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INTERVIEW OVERVIEW:

PREPARATION:  

Assessing Your Skills: What Makes You Different from All the Others?

Make yourself stand out from the competition.

The three skills categories.

1.
Packaging: Look the part and demonstrate knowledge, enthusiasm and confidence in both verbal & non-verbal communications.  Target your resume to the position.

2.
Product (Ingredients): The skills you have to offer and what makes you unique for the position.  These skills can be grouped into three categories:


* Previous Experience: Skills learned through past experience and education (knowledge-based skills); 



e.g., communication skills, computer skills, customer relations, 


* Portable Skills: Skills you bring with you to any job (transferable or portable skills); e.g., Customer focus,



very organized, excellent follow through, communications, problem solving, team leader, and time management.


* Personal traits: The things that make you who you are; e.g., self-starter, well-organized, good judgement,



quick learner, good attitude, creative, flexible, etc.

3.
Assessment Tool: Divide a piece of paper into three columns and label them with "previous experience," "portable skills" and "personality". 

Use the list to put together your resume, write a summary statement or compose a personal statement. The skills will be the foundation of the strategy you will use to sell yourself.

In the Days before the Interview:

1.
Nexus:  Draw a line down the center of a piece of paper. On the left side, make a bulleted list of what the employer is looking for based on the job posting. On the right side, make a bulleted list of the qualities you possess that fit those requirements.

2.
Research the company, the industry and the competition.

3.
Prepare your 60-second personal statement: Your answer to the, "Tell me about yourself," question. The secret to successfully responding to this free-form request is to focus, script and practice.


* Focus: List five strengths you have that are pertinent to this job (experiences, traits, skills, etc.). What do 



you want the interviewer to know about you when you leave?


* Scripting: Prepare a script that includes the information you want to convey. Begin by talking about past 



experiences and proven success. Next, mention your strengths and abilities. Conclude with a statement 



about your current situation:


* Practice: Practice with your script until you feel confident about what you want to emphasize in your 



statement. Your script should help you stay on track, but you shouldn't memorize it -- you don't want to sound 



stiff and rehearsed. It should sound natural and conversational.

Even if you are not asked this type of question to begin the interview, this preparation will help you focus on what you have to offer. You will also find that you can use the information in this exercise to assist you in answering other questions. The more you can talk about your product -- you -- the better chance you will have at selling it.

4.
Write at least five success stories to answer behavioral interview questions ("Tell me about a time when…" or "Give me an example of a time…"). For every positive statement you plan to make about yourself, prepare a STAR analysis:


** S = name a SITUATION facing you or


** T = a TASK you had to complete


** A = describe what ACTION you took


** R = tell the RESULTS of your actions

The most important elements of interviewing success are Preparation and Practice. If you try to scrimp on either one, it will show and you'll get a disappointing "thanks, but no thanks" letter. The bottom line: Not since high school has homework been so critical.

Before You Go to the Interview

1.
Do you look professional? Check yourself in the mirror; part of your confidence will come from looking good.

2.
Carry these items to the interview:


* Several copies of your resume on quality paper.


* A copy of your references.


* A pad of paper on which to take notes (notes are optional).


* Directions to the interview site.

3.
Prepare answers to the 10 most common interview questions:


* Tell me about yourself.


* Why did you leave or are you leaving your last position?


* What do you know about this company?


* What are your goals?


* What are your strengths and weaknesses?


* Why do you want to work for this company?


* What has been your most significant achievement?


* How would your last boss and colleagues describe you?


* Why should we hire you?

Day of the INTERVIEW:

· Arrive early -- enter the building 10 minutes before your appointment.

· Review your prepared stories and answers.

· Go to the restroom and check your appearance one last time.

· Stand and greet your interviewer with a hearty -- not bone-crushing -- handshake.

· Smile and look into the interviewer's eyes.

10 Tips on Interviewing Well

1.
Practice Good Nonverbal Communication.

It's about demonstrating confidence: standing straight, making eye contact and connecting with a good, firm handshake. That first impression can be a great beginning -- or a quick ending -- to your interview.

2.
Dress for the Job or Company.

Today's casual dress codes in the office do not give you permission to dress as "they" do when you interview. It is important to look professional and well-groomed. Whether you wear a suit or something less formal depends on the company culture and the position you are seeking. If possible, call to find out about the company dress code before the interview.

3.
Listen.

If you thought interviewing was only about answering questions, you've been missing the point. You've also been missing an opportunity to gather valuable information. Listening is one of the most underused skills in a job interview. Most candidates go into an interview thinking about how they will answer the questions, and they forget they are also there to learn about the job and company. They fail to listen, observe and read between the lines.

From the very beginning of the interview, your interviewer is giving you information, either directly or indirectly. If you are not listening, you are missing a major opportunity. Good communication skills include listening and letting the person know you heard what they said. Observe your interviewer and match that style and pace.

Concentrate:  This is the most obvious -- and most broken -- rule when it comes to listening. Be in the moment. Put other thoughts out of your mind. Make sure whoever's speaking feels you are really listening.

Focus on what people are saying, and don't let yourself get stuck on any one point. Don't try to answer the question in your own mind while the person is still speaking. If you have to, make a note on a piece of paper about any point in the question, but don't let it debilitate you from listening to the rest of the question.

Likewise, conquer your own defensiveness. If the interviewer says something that sets you off, let it go. Move on, and continue to listen to what they are saying. This is a challenge to the most mature among us. Being able to mentally process criticism openly and maturely is one of the best career moves you'll ever make.

4.
Don't Talk Too Much.

Whether in a job interview, a business meeting or with a romantic partner, being long-winded is a sure turn-off. Telling the interviewer more than they need to know could be a fatal mistake. When you have not prepared ahead of time, you may tend to ramble, sometimes talking yourself right out of the job. Prepare for the interview by reading through the job posting, matching your skills with the position's requirements and relating only that information.

Speak for no more than one to three minutes based on the number of questions.  Listen to the question, focus on the points you have prepared without sounding rehearsed or stiff and provide specific examples.

5.
Don't Be Too Familiar.

The interview is a professional meeting to talk business. This is not about making a new friend. Your level of familiarity should mimic the interviewer's demeanor. It is important to bring energy and enthusiasm to the interview but do not overstep your place as a candidate looking for a job.

6.
Use Appropriate Language.

It's a given that you should use professional language during the interview. Be aware of any inappropriate slang words or references to age, race, religion, politics or sexual preferences -- these topics could send you out the door very quickly.

7.
Don't Be Cocky.

Attitude plays a key role in your interview success. There is a fine balance between confidence, professionalism and modesty. Even if you're putting on a performance to demonstrate your ability, overconfidence is as bad, if not worse, as being too reserved.

8.
Take Care to Answer the Questions.

When an interviewer asks for an example of a time when you did something, they are seeking a sample of your past behavior. If you fail to relate a specific example, you not only don't answer the question, but you also miss an opportunity to prove your ability and tell about your skills.

9.
Questions & Closing Statement:

The interviewer will be listening for the types of questions you ask. The best questions will come as a result of your listening to what is asked during the interview. You will have to use your judgment about the number of questions you ask and when to ask them. To be on the safe side, it is best to concentrate on questions about the job's responsibilities and future challenges and workload projections. Do not ask questions that are readily available off the web-site or through basic research of the position.

Your closing statement needs to demonstrate your knowledge of the position and your strategic plan to address the current and future needs of the position and the organization.  Provide a nexus between your skills & abilities and the position as defined in these questions; e.g., tactical or strategic approach, products & services, customer-relations focus or both. 

10.
Don't Appear Desperate.

Maintain the three C's during the interview: cool, calm and confident. You know you can do the job; make sure the interviewer believes you can, too.

INTERNAL INTERVIEW:

Internal interviews can be more difficult than interviewing with a company you've never worked for. You should never assume that because you've worked for the company for 10 years, you will get the job.

1.
Use the same preparation techniques you would for an external job: research, practice and follow through.

2.
Know as much as possible about the department and players involved before you interview. Find out about department morale and how the department fits into the bigger company picture. What are the challenges and issues this department faces?

3.
Don't assume the job is yours because you have worked for the company for many years. In most cases, you are an applicant to be considered like any other, internal or external.
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