common Interview Mistakes

Guide for Army’s Future leaders:


http://cpol.army.mil/library/train/acteds/

Provides the following information:

  Basic career development tips

  Links to other career development information

  Technical, managerial & executive core qualifications needed for career


progression & developmental opportunities.

Items for Consideration

Job Interviews
PREPARING FOR THE INTERVIEW
	1. RESEARCH:

· Make a good impression by doing a little homework beforehand – use the Internet, & talk 


with the folks in that organization.

· The more you know about the organization and the job you are applying for, the better you will appear.

· Research the following:

· Organizational structure

· It’s strategic plans, goals, & challenges

· What significant changes you see for this organization in the short & long term.

· Try to get a grasp on the organizational culture; e.g., centralized work or independent teams, level of empowerment, morale, etc.

· Understand the Project Management Business Process
· Look over the Chief of Engineer’s vision


	2. YOUR KEY MESSAGES:

· Think about 3 or 4 key aspects about yourself that you want to present to the panel that 


apply to this job; e.g., strategic vision for yourself and the position, things you are 

passionate about that you can apply to this organization and/or this position, applicable 

leadership traits, outside leadership activities, etc.

· Be a regional thinker – do not restrict your vision to just one functional organization or
resource location.
· Understand our customer focus/value added principles
3. PRACTICE Q&As:

· Two basic questions:

· About yourself

· About the job

· Think about & practice your answers to Common Questions and Questions to ask. 

· Do face-to-face practice sessions with a co-worker or family member.

4. INTERVIEW AIDS:

· Bring your resume

· Bring a pad to make notes

· List those key points you want to make & some examples of leadership you have exhibited.

5. APPEARANCE:  Dress professionally and conservatively. 

MAKING A GOOD IMPRESSION

	

	Before the Interview - 

· Be on time. 

· Be positive. 

· Relax. 

During the Interview - 

· Show self-confidence. 

· Remember to listen. 

· Reflect before answering a difficult question. 

· When it is your turn, ask your prepared questions – but not too many.

· Show you want the job. 

· Avoid negative body language. 

After the Interview -  

· End the interview with a thank you.

· Send a "Thanks for the Interview" note. 

COMMON INTERVIEW QUESTIONS
· Tell me about yourself 
This is a great opportunity to sell yourself.  Start with "I'm good at what I do " relate specific accomplishments and abilities to the organization’s needs.  How can you contribute to their success? 

· What are your major strengths? 
"Team player with strong people skills "Creative problem solver" "Proven dependability-- it gets done " "I take my job and career very seriously. Give examples. 

· What are your major limitations? 
Don't talk yourself out of a job.  Everyone has weaknesses.  The key is to recognize them (remember that the panel will check with others) and show how you handle/learn from them with examples.  "I have no major limitations that interfere with work. I sometimes set goals too high but I'm learning to set limits and better manage my time." Give example. 

· What is the nicest thing you have ever done in your life? 
If you can’t think of anything, go do something nice! Offer to volunteer in a "Big Brother/sisters program" or donate some blood. Demonstrate a "big heart" and you'll have a competitive edge. 

· What was the toughest decision you ever had to make? 
Think of a work or community-related decision that could have negatively affected other people. Describe how you evaluated the options and developed the best solution while minimizing impacts to others. 

· What has been your biggest disappointment? 
"Nothing major, mostly temporary setbacks " Describe a work-related situation where your expectations were not met. How did you overcome the problem and what did it teach you? 

· What have you learned from your mistakes? 
"That I can always learn and improve. I enjoy new challenges but realize that they include risk. My mistakes have taught me valuable planning and problem solving skills.'' Give examples. 

· What is your idea of success? 
"I measure success in terms of job satisfaction and happiness. I feel I’m successful when I’m valued as an employee and when I’m frequently challenged. I thrive on day-to-day successes."

· Why do you want to work here? or What about our organization interests you?
Research everything about this organization starting with their web site.  Discuss what you like about their products or services.  Praise their reputation, performance record and quality. 

· Do You Have the Skills and Background to Do the Job? 
Knowledge of the organization will help you here. What problems can you solve? Discuss people skills, efficiency productivity, and unique abilities. Give specific examples of previous successes. 

· How sensitive are you to criticism? 
"No one likes blank criticism. I encourage constructive criticism because it helps me to learn and improve. By learning from my mistakes, I became a more skilled and valuable employee. 

· What motivates you? 
"I thrive from daily challenges and from the satisfaction of performing well. I particularly enjoy being part of a productive team and contributing to the overall success of the organization." 

· Whom may we contact for references?
Your resume should contain former employers and instructors as well as community leaders who know your abilities.  Contact your proposed references in advance for their permission.  Discuss the proposed job with them, and thank them in advance for their assistance.  At the interview be ready to indicate your association with these folks and have examples of work/community service accomplished with them.

Other Common Interview Questions

What can you bring to the organization?

· How do you think your education and experience has prepared you for this position? 

· What can you do for us that someone else can't do? 

· What qualifications do you have that relate to the position? 

Describe your past experience and how it relates to this job?

· Give me an example from a previous job where you've overcome a significant obstacle. 

· What have been your greatest accomplishments recently? 

· What were your biggest responsibilities in other jobs/positions? 

· What specific skills acquired or used in previous jobs relate to this position? 

· What did you like most/least about your last job?

What are your goals?

· What are your career goals? Or What would you like to being doing five years from now?

· How will you judge yourself successful? How will you achieve success?

· What is important to you in a job? 

· What motivates you in your work?

· What type of position are you interested in? 

· How will this job fit in your career plans? 

What are you looking for in this job?

· What do you expect from this job?

· Do you prefer to work by yourself or with others? 

· What qualities do you find important in a coworker?

· Do you have a location preference? Can you travel?

· What hours can you work? 

· When could you start? 

Questions to learn more about you as a total person?

· What are your hobbies? and Do you play any sports?

· Do you plan to continue your education?

· Describe your personality?

COMMON QUESTIONS TO ASK
Remember, at this level, the panel expects you to have researched the organization and to have talked to folks about its culture.

Therefore it is best to utilize this time as follows:

· Clarify any response that upon reflection you feel you did not sufficiently answer all elements of the previous questions.  Do not repeat your previous response – just add the salient new points.

· Present those key messages about yourself that have not come out in the interview.  This is the place to insert your strategic vision and bring out some of your passions that apply to this position.

· Indicate to the panel how honored your are being interviewed and thank them for this opportunity.
It generally takes 30 to 60 days to have a decision at this level; especially for the GS-14 positions.  If you feel the need, you can ask when a decision will be made but expect this timeframe.

COMMON INTERVIEW MISTAKES
· Arrive late for the interview. 

· Indicate you are late because the directions you were given were not good. 

· Look disheveled and inappropriately dressed. 

· Slouch in your seat. 

· Failure to maintain good eye-contact with the interviewer. 

· Do your organization research at the interview by asking, "What do you guys do here?" 

· Failure to make a connection between your skills and the needs of the employer. 

· Brag about how great you are, but neglect to cite evidence of your accomplishments. 

· Respond in an unfocused, disorganized, and rambling manner. 

· Remain low-key and display no enthusiasm for the job. 

· Answer most questions with simple "yes" and "no" answers. 

· Appear desperate for a job--any job. 

· Give memorized responses, forgetting parts in the process. 

· Badmouth your current or former employer. 

· Ask:  "How am I doing? Are you going to hire me?" 

· Blurt out:  "I need to make at least $35,000. I hope this job pays at least that much," near the beginning of the interview. 

· When asked: "Do you have any questions?", you reply: "No."   Again, utilize this time to get across any of your key messages about yourself that have not come out in the interview.
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