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I 

No More Sweaty Palms! 

“Tell me about yourself, ” the interviewer said after he motioned 
to take the seat across from him. 

“Would you prefer that I focus on my educational preparation or 
my work experience?” I asked, realizing that a lifetime autobiogra- 
phy would not serve either of us well in a job interview. 

“Why don’t you fie the two together and describe how your 
education prepared you to be effective in your most recent 
position?” 

As I started to respond, I was grateful that I had anticipated and 
prepared for a question similar to this. I hadn’t expected it to be the 
first question I would be asked, but I was prepared and I knew I 
could respond better than most applicants faced with this difficult 
beginning. Indeed, I nailed that interview and gof the job offer! 

Nail the Interview With Confidence 

You, too, want to nail the job interview by being prepared to respond to 
critical interview questions. You do this by anticipating questions, consi- 
dering thoughtful and compelling answers , focusing on your accomplish- 
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2 Nail the Job Interview! 

ments, asking intelligent questions, and handling the interview situation 
with ease and confidence. But that’s not what most candidates do. 
Instead, they quicldy discover they are unprepared for many critical job 
interview questions, and they fail to ask important questions about the 
job and the employer. While ostensibly well qualified to do the job, they 
male many interview errors (see Chapter 3 )  that lcnoclc them out of the 
final competition. Failing to focus on what’s most important to winning 
the job, they communicate the wrong message to employers - they really 
are not “fit” for the position. Much of this communication problem is 
found in how they answer important interview questions. 

From Apprehension to Anticipation 

What are the first thoughts that come to mind as you contemplate a job 
interview? Joy? Relief? Fear? Apprehension? Is the surge of joy you feel 
at having a chance at the job - an opportunity to demonstrate to the 
interviewer that you are the person who should be hired - overshadowed 
by feelings of nervousness? Do your fears of sweaty palms, a dry mouth, 
churning stomach, and wobbly knees leave you less than enthusiastic? If 
your answers to these questions are “yes, ” you have lots of company, and 
lots to learn. 

Since a successful job interview is a prerequisite for most jobs, it makes 
sense to find ways to turn interview apprehension into interview anti- 
cipation. That’s what this book is all about - making sure you leave the 
job interview a winner. Your goal should be to nail the job interview by 
sufficiently impressing the interviewers who will then offer you the job. 

Interviews Count the Most 

Interviews don’t just count - they count the most. Tale yourself back a 
few weeks. Maybe you wrote a terrific resume and cover letter, networked 
with the right people, got yourself invited to the interview through sheer 
persistence, or just had a stroke of good luck. Whatever methods you 
used, congratulations; you are a “winner” at this stage of the job search. 
You’ve become successful at what others only dream of achieving - 
grabbing the interest and attention of employers who decide it’s now time 
to see you in person. They need to further evaluate your qualifications to 
determine if you will fit into their organization. 
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But it’s now a whole new ball game. While writing resumes, following 
job leads, and contacting employers are very important job search 
activities, the job interview is what really counts. Indeed, the job 
interview is the prerequisite to getting the job. No job interview, no job 
offer. No job offer, no job. You simply must perform well in the job 
interview if you are to land the job. 

The slulls you used in writing, distributing, and following up your 
resumes and letters, researching companies, and networking helped get 
you an invitation to meet hiring officials in person. You now have a 
personal invitation - the door is open for 

The j o b  interview you to meet those who have the power to 
hire. Nowvou must demonstrate another 
set of important slulls once inside that is the prerequisite 
door - your ability to conduct an effec- 
tive interview. This means knowing how 
to best handle the interview situation 

to getting the job, 
No job  interview, 

and the interview process. It involves no job. 
everything from greeting the hiring offi- 
cial, engaging in small talk, both answering and asking questions, and 
following up the interview within 48 hours. 

Who Really Gets Hired 

It’s an old observation, but it’s well worth repeating as you prepare for job 
interviews : 

The person who gets the job is not necessarily the best qualified candidate. 
It’s the person who knows how to best nail the interview! For in the end, 
employers want to hire individuals they feel will be a good “fit” for the job 
and the organization. They hire people they like both personally and 
professionally. 

The person who wins the job lunows how to best present himself or herself 
both verbally and nonverbally in critical face-to-face interview settings. 
Whether dealing with multiple interviewers or different types of inter- 
views, he or she has acquired a set of attractive behaviors centering on 
positive answers to questions that serve as important indicators of future 
performance. As you will see throughout this book, these are behaviors 
you can learn and practice with success. 



4 Nail the Job Interview! 

Are You a Nailer or About to Be Nailed? 

If you want to nail the interview, you must be prepared to handle the 
interview from beginning to end as well as beyond the interview encoun- 
ter. Test your ability to nail the interview by responding to the following 
statements. Indicate your degree of agreement or disagreement with each 
statement by circling the number to the right that best represents you. 

SCALE: 5 = strongly agree 2 = disagree 
4 = agree 
3 = maybe, not certain 

1 = strongly disagree 

1. I laow the basic purpose of a job interview 
for both me and the interviewer. 5 4 3 2 1  

2. People in positions of authority are usually 
attracted to me both personally and 
professionally. 5 4 3 2 1  

3. I’m good at  purposeful small talk. 5 4 3 2 1  

4. I often take the lead in asking questions. 5 4 3 2 1  

5. I’m a good storyteller, especially when the 
subject is about me and my work. 5 4 3 2 1  

6. I have several specific examples of my major 
work-related accomplishments. 5 4 3 2 1  

7.  I laow what questions most interviewers are 
likely to ask me. 5 4 3 2 1  

8. When asked to “Tell nze aboutyome& ” I Imow 
exactly what to focus on. 5 4 3 2 1  

9. I can clearly explain to employers what I do 
well and enjoy doing. 5 4 3 2 1  

10. I can state within 90 seconds why an employer 
should hire me. 5 4 3 2 1  

1 1. I can easily approach strangers for job 
information and advice. 5 4 3 2 1  
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12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

I lmow the five most important questions for 
determining whether or not I’ll get a job offer - 
and I lmow how to answer each properly. 

If asked to reveal my weaknesses, I know 
how to best respond. 

I know the various types of interviews and 
how to appropriately respond in each. 

I lmow how to best prepare and practice 
for the critical job interview. 

I lmow how to stress my positives. 

I’m prepared with positive responses to illegal 
questions posed by prospective employers. 

I can conduct an effective telephone interview. 

I know when and how to best deal with salary 
questions. 

I’m prepared to take a psychological screening 
test and expect to pass with flying colors. 

I can nonverbally communicate my interest 
and enthusiasm for the job. 

I laow how to use positive form and content 
as well as supports when responding to 
interviewers’ questions. 

I laow how to summarize my strengths and 
value at  the closing of the interview. 

I know what to include in a thank-you letter. 

I h o w  when and how to best follow up an 
interview. 

I can explain why I made particular educa- 
tional choices, including my major and grade 
point average. 

I can clearly explain what I like and dislike 
about particular jobs. 

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  
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6 Nail the Job Interview! 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

35. 

I can clearly explain what I want to be doing 
5 or 10 years from now. 5 4 3 2 1  

I can clearly state my job and career 
objectives as both skulls and outcomes. 

I know how to talk positively about previous 
jobs and employers even though my personal 
and professional experiences may have been 
less than positive. 

I h o w  how to listen effectively. 

I am prepared to handle the salary question 
if i t  comes up early in the interview. 

I can outline major achievements in my last 
three jobs and show how they relate to the 
job I am interviewing for. 

I am prepared to handle both series and 
stress interviews. 

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

5 4 3 2 1  

When asked “Do you have any questions, ” 
I can respond with at  least five critical 
questions about the job and employer. 5 4 3 2 1  

I I TOTAL 

Once you have completed this exercise, add your responses to compute 
a total score. If your score is above 150, you are well on your way to 
nailing the job interview. If your score is below 100, you are likely to be 
nailed at the interview! You should find this book, along with many other 
resources we recommend, useful in preparing for the job interview. Upon 
completing this book, your score on this quiz should increase by at least 
30 points. Accordingly, you should be much better prepared to nail the 
interview and win the job offer. 

Exchange Information 

The main purpose of the job interview is to exchange information about 
you, the job, and the employer. You do this by answering and asking 



No More Sweaty Palms! 7 

questions both verbally and nonverbally. This is a serious business - the 
employer’s money in exchange for your talent. Therefore, you need to 
learn as much as possible about each other before making any long-term 
commitments. This is not the time for playing any get-the-job games. 

The process of answering and asking questions for you involves two 
important and sometimes contradictory considerations: 

1.  Get the job: You must sufficiently impress hiring officials both 
professionally and personally so you will be offered the job. 

2. Get useful information: You must acquire critical information 
on whether or not you wish to join the organization. In other 
words, the employer must also sufficiently impress you before 
you will accept a job offer. 

These two considerations often compete with one other because of 
interview apprehension. Indeed, apprehension about the interview situa- 
tion - complete with a dry throat, sweaty 
palms, and wobbly knees - leads some Stress what is 
interviewees to concentrate solely on 
playing the “good interviewee” role to 
the exclusion of acquiring important 

right about you - 
your patterns O f  

information for decision-malung. Fearing 
they will not sufficiently impress the 

achievements that 

interviewer, they become preoccupied 
with dressing right and giving “model” 

define your 
success. 

answers to interview questions rather 
than concentrating on exchanging information and learning about the job 
and the employer. They communicate anything but their real selves to 
employers. 

You should not let this happen to you. After all, you owe i t  to yourself, 
and perhaps others close to you, to make sound career decisions. The job 
interview is not a time for you to become someone else by engaging in 
role playing - “the good intervieween - that doesn’t represent the real you. 
Like your resume, your interview behavior should clearly communicate 
the “unique you” to employers. This is the time to present your best self 
in the process of learning about both the job and the employer. 

Throughout this book we stress the importance of lowering your 
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apprehension, raising your anticipation, and focusing on the main 
purpose of the interview - exchanging information that will help you 
make a critical career decision as well as assist the employer in malung 
an important hiring decision. 

Prepare Your "Best Self" 

The slulls involved in answering and asking interview questions are not 
something you acquire overnight by reading a book on how to conduct 
effective job interviews. They are communication skills you already 
possess but which you may not have used for a while. What you need to 
do is refocus and sharpen those slulls in relation to a clear understanding 
of how the interview process unfolds and what you are expected to do in 
the interview situation. 

You want to prepare well for all types of questions you are likely to be 
asked as well as identify several questions you need to ask of the employ- 
er. This preparation involves everything from anticipating certain types 
of questions and maintaining a positive attitude to expressing a particular 
answering style and presenting positive content in your answers. 

You want to be honest in everything you say and do. This by no means 
implies you should be either naive or stupid in what you say by confessing 
your weaknesses to hiring officials. You need to stress what is right about 
you - your strengths and achievements - those patterns that determine 
and support your success. This is what you should concentrate on when 
preparing for the interview - presenting your best self to employers who 
are interested in hiring your strengths. 

Without this preparation, you may not be able to present your best 
self to the employer. Your dry throat, sweaty palms, and wobbly knees 
may tale center stage as you male numerous interview mistakes that 
prevent you from both impressing the employer and acquiring useful 
information. That would be unfortunate, since you have already come a 
long way toward landing the job. Whatever you do, don't short-change 
yourself by not preparing well for possible interview questions. 

You Need to Both Answer and Ask Questions 

This is what this book is all about - learning to sharpen communication 
slulls you already possess in relation to the interview situation and the 
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interview process. You’ll learn to present your best self to employers. 
We’ll show you how to male a smooth transition from your resume to the 
job offer. You’ll answer and ask questions that both impress employers 
and generate important information to assist you in determining if indeed 
this job is the right “fit” for you. 

Let’s be perfectly clear what this book is not about. I t  is not a book on 
how you can tale charge of the interview situation. That would be 
presumptuous and you would probably become either overbearing or 
obnoxious, or both. It is not a book on how to pull the wool over the eyes 
of the employer by arriving “dressed for success” and then dishing out 
“canned answers” to interview questions. That would be dishonest and 
stupid. And this is not a book about how to cleverly manipulate the 
interviewer to your advantage. That would be unethical, it assumes the 
interviewer is stupid, and the technique probably would not work. 

This is a book about some of the most important communication of 
your life. Doing well in a 30- to 60-minute interview can have several 
positive outcomes for you and your career. In addition to a nice compen- 
sation package, it should result in a job you will really do well and enjoy 
doing - the ultimate in career satisfaction. 

Create Your Own Interview Power 

You can acquire the power to turn interview apprehension into interview 
anticipation and success. In the following chapters we will share with you 
the secrets to interview success. We will focus on you in relationship to 
the employer -what you both need to do in order to arrive at a mutually 
satisfactory arrangement that will hopefully lead to a satisfying long-term 
professional and personal relationship. 

Our approach to this subject is very simple. We begin with you, the 
interviewee, and move you directly through the interview process, from 
beginning to end. For the most part, the chapters flow in the same 
manner as the job interview - a sequence of different interview questions 
you need to both answer and ask. 

We begin in Chapter 2, Interview Qpes and Techniques, by analyzing 
the interview situation - types of interviews you can expect to encounter 
as well as the structure of job interviews. We believe much of your appre- 
hension is related to these structural questions. We include a section on 
behavioral questioning techniques because many job applicants report 
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encountering this relatively new line of questioning. The more you lcnow 
about the types of situations you are likely to encounter in interviews, the 
better prepared you should be for answering and asking questions both 
verbally and nonverbally. 

Chapter 3, Mistakes, Trends, and Resources, focuses on major interview- 
ing sins committed by job seekers as revealed by numerous employers, 
These errors can easily h o c k  you out of future consideration. The 
chapter also examines two major interviewing trends as well as offers 
several key print and electronic resources to help prepare anyone for an 
effective job interview. 

In Chapter 4, 45 I(ey Interview Principles, we turn our attention to a 
comprehensive set of interview rules that form the basis for effective inter- 
viewing. These precepts are much more than just a scattering of hot tips, 
generic experiences, common-sense knowledge, or structured logic. Based 
on research and experience, they are a well integrated set of principles 
that define effective communication in most professional and social 
settings. Our principles cover three distinct interview stages you will most 
likely encounter during your job search: 

9 interview preparation . interview encounters . interview follow-ups 

Taken together, these principles also constitute a well-defined strategy 
for conducting a dynamite job interview. They are your tickets to 
interview success. 

In Chapter 5, Get Prepared, we examine important interview pre- 
paration steps that go beyond just practicing model answers and 
questions. You’ll examine strategies and learn to anticipate interview 
scenarios in this critical chapter that serves as a transition to the actual 
job interview. 

We then turn our attention to the nuts-and-bolts of job interviews - 
specific questions and answers. Based on our principles of effective 
interviewing, in Chapter 6 -Answer Questions - we examine the verbal 
components of the interview - the art of spealung well and the most 
common questions asked of interviewees. Each question is followed with 
examples of dynamite answer strategies that will both impress inter- 
viewers and generate useful information for decision-malung purposes. 
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These clearly illustrate our interviewing principles, 
In Chapter 7 - Handle Yourself Nonverbal& - we turn to an equally 

important but often neglected element in effective interviewing - the 
critical nonverbal components of the interview. Again, based on our 
principles in Chapter 4, we discuss dynamite visuals which constitute 
another important channel for answering interview questions. These 
nonverbal components are constantly affecting answers to interview 
questions. Indeed, they often answer many unverbalized questions the 
interviewer prefers not asking, because they may be illegal, or they appear 
unprofessional or embarrassing to both ask and answer. You need to be 
aware of this silent language so your nonverbal messages are as appropri- 
ate as possible. We’ll show you how to communicate at this level without 
uttering a single word. You may be surprised to discover your nonverbal 
answers to interview questions are sometimes more important than your 
verbal answers! Chapter 7 addresses many such important interview 
behaviors. 

Chapter 8 - Questions You ShouldAsk - turns the interview table. The 
focus of attention shifts from questions about you to questions concerning 
the job and the employer. While you will primarily answer questions 
during the job interview, you also must be prepared to ask questions. 
After all, you need information about the job and employer. You will gain 
some of this information when responding to the interviewer’s questions, 
but you should prepare a set of questions that address your most impor- 
tant concerns. Interviewers expect you to ask intelligent questions which 
demonstrate your interest in the job and enthusiasm for the employer. In 
fact, the more you find out about the job and the concerns of manage- 
ment, the better you can focus your responses to their needs. This chapter 
identifies numerous questions you should ask in the process of both 
favorably impressing the interviewer and gathering useful information. 

Chapter 9 - Follow Up, Follow Up, Follow Up - completes our exam- 
ination of dynamite answers to interview questions. This chapter is the 
critical action chapter. Here we address a much neglected aspect of the 
job search - effective interview follow-up methods. It’s based upon a 
simple truism: you won’t get the job offer until the employer takes action 
beyond the question-and-answer interview encounter. There are certain 
things you can do to help the person reach a decision, from telephone 
calls to thank you letters. We identify the best follow-up methods as well 
as provide some telephone dialogues and model thank you letters. 
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Chapter 10 - 101 Answers You Should Formulate - presents a compre- 
hensive checklist by category of the 101 sample interview questions and 
answers addressed throughout the book as well as provides a useful 
orientation on how to best handle each of the questions. The chapter is 
organized in this manner so you can review some of the most important 
job interview questions and suggested answering strategies based upon the 
45 principles we outlined in Chapter 4. If you need to prepare for a job 
interview that’s coming up in a few days, this chapter will assist you in 
getting quickly organized. 

Taken together, these chapters constitute a crash course in effective job 
interview slulls. Ideally you should complete this book early in your job 

search. However, chances are you are 
reading it in preparation for an impend- 
ing job interview, which may be in an- 
other day or two! If this is your situa- 

Whatever you do, 
don‘t try to 

memorize canned tion, we strongly recommend focusing on 

answers to inter- the interviewing errors and principles 
outlined in Chapters 3 and 4. These ele- 
ments emphasize a particular attitude view questions’ To 

do so may raise and orientation you need to consis- 

questions about 
your honesty and 

tently present throughout the interview 
as well as during the follow-up phase. 
The principles will help you formulate 

integrity! answers to the many standard interview 
questions you will need to address with- 

out sounding like you have prepared “canned” answers. They also will 
help you handle the secret language of interview success. 

Avoid Easy Temptations 

One important word of caution is in order before you proceed further into 
this book. Whatever you do, don’t try to memorize canned answers to 
interview questions. Succumbing to such a temptation will probably 
produce negative outcomes for you. This approach is likely to turn off 
interviewers who may think you are being less than forthcoming; it may 
even raise questions about your honesty and integrity. In addition, your 
nonverbal communication may negate the messages you intend to com- 
municate at the “canned” verbal level. Our examples of effective answers 
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are presented to illustrate the principles in Chapter 4 that should guide 
you through each step of the job interview process - preparation, 
presentation, and follow up. 

Choose the Right Resources 

This book is primarily concerned with communicating critical job and 
career information to employers in face-to-face job interview situations. 
Each year millions of job hunters turn to career planning books for assis- 
tance. Many begin with a general book and turn next to resume and 
interview books. Others begin with a resume book and later seek other 
types of job resources, including letter writing and networking books. 
Some go directly to software programs or visit various Internet sites for 
producing resumes and preparing for job interviews. 

If this book represents your first career planning guide, you may want 
to supplement it with a few other key books. Many of these resources are 
available in your local library and booltstore or they can be ordered 
directly from Impact Publications (see the Career Resources section on 
pages 178-183 at the end of this book). Most of these resources, along 
with hundreds of others, are available through Impact’s comprehensive 
“CAFEERStore” on the Internet: www.impactpublications.com. Impact’s 
site also includes new titles, specials, downloadable catalogs, and job 
search tips for keeping you in touch with the latest in career information 
and resources. You also can request a free copy of their What’s New and 
Hot? career brochure by sending a self-addressed stamped envelope to: 

IMPACT PUBLICATIONS 
ATTN: Free Career Brochure 

9 104-N Manassas Drive 
Manassas Park, VA 20 1 1 1-52 1 I 

Put Dynamite Into Your Interviews 

Whatever you do, male sure you acquire, use, and taste the fruits of 
dynamite answers to interview questions. You should go into the job 
interview equipped with the necessary knowledge and slcills to be most 
effective in communicating your qualifications to employers and acquiring 
important information on both the job and the employer. 
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As you will quicldy discover, the job market is not a place to engage in 
wishful thinking. It is at times impersonal, frequently ego-deflating, and 
unforgiving of errors. I t  can often be a depressing journey into the valley 
of rejections where you quicldy lose one of your most important assets - 
your self-esteem. Success in today’s challenging job market requires clear 
thinking, strong organizational skulls, and effective strategies. Above all, 
it rewards individuals who follow through in implementing each job 
search step with enthusiasm, dogged persistence, and the ability to handle 
rejections. 

May you soon discover this power and incorporate it in your own 
dynamite answers to interview questions. If you do this, you will certainly 
nail the job interview much sooner than most other job seekers, including 
your competition! 



Interview Tips 
and Techniques 

OB SEEICERS AND ADVICE GIVERS ALIICE TALI<ABOUT “THE 
job interview” as if i t  were a single entity - always the same, with one 
person, and with a single set of expectations on the part of both the 
interviewer and interviewee. In reality, job seekers encounter many 

different types of interviews as well as multiple interviews with several 
individuals in a single organization. Many interviewees are surprised to 
discover that their interview(s) did not conform to what they where told 
to expect, including many questions they prepared answers to. Not sur- 
prisingly, the interpersonal dynamics change as the participants and the 
situation change, and each interview is different from any other. 

N. 

Variable Situations 

Interviews involve numerous variables - the interviewer’s and inter- 
viewee’s goals, personality, and approach; types of interview; interview 
settings; questioning techniques; and interview structure. Since each of 
these variables will affect both your answers/questions and interview 
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outcome, you must be aware of changing interview situations and handle 
each variable in the best manner possible. 

While many interviewees expect interviewers to be in the driver’s seat 
- intelligent, confident, competent, and in control - in fact many inter- 
viewers have no training in interviewing, let alone personnel interviewing. 
They may be hesitant or unsure of themselves, asking many questions 
that may be irrelevant to the job under consideration, or simply restating 
information contained in the applicant’s resume. If the interviewer is from 
outside the personnel department, he may conduct interviews infre- 
quently. If he is from the operational unit, rather than personnel, he may 
view the time consumed to conduct an interview as taking valuable time 

away from the work at hand. He may 
I n  te,-view in - also feel very uncomfortable doing some- 

thing - conducting the interview - that 
he knows he hasn’t had much exDerience a great 

I 

more than karnh7g with. In other words, he is far from being 
in the driver’s seat. Indeed, you may 
have to help him through the interview! 

Although there are several different 

appropriate an- 
swers to expected 

interview questions, interview types and each interview is 
different from other interviews, there are 

enough similarities for each type of interview that one should be able to 
develop a set of expectations that will be useful. 

Let’s describe the interview situation in comprehensive terms. We 
include several types of interviews along with interviewers, and interview- 
ees’ goals and various interview settings, questioning techniques, and 
structures you are most likely to encounter. These variables are outlined 
and related to one another in the diagram on page 17. 

This chapter should help you identify the types of playing fields you 
will most likely encounter with a single employer or with many different 
employers. You will quicldy discover interview slcills involve a great deal 
more than learning appropriate answers to expected interview questions. 
At the very least you must be prepared to encounter many different types 
of settings for interviews, which may involve anything from climbing out 
of the shower to answer a telephone call that unexpectedly becomes a 
screening interview to encountering a panel of interviewers who engage 
you in a two-hour stress interview. You also must be prepared for 
different questioning techniques as well as the overall structure and flow 
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Interview Situation: Types, Settings, 
Questioning Techniques, and Structure 

Variables - Interview Situation 
TYPES OF INTERVIEWS 

I Screening . telephone . videoconference . face-to-face 
- one-on-one 
- group . electronic 

Selectionlhiring . one-on-one . sequential . serial . panel . group 

PUESTlONlNG TECHNIPUES 
Direct . Indirect 
Stress . Examinationflesting 

INTERVIEW SElllNGS 
Telephone . home . office 

Face-to-Face . office . restaurant . social gathering . airport . home 

INTERVIEW STRUCTURE 
. Open . Information exchange . Closed 

FOIIOW-UP 
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of the interview. These are variables which will both grow out of and 
affect the goals of both you and the interviewer. They will have an 
important impact on the outcome of the interview that goes far beyond 
the content of interview questions and answers. 

Interviewer Goals and Expectations 

The interviewer expects that an applicant who is invited to an interview 
will be at his best - both in appearance and behavior. You will have 
conducted basic research on the company and will be able to both answer 
and ask questions that relate to your slulls and goals as they relate to the 
job under consideration. 

The interviewer has certain goals she must achieve through the 
interview process. She will control many of the variables affecting the 
interview situation in order to achieve those goals. First, the interviewer 
looks for indicators of the applicant’s expertise and competence - your 
skulls, laowledge, and abilities as they relate to the job. Since your 
education and past work experience are factors that would have been 
apparent on your resume, you have met the basic requirements for 
consideration for the position or you wouldn’t have been invited to the 
interview. But now the employer wants specifics that go beyond the 
degrees earned, jobs held, and duties performed - specifics that indicate 
what you can do for the employer in her organization. 

Second, the interviewer is interested in indicators of the applicant’s 
motivation. Expertise is an important consideration, but your drive and 
energy may be what set you apart from others and give you an edge in the 
hiring process. The employer wants to know about your development 
potential. Are you motivated to learn new skulls and do new things? 

Third, your interpersonal slcills also are of concern. Someone who 
can do the job, but doesn’t fit into the work setting, isn’t a valuable 
employee. Your ability to get along with co-workers is not always easy to 
discern, but something the interviewer will be trying to assess. How well 
do you tale supervision? Are you able to follow orders from those in 
positions to direct you? And if you are hired in a track that may lead to 
your becoming a supervisor, your leadership skulls will also be important. 

Fourth, the applicant’s decision-making and problem-solving 
abilities will be important for many positions. How well are you able to 
deal with an out-of-the-ordinary situation you may encounter on the job? 
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Will you be able to distinguish between those situations where innovation 
is required and those where established procedures must be followed? Can 
you quicldy deal with a situation by analyzing the nature of the issue and 
talung appropriate action that incorporates alternative courses of action? 

Fifth, at the same time that the interviewer is attempting to discern 
your skulls to do the work as well as fit into the corporate structure, she 
is also trying to assess your real interest in the job and the firm. Do you 
really want this job? Will you be a dedicated and loyal employee? Or do 
you merely see this job as a way-station to something bigger and better 
somewhere else? 

Sixth, while you may think employers are mainly concerned with 
assessing your job performance skulls, they also are interested in your 
personality or likability. They prefer working with people they like. 
After all, likable people are those who tend to get along well with others, 
How well do you relate to the interviewer? Do you listen well, give 
positive verbal and nonverbal feedback, have a pleasant and enthusiastic 
manner, and demonstrate a sense of humor and smile? Or do you tend to 
be negative, boring, and unenthusiastic? Employers look for energetic 
personalities who also tend to transfer their energy into their work. 

Interviewee Goals and Expectations 

Interviewees also have specific goals relevant to the interview situation. 
Your major goals are to gain information about the job, employer, and 
organization and demonstrate how your skulls , knowledge, and abilities 
will fit the needs of the organization. You want to impress the interviewer 
enough to be offered the job. You expect the interviewer to take the lead 
in determining the structure of the interview, but you also need to 
structure your behavior in such a manner that it affects both the interview 
situation and the final outcome. 

Most interviewees have little knowledge of the various types of 
interviews or the variety of settings and forms that an interview may tale. 
The information in this chapter is designed to provide a basis for 
understanding the various interviews you may face. Granted, no two 
interviews are the same, but it is possible to classify interviews in ways 
that should enhance your understanding of what is happening if you 
encounter a situation that doesn’t quite fit into your perceptual expecta- 
tions as to what constitutes a job interview. 
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Interview Types/Goals 

There are two basic types of interviews with which the job seeker needs 
some familiarity: the informational interview and the employment 
interview. The informational interview results from the networking 
process. You should talk with people in your area of interest and identify 
persons who are in a position to share information with you about your 
potential field of employment. Once you have identified persons who are 
likely to have useful information, you want to contact them and try to 
arrange informational interviews. As the name implies, you are not 
seelcing a job from these people - only information and advice that will 
be useful to you later in your job search. 

Informational Interviews 

Your goal in an informational interview will be to pose questions about 
such things as opportunities in “X” field - at the entry level or at 
whatever level you expect to enter the field; the likelihood of advance- 
ment; what changes are taking place within the field that will affect things 
such as hiring needs, special skills, degrees or certification necessary for 
employment; special problems facing workers in “X” field; salary levels in 
your geographical area in “X” field - both at your anticipated entry level 
and as you advance. You will probably want to ask questions about 
various companies in your area that are hiring workers in your field. Your 
goal is to find out as much as you can about your field and the organiza- 
tions that are hiring - or are likely to hire in the future - from people in 
your field of employment. 

For more information on informational interviews, you may wish to 
consult another of our interview books, Interview for Success, as well as 
Haldane’s Best Answers to Tough Interview Questions (Impact Publica- 
tions). Since the informational interview is a particular type of interview 
in which you become the interviewer, we only mention this type of 
interview in passing here. However, it’s an extremely important type of 
interview in one’s overall job search; indeed, it may be the single most 
important job search activity for malcing contacts with potential 
employers who may later invite you to a job interview. Our main focus in 
this book, however, is the employment interview where you primarily play 
the role of interviewee in the process of getting a job offer. 
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Employment Interviews 

Employment interviews may take several forms. If your job search tales 
you to many interviews, you are likely to encounter more than one 
interview format. Employment formats may be best divided into two 
major categories - screening interviews and hirindplacement interviews. 

Screening Interviews 

Screening interviews may tale place over the telephone or in a face-to- 
face setting. Face-to-face screening interviews are usually held somewhere 
other than the employer’s offices. In a college setting, on-campus inter- 
views may be held in conjunction with the career services office or at a 
campus career fair. Screening interviews may be a part of the activities 
involved with a job fair held in a hotel or other neutral place and in which 
many potential employers tale part. Not limited to private industry, job 
fairs are also held by government agencies and nonprofit organizations. 

Most face-to-face screening interviews are also one-on-one - one 
applicant talking with one hiring official. However, some organizations 
that are deluged with applications for certain positions, such as the 
airlines for flight attendants, may bring 20-30 people together at one 
time. In this situation the employer is able to screen far more people in 
less time than if they scheduled them each for individual interviews. 

Those applicants who are screened “in” as a result of the group 
screening interview are invited back for an individual hiring interview. 

Screening interviews, as the name implies, provide employers the 
opportunity to male initial decisions as to whether they want to further 
interview an applicant. I t  helps them narrow the field of applicants to a 
more manageable number for conducting formal face-to-face job inter- 
views. In other words, applicants are screened “in” or “out” of further 
consideration. Job offers are seldom an immediate result of a screening 
interview. 

Telephone screening interviews are one of the least understood inter- 
view formats. Because many applicants are unprepared or do not under- 
stand the purpose of this format, they do poorly. Many employers use 
telephone interviews these days. Such interviews are more time efficient 
and cost effective in eliminating a large number of applicants than face-to- 
face interviews. While the telephone interview may tale only five to ten 
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minutes, an office interview may take an hour or more. The telephone 
interview is especially cost effective when applicants are from out of town, 
since it saves the expense of bringing several in for face-to-face interviews. 

Since employers can be expected to conduct screening interviews with 
greater and greater frequency as interview costs increase, it pays to be 
prepared when your telephone rings. 

If you receive an initial phone call from an employer, assume you are 
being screened for a later face-to-face interview. Take this telephone 
interview as seriously as you would one in any other format. What you 
say and how you say it will probably determine whether you will be 
invited to a hirindplacement interview. 

With this in mind, it is advisable to have an area by your telephone 
equipped with everything you will need to come through the unexpected 
screening interview with flying colors. A pad of paper, pen, copy of your 
resume, a calendar (with commitments noted) are basic elements. I t  is 
also a good idea to have a list of the organizations which you have 
contacted in your job search; the names of individuals to whom you have 
sent your resume (or talked to previously) listed; and a folder or notebook 
with copies of all your job search correspondence organized alphabetically 
by company. If, however, you are contacted on your cell phone, you may 
not be in a situation conducive for handling this screening interview, such 
as being at work, driving, or in a meeting. Ask to call back (“17m irt n 
meeting right now. Could I callyou back in a haEfhour?”) so you will have time 
to get better organized for handling this screening interview. 

Keep the essential elements you need to be prepared for the telephone 
interview available at any location where you are likely to receive a call 
from a potential employer. If you have listed both your home and work 
numbers on your resume or application, you could receive a call at either 
place. If your present employer doesn’t know you are engaged in a job 
search, you may wish to keep your interview essentials organized in your 
briefcase in the event you get a call at work. However, if you have no 
private place at your office where you could conceivably talk on the 
phone, you may prefer to ask potential employers not to call you at your 
present place of employment. Alternatively, you may want to ask the 
interviewer if you could call her back at a specific time - convenient to 
the interviewer - since you are in the middle of an important meeting. 
This will give you time to collect your thoughts and find a more private 
location from which to handle the telephone screening interview. 
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At this point the interviewer is loolung for reasons to Iaock people out 
of further consideration. For example, she may ask you to clarify some 
points in your resume concerning experience as well as inquire about your 
availability and salary expectations: 

Mien you say you have ‘six years o f  progressive experience handling all 
aspects of quality control with XYZ Company,’ what does that mean in 
temw ofthe number ofemployeesyou supervised? How didyour responsibili- 
ties increase? 

Wouldyou be ready to start work in another three weeks? 

Miat are your salaly expectations? 

Factual questions, such as the first one, deserve factual answers alongwith 
some positive contextual comments. For example, try to put your 
supervisory skulls into some performance context, such as 

I supervised six people. We were able to improve product quality by 50 
percent, which resulted in 25 percent fewer customer complaints. 

On the question of availability, use you own judgment. Remember, you 
should give your present employer at least two weeks notice. If the job 
requires a major geographic move, you may need more time. For now you 
may want to answer “Yes,” knowing full well you need to work out the 
details with both your current and future employer. If you say “No, ” you 
inject a negative into this interview that may eliminate you from further 
consideration. 

As for salary expectations, the rule is to keep this question to the very 
end of the job interview - after you learn the worth of the position and 
demonstrate your value to employers. Answer by saying you are “open” 
at this point. You need to laow more about the position. If the inter- 
viewer persists, turn the question around and ask “Wzat is the current range 
for this position for someone with my qual$cations?” And if the person 
continues to persist for a figure, give a salary range you laow from your 
research is in line with industry salary norms as well as your expectations. 
“I was expecting in the range of$43,000 to $50,000. ” Base your responses to 
salary questions on information gained from your research. This is not the 
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time to resort to wishful thinking, 
The person conducting the screening interview has a negative goal as 

far as the applicant is concerned. The interviewer wants to eliminate as 
many candidates as possible from further consideration so the hiring/ 
placement interview can be conducted with a more manageable number 
of applicants. On the other hand, your goal is to be to included in the 
final pool of candidates. What you say in this screening interview will be 
very important in moving you into the select group of applicants. 

The telephone screening interview is primarily a verbal encounter, but 
it also includes numerous nonverbal components. Male sure you speak 
up, use good grammar, speak in complete sentences, avoid vocalized 
pauses and fillers, are decisive and positive, and inject enthusiasm and 
energy into your telephone voice. If your voice tends to be high-pitched 
over the telephone, try to lower it somewhat. You want to sound inter- 
esting enough so the interviewer will want to see you in person. If your 
grammar is poor, if you sound indecisive, lack enthusiasm, or have a high- 
pitched and squeaky voice, the interviewer may screen you out of further 
consideration regardless of what you say in response to his questions or 
how terrific your resume looks. He will have “a gut feeling” that he 
doesn’t want to interview you because you just don’t sound right for the 
job. 

Electronic Screening Interviews 

A relatively new method for screening job applicants is the use of 
computerized questions to elicit information before the applicant meets 
with the hiring official. The applicant is initially asked to sit at a 
computer terminal and respond to a series of questions that will also be 
“scored” electronically. Though in limited use at present, and used 
primarily by larger firms, the method may catch on. If you face this 
situation, you should do better if you have some understanding of what 
is happening to you. 

Employers who use this method believe electronic screening has several 
advantages. First, the computer presentation poses exactly the same 
questions in the same way to all applicants and will score the responses, 
thus supposedly taking some of the subjectivity out of this portion of the 
interview. Second, the computer can score your responses quickly. If 
several questions are designed with purposeful redundancy in order to 
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identify the individual who is not responding honestly but trying to skew 
the results a certain way, the computerized scoring will identify the 
inconsistencies and this information will be available to the human 
interviewer who conducts the subsequent face-to-face interview. In some 
instances the scoring programs are designed so that inconsistencies in 
responses as well as response rates are noted. In other words, if you take 
a significantly longer time to answer certain questions than is your norm 
for the majority of questions, the questions you pondered excessively will 
be noted. 

The interviewer whom you meet with following your session at the 
computer terminal will no doubt probe areas in which your responses or 
response rate seemed to indicate inconsistencies  or longer than usual 
hesitations. The interviewer will assume that you may have problems or 
something to hide in these areas. If you have read the following sections 
in this book which help you prepare for interview questions and how to 
present your responses in an honest, yet positive manner, you should be 
able to handle the face-to-face follow-up to the electronic screening 
interview. 

Although many employers may initially jump on the bandwagon and 
move into what they consider to be the progressive new interview 
methodology - electronic screening interviews - we suspect it may be 
fraught with problems that will slow its general use. Aside from the 
expense, which may not be justified for many smaller firms, it seems to be 
a modern method of presenting traditional personality testing. 

Two decades ago many firms used paper-and-pencil tests to access 
applicants’ personality traits. After several court cases in which employers 
could not demonstrate a bona fide relationship between the tests and the 
jobs for which applicants were being screened, employers quietly dropped 
the use of most of these tests. A similar fate may be in store for these new 
electronic tests. 

Hiring/Placement Interviews 

Once you make i t  through the screening interview - if there has been one 
- you go on to the real interviews. There are five basic formats for hiring 
interviews. Most any interview will fall into one of these categories or be 
a combination of more than one of them. They are one-to-one, sequential, 
serial, panel, and group interviews. 
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One-to-one Interviews 

Most interviewees encounter one-to-one, face-to-face interviews. The 
applicant and the employer meet, usually at the employer’s office, and sit 
down to discuss the position and the applicant’s slulls, knowledge, and 
abilities as they relate to the job. At some point, though hopefully late in 
the interview, they discuss salary considerations as well as other benefits. 

While a screening interview is often conducted by someone in 
personnel - after all, screening is one of their major functions - hiring 
decisions are usually made by department managers for lower and many 
mid-level positions, and by upper management for top-level positions. If 
the hiring interview is conducted by someone from the department which 
has the position, you can expect the interviewer to ask many specific job- 
content questions. If the interviewer is from personnel, the questions will 
tend to be more general. 

Sequential Interviews 

For many positions, especially those beyond entry-level, more than one 
interview will be necessary. Sequential interviews are simply a series of 
interviews with the decision being made to screen the candidate in or out 
after each interview. The candidates who are screened in are called back 
for additional interviews. Although each of the sequential interviews is 
most frequently a one-to-one interview, you could meet with more than 
one interviewer at the same time in any of these sessions. You may meet 
with the same person in each interview, but it is more likely you will meet 
with new people in subsequent interviews. 

When sequential interviews are held, many of the terms of employ- 
ment issues such as salary and benefits may not be discussed in the initial 
interview. These considerations may be saved until later interviews - after 
the pool of candidates has been narrowed and the employer is getting 
serious about only a very few candidates. This can work to your advan- 
tage, since with each interview you should have the opportunity to find 
out more about the position - ask in subsequent interviews some things 
you wish you had asked, but forgot, in your initial interview. You also 
have a greater chance to demonstrate your qualifications and try to 
convince the interviewer(s) that you are the person for the job. 
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Serial Interviews 

Serial interviews also consist of several interviews, one after the other. 
However, with serial interviews the series has been set up from the time 
the interview was scheduled and no decision will be made until all the 
interviews have been completed. Usually each meeting is with a different 
person or group of people, and all the interviews will be held over a one- 
or two-day period. Following these interviews, the individuals you met 
with will get together to compare notes and male a group hiring decision. 

Panel Interviews 

Panel interviews occur infrequently, but i t  is possible you could encounter 
a situation that included this format. As the name implies, in a panel 
interview you are interviewed by several people at the same time. Panel 
interviews, are by their very nature, more stressful than most other types. 
At its best, you are facing several people at the same time, responding to 
the questions of one panel member as you try to balance your perceptions 
of the other members’ expectations. At its worst, it can be a pressure- 
cooler atmosphere as you are subjected to a barrage of questions, some 
of which may seem hostile. 

Group Interviews 

Though perhaps the least common of our interview types, group 
interviews do tale place. If you find yourself being interviewed along with 
several other applicants, you are in a group interview. Employers use the 
group setting to gain information not thought to be readily ascertained in 
a one-to-one interview. 

In group interviews the employer will observe the interpersonal skulls 
of the applicants. How well a candidate interacts with peers - the other 
applicants - is thought to be an indicator of how well the individual will 
get along with co-workers. 

Often a question will be posed to the group, or the group will be 
presented a problem to solve. If an applicant exhibits positive leadership 
and/or followership behaviors in the group setting, employers tend to 
believe that person will respond in similar ways in the workplace. The 
employer will be looking for positive skulls - the ability of an interviewee 
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to draw other candidates into the discussion, to listen to others’ points of 
view, to ask questions, to act as peacemaker if necessary, to summarize 
salient points, and to keep the group focused on the task at hand and 
moving toward the goal. 

Handling Several Formats 

Some applicants will face a variety of interview types in the course of 
pursuing one position. Many candidates for a university faculty position, 

for example, encounter a series of inter- 

Treat each views that span two days or more. Hav- 
ing: flown or driven into town the night 

U U 

successive 
interview as if it 

before, the candidate will be picked up at 
his hotel the next morning by a member 
of the department. The morning may 
consist of several meetings: a meeting 
with the department chairperson, and 

meetings with two or three other faculty members as time and class 
schedules permit (Series Interviews). The candidate will go to lunch 
with several of the faculty (Panel Interview) and in the afternoon meet 
with the Dean of the Faculty and later successively with two or three 
additional faculty members (Series Interviews). During the evening a 
dinner meeting may be scheduled at the department chairperson’s or a 
faculty member’s home (Panel and Series Interviews). The next day 
consists of meetings with any faculty not seen individually the previous 
day (Series Interview) and perhaps teaching a segment of a class 
(Examinatioflest Interview). In the end, this individual will go 
through three or four different types of interviews and will be judged by 
several people. 

The most important thing to remember during series interviews is to 
treat each successive interview as if it were your first. Indeed, it is your 
first interview with this person. Try to be as alert, fresh, and dynamic 
with each person as you were with the very first one who interviewed you. 

were your first. 

Interview Settings 

Interviews can tale place almost anywhere. The telephone screening 
interview will most likely tale place with you in your home or office. At 
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either place male sure you have your interview essentials ready and 
organized. If a phone call comes when you are at work, ask the inter- 
viewer to excuse you for a moment while you close the door. Tale a 
moment to close the door, if this is possible, and to get your interview 
essentials out of your briefcase - or wherever you are keeping them. Take 
a deep breath to help calm you as you pick up the receiver to continue. 

Face-to-face interviews most often take place in a hotel, convention 
center, or college campus setting for screening interviews. Employment 
interviews usually take place in the employer’s offices, but may occur at 
other sites. Some interviews, or at least parts of them, may tale place in 
a restaurant, the employer’s home, or even in an airport waiting area. 

The portion of an interview that takes place in a restaurant can be the 
most dangerous minefield for many interviewees. Evening dinners in the 
employer’s home often have the same effect. One potential problem is 
that many applicants who have been on their best behavior for the 
interviews in the more formal setting that preceded the lunch or dinner 
session now mistakenly believe that the interview is over and act 
accordingly! 

As long as you are with the prospective employer or her representa- 
tives, the interview continues. The setting may change; the participants 
may seem to turn from talk of business-related matters to a more social 
set of conversation topics; but you, the applicant, are still on stage and 
continue to be evaluated. This is no time to relax, let your hair down, and 
forget what you are there for. Continue to give thoughtful responses to 
questions and probe in a non-threatening manner for insight into the 
company where you may have the opportunity to work. Your interest and 
enthusiasm for the company must remain dynamic even if you are tired 
and worn out from travel and the stress of several series interviews. 

Another consideration should be what you will order if you are in a 
restaurant and what you will take should you be eating in someone’s 
home. If ordering from a menu, select something that will be easy to eat. 
Bony chicken or lobster in its shell are to be avoided along with spaghetti 
or anything else that may prove difficult to eat. You want to be able to 
give your full attention to your dinner companions and appear in control 
and well mannered rather than having to struggle with your food and only 
give half attention to your dinner companions. 

If eating in someone’s home, you will have fewer choices, but at least 
everyone else will be facing the same struggle you are if the host’s menu 
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choices have not been planned for ease of eating. However, you should 
still have some leeway. Tale small portions of any foods you don’t like or 
expect to be difficult to eat. You will probably find your appetite is not 
great and you probably won’t be eating much today anyway. Eat enough 
to appear polite and keep you from starvation, but give your attention to 
your real purposes for being there - promote your candidacy and evaluate 
the position you hope will eventually be offered to you. 

The question of alcoholic beverage consumption often arises as 
interviewees attempt to decide, “Should I, or shouldn’t I?” The best rule is 
to avoid completely any offer of alcohol at lunch. You need to be clear- 
headed for the interviews you are likely to still face that afternoon. And 
you do not want to give the impression that you may be one to drink at 

noon each day before going back to the 
office for the afternoon’s work, even 
though it may appear to be part of the When ordering from 

a menu, select work culture - or maybe it’s just an 
interview test. 

If vou are at an evenincr dinner or 
something that will 

be easy to eat. 
./ U 

cocktail party, you have some leeway 
with this rule. If you don’t drink, simply 

decline the cocktail - there is no need for an explanation. If you do drink 
and wish to have a cocktail along with the others, then one is generally 
acceptable. No more tonight - no matter how many others may consume. 
If you are female, you may choose to ask for white wine. Many find this 
less objectionable for women than hard liquor. Some women may be 
offended by this advice, but now is the time to go after the job - not the 
inequities. 

Questioning Techniques 

Direct 

Applicants encounter the direct questioning approach most frequently. 
Interviewers tend to use this method because it allows them to control the 
direction of the interview. Asking specific questions of each candidate is 
the questioning technique most employers lmow best, and it allows them 
to feel the most comfortable. By asking similar questions of each candi- 
date, interviewers find it easier to compare one applicant with another. 
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The interviewer who uses the direct questioning technique has specific 
questions and usually asks these in a planned sequence. Usually the 
intewiewer aslcs questions that relate to your: . Education . Work experience . Interpersonal slulls . Skulls and strengths . Ability to tale initiative and solve problems . Career goals 

The direct questioning technique involves both open-ended and closed 
questions. Closed questions are those that can be answered with a simple 
7 e s ”  or “no. ’’ Although candidates often will elaborate beyond the simple 
“yes” or “no, ” even these elaborations are usually more concise and to the 
point than answers to open-ended questions. Open-ended questions call 
for information, reflection, or judgment; they are intended to give the 
interviewer insights into the laowledge, personality, or character of the 
applicant. Open-ended questions must be answered with more than a 
“yes” or “no” and often begin with “what” or “how. ’’ 

Indirect 

The indirect interview technique is less structured than the direct method. 
It’s also used less frequently than the direct method. When using this 
method, the interviewer wants you to talk as much as possible about 
yourself and the job so he or she can determine your likely performance 
as a result of this interview. The interviewer tends to ask broad general 
questions relating to several key areas that he thinks will elicit indicators 
of your likely on-the-job performance. Most questions are open-ended, 
requiring elaboration from the interviewee. You might be asked: 

We had a problem lastyear with one employee who leaked iizformation on 
our new product designs to our major competitor. How mightyou have 
handled this if the employee were one qfyour subordinates? 

I seeyou have degrees in both engineering and sociology. That’s an interest- 
ing combination. Tell me how your educational backgrounds in both jelds 
might help you on this job. 
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We’ve talked about some oftlie challenges facing this ofice during the next 
two years. What  would you want to accomplish during your first 90 days 
on the job? Couldyou give me some specEfic changesyou would bring about 
immediately? 

W i a t  kind of personality do you think would work best in this work 
environinen t ? 

Tell me more aboutyour career goals over the next five to teri years and how 
they might relate to this job. 

You may tale several minutes responding to each question. And your 
response may lead the interviewer into related areas of questioning that 
were unplanned. I t  is this lack of planned structure as well as the lack of 
parallel questioning of other applicants that makes some employers 
uncomfortable and more likely to use the direct form of questioning. 

In the indirect interview you will be at center stage doing most of the 
talking. You may feel more at ease during such an interview because you 
feel less pressure to come up with the “right answer” to specific questions. 
But beware of getting too comfortable; you are still being evaluated even 
though you are not answering a series of specific questions most com- 
monly identified as the key to the interview process. The interviewer may 
be loolung for key analytical, problem-solving, and communication skulls 
along with determining your style, personality, and philosophies. In such 
a situation, how you answer the questions and converse with the 
interviewer may be just as important as what you say. Before responding, 
quickly try to determine what the interviewer is trying to assess. Try to 
focus your response and answer in an organized, coherent fashion. Be 
careful not to ramble in an unfocused stream of consciousness. 

Stress 

Although most interviews seem stressful to job applicants, fortunately for 
you, few interviewers actually put candidates through a stress interview. 
But since you could encounter one, you need to Iaow what one is so you 
would recognize it and keep your composure if ever you are subjected to 
one. 

Stress interviews may be conducted by one person or a panel of 
interviewers who fire numerous questions at the candidate. The inter- 
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viewer’s tone of voice may be threatening, and the questions, which may 
be quicldy fired at the applicant - like a barrage, may be accusatory in 
nature. 

The purpose of a stress interview is to see how the applicant reacts in 
a stressful situation. Some employers use this method when interviewing 
for positions which require coping with on-the-job stress. A chief of 
campus security, for example, points out he always subjects potential 
officers to a stress interview. He’s hard on them, and his goal is to reduce 
an applicant - male or female - to tears. If he’s successful, however, the 
applicant is not hired, He wants people who can remain in control of 
themselves and stressful situations, and he believes the stress interview 
gives some indication of how well the candidate will perform under stress. 

Not always is the connection between the stress interview and the 
stressful job as obvious as in the above case of the chief of security. But 
many employers want employees who can work in a pressure-filled 
atmosphere. While they can review the individual’s record to learn how 
he or she has handled stress in the past, the stress interview gives some 
indication of how well the candidate will perform under stress. 

If you encounter a stress interview, simply understanding what is 
happening and why should help you through the interview. Try to keep 
calm; tale a deep breath and don’t allow the interviewer to upset you; 
remain in control of yourself; and be complete but concise and to the 
point as you answer. 

Behavioral Interviews 

You think you have a 
to a large degree your 

lot on the line in an employment interview - that 
future rests on the outcome. You are not alone in 

your anxiety; the employer has anxiety as well. 
The employer lcnows that you, the job candidate, will try to make a 

favorable impression during the interview. He lcnows you will present 
yourself in the most positive way you can. He expects you have read 
books on how to interview, that you will have already considered how you 
will respond to certain questions, and he is afraid. He is afraid that you 
may have prepared so well that you may fool him - convincing him that 
you are right for the job when in reality you are not. He is afraid that you 
may possess greater interview slulls than job slulls and he may hire the 
wrong person! 
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Knowing that job candidates are coming into job interviews more 
savvy about the interview process than ever before, employers want better 
ways to identify the prospective candidate who is really the best one for 
the job - not just the best at interviewing! The technique now gaining 
greater use among employers is to ask behavioral questions. There are 
three types of behavioral questions that tend to be asked: self-appraisal 
questions, situational questions, and hypothetical situational questions. 

Self-appraisal questions ask you to consider and report on your 
behavior - not your skulls. For example, the interviewer might ask, “In 
what situations have y o u  become so involved in the work y o u  were doing that the 
day f lew by?77 If you have been explaining how you handled an irate 
customer, the interviewer might ask, ‘‘Vyou were to encounter that same 
situation now, how wouldyou deal with that customer?” Or, “Ifyou had the choice 
o f  working in our marketing or our public relations department, whick would y o u  
chose?” And after your response, you might get the follow-up question, 
“Wy would y o u  make that choice?” 

Like self-appraisal, situational questions look for past experience as 
indicators of future behavior. “Tell me about a recent time when y o u  took 
responsibility for a task that was outside ofyour job description, ’’ might be asked 
of an applicant. Or, “Tell me about a time when y o u  took action withoutyour 
supewisor’s prior approval. ’’ 

Hypothetical situational questions differ only in that, rather than 
asking what the interviewee has actually done in a particular situation, 
these questions ask the applicant what he would do in a hypothetical 
situation. Thus they give the interviewer the opportunity to ask questions 
about situations the applicant may never have actually encountered in 
previous positions. If, for example, the applicant has never held a 
supervisory position, and the job he is being considered for would involve 
some supervisory responsibilities, the hypothetical situational questions 
can provide the interviewer an opportunity to get a sense of what the 
candidate‘s supervisory style will be. 

So why do employers like behavioral questions? Why are behavioral 
questions being used by more employers and with greater frequency these 
days? It is generally thought that the strength of behavioral interviewing 
is that it allows the interviewer to get at thought processes on past 
behaviors as well as at behaviors themselves and that, as a result, job 
candidates cannot prepare for these questions as they do for the more 
traditionally asked interview questions. 
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However, you can prepare for the behavioral interview! You may not 
be able to anticipate every single question - no more than you can 
prepare for every single traditional question that may be asked. But just 
as you can anticipate the areas of questioning which an employer is likely 
to probe and consider the gist of the responses you will give, you can do 
much the same thing in preparation for the possibility you may face an 
interview in which at least some of what you are asked are behavioral 
based questions. This, of course, assumes you have had a relevant 
experience and that you have acted in a positive manner that you are 
pleased to have the opportunity to talk about! But the major problem for 
most job candidates is not whether they have had a related experience, 
nor that they have responded inappropriately, but rather that they are 
thrown off balance by a question they not only didn't anticipate, but had 
never considered. They have a tough time formulating a good response 
under the stress of the moment. 

Your strategy, as you prepare, should be two-fold. First, anticipate as 
many of the behavioral questions you are likely to be asked as you can. 
Consider the job for which you are interviewing. What lcinds of behav- 
ioral questions do you think the interviewer might want to ask specific to 
that job? What special situations would someone working in this job 
likely encounter? Are there any things on your resume or in your work 
history that might raise questions? Looked at in this way, you may be 
able to add questions to your behavioral list. 

Once you have a compiled a list of possible behavioral type questions, 
your next step is to strategize the responses you would male. Your tactic, 
as in any aspect of the interview, should be to be honest, but not stupid. 
In other words, how can you best answer this question honestly and yet 
in the most favorable light possible vis-a-vis your behavior? Remember 
that the interviewer will probably check your references if the company 
is seriously considering hiring you. So you want to keep your answers 
focused on the truth. 

Consider the questions about your real life performance and pull out 
as many examples as you can of how you have responded in relevant 
situations in the past. If you have a great deal of work experience, most 
of the examples you use should be related to past jobs. However, if you 
are recently out of school, your examples need not all be work-related. 
Examples taken from situations you encountered in organizations you 
belonged to at school or in volunteer experiences may yield positive 
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illustrations of past behavior. 
Practice tallung about the experiences in ways that support the point 

you are trying to make. Don’t memorize responses. When most people 
give memorized responses, they sound “canned.” After all, you don’t want 
your response to sound as if you have practiced it getting ready for the 
interview! You want your response to sound thoughtful and intelligent 
and as if you are formulating it for the first time - which you are! Talk 
through possible responses by telling the story that sets up the situation, 
explains what you did, suggests why you took the action you did, and 
then concludes by explicitly tying your response back to the question you 
were asked. 

Examination/Testing 

Some interviews will include elements of testing or examination. For some 
types of jobs, such as clerical or mechanical, you may be tested on the 
actual equipment you will be using. Teachers may be asked to conduct a 
one-hour classroom session where their performance will be observed and 
evaluated by both faculty and students. Certain questions, similar to 
those outlined in the section on indirect questions, may be asked to 
ascertain your level of knowledge, decision-malung capabilities, analytic 
capabilities, and competence. 

“What zf’ questions that begin with “What would you do i$ . .” are 
designed to test your ability to relate your past experience to the em- 
ployer’s current situation and needs. Using questions designed to test you, 
interviewers are loolung for thoughtful answers that demonstrate your 
competence. 

Interview Structure 

Each interview will be different simply because the different combination 
of people involved and their goals produce different dynamics. However, 
there is a basic structure that approximates what one can expect in most 
interview situations. The actual conversation and amount of time spent 
in each phase will vary, but the progression from one phase to another 
will normally follow a predictable pattern. This structure is evident from 
the moment you arrive at the interview site to when you learn whether or 
not you are right for the job. 
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Opening 

As soon as you meet the interviewer, you normally spend some time in 
small talk. This is an important ritual. It gives both the employer and the 
applicant a chance to feel more at ease 
with each other and the situation. Dis- The main aoal of 

J cussions of the weather, whether the 
applicant had any trouble getting to the this exchange is to 
interview, and similar topics are appro- 
priate things to talk about at this stage. 
The main goal of this exchange is to 
establish rapport between the interview 

establish rapport 
between the inter- 
view participants# 

_ _  

participants. 

Exchange Information 

What we might refer to as the “body” of the interview is the phase that 
will normally have the most time devoted to it. I t  is now that the 
interviewer and interviewee will exchange information - with both 
persons posing questions as well as giving answers. The interviewer tries 
to size up the applicant in terms of his work abilities, level of knowledge, 
related experience, interpersonal skulls, communication slulls, motivation, 
dedication, loyalty, career goals, and likability. The interviewer attempts 
to give the applicant information about the position. 

The applicant tries to male a favorable impression as he answers the 
questions posed by the interviewer and asks questions to probe the nature 
of the job. 

Close 

The close, like the opening, is another time €or exchanging amenities, The 
employer will normally thank the applicant for coming, indicate she 
enjoyed meeting with him, and perhaps indicate that the company will be 
malung a decision soon. 

This is no time to murmur your thanks and meeldy leave. This is your 
opportunity to refocus the interview toward your skulls and how they fit 
the position as well as to determine what your next step should be. 
Briefly, try to summarize your strengths as they fit the position and 
employer’s needs, indicate your appreciation for the time the interviewer 
has spent with you, but, before you leave, ask when you might expect to 
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hear about their decision. (This could be an actual hiring decision or it 
may be a decision as to whom the company will invite back for further 
interviews.) Assuming you are given a time frame, it’s perfectly acceptable 
to follow up with this question: 

I f  I haven’t heard anything by (select the day following the date y o u  were 
told a decision would be reached), may I call y o u  to check on my status? 

Usually the interviewer will say you 
may call. You now have a date by which This is no time to 

murmur your 
thanks and 

you should follow up if you have not 
heard about your hiring status. Be sure 
to put this date on your schedule to a 

meekly leave. phone call. 

FoIIow-Up 

Later that same day, if possible, and no later than the following day, write 
a brief letter to the employer. This is a business letter, not a social thank- 
you note. I t  should be produced on business size stationery and mailed 
in a business size envelope. 

You can again thank the interviewer for the time she spent with you 
and indicate your continued interest in the position. You may choose to 
briefly restate your strengths as they relate to the position to be filled, and 
say that you look forward to hearing from her on (fill in the date she 
indicated they would have reached a hiring decision). 

At the close of the interview you asked whether you could call the 
interviewer to check on your status if you hadn’t heard by a certain date. 
When that date arrives, if you haven’t heard, CML. You already set the 
stage for the call at the close of the interview, now follow through. 

You have nothing to gain by not malung that call. By calling, you let 
the interviewer laow you are still interested and you have the tenacity to 
follow through. If a decision hasn’t been made, you may a score a few 
points in your favor. If a decision has been reached and someone else has 
been offered the job, even if you are disappointed, you are better off 
knowing, since you can now concentrate your efforts on other positions. 
Thank the individual, and ask to be remembered for future openings they 
may have that would utilize your skulls. 
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At this point you may even wish to write a final thank-you letter 
indicating your continued interest in the firm and aslung them to 
remember you for future openings in your line of work. 
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Mistakes, Trends, and 
Resources 

RY AS EMPLOYERS AND CAREER COUNSELORS MAY, 
many job seekers still don’t “get it” when interviewing for a job. 
They male awful mistakes. Unlike many other job search T mistakes, such as failing to address a resume to a specific person, 

interview errors tend to be unforgiving sins. They are lmoclouts. After all, 
this is the time when first impressions count the most, because the 
employer is trying to male a final decision on whom to hire. 

Employers‘ Negative Goals and Experiences 

Employers have both positive and negative goals in mind when recruiting 
candidates. On the positive side, they want to hire someone who can do 
the job and add value or benefits to their organization. On the negative 
side, they are always loolcing for clues that tell them why they should not 
hire you, Many are gun-shy because they have made hiring mistakes in 
the past by naively believing what a candidate told them about their 
performance. Could you be another stranger who males inflated claims 
about your competence in the hope of getting a job offer? 

40 
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It’s not until you start performing on the job that the employer gets to 
see the “real YOU” and discover your patterns of behavior. In the mean- 
time, the employer needs to be on his or her guard looking for evidence 
that you may be the wrong person for the job. Make a mistake during the 
job interview and you may be instantly eliminated from further consider- 
ation. Therefore, you must be on your very best behavior and avoid the 
many common mistakes interviewees make. 

37 Mistakes You Can‘t Afford to Make 

Employers readily volunteer a litany of mistakes job seekers male when 
applying for jobs. These errors often constitute a body of interview humor 
and job search stories that are as sad as they are hilarious. Many of these 
mistakes are simply stupid, whereas others indicate a lack of knowledge, 
experience, and interview savvy. Initially outlined in our companion job 
search guide for college students and graduates - TheIoli Hunting Guide: 
Transitioning From College to Careers (Impact Publications, 2003) - they 
are well worth repeating here, since they provide a larger context for the 
many questions and answers you will address in the remainder of this 
book. 

These mistakes are relevant to the whole process, from initially arriving 
to closing the interview. 

1.  Arrives late to the interview. First impressions really do count 
and they are remembered for a long time. Arrive late and you’ve 
made one of the worst impressions possible! Indeed, regardless of 
what you say or do during the interview, you may never recover 
from this initial mistake. Employers wonder, “Willyou also come to 
work late?” 

2. Makes a bad impression in the waiting area. Treats recep- 
tionists and secretaries as inferiors - individuals who may have 
important input into the hiring process when later asked by the 
employer “What  was your impression of this candidate?” Caught 
reading frivolous materials, such as People Magazine, in the waiting 
area when company reports and related literature were readily 
available for perusal. 
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3. Offers stupid excuses for behavior. Excuses are usually red flags 
indicating that a person is unwilling to tale responsibility and do 
the work. Here’s a killer excuse for arriving late for a job interview: 
‘7got lost becauseyour directions weren’t iyey clear. ” Goodbye! Here are 
some other classic excuses heard during job interviews: . I forgot. 

I t  wasn’t my fault. . It was a bad company. . My boss was a real jerk. . The college wasn’t vely good. 
I can’t remember why I did that. . No one there appreciated my work. . I didn’t have time to visit your website. 

4. Presents a poor appearance and negative image. Dresses inap- 
propriately for the interview - under-dresses or over-dresses for the 
position. The interviewee may choose poor quality clothing, select 
inappropriate colors, or put them together poorly. He or she may 
need to learn some basic grooming habits, from haircut and style 
to makeup and nails, or undergo a major makeover. 

5. Expresses bad, negative, and corrosive attitudes. Tends to be 
negative, overbearing, extremely aggressive, cynical, and opinion- 
ated to the extreme. Expresses intolerance and strong prejudices 
toward others. Complains a lot about everything and everybody. 
In Yiddish such chronic complainers are lcnown as kvetchen. 
Indicates a possible caustic personality that will not fit in well with 
the company. Regardless of how talented this person may be, 
unless he works in a cell by himself, he’ll probably be fired within 
two months for having a bad attitude that pollutes the office and 
lowers morale. 

6. Engages in inappropriate and unexpected behaviors for an in- 
terview situation. Shows off scars, tattoos, muscles, or pictures 
of family. Flirts with the interviewer. Possibly an exhibitionist who 
may also want to date the boss and harass co-workers! 
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7. 

8. 

9. 

10. 

11.  

12. 

13. 

Appears somewhat incoherent and unfocused. Tends to offer 
incomplete thoughts, loses focus, and jumps around to unrelated 
ideas. Hard to keep a focused conversation going. Incoherent 
thought processes indicate a possible attention problem. 

Inarticulate. Speaks poorly, from sound of voice and diction to 
grammar, vocalized pauses, and jargon. Uses lots of “you know,” 
“ah, ” “like, ” “okay, ” and “well” fillers. Expresses a low-class street 
language - “cool, ” “damn, ” “?rzaii, ” “wow. ” Not a good candidate for 
using the telephone or interacting with clients. Appears verbally 
illiterate. Writing is probably similar in quality. 

Gives short and incomplete answers to questions. Tends to 
respond to most questions with “Yes, ” “No, “Maybe, ” or ‘Tin not 
sure7, when the interviewer expects more in-depth answers. Appears 
shallow and indicates a lack of substance, initiative, interest, and 
enthusiasm. 

Lacks a sense of direction. Appears to have no goals or apparent 
objectives. When asked “Wzere do you seeyourseyjve or ten years 
from now?, ’’ has difficulty coming up with an answer or patronizes 
the interviewer by saying “With you!” Just loolung for a paycheck 
rather than pursuing a passion. 

Appears ill or has a possible undisclosed medical condition. 
Looks pale, glassy-eyed, gaunt, or yellow. Coughs, sneezes, and 
sounds terrible. Talks about her upcoming surgery - within six 
weeks of starting the job! 

Volunteers personal information that normally would be 
illegal or inappropriate to ask. Candidate males interviewer feel 
uncomfortable by tallcing about religion, political affiliation, age , 
family, divorce, sexual orientation, or physical and mental health. 

Emits bad or irritating smells. Wow! The candidate reels of 
excessive perfume, cologne, or shaving lotion - could lull mos- 
quitos. Can smell smoke or alcohol on breath. Strong body order 
indicates personal hygiene problems. Has bad breath throughout 
the interview, which gets cut short for an unexplained reason! 
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14. 

15. 

16. 

17. 

18. 

Shows little enthusiasm, drive, or initiative. Appears to be just 
loolung for a job and a paycheck. Tends to be passive and indiffer- 
ent. No evidence of being a self-starter who tales initiative and 
solves problems on his own. Not sure what motivates this person 
other than close supervision. Indeed, he’ll require lots of supervi- 
sion or we’ll have an employee with lots of play-time on his hands, 
or the job will expand to fill the time allotted. He’ll become the 
“job guy’’ who always says “I did my job just likeyou told me, ” but not 
much beyond what’s assigned. Don’t expect much from this 
person, who will probably be overpaid for what he produces. 

Lacks confidence and self-esteem. Seems unsure of self, nervous, 
and ill at ease. Lacks decisiveness in making decisions. Communi- 
cates uncertainty with such comments as “I don’t know, ” “Maybe, ” 
“I ’7n not sure, ” “Hadn ’t really thought o f  that, ” “Interesting question, ” 
“I’ll have to think about that,” or redirects with the question “Well, 
what do you think?” 

Appears too eager or hungry for the job. Is overly enthusiastic, 
engages in extreme flattery, and appears suspiciously nervous. 
Early in the interview, before learning about the company or job, 
makes such comments as “I really like it here, ” “This must be A great 
place to work, ” “I love your products, ” “I need this job, ” “Is there over- 
time?, ” “What are you paying?, ” “Do you have medical and dental 
insurance?”, or “How many vacation days would I get?” 

Communicates dishonesty or deception. Uses canned interview 
language, skirts probing questions, and appears disingenuous. 
Looks like a tricky character who has things to hide and thus will 
probably be sneaky and deceptive on the job. 

Feels too smooth and superficial. Dresses nicely, has a firm 
handshake and good eye contact, answers most questions okay, 
and appears enthusiastic - just like the books tell job seekers to 
do. When asked more substantive “Wzat f’ and behavior-based 
questions, or requested to give examples of specific accomplish- 
ments, the candidate seems to be caught off balance, stumbles 
with incomplete answers, and starts sweating. Can’t put one’s 
finger on the problem, but the gut reaction is that this role-playing 
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candidate is very superficial, demonstrating little depth beyond 
general answers to some well coached interview questions. He will 
probably end up being the “dressed for success” and “coached for 
the interview” employee from hell! 

19. Appears evasive when asked about possible problems with 
background. Gives elusive answers to red flag questions about 
poor grades, changes in major, time gaps, and excessive number of 
jobs. Such answers raise questions about the interviewee’s honesty, 
credibility, sense of responsibility, and overall behavior. Indicates 
a possible negative behavior pattern that needs further investiga- 
tion. On second thought, don’t waste time investigating such 
candidates - they are usually more trouble than they are worth. 

20. Speaks negatively of previous employers and co-workers. 
When asked why he left previous employers, usually responds by 
bad-mouthing them. Has little good to say about others who 
apparently were not as important as this candidate. Indicates a 
strong sense of self-esteem but a bad attitude toward most people 
he works with. This attitude probably also extends to customers! 

2 1.  Maintains poor eye contact. At least in North America, eye con- 
tact is an indication of trustworthiness and attention. Individuals 
with poor eye contact, especially those with “shifty eyes,” are often 
judged as untrustworthy - they have something to hide. Having 
too little or too much eye contact during the interview gives off 
mixed messages about what you are saying. Worst of all, it may 
male the interviewee feel uncomfortable in your presence. 

22. Offers a limp or overly firm handshake. Interviewers often get 
two lunds of handshakes from candidates - the wimps and the 
bone-crushers. Your initial handshake may say something about 
your personality. Candidates offering a cold, wet, and limp hand- 
shake often come across as fishes or corpses! Bone-crushers may 
appear too aggressive and well coached. 

23. Shows little interest in the company. Indicates he didn’t do 
much research, since he knows little about the company and didn’t 
have time to check out the company’s website or even read some 
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company literature which was readily available while he sat in the 
waiting area for over 15 minutes. Asks this killer question: “What 
doyuu do here?” Goodbye, again! 

24. Tallis about salary and benefits early in the interview. Rather 
than try to learn more about the company and position as well as 
demonstrate her value, the candidate seems preoccupied with 
salary and benefits by bringing them up within the first 15 min- 
utes of the interview. Shows little interest in the job or employer 
beyond the compensation package. When the interviewee prema- 
turely starts to talk about compensation, red flags go up again - 
this is a self-centered candidate who is not really interested in 
doing the job or advancing a career. 

25. Is discourteous, ill-mannered, and disrespectful. f i v e s  for the 
interview a half hour late with no explanation or a phone call 
indicating a problem en route. Just sits and waits for the inter- 
viewer to ask questions. Picks up things on the interviewer’s desk. 
Bites nails and picks nose during the interview. Challenges the 
interviewer’s ideas. Closes the interview without thanling the 
interviewer for the opportunity to interview for the job. Not even 
going to charm and etiquette school would help this insensitive 
and thoughtless candidate! 

26. Tells inappropriate jokes and laughs a lot. Attempts at humor 
bomb - appears to be a smart ass who likes to laugh at his own 
jokes. Comes across as an irritating clown who says stupid and 
silly things. Will need to frequently put this one out to pasture to 
keep him away from other employees who don’t share such humor. 

2 7. Tallis too much. Can’t answer a question without droning on and 
on with lots of irrelevant talk. Volunteers all kinds of information, 
including interesting but sensitive personal observations and 
gossip, the interviewer neither needs nor wants. Doesn’t laow 
when to shut up. Would probably waste a lot of valuable work 
time tallung, talking, and tallung and thus irritating others at 
work. Seems to need lots of social strokes through talk which she 
readily initiates . 
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28. Drops names to impress the interviewer. Thinks the inter- 
viewer will be impressed with a verbal Rolodex of whom he knows. 
But interviewers tend to be put off with such candidates who, 
instead, appear insecure, arrogant, and patronizing - three deadly 
sins that may shorten your interview from 45 minutes to 15 
minutes! 

29. Appears needy and greedy. Talks a lot about financial needs and 
compensation. When discussing salary, talks about his personal 
financial situation, including debts and planned future purchases, 
rather than what the job is worth and what value he will bring to 
the job. Seems to expect the employer is interested in supporting 
his lifestyle, which may be a combination of irresponsible financial 
behavior, failing to plan, living beyond his pay grade, and having 
bad luck. This line of talk indicates he probably has debilitating 
financial problems that go far beyond the salary level of this job. 
Not interested in supporting his needs or high cost habits. 

30. Closes the interview by just leaving. How you close the 
interview may determine whether or not you will be invited back 
to another interview or offered the job. Most intewiewees fail to 
properly close interviews. A proper close should include these six 
elements: 

1. Indicate you are indeed interested in the job - if you are. 
2. Summarize what you see as your major strengths and 

possible future contributions to the company. 
3 .  Thank the interviewer for his or her time. 
4. Ask when they plan to make the final hiring decision. 
5. Shake hands and say, “I hope to hearfrom you soon. 

6.  Leave with a smile on your face and a spring to your 
Would it be okay to callyou next week?” 

step - positive body language as you exit. 

Never ever close the interview with this rather stupid and pre- 
sumptuous closing prior to being offered the job: “So when can I 
start?)) This question will finish off the interview and your 
candidacy - you’re back to being needy and greedy! Also, don’t 
play the hard-to-get pressure game, even if it’s true, by stating, “I 
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31. 

32.  

33. 

have another interview this week. When can I expect to hearfr.omyou?” 
One other critical element to this close: send a nice thank you 
letter within 24 hours in which you again express your apprecia- 
tion for the interview and your interest in the job. 

Fails to talk about accomplishments. Candidate concentrates on 
explaining work history as primarily consisting of assigned duties 
and responsibilities. When asked to give examples of her five 
major accomplishments in her last jobs, doesn’t seem to under- 
stand the question, gives little evidence of performance, or reverts 
once again to discussing formal duties and responsibilities. When 
probed further for accomplishments, can’t really say much and 
feels uncomfortable about this line of questioning. 

Does not ask questions about the job or employer. When 
asked “Do you have any questions?, ” replies “No” or “You’ve covered 
eveything. ” Aslcing questions is often more important than answer- 
ing questions. When you ask thoughtful questions, you emphasize 
your interest in the employer and job as well as indicate your 
intelligence - qualities employers look for in candidates. 

Appears self-centered rather than employer-centered. This will 
become immediately apparent by the direction of the answers and 
questions coming from the interviewee. If they primarily focus on 
benefits to the interviewee, the candidate will tend to be self- 
centered. For example, a candidate who frequently uses “I” when 
talking about himself and the job may be very self-centered. On 
the other hand, the candidate who tallts about “we” and ‘>ou’’ is 
usually more employer-oriented. Contrast these paired statements 
about the job and compensation: 

What would I be doing in this position? 
W i a t  do you see us achieving over the next six months? 

or 

What would I be making on this job? 
What  d o j m  nomnlEy pay for someone with my qual$cations? 
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34. 

35.  

36. 

37. 

Demonstrates poor listening slulls. Doesn’t listen carefully to 
questions or seems to have her own agenda that overrides the 
interviewer’s interest. Tends to go off in different directions from 
the questions being asked. Not a very empathetic listener both 
verbally and nonverbally. Seems to be more interested in talking 
about own agenda than focusing on the issues at hand. Apparently 
wants to tale charge of the interview and be the Lone Ranger. The 
job really does require good listening skulls! 

Seems not too bright for the job. Answering simple interview 
questions is like giving an intelligence test. Has difficulty talking 
about past accomplishments. Doesn’t seem to grasp what the job 
is all about or the skulls required. Seems confused and lacks focus. 
Should never have gotten to the job interview but had a terrific- 
loolung resume which was probably written by a professional 
resume writer! 

Fails to lcnow hisher worth and negotiate properly when it 
comes time to talk about compensation. Job seekers are well 
advised to only talk about salary and benefits after being offered 
the job. If you prematurely talk about compensation, you may 
diminish your value as well as appear self-centered. Be sure to 
research salary comparables so you lu-tow what you are worth in 
today’s job market (start with www.salarv.com). Listen carefully 
throughout the interview and ask questions which would give you 
a better idea of what the job is actually worth. Stress throughout 
the interview your skulls and accomplishments - those things that 
are most valued by employers who are willing to pay what’s 
necessary for top talent. When you do start negotiating, let the 
employer state a salary figure first and then negotiate using salary 
ranges to reach common ground. These and other salary negotia- 
tion techniques are outlined in several books on salary negotia- 
tions as well as on several websites (see resources on pages 5 1-52). 

Fails to properly prepare for the interview. This is the most im- 
portant mistake of all. It affects all the other mistakes. Indeed, 
failing to prepare will immediately show when the candidate 
males a bad first impression’ fails to indicate knowledge about the 
company and job, poorly answers standard interview questions’ 
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and does not ask questions. In other words, the candidate males 
many of the mistakes outlined above because he or she failed to 
anticipate what goes into a winning interview. Since you should be 
communicating your very best self during the interview, failing to 
prepare for it says something about how you deal with important 
things in your life and work. In this case, the employer and job 
were not important enough for you to prepare properly. That’s 
okay. The employer now knows the real you. 

Focus on Behavior and the 1nte.rnet 

Within the past few years, the job interview - as well as the whole hiring 
process - has changed in several important ways. These changes require 

Employers are 
spending more time 

screening candi- 
dates for behavior 

patterns in order to 
better predict their 
future performance. 

both interviewees and interviewers to 
better prepare for the interview. Most 
changes reflect the need of employers to 
better define their hiring needs and then 
make more intelligent and cost-effective 
hiring decisions. While employers used 
to hire fast and fire slow, more and more 
employers see the wisdom of doing 
things differently: hire slow and fire fast. 
This means more extensive screening of 
candidates and focusing on patterns of 
accomplishments in order to best pre- 

dict employee behavior. Employers want a perfect “fit.” This also means 
conducting a different style of interviewing. Rather than call a candidate 
in for two interviews, an employer may interview a candidate four to 
seven times before making a job offer. So, how do you handle your fifth 
interview? Not surprisingly, many candidates have difficulty remaining 
buoyant after the third interview! 

At the same time, employers are talung more time to screen candidates 
with everything from drug, skulls, and psychological testing to in-depth 
background checks. Within the interview itself, more and more employers 
are aslung behavior-based questions to ascertain a candidate’s ability to 
male decisions and solve problems relevant to their organization. Conse- 
quently, candidates who prepare for interviews with memorized or canned 
answers to anticipated interview questions do not do well in such inter- 
views; they appear coached and thus lack authenticity. Going beyond 
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behavior-based questions, many employers also seek better indicators of 
a candidate’s decision-malung style and pattern of performance. They 
want to h o w  more about your motivated skulls and abilities. 

Within the very near future, the Internet may play a key role in 
screening candidates, from doing background checks and administering 
skulls and psychological tests to conducting interviews via a video link. 
Indeed, the Internet is proving to be the perfect medium for improving 
both the job search and the hiring processes. For employers, new Internet- 
based hiring software will enable them to eliminate many of the costly 
face-to-face steps currently involved in interviewing candidates. In so 
doing, interviews will be more employer-centered with greater emphasis 
placed on what you can do for the employer. 

The overall trend is simple: no more hiring surprises due to poor hiring 
skulls! Employers want to better predict individual performance within 
their organizations. They can no longer make costly hiring mistakes that 
are often attributed to their own lack of good screening and interview 
slulls. They want to tale the guesswork out of hiring. They want the 
perfect skulls set for the perfect fit. 

Interview Prep Resources 

Interview preparation is essential for conducting a winning interview. 
Fortunately, numerous boolcs and websites are available to help job 
seekers improve their interview skulls as well as avoid the many interview 
sins and knockouts outlined in this chapter. 

Books on Job Interviewing 

101 Dynamite Questions to Ask at Your Job Interview, 2”d Edition, 
Richard Fein (Impact Publications, 200 1 ) 

101 Great Answers to the Toughest Interview Questions, 4t” Edition, 
Ron Fry (Career Press, 2000) 

The 101 Toughest Interview Questions andAnswers That W i n  the fob! 
David Porot with Frances Bolles Hayes (Ten Speed Press, 1999) 

250 Job Interview Questions You’ll Most Likely BeAsked, Peter Verulu 
(Adams Media, 1999) 
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Haldane’s Best Answers to Tough Interview Questions, Bernard 
Haldane Associates (Impact Publications, 2000) 

Interview for Success, st’’ Edition, Caryl and Ron IG-annich (Impact 
Publications, 2003) 

Interview Rehearsal Book, Deb Gottesman and Buzz Mauro (Berldey 
Publishing Group, 1999) 

Job Interviewsfor Dummies, 2nd Edition, Joyce Lain Kennedy (John 
Wiley & Sons, 2000) 

Naked at the Interview, Burton Jay Nadler (John Wiley & Sons, 1994) 

The PerJect Interview, 2”d Edition, John Drake (AMACOM, 1997) 

Power Interviews, Revised Edition, Neil M. Yeager and Lee Hough 
(John Wiley & Sons, 1998) 

Savvy Interviewing: The Nonverbal Advantage, Caryl and Ron &an- 
nich (Impact Publications, 2000) 

Sweaty Palms, H. Anthony Medley (Ten Speed Press, 1992) 

Interview- Re la ted We bsi tes 

m Monster.com interview. mons ter . com 
content.monster.com/j obinfo/ 

interview 
CollegeGrad.com collegegrad. codintv 
JobInterview.net j ob-interview. ne t 
Interview Coach intewiewcoach. corn 
Quintessential Careers quintcareers.com/intvres. html 
Riley Guide 
WinningThe Job 

rilevguide. codnetintv. html 
winninathei - I  ob. com 
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45 Key Interview 
Principles 

EFORE FORMULATING DYNAMITE,mSWERS TO INTER- 
view questions, let’s review some basic interview principles to 
prepare for the job interview. If you understand interview goals 
- both your goals and the likely goals of the interviewer - and 

the process by which you both will attempt to reach these goals, you will 
be in a position to formulate your own dynamite answers to interview 
questions. You’ll also better understand the examples we present in 
subsequent chapters. 

Different Goals 

Since your goals and those of the interviewer will often Adiffer, it is 
important to understand the questions posed by the interviewer in terms 
of her goals - both the obvious goal and possible subtle “hidden agenda’’ 
type goals - as well as your own. At the most simplistic level, the inter- 
viewer wants to find the best person to fill the job opening. Based on 
previous hiring experience, the interviewer believes the best person is 
usually the one with: 

53 
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The most appropriate fit of skulls, lanowledge, and abilities to 
the position to be filled. 

The best fit with the company environment in terms of 
temperament. 

The best fit with any of the company’s special needs, such as 
someone who can travel, relocate, or put in long hours evenings 
or on weekends. 

An appropriate fit with the position in terms of salary history 
and expectations of salary and benefits. 

Your goals are somewhat complex. First, you need to ask questions 
that will help you determine what the employer really is looking for and 
whether or not you want to work for this company or in this position. 
Second, you want to convince the interviewer that you are the best person 
for the job! Achieving both goals will not be easy. 

Strategies for Interview Success 

The principles that follow form the basis of strategies that should help 
you in any job interview. Some principles point you to necessary work to 
be done before you ever enter the interview situation. Other principles 
focus on concerns of the interviewer as her questions attempt to elicit 
answers that may tell her more than you wish if you are not thinlung 
clearly as you respond. The final set of principles deal with actions you 
can tale at the close of the interview as well as once it is over in order to 
maximize your chances of being offered the job. 

Principles for Interview Preparation 

The job interview is much more than just answering a set of questions and 
preparing accordingly. It involves knowing about different types of 
interviews, various settings in which interviews tale place, and a variety 
of interview formats and questioning techniques. You should prepare for 
all aspects of the interview by anticipating what lies ahead and how you 
should best present yourself both verbally and nonverbally. 
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I. Identify and assess your strengths. 

One of the first steps any potential job seeker/job changer should 
tale is to conduct a thorough self-assessment, which consists of an 
evaluation of one's skills, abilities, and accomplishments. This is 
important in part so you will laow what you are good at, but it is 
also a critical step toward being able to clearly communicate your 
strengths to potential employers. The old adage that you should 
"laow thyself" is extremely important during all phases of your job 
search. With this self-laowledge you will be in a better position to 
tell employers what it is you do well, enjoy doing, and want to do 
in the future. This information will play an important role in both 
developing your resume and preparing for the interview. This self- 
assessment generates a useful language that stresses your major 
skills, abilities, and achievements. 

2. Translate your strengths into job-related language of 
accomplishments andbenefits relevant to the needs of 
em p I o ye rs . 
I t  is one thing to say that you 
enjoy talking to people. But to Stress benefits you 

are likely to provide tell an employer you enjoy speak- 
ing in front of groups and have a 
flair for holding their attention for the employer. 
and getting the action you desire 
from them, translates your slull into a job-related benefit for the 
employer. Whenever possible, give examples of your strengths that 
relate to the language and needs of the employer. 

3. Be sure your communications are employer-centered 
rather than self-centered. 

While you have specific needs in relation to the job - salary, 
benefits, satisfaction - these are self-centered interests which should 
not be the major issues discussed with interviewers. Always put 
yourself in the shoes of the interviewer - he or she has specific 
needs. Keep focused on what it is you can do for the employer 
rather than what the employer can do for you. Most of your 
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answers and questions should stress benefits you are likely to 
provide for the employer. When preparing for the interview, be sure 
to use an employer-centered language of benefits. 

4. Support your accomplishments with specific examples 
illustrating what you did. 

Whenever you male a claim of your accomplishments, it will both 
be more believable and better remembered if you will cite specific 
examples or supports for your claims. Tell the interviewer some- 
thing about a business-related situation where you actually used 
this skull and elaborate about the outcome. If it  actually occurred on 
the job, stress the benefits to the company where you were em- 
ployed. Try to identify four or five good work-related examples of 
your accomplishments which you may be able to share with the 
interviewer. Avoid tallung about “what happened” when you 
worked in another organization. Your story needs a subject - you 
- and an outcome - a benefit or performance. 

5. Identify what you enjoy doing. 

There are a lot of slulls you may have honed to the point of 
excellence, but do you want to spend the better part of your work 
life engaging in this activity? When he was 95, George Burns 
claimed one reason he was still going strong and worlung a rather 
demanding schedule was that he loved his work! A secretary may 
have excellent typing slulls but want to move up and out of 
consideration for another similar position. If this is the case, he 
doesn’t want to stress his typing skull - even though he may be very 
good at it. Slulls you really enjoy using are the ones you are most 
likely to continue to use to the benefit of both you and the 
employer. 

6. Know about your ”field of dreams“ by conducting re- 
search on important job-related issues. 

Before you go to your first job interview you should have conducted 
research on the field in which you plan to work. Though some of 
your information may come from printed materials and electronic 
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sources - reference materials in the library, company publications, 
or company websites - informational interviews with persons 
already working (or better yet hiring) in your field will yield 
information you will need later. 

You want to Iwow before you go for a job interview what range 
of salaries are offered in your geographical area for the kind of work 
you hope to do. Ihow what starting salaries are as well as the salary 
level for someone with your education and experience. Find out as 
much as you can about jobs in general in your field so that you can 
talk intelligently once you have a job interview. What are the duties 
and responsibilities? How far can one advance in this field? What 
kinds of special skulls are useful? What training or degrees are 
required? 

7. Gather information about the organization. 

Prior to going to the interview, do your research on the organiza- 
tion. Find out as much as possible about what they do, their reputa- 
tion, corporate goals, management philosophy, the kind of people 
they tend to hire, whether they primarily promote from within - 
any information you can gather will be to your advantage. I t  will 
help you male decisions about your desire to be a part of their 
team as well as ask better questions and give better responses to 
those they ask you in the course of the interview. 

With large corporations, much of this information is available on 
the Internet. Check out these websites: 
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CEO Express 
Hoover’s Online 
Dun and Bradstreet’s 
Million Dollar Database 
Corporate Information 
BizTech Network 
AllBus ines s 
BizWeb 
Business. com 
America’s CareerInfoNet 
Forbes Lists 
Annual Reports 
Chambers of Commerce 

ceoexpress.com 
hoovers.com 

dnbmdd. com/mddi 
corporateinformation.com 
brint.com 
www.allbusiness.com 
bizweb.com 
business. corn 
m v .  acinet. org 
forbes.com/lists 
annualreportservice.com 
www.chambers.com 
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w Daily Stocks 
The Corporate Library 

w Forbes 500 
w Fortune 500 

w Inc. 500 
Moody’s 
NASDAQ 
One Source Corp Tech 
Profiles 
Standard & Poor’s 

Harris InfoSource 

Thomas Regional 
Thomas Register 

H Wall Street Research Net 

dailvstoclts. corn 
thecorporatelibrarv.com 
forbes.com/lists 
fortune.com 
www. harrisinfo.com 
inc.comlinc500 
www.moodvs .com 
nasdaq .corn 
onesource.com/products/ 

corptech. htm 
standardandpoors.com 
thomasreeional.com 
thomasreeister.com 
wsrn.com 

Most companies - both large and small - maintain company web- 
sites. These sites can provide a wealth of information on company 
operations, including directories of key personnel. You should 
supplement these resources by tallung with people who work or 
have worked for the company. You can get a better assessment of 
interpersonal dynamics within an organization from talking with 
people. In the case of very small firms your only source of informa- 
tion may be talking with individuals in the community. 

8. Gather information about the interviewer. 

It is often said that organizations do not hire, people do. Thus it is 
to your advantage to try to find out what you can about the 
person(s) who will be conducting the interview as part of your data 
gathering on the organization. What is this person’s background? 
What types of questions does he like to ask? What about his 
personality? Does he ask tough questions that put stress on inter- 
viewees? The more you lmow about that individual, the better you 
can phrase your responses in honest, but targeted, terms. 

9. Talk in the  employer’s language. 

Talk in the employer’s language of organizational goals and 
expected performance. The employer is interested in getting the 
work done, getting it done in a timely manner, getting it done at a 
certain quality level, and getting it accomplished within budget. 



45 Key Interview Principles 59 

The employer is usually not interested in your career and personal 
goals except as they relate to your performance within the organiza- 
tion and the company’s bottom line. 

10. Anticipate and prepare for questions. 

You can anticipate before you ever walk into the interview 90%- 
95% of the questions you will be asked. You can expect to be asked 
about your education and work experience as they relate to the job 
under consideration. You may be asked questions about your 
personality, work habits, ability to work with others, or your career 
goals. In addition to the standard areas of inquiry, a look at your 
resume should tell you if there are areas likely to get the attention 
of the interviewer. Do you have unexplained time gaps in your 
education or work life? Have you jumped around from employer to 
employer in a short time period? Are you applying for a position 
that is significantly below your apparent abilities and previous work 
experience? 

In other words, if there is anything that is likely to have come to 
the attention of the interviewer as questionable - either positive or 
negative - expect that you will be asked about it during the inter- 
view and prepare accordingly. It is far easier to think how you 
would respond in an honest, yet positive, manner to a question 
when you are in the relatively comfortable surroundings of home 
than in the midst of a stressful interview. 

Gather the information necessary to respond intelligently to the 
questions you are likely to be asked, collect your thoughts, and plan 
strategies for responding to various likely lines of questioning. 

11. Consider your response if asked an illegal question. 

We are happy to report that the incidence of employers asking 
illegal questions of an interviewee has declined significantly since 
the early days of affirmative action. However, it can still happen. 
Consider prior to the interview how you would respond if you were 
asked an illegal question or one inappropriate for the work setting 
or unrelated to the job requirements. 

Your options are to inform the interviewer it is an illegal ques- 
tion and you will not answer it; tactfully indicate that, since the 
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question deals with an area of illegal inquiry, are they sure they 
want you to respond to it; indicate tactfully that although an illegal 
area of inquiry, you welcome the chance to respond to it; ask how 
the question relates to the job for which you are interviewing; or 
you may choose to answer the question without comment on its 
appropriateness. Choose an option with which you feel comfortable 
in terms of both your response as well as the likely impact i t  may 
have on a job offer. 

12. Practice the form and content of your responses. 

Most people find it is good preparation to practice various re- 
sponses to anticipated questions. This does not mean that you try 
to memorize answers - whether someone else’s or your own - but 
rather, after thinking through the basic strategy to your response, 
you try to actually verbalize an answer. Most people find it useful 
to go through this process several times prior to an interview. 

13. Practice questions with a friend or tape recorder. 

Preparing for the interview in isolation of feedback information for 
evaluating your potential performance is likely to produce less than 
satisfactory results. Try to enlist a friend to help you prepare for the 
interview. You may want to role play - your friend becomes the 
interviewer and you the interviewee. Run through a practice 
interview session where you must do everything from greet the 
interviewer to answer specific questions and close the interview. 
Tape record your answers to questions and analyze them to see if 
you indeed stress your strengths and benefits to the interviewer. Do 
you provide examples and supports? Are your answers always 
positive in content? Are your responses employer-centered? Keep 
practicing until you’re comfortable in answering/aslung questions. 

14. Prepare for different interview types and settings. 

As outlined in Chapter 2, you should be prepared for two types of 
interviews: informational/networlung and employment. These may 
occur over the telephone or in face-to-face meetings such as the 
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15. 

16. 

employer’s office, a restaurant, or in a social setting. If, for example, 
you are interviewed in a restaurant, be sure you observe proper 
eating etiquette as well as avoid ordering foods that can be difficult 
to eat, such as spaghetti or crabs. Your eating behavior will be 
observed. How and what you eat may be as important to the 
interview as how you answer the questions. And don’t answer 
questions with a mouth full of food! 

Expect several interviews with the same employer. 

Many interviewees are surprised to learn they are subjected to more 
than one interview with the same employer. They normally exper- 
ience two interviews: screening and hiringplacement. The screening 
interview may tale place over the telephone. You must be prepared 
for that unexpected telephone call in which the employer probes 
about your continuing interest in the position, your availability, 
and your job-related expectations, including, perhaps, salary re- 
quirements. The hiringplacement interview is normally conducted 
in the interviewer’s office. But it may involve a one-to-one interview 
or sequential, series, panel, or group interviews. This process could 
tale place over a one- or two-week period in which you are called 
back to meet with other individuals in one-to-one, series, panel, or 
group interview situations. Each interview may probe a different 
level of your interests, abilities, knowledge, and skills. 

Be prepared for different questioning techniques. 

While you may be prepared to answer direct questions with direct 
answers, some interviewers also include indirect and stress question- 
ing techniques. For example, rather than ask ‘Doyou  have dzjiculiy 
working with your  employers, ” they may ask ‘‘Wy didyou leaveyour last 
three jobs?” or “How did you  get along with your  last three employers?” 
Rather than ask you directly about your social status and financial 
situation, they may ask “Where do you prefer living in the community?” 
If a job involves a great deal of stress, the interviewer may ask you 
questions that put you under stress during the interview just to see 
how you handle such situations. For example, you may unex- 
pectedly be asked “If we hireyou and three months later decideyou’re not 
the person we want, what are we going to do?” or “ W e  normnlEy don’t hire 
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someone without a college degree. Do you plan to conzplete college?” You 
may very well be thrown questions that are designed to challenge 
what may be perceived to be your well-rehearsed interview script. 
Remember, interviewers will be loolung for indications of your 
weaknesses by aslung questions that elicit such indicators. 

17. Know how you communicate verbally to others. 

Strong verbal communication skulls are highly valued by most 
employers. They are signs of educated and competent individuals. 
Do you, for example, speak in complete and intelligible sentences? 
How’s your diction? Do you say ‘ g ~ i ~ z g ”  rather than ‘goin, ’’ ‘going to” 
rather than “gonnn, ’’ “didn 7t77 rather than “din’t, ’’ ‘j7es77 rather than 
‘’yea77? Do you have a tendency to use vocalized phases ( ‘ ‘ ~ Z S ~ ~  and 
“zahms”) and fillers (‘)oil know, ’’ “like, ’’ “okay”)? How’s your gram- 
mar? Do you use the active rather than passive voice? Do you avoid 
using tentative, indecisive terms, such as “I think, ’’ ‘ ‘Ipess ,  ’’ “I feel”? 
Do you avoid ambiguous and negative terms such as “pre tp  good” or 
‘YairZy well” which say little if anything? They may even communi- 
cate negatives - that what you did was not good! 

18. Know how you communicate nonverbally to others. 

How do you dress, groom, greet, shake hands, use eye contact, sit, 
maintain posture, use your hands, move your head, maintain facial 
expressions, listen positively, eat, drink, or enter and leave a room? 
These are nonverbal behaviors that may communicate more about 
your competence and personality than what you say in the 
interview. You may want to videotape yourself in a mock interview 
to see how well you communicate both verbally and nonverbally. 

19. Dress for success. 

Before you ever open your mouth to speak, your appearance has 
already made an impression. Since you never get a second chance 
to male a first impression, male it a good one. Make the first few 
seconds of the interview work for you by nonverbally communicat- 
ing your class, professionalism, and competence. 
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20. Prepare your telephone area. 

Once you have made known your job search intentions - whether 
by sending out resumes, networlcing, or conducting informational 
interviews - you may receive a telephone call from an employer 
quite unexpectedly. I t  may be a call to schedule an interview, but 
most likely it will incorporate a “screening interview.” 

Be prepared by keeping essential items related to this potential 
telephone interview in an area by the phone. Minimum supplies 
should include a pad of paper, pen, copy of your resume, and note 
cards or equivalent on which you have information on all the 
companies which you have contacted as part of your job search. 

Principles for the Interview Encounter 

Many of the principles identified for interview preparation are also 
principles applied to the interview encounter. Others, however, specifi- 
cally relate to the interview process. The following 22 principles will help 
you get through the job interview. 

21. Arrive on time. 

There’s nothing worse than to arrive late for a job interview. Since 
the first five minutes of the interview are the most important, arrive 
five minutes late and you effectively lull much of the interview - 
and your chances of getting the job. Your tardiness will be remem- 
bered and in a negative light. Always try to arrive at least ten 
minutes early. If need be, drive to the interview site the day before 
to estimate how long it will tale you to get there as well as find 
parking. Allow plenty of time, anticipating that you could well lose 
a half hour or more to bad traffic. 

22. Treat everyone you meet as potentially important to 
the interview. 

When you initially arrive at the interview site, chances are you will 
enter a reception area, meet a receptionist or secretary, and be 
asked to sit in this waiting area. Other employees also may enter 
this area while you are waiting. Male sure you are courteous to the 
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receptionist or secretary and anyone else you meet. Also, you 
should appear competent in how you greet these people, sit, and 
what you read. For example, you should greet the receptionist or 
secretary by introducing yourself: “Good morning. I’m Jane Moiris. I 
hnite n 9 o’clock appointment with Mr. Jameson. ” Wait to be invited to 
sit in a specific place. If you are wearing an overcoat, tale i t  off 
before sitting. Interviewers sometimes ask these employees for their 
reaction to candidates: “What  didyou think about the candidate? Did 

you have n chance to talk to her? W h a t  did she do wide she was waiting to 
meet me? Do you  think you’ll like her?” Employees’ opinions of such 
people can be very important to the interview process. So make 
sure you treat everyone you meet as important to the interview. 

23. When waiting for the interviewer, do something that 
looks relevant to the interview and job. 

While waiting to meet the interviewer, do something that looks 
relevant to the organization and interview. For example, you might 
engage the receptionist or secretary in small talk concerning the 
organization, employees, and the interviewer. Try to learn some- 
thing relevant to the interview. You might ask some of these 
questions: “How many employees work here? How long hnveyou been with 
the orgcrnization? Has  Mr.  Jameson been with this company long? W h a t  
did he do before nioviug to this position? How do most people like working 
here? W z a t  computer system doyou use?” Don’t overdo i t  by becoming 
an interrogator or appearing self-centered by aslung questions about 
parlung privileges, vacation time, benefits, or office space. Your 
small talk should emphasize your interest in the organization as 
well as generate information about the organization and interviewer 
relevant to the interview. You might learn something important 
that will help initiate small talk with the interviewer or raise a 
question you feel needs to be answered. You might want to raise 
certain questions with the interviewer if you were told in the lobby 
that there’s a lot of stress in the organization, many employees have 
left during the past six months, or not many people stay around 
here more than two years. That’s important inside information 
indicative of possible internal political and management problems 
you may want to question. It’s best to learn this now rather than 
become a victim of company stress or Byzantine politics. 



45 Key Interview Principles 65 

24. Greet the interviewer properly. 

Chances are the interviewer will come out to the reception area to 
greet you. Stand up straight, shale hands firmly, maintain eye 
contact, listen carefully, look energetic, speak in the positive, and 
introduce yourself: “Hello, I’m Jane Mowis. It’s a pleasure to meetyou. ” 
Watch the small talk carefully. This is not a time to tell dumb 
jokes, look tired, or appear nervous. If you are asked if you had any 
trouble finding the place or parking, appear competent and positive 
by indicating you handled this part of the interview with ease. 

25. Communicate positive behaviors during the first five 
minutes. 

The first five minutes of the interview, which may not even address 
job-related questions, are the most important to the interview. It’s 
during this time that critical first impressions are made and 
interviewers decide whether or not 
they like you. And being likable is 
one of the most imDortant criteria The most important 

I 

for being selected for a job. If you impressions are 
make an excellent first impression made durina the 

4 

- from shaking hands and dressing 
right to handling the initial small first five minutes. 
” v 

talk - the rest of the interview may 
go extremely well as the interviewer helps you through the inter- 
view. He or she may have decided during the third minute that you 
should be hired. The questions and answers may merely reinforce 
these initial impressions. Male sure your perfume or cologne is 
applied in moderate amounts and jewelry has been minimized. You 
don’t want to be remembered for your strong scent or the noise 
your clanging jewelry generated! Indeed, many interviewers smell 
their interviewee as they pass in front of them when entering the 
interviewer’s room. 

26. Wait to be invited to sit in a particular seat. 

The particular seating arrangement for the interview may be 
important to the interviewer. You may, for example, be asked to sit 
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on the other side of a desk or table. Alternatively, you may be 
invited to sit on a sofa. Whatever the case, don’t look like you are 
in a hurry by talcing a seat before you are invited to sit. Chances are 
you will be seated within six feet of the interviewer - a comfortable 
conversational distance for maintaining good eye contact. 

27. Keep your hands, arms, and elbows to yourself. 

If you are sitting at a desk, keep your hands, arms, and elbows off 
the desk and away from any distracting items such as pencils or 
pens. Try to look alert, energetic, and focused on the interviewer 
rather than fidget with items that indicate your nervousness or 
irritating habits. If you don’t laow what to do with your hands, try 
folding or steepling them. 

28. Sit erect and lean slightly forward. 

Avoid leaning back in your chair or on the sofa loolcing extremely 
comfortable and relaxed. Such posture may communicate that you 
are more interested in tallcing about yourself than in listening to 
and learning from the interviewer. The best sitting posture is to sit 
erect and lean slightly forward toward the interviewer folding or 
steepling your hands. This is good listening posture. Nonverbally 
it communicates that you are interested in the individual. You will 
look more alert and energetic in this posture than in other postures. 

29. Keep your feet on the floor. 

If you are sitting on a sofa where your full body is in view, avoid 
crossing your legs and showing the soles of your shoes. Keep both 
feet on the floor. Crossed legs still indicate a degree of informality 
and familiarity that is unwarranted at this point in your relation- 
ship with the interviewer. 

30. Let the interviewer initiate the openers but take initia- 
tive in offering some of your own openers. 

It is the responsibility of the interviewer to initiate openers. During 
the first two or three minutes the interviewer will probably talk 
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about your trip to the office, the weather, your impressions of the 
facilities, or some other small-talk topics. Respond to these ques- 
tions with more than just ‘3,s” or “no” answers and observations. 
You need to tale some initiative here to express your personality. 
Initiate your own positive small talk by malung an interesting 
observation about the office, such as the art work or decorating, or 
the personnel you met in the reception area. You might, for 
example, discover from seeing a framed degree hanging on the wall 
that the interviewer is a graduate of your alma mater. He or she 
may be a collector of unusual items that are displayed in the office. 
Or he or she may have an interesting photo displayed of family, 
friends, colleagues, a ceremony, or someone famous. Show some 
personal interest in the individual by focusing on one or two items 
for small talk. This small talk period may result in building an 
important personal bridge be- 
tween you and the interviewer Small talk means 
that will make this professional 
encounter a much easier and developing a con- 
more enjoyable one. Remember, VerSatiOna/ / h e  that 
the most important impressions 
are made during the first five 
minutes. You want to appear 

has a purpose and 
establishes an 

energetic, positive, and interest- agenda. 
ing during these initial moments 
of the interview. In the end, how you handle yourself in the small- 
talk may be more important to getting the job than how you handle 
yourself with the standard interview questions. 

31. Be prepared to respond to initial small talk in an inter- 
esting and positive manner. 

Small talk does count! It indicates something about your social 
capabilities which may be just as important to the job as your work- 
content skulls. Small talk does not mean telling jokes. It means 
developing a conversational line that has a purpose and establishes 
an agenda. If you need assistance developing your small-talk skulls, 
we recommend two excellent books on this subject: Anne Baber and 
Lynne Waymon, Great Connections: Small Talk and Networking 
for Businesspeople, and Susan R o h e ,  How to Work a Room. Both 
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books are available directly from Impact Publications by completing 
the order form at the end of this book. 

32. Answer questions with complete sentences and with 
substance. 

Avoid simple “yes” or “720” answers. Remember, the interviewer is 
looking for indicators of substance and benefits. Brief answers 
give little information about you. They may indicate a lack of 
interest or substance on your part. The interviewer should leave this 
interview saying “Xfeel good about this person. H e  gave good answers to 
my questions. ” If you don’t answer the questions completely, how can 
this person feel good about you? 

33. Reduce your nervousness by practicing a few stress 
reduction techniques. 

YOU can better control your ner- 
vousness by following the same 

speakers. As you walk into the 
interview room, try to take slow 
deep breaths. You can do this 

unaware of it. And although this 
is easier said than done, the more you can get your mind off 
yourself and concentrate on the other person, the more comfortable 
you will feel. If you are nervous, you are probably focusing too 
much attention on yourself. You are self-consciously concerned with 
how you are doing and what impression you are making on others. 
Try to be more other-directed. Rather than concentrate on your 
needs and fears, concern yourself with the employer’s needs and 
questions. Preparation is probably the greatest aid in lessening 
nervousness. If you followed Principles 1-20 and arrived on time 
(Principle 2 1 ), you should walk into the interview feeling well 
prepared and confident. If you arrive early for the interview, you 
will have a chance to collect your thoughts, tale those deep breaths, 
and focus your attention toward the employer. 

~f you are nervous, 

advice often given to public you are probably 

attention on 
yourself. 

focusing too much 

subtly so the interviewer will be 
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34. Focus on the interviewer‘s needs. 

Assume that most interviewers need to select someone who will fit 
into their organization well in terms of both productivity and 
personality. You must confirm during the interview that you are 
both a productive and personable individual. You do this by 
stressing your benefits for the employer and handling well the ques- 
tions and small talk so that in the end you will be evaluated in the 
most positive manner possible. 

35. Focus on exchanging useful information about each 
other rather than just on getting the job. 

Keep in mind your objectives and goals. Remember, both you and 
the interviewer need to acquire information that will best assist 
each of you in arriving at a proper decision. If you focus all your 
answers and questions on malung a “good impression” so you can 
get the job, you will probably be very nervous and make mistakes 
along the way. Take it easy and focus on what you should really be 
doing - giving and gathering information that can be used for 
making a decision. In your case, you need information on the job, 
employer, and organization. Is this really the place you want to 
work? Will it be right for you? The employer also has similar ques- 
tions about you. 

36. Emphasize the positive. 

You want both the content of your responses and the manner in 
which you phrase your answers to be positive. As you talk about 
your previous employer(s), try to cast them in as positive a view as 
possible. After all, if you talk negatively about a former employer, 
the prospective employer will assume that someday you’ll talk that 
way about him. If you bad-mouth your former company, the 
employer will expect that one day you’ll do the same to his. If you 
have only negative remarks about your co-workers, he must ques- 
tion your ability to get along in his organization as well. In other 
words, you have little to gain - and much to lose - during the 
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stupid - as you phrase your responses. Avoid negative words like 
“can’t, ” “didn’t, ” “wouldn’t, ” and phrase your answers with positive 
words instead. Rather than say, ‘‘I wouldn’t want to travel more than 
4-5 days per month,” you could respond with a more positive, “I 
would prger to keep my &me1 to 4-5 days per month. ” Practice being 
more positive in your day-to-day communication and you will find 
it will come to you more easily in an interview. 

37. Turn potential negatives into positives. 

While interviewers also want to know what’s wrong about you - 
your negatives - you want to continuously stress your positives - 
what’s right about you. You can do this by maintaining a positive 
orientation toward all questions. 

Most applicants, for example, have some qualification or lack of 
a qualification that they, as well as potential employers, may 
consider to be a negative which is likely to knock them out of 
consideration for the position. Perhaps you are just out of school 
and hence don’t have experience. Maybe you are over 50 and, 
although you h o w  it is illegal for an employer to discriminate 
against you on the basis of your age, you believe this will be a 
hindrance to your getting a job. Perhaps you have not stayed in 
your past jobs for very long and your resume shows a pattern of 
job-hopping. Maybe your grades in school were average at best. 

Whatever the negatives you believe will hinder your efforts at 
landing a job, you should attempt to find a way to turn the negative 
into an honest positive. Caryl recalls an older woman -well into her 
sixties - who came into her office where she was the personnel 
director several years ago. The woman evidently thought her age 
would be a negative, so she came prepared with several advantages 
to hiring someone her age. Her first advantage was that she “would 
not get pregnant!” 

38. Engage in positive nonverbal cues. 

Studies of the employment process indicate that 6570% of a hiring 
decision may be based on nonverbal communication. Nonverbal 
messages - your appearance and dress - are the first to be commu- 
nicated to an interviewer. The enthusiasm in your voice and anima- 
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tion in your face indicate your interest in the job as well as suggest 
an energy level conducive to getting things done. Your eye contact 
with the interviewer helps establish rapport and maintain interest. 
Because nonverbal messages are much harder to control, people 
tend to believe nonverbal messages over verbal ones. So male your 
nonverbal communication work for you. Pay particular attention to 
your dress, accessories, make-up, scent, handshake, facial expres- 
sions, eye contact, sitting, and listening behaviors. 

39. Be sure to ask questions. 

Be prepared to ask several questions relevant to the job, employer, 
and organization. These questions should be designed to elicit 
information to help you make a decision as well as demonstrate 
your interest, intelligence, and enthusiasm for the job. You may 
want to write out several of these questions on a 3x5 card to help 
you remember the questions you want to ask. It’s okay to refer to 
the card during the interview. Just mention to the interviewer that 
“I have n few questions I wanted to askyou. I made some notes so I would 
be sure to ask them. ” Then tale out your notes and ask the questions. 
This indicates to the interviewer that you are prepared and have 
specific concerns he or she must also address. We outline several of 
these questions in Chapter 8. However, avoid asking questions 
about salary and benefits. These questions are too self-centered at 
this point. They are best left to the very end - once you receive a 
job offer and begin negotiating your terms of employment. 

40. Delay salary considerations as long as possible. 

Usually salary is brought up by the interviewer near the end of the 
first interview, during a second or third interview, or after a job 
offer has been made. However, some interviewers will bring it up 
earlier. I t  is almost always to your advantage to delay discussion of 
salary as long as possible. In the meantime, you need to do two 
things: 

rn Determine the worth of the position. 

rn Demonstrate your value to the employer. 
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You can only do these two things after you have had a chance to 
interview for the position - not at the beginning or in the middle of 
the interview. You need to have the opportunity to determine what 
the job is worth based on the duties and responsibilities of the posi- 
tion - something you can best evaluate after you have a chance to 
ask questions about the position. You also want the opportunity to 
promote your value to the employer which you have a chance to 
demonstrate and support during the give and tale of the interview. 

Interviewers who bring up salary early - during a telephone 
screening interview or early in the initial interview - are usually 
trying to screen people out of consideration based on salary 
expectations that are either too high or even too low! Attempt to 
stall by indicating that salary is “open” or that you need to know 
more about the position before you can discuss salary. 

41. Delay accepting an offer until you can consider it. 

Once you are offered the job, your immediate response may be to 
accept it right there on the spot. In most cases you are better off to 
request at least a day or two to consider the offer. This gives you a 
chance to weigh whether you really want this job; check your status 
at any other organizations where you have applied for a position; 
and perhaps to even negotiate a better employment package either 
with this employer or at one of the other firms, which may decide 
that if they want you they will have to act now. 

It is reasonable to ask for 24-48 hours to consider the offer as 
well as discuss it with other family members. If a geographical move 
is involved, a longer period of time is not unreasonable. 

42. Close by asking when to follow up. 

At the end of the interview make sure you h o w  what the next step 
is - further interviews or an employment decision - and when the 
employer expects to male a decision. Once she indicates a hiring 
decision date, ask if you may call a day or two after that date if you 
have not yet heard. If she says they expect to make a decision by 
the loth, ask, ‘‘YI haven’t heard anything by the 12th’ mnay I callyou 
to check my status?” In most cases you will be given an okay to call. 



45 Key Interview Principles 73 

Now you h o w  the date by which you should start calling, and 
it will be easier for you to place the call since you have provided the 
entre. 

After the Interview - Follow-Up 

L 

43. 

44. 

The interview is not over when you shale hands and leave the interview 
site. It’s over when you get and accept the job offer or another applicant 
is hired. Therefore, plan to do additional things during the post-interview 
Deriod to enhance your candidacy. 

Record information about the interview for your future 
reference. 

Often you will have more than one interview - probably a series - 
with a company. Male notes while the interview is fresh in your 
mind, within 24 hours after you leave the interview. Include the 
name and position of the interviewer(s), information about the job 
(duties, salary) - anything pertinent to the position, your qualifica- 
tions for the position which you stressed in the interview, and any 
other information you may need later. 

You will have a summary of the interview which you can review 
prior to a future interview with the firm - whether a follow-up 
interview for this same position or another opening at a later time. 

Send a thank-you letter. 

As soon as possible after the interview - later the same day or the 
next day at the latest - send a thank-you letter. In this letter 
express your appreciation for the time the interviewer(s) spent with 
you, indicate your continued interest in the position (if this is the 
case), and restate any special skulls or experience you would bring 
to the job (keep this brief and well focused). 

This is a business letter and the stationery, format, and method 
of writing should reflect your professionalism. 
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45. Follow through with a telephone call when the deci- 
sion date has passed. 

Remember at the end of the interview you asked when a decision 
would be made, and asked whether you could call if you hadn’t 
heard within a couple of days of that date? Don’t just ask the 
question and leave it at that - you must follow through. If the 
decision date has passed you must male the follow-up call. 

If no decision has yet been made, your call will remind them of 
your continued interest. You also should impress the employer as 
someone who does follow through, and he could expect this same 
commitment from you as an employee. If the employer has made 
a decision and was about to call and offer you the position, that’s 
great! If someone else has been offered the job you may be disap- 
pointed, but it is just as well to find out now and concentrate your 
job search efforts elsewhere than to waste your time waiting to hear 
about this job. 

If you put all of these interview principles into practice, you will be in 
an excellent position to get the job. You will approach the interview with 
confidence, energy, and enthusiasm. You will impress the interviewer as 
someone she would like to have working in the organization. 

Let us now turn our attention to applying these principles to each step 
in the interview process, from preparation to follow-up. The following 
chapters elaborate on many of these previous principles. They address 
questions you are likely to encounter. 
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Get Prepared 

0 NE OF THE BEST WAYS TO LOWER YOUR STRESS 
level and avoid those sweaty palms and wobbly knees as you 
face a job interview is to prepare well. Knowing you are well 
prepared, your self confidence will soar. You’ll be better able 

to concentrate on communicating your strengths to the employer rather 
than merely trying to impress the interviewer with the “right” answers to 
questions. You will feel better about yourself, and you will do better in 
the interview. Thorough preparation takes time and involves some 
practice, but it is a critical step to a dynamite interview. 

There is no substitute for solid preparation. Don’t risk interview failure 
by attempting to take shortcuts and assuming that because you are glib 
you will wing-it when you get to the interview. You may be able to fill 
silent spaces with talk, but your responses will most likely lack coherency 
and focus, Overall, without preparation, most people engage in what 
could best be termed “a stream of consciousness” and appear disorganized 
and inept. 
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Prepare for the Interview 

The principles for interview preparation in Chapter 4 provide guidance 
for much of what you need to do as you gear up for job interviews. To get 
a better understanding of what’s involved here, let’s begin by dividing 
interview preparation principles into five categories: 

Assess your strengths and relate them to employers’ needs. 

Conduct research on the field of work you hope to enter as well 
as conduct research on organizations in your targeted commu- 
nity that hire for these types of positions. 

Prepare for the verbal interchange. 

Prepare your nonverbal strategies. 

Deal with logistics. 

Preparation tales time, but since your livelihood as well as your work 
satisfaction and enjoyment of the work you do are on the line, it is time 
well spent. 

Assess Strengths and Relate to Employers‘ Needs 

If you have not already done so, you should assess your work-related 
strengths and consider ways to relate these to the employer’s needs. 

Principles 1-5 in the previous chapter 
deal with this process. Before you talk 
to an employer - in fact, before you 
even write your resume - you should 

Employers are 
jnterested jn  

your strengths. have a clear understanding of what you 
do well and enjoy doing. What are your 

major skulls? How have you demonstrated them in your past work? Can 
you elaborate your seven major achievements and relate them to the 
needs of the employer? What are your major weaknesses? Remember, 
employers are interested in hiring your strengths - those things you do 
well and enjoy doing. They will be loolung for indicators of your 
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weaknesses in the way you answer questions. Some may even ask, “What 
are some Ofvour iueaknesses?” From the very beginning of your job search, 
you should have identified your strengths and communicated them clearly 
to employers in your resumes, letters, and networking activities. The job 
interview enables you to further communicate your strengths to the 
employer. But you will only be able to do so if you first conduct a 
thorough assessment of what you do well and enjoy doing. Don’t begin 
loolung for a job until you first complete this self assessment. For more 
information on self assessment, see another of our books, Discover the 
Best Jobs for  You. 

Research Your Field of Work 
and Related Organizations 

You need to gather as much information as possible about your industry 
in general and your field of work in particular. You should also find out 
as much as you can about the organizations in your targeted community 
- this may be where you live or where you would like to live - that hire 
for the kinds of positions in which you are interested. Principles 6-8 in 
Chapter 4 discuss this process. 

If you want to work for a large corporation you will be able to obtain 
some information from written sources - business directories available 
in the reference section of your local library as well as public relations 
brochures you can obtain from the company. If you are interested in 
worlung for a small local firm there will be less available in printed 
publications, but this does not preclude you from doing research. Check 
the Internet. Most firms, regardless of size, have websites that offer a 
great deal of information about their organizations. 

Whether you are researching a small local firm or a huge multi- 
national corporation, information gathered by talking with people who 
are familiar with the company will likely yield the most useful informa- 
tion. Do you lnow someone who works for the company or who has 
worked for the company recently? These are important people to talk 
with. If you don’t lnow anyone who is or has been an employee, ask your 
friends if any of them do. Put the word out that you are interested in 
finding out more about the company. Chances are someone you Inow will 
lnow of someone who can answer many of your questions. These personal 
contacts will provide insights not normally available in company publica- 
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tions or in business directories. 
Finally, don’t overlook the opportunity to conduct informational 

interviews. An informational interview is one that you initiate with 
someone within an organization for the purpose of gathering information 
about a specific field or a type of job. Your goal is to get information that 
will be helpful to you in further clarifying your job goals, determining any 
additional training you may need to qualify, identifjmg organizations 
that provide employment opportunities in this particular arena, assessing 
whether the type of work is something you will be interested in doing on 
a daily basis, determining whether it is a growth field that will continue 
to provide employment opportunities as well as career advancement, and 
gathering salary information for various levels within the field. 

The information gleaned from this type of interview can help you 
male career choices, make contacts within the field that may be useful to 
you later, and provide information on industry salary ranges that should 
be useful in employment interviews when the salary question is discussed. 

Remember, though, that at no time during an informational interview 
should you aslt for a job. This is an infringement on the good graces of the 
employer who agreed to tale time out of a busy schedule to help you. To 
aslt about a job in this situation will get you remembered, but not in the 
positive way you would like. For more information on conducting infor- 
mational interviews, see two of our other boolts, The Savvy Networker and 
Interview for Success. 

Once you have a job interview scheduled, use your contacts - friends 
who are familiar with the company or persons with whom you conducted 
informational interviews, if appropriate - to fill in any gaps in your 
information as well as to try to get information about the person(s) who 
will be conducting your interview. 

Prepare for the Verbal Interchange 

To prepare for the verbal interchange, consider principles 9-1 7 in the 
previous chapter. You need to talk the employer’s language. Though you 
are advised to keep jargon to a minimum if your interview is being 
conducted by someone from personnel, use of limited jargon of the 
industry can be a plus if you are interviewed by the head of the operating 
unit. You don’t want to overdo it, but some familiarity with the jargon 
appropriate to the position and industry identifies you as an insider. 
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Speaking the employer’s language includes aclu-towledging a commit- 
ment to common goals, which may include producing a high-quality 
product, maintaining an efficiently run department, achieving cost-cutting 
targets, increasing sales, or improving profits. Your knowledge of the 
industry, the company, and even the interviewer - which you have 
already researched - should help you identify the goals appropriate to this 
employer’s situation. 

You need to anticipate and prepare for the kinds of questions you are 
most likely to be asked. You do not need to be a mindreader or have 
powers of clairvoyance to do this. Just as the president of the United 
States can anticipate the likely areas of questioning he will encounter at 
a press conference and prepare accordingly, you, too, can identify the 
kinds of questions you are most likely to be asked. 

The most common areas of questioning for job interviews tend to deal 
with your education, work experience, interpersonal skulls - ability to 
work with others, follow directions given by others, as well as tale a 
leadership role when the situation warrants. Personality considerations, 
including questions dealing with how well you work under pressure, 
whether you tale initiative, or assume responsibility, are important for 
many positions. Your answers to questions relating to your career goals 
- whether you will be happy in a position that may not allow for rapid 
advancement, your level of dedication to your work (will you put in long 
hours when necessary?) , and how loyal you will be to your employer - are 
of concern to many employers. You can expect questions - direct or 
indirect - to be posed in an attempt to assess how you would fit into the 
job as well as the organization. 

Some organizations prize individualism and a sense of entrepre- 
neurship in their employees. They want individuals who are willing to 
take initiative and a certain amount of calculated risk. However, in other 
organizations such personal characteristics would likely lead to dismissal. 
Both you and the employer should be attempting to assess the fit between 
your goals and skulls and the organization’s goals and needs. If the fit is 
there, fine. You need to focus on the areas of fit. However, if it doesn’t 
seem to be a good match, i t  may be to both your and the employer’s 
benefit to find that out now. It will save you both a lot of headaches and 
probably expense later. 

If there is anything that stands out on your resume or application - 
anything that sets you apart, whether potentially a positive or negative - 
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you can expect you will be asked about that. Again, you anticipate the 
line of questioning and think through possible responses. You want to 
consider how this is likely to be viewed by the employer and then what 
your strongest response - honest, but not stupid -would be. 

Most people find it useful to practice an interview. This can be done 
with a spouse or friend, but if you laow someone who conducts hiring 
interviews as part of their job, you may want to ask them to help you 
through a practice session. By talking through your responses to at least 
some of the questions you expect to be asked, you both get a sense of the 
areas of questioning where you need to reconsider your strategy as well as 
gain confidence in the areas where you feel good about your answers. The 
more times you can engage in practice sessions - ideally with different 
people conducting the interview - the more confident you are likely to 
feel. 

You also might want to tape record your answers to possible questions. 
Listen carefully to how you answer each question. Do your answers 

conform to our principles of verbal com- 
munication in Chapter 4, especially 
using good grammar and avoiding voca- you do not want to 
lized pauses and fillers? Do you sound 
confident and enthusiastic? If vou use a 

give memorized or 
"Ginned" responses tape recorder, you will get diiect feed- 

to questions. back on your verbal performance. You 
will be able to compare your responses 
for evidence of improvement. 

As you practice, however, keep in mind that you do not want to give 
memorized or “canned” responses to questions. You are developing 
strategies for formulating types of responses for communicating certain 
ideas. You should not be concerned with replicating the actual words you 
use to communicate these ideas since the words you use will be somewhat 
different each time you respond. You want to become comfortable with 
the thrust of the message you want to convey, but do not try to say i t  the 
same way each time. The response itself must remain spontaneous. If you 
give what sound like prepared, memorized answers, you will not male a 
positive impression on the interviewer. 

Though your preparatory research has answered many questions you 
may have initially had about jobs in your field as well as the hiring 
organizations, you will no doubt have more specific questions as you get 
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ready for the job interview. Prepare a list of questions you want to ask the 
interviewer. Write them out neatly and carry this list with you to the 
interview. No doubt many of the questions will be answered in the course 
of the interview, but you may forget some of them under the stress of the 
moment. When you feel you are nearing the close of the interview, or if 
the interviewer aslis whether you have any other questions, take out your 
list and quickly scan it to see what areas, if any, have not yet been 
covered. If all have been covered, that’s fine; you can indicate this to the 
employer. If there are some you still need to ask, this is your opportunity. 
Either way, you appear prepared and it is obvious you have given some 
thought to information you need from the employer. The interviewer 
should view this type of preparation in a positive light. 

You should be prepared for encountering different types of interviews, 
settings, and questioning techniques from your reading of our second 
chapter. 

Nonverbal Elements of Success 

So much is written about the verbal interchange that applicants some- 
times forget that their nonverbal behavior may communicate at least as 
much to an employer as what they say. Principles 18- 19 in the previous 
chapter deal with nonverbal communication. Some studies indicate that 
approximately two-thirds of a message is communicated nonverbally, so 
i t  is an important aspect of any interview. 

Planning how you will dress for your interview is an important aspect 
of interview preparation - one that can further or sabotage your interview 
goals. Chapter 6 will deal with proper attire to promote your interview 
goals along with other ways to promote yourself nonverbally. 

Deal With Logistics 

There are many details that can male or break how well you present 
yourself to employers. The final preparation principle in Chapter 4 dealt 
with preparing your telephone area so that you would be ready to handle 
an unexpected screening interview. Having the essentials ready by your 
phone so you can respond to questions or schedule an interview will help 
you create a positive impression. 

Once you have an interview scheduled, male certain you laow where 



82 Nail the Job Interview! 

it is to be held, how to get there, and how long it will tale to get there at 
the time of day you will be going. You may even wish to make a “practice 
run’’ in order to assure yourself that there will no surprises the day of the 
in tew iew . 

Try to get a good night’s sleep the night before your interview. Do 
your preparing ahead of time and get to bed at a decent hour so you will 
be rested and can think clearly. Eat lightly - whether it be breakfast or 
lunch - prior to your interview. You probably won’t be very hungry 
anyway. By eating lightly, your energy can be focused on the interview 
rather than used in the process of digesting food. 

Avoid alcohol. It won’t calm your nerves, and it won’t help you answer 
questions better - you’ll just think you have! 



Answer Questions 

OST OF YOUR ATTENTION WILL BE FOCUSED ON 
answering specific questions raised by the interviewer. In 
preparation for these questions, you need to lcnow what M questions are most likely to be asked and how you should 

best formulate answers for greatest impact. Keep in mind that the 
interviewer is loolung for indicators of your expertise, competence, moti- 
vation, interpersonal skulls, decision-malung skulls, interest in the job, 
personality, and likability. You will express many of these qualities when 
you answer questions posed by the interviewer. He will look for verbal 
clues of both your strengths and your weaknesses. How you answer the 
questions will largely determine whether or not you will be invited back 
for another interview and eventually offered a job. 

Interview Phases 

Your verbal encounter with the interviewer will most likely pass through 
several distinct interview phases. Most interviewers will more or less 
sequence the interview into the following seven phases: 

83 
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1. Greeting and small talk 
2. Establishing common groundicebreakers 
3. Indicating purpose of interview 
4. Drawing out information through the exchange of 

questions and answers: . General and specific questions . Brief and drawn-out answers 
Conversations to clarify questions, explain answers, 
and reach mutual understanding 

5. Summarizing information and understanding 
6. 
7. Closing 

Indicating next steps to be taken 

The interviewer will be prepared with different types of questions and 
comments for each interview phase. You should be prepared to respond 
positively to each of these phases. 

Expect the greeting to be short. It will go something like this. The 
interviewer will extend her hand and say 

How doyou do Mr. Anthory. I’m Sarah Wtite. Gladyou could 
come in this morning. 

The next thing that usually happens - just before the interviewer explains 
the purpose for the interview - is that you engage in a few minutes of 
small talk. This brief period gives both of you a chance to feel more at 
ease with each other. If you lnow something about the interviewer’s 
interests - either from information gathered in your research or because 
of something you see in the office - you might use this topic to establish 
common ground. 

Small talk for establishing common ground is important. For example, 
we lnow a young women who applied for a teaching position at a 
community college. A few weeks earlier, she had read Mager’s book on 
behavioral objectives for instruction. At the beginning of the interview, 
she noticed a copy of Mager’s book lying on the interviewer’s desk and 
commented about it. The interviewer was pleased to learn she was 
familiar with it. She is convinced to this day that it was a major factor in 
getting the job offer. I t  established common ground and set her apart 
from the many other people applying for the same position. 
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You might, for example, notice a photo, framed degree, award plaque, 
or an office decoration that may become the center for small talk. The 
topic might lead to establishing common ground through an interesting 
small-talk conversation. You might comment that you noticed the framed 
degree from XYZ University. Perhaps you lnow someone who also 
graduated from there and by chance the interviewer also knows that 
person. Maybe you laow something about the scholastic excellence or 
outstanding athletic program of the institution. A comment about an 
award plaque could lead to an interesting conversation about the 
interviewer’s community service work which you also may share. 
Whatever you do, don’t neglect the small talk. It may well become the 
most important conversation of the interview as you establish common 
ground that binds you much closer to the interviewer than the 100+ 
questions he or she has prepared for you to answer. 

The interviewer may next talk about the purpose of the interview as 
he or she attempts to focus the interview session around both the 
company and the position. At this point the interviewer may be very 
persuasive, even attempting to “sell’’ you on the position. Most of the 
interview time will be spent on the “drawing out information” phase - 
which is the primary focus of the remainder of this chapter. The 
remaining phases of the interview relate to questions you will ask 
(Chapter 8) and the close (Chapter 9). A final type of question, which 
actually constitutes a separate type of interview, relates to salary nego- 
tiations. Questions of salary may be raised near the end of the first 
employment interview or may be left for a later interview. Salary 
negotiations are examined in two of our other books - Interview for 
Success and Dynamite Sala y Negotiations. 

Interviewer‘s Concerns and Techniques 

Always keep in mind what interviewers are trying to achieve through the 
verbal interchange. They laow hiring is a rislcy and expensive business. 
They never lnow what they are really getting until the individual starts 
performing in their organization. 

The employer wants someone who can do the job well - someone 
worth the salary and benefits. The employer also wants someone who will 
be a good representative to others outside the organization. The person 
should be able to get along well with supervisors and co-workers inside 
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the organization. Translating these concerns into questions, most inter- 
viewers want to laow: 

Why should I hire you? 
What kind of person are you? 
What kind of employee will you make in our organization - 
willingness to tale responsibility as well as directions, be pro- 
ductive, loyal, creative, entrepreneurial, enthusiastic? 
Do you have a demonstrated and sustained interest in this 
work? 

m Do your credentials demonstrate that you are a purposeful indi- 
vidual who gets things done? 

m Do you have a clear pattern of accomplishments? 
m How much will you cost us? 

What haven’t you told us about yourself? 
m What are your weaknesses? 

Will you be able to work with your supervisors and other em- 
ployees in this organization? 
How long will you stay with us before you start looking for 
another job? 

While most interviewers will not bluntly ask you these questions, they 
will seek answers by asking other questions which may give them clues to 
your behavior. 

Above all, they have invited you to the interview because they need 
information that goes beyond both your resume and a telephone screen- 
ing interview. In this face-to-face conversational situation, interviewers 
will be looking for indicators of your 

w expertise and competence 
motivation 
interpersonal skulls 

w decision-malung skulls 
interest in the job 

w personality and likability 

What you say will give the interviewer information in determining if you 
are the appropriate person for the position. Therefore, male sure all your 
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answers are oriented toward these indicators. They must be formulated 
in such a way that they communicate both positive form and content. 

While some interviewers may purposefully put you under a great deal 
of stress, most trained and experienced interviewers will conduct the 
interview in a professional manner. These interviewers usually follow six 
rules when conducting interviews: 

1. The interviewer will be sensitive to the candidate, respect his or 
her intelligence, and not act superior. 

2. The interviewer will try to put the candidate at ease rather than 
create stress. 

3 .  Following the initial “icebreakers,” the interviewer will state the 
objective of the interview. 

4. The interviewer will try to get the candidate to talk as much as 
possible without drilling him or her with questions. 

5. The interviewer will seek valid information and not interject 
personal opinions into the interview. He or she will be profes- 
sional at all times. 

6. The interviewer will know when and how to close the interview. 
This includes clearly summarizing the candidate’s interview 
statements so there will be no misunderstandings about what 
was communicated. 

You can expect to encounter several types of questions which con- 
stitute different interviewing techniques: . direct and indirect . general and specific 

’ structured and unstructured 
open-ended and close-ended . behavioral 
stressful . hypothetical 
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w interpretive 

w multiple choice 
loaded 

While you can expect to encounter someone who has previous interview- 
ing experience and thus conducts the interview in a professional and 
competent manner, you may also encounter someone with little experi- 
ence and who asks irrelevant, illegal, or stressful questions. In this case, 
you need to be tactful in how you respond to the interviewer’s questions. 
You may need to tale some initiative to keep the interview on track so 
you can best emphasize your strengths. If an interviewer’s question seems 
too broad or vague, try to refocus the question by asking a clarifjmg 
question: 

By , doyou mean ? 

This question should transform a vague question into something that is 
more manageable for you to answer. It should give better direction to 
your answer. 

Interviewee‘s Ways of Answering Questions 

Every time you answer a question, you should analyze your listener, use 
supports, and communicate positive form and content. The concepts of 
positive form and positive content stress the importance of avoiding 
negatives by always presenting yourself in as positive a light as possible. 
Analyzing your audience and using supports stress the importance of 
using a language appropriate for the situation. 

Use Positive Form 

Several opportunities arise during the interview for you to enhance your 
image through the use of positive form. The first use of positive form 
relates to names. Each of us likes to be called by our name. Make sure 
you get the name of the interviewer, get it right, and use it from time to 
time as you speak. Use the interviewer’s title (Ms., Mrs., Mr., Dr., 
Professor, etc.) and last name. Never call the interviewer by his or her first 
name unless specially requested to do so - even if the interviewer uses 
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your first name. Many interviewers will be offended by such familiarity. 
The second use of positive form is inherent in the way you phrase 

questions and answers. For example, rather than ask “What are the duties 
af position?” ask “ W z a t  would be rny duties?” This form of 
questioning subtly plants the positive thought of you in the position. This 
is not presumptuous because you used the word “would, ” which indicates 
you are not overly sure of yourself. 

A third use of positive form relates to good grammar. Proper use of 
language is not something to be left in the English classroom. Many so- 
called “educated” people do not use good grammar, and many of these 
people do not interview successfully. Check your use of grammar. If it  is 
not impeccable, male an effort to improve it before the interview. 

Fourth, use good diction. One of the most common problems is to 
shorten words. How many people do you hear say “goin” instead of 
‘koing7 ” or “ g ~ n i ~ a ”  rather than “going to”? Another problem is substituting, 
eliminating, or adding on consonants “Adlanta ” rather than ‘Xtlanta, ’’ 
“din ’t ” rather than “didiz ’t, ” “idear” rather than “idea. ” Do you do this? Do 
you ever say “yea” rather than 3esy7? The use of sloppy speech is a habit 
many people - including the well educated - get into. But it is a habit - 
learned and reinforced behavior -you can change. If you have a tendency 
to modify words in these manners, it is a habit worth correcting. 

Fifth, avoid using vocalized pauses. An occasional silence is accept- 
able and preferable to overuse of “ah ” and “uhnz. ” Try not to fill silences 
with “ahn or “and ah.” Vocalized pauses distract the listener from your 
message, and the excessive use can be annoying. 

Sixth, avoid the use of fillers. Fillers add no information and, if 
overdone, also distract the listener. The most commonly used fillers are 
gou know, ” “like, ” and “okay. ” If used frequently, the listener becomes 
distracted and will find it hard to concentrate on the content of your 
message. They may also assume you have a speech problem! 

Seventh, use active verbs. When tallung about what you have done 
or will do, active verbs like “organized, ” “analyzed’ ” or “suyewised” are 
preferable to the nouns “organizer, ’’ “analyst, ” or “supervisor. ” Avoid the 
passive voice, For example, instead of saying “The entire cor2ference was 
organized by me” (passive) , say “I orgrrnized the entire ~onference’~ (active). 

Eighth, avoid using tentative, indecisive terms, such as “I think, ’’ “I 
guess, ” or ‘‘Ifeel. ” If you use them excessively, they will negatively affect 
the impression you are trying to leave with the interviewer. Research 
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indicates that women use these tentative terms more frequently than men. 
By using these indecisive terms, you can - male or female - appear 
indecisive and somewhat muddled. You want to communicate that you 
are a clear and purposeful individual. 

Most people could improve their use of positive form. But it’s difficult 
for someone to follow those suggestions after reading them the night 
before the interview. One needs to begin malung the necessary changes 
well in advance of the interview. It can be done if one really wants to 
make the changes, but for most people it tales concerted effort over time. 

Analyze Your Listener and Use Supports 

Public speakers are always advised to analyze both their audience and 
their situation before speaking. The same advice should be followed when 
you interview. The language you use should vary according to the 
interviewer. If the interviewer is from the personnel office with little or 
no background in your field of expertise, your language should be less 
technical than it would be if you were tallung with someone who shares 
your technical background. If you are interviewing with someone in your 
area of expertise, who also has the technical background, you should use 
a vocabulary relevant to the job in order to build common ground as well 
as your credibility. But don’t overdo the use of jargon. 

Analysis of your situation should tell you this is not the time for 
excessive modesty. Of course, you do not want to become an obnoxious 
braggart, but you do want to present your strengths - skulls and accom- 
plishments - in a positive way. Therefore, don’t be reluctant to talk 
about yourself and your accomplishments. Remember, the interviewer 
wants to lu-tow more about you, especially your potential value to him or 
her. The more positive information you can communicate to the 
interviewer, the stronger your position will be in the final hiring decision. 

When you male statements about your skulls or accomplishments, try 
to back them up with supports. Can you give an example of how you 
improved production on your last job? Can you describe the sales 
campaign that won you the Best Copywriter of the Year Award? Can you 
compare the previous booldceeping system with the one you instituted 
that saved your last employer so much money? Can you cite figures that 
demonstrate how you increased sales at the last company you worked for? 

When you back up your assertions with supports, you gain several 
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advantages over individuals who do not. Supports help clarify your 
comments; help substantiate them; help the listener recall them at a later 
time; and they add interest. Supports include such things as: . examples . illustrations 

9 descriptions . definitions . statistics . comparisons . testimonials 

Use such supports to emphasize your accomplishments. While you may 
have included a few of these supports in your resume, the interview is the 
time to expand upon your accomplishments by using many of these 
supports. 

A frequent question asked by prospective interviewees is “How honest 
should I be?” Most individuals have something in their background they 
believe would work against them in getting the job if the interviewer h e w  
about it. They wonder if they should tell the interviewer before he or she 
finds out. We advise you to be honest - but not stupid. In other words, 
if asked a direct question about the thing you hoped to hide, answer 
honestly, but emphasize positives. Under no circumstances should you 
volunteer your negatives or weaknesses. The next section will show you 
some ways to manage questions about your weaknesses. 

Use Positive Content 

The actual content of your answers should be stated in the positive. One 
example of this is the type of hobbies you communicate to employers. 
Many employers prefer “active” hobbies, such as swimming, tennis, 
golfing, or jogging, to more sedentary activities, such as reading and stamp 
collecting. 

But the most important examples of positive content relate to manag- 
ing the specific interview questions which are designed to probe your 
knowledge, abilities, motivations, strengths, and weaknesses. The employ- 
er’s goal is somewhat negative in the interview; he or she wants to laow 
why not to hire you. The major unstated question is “Wznt nreyour 
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~ueaknesses?” Several other questions may be asked to indirectly answer this 
major one. 

You should always phrase your answers to questions in a positive 
manner. Avoid the use of such commonly used negatives as “can’t,’’ 
“didn’t, I’ and “wouldn’t. ” These terms direct listeners into negative avenues 
of thinlung. They do not communicate optimism and enthusiasm - two 
qualities you should demonstrate in the interview. Take, for example, two 
different answers to the following interview question. 

QUESTION: Why did you major in business adminis- 
tration? 

ANSWER 1: That’s realfinny. I wanted to major in histoy, but my 
parents told me if they were footing the bills, I shouldn’t 
be studying useless subjects. I tried political science, 
biolou, and accounting but didn’t like any of them. 
Business administration wasn’t that difimlt for me. I 
couldn’t think o f  anything I like more - except perhaps 
history. And it’s not a badjeld to be in these days. 

ANSWER 2: I always enjoyed business and wanted to make it a 
career. As a youth I had nv own paper route, sold books 
door to door, and was a member o f  Junior Achievement. 
In college I was involved in a couple ofsmall businesses. 
It seems as though I have always been in business. I tend 
to have a knack for it, and I love it. M y  major in 
business administratioii&rther strengthened n y  desire to 
go into business. It gave me better direction. What  I 
want is to work with a small and growingJirm tlint 
would use my abilities to plan and implement marketing 
strategies. 

While the first answer may be the most truthful, it presents a negative 
and haphazard image of you. The second answer, while also truthful, 
stresses the positive by communicating strengths, purpose, and enthusi- 
asm. 

Let’s tale as another example an employer who asks the interviewee 
why he is leaving his present job: 
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QUESTION: Why do you want to leave your job? 

A NS W € R 1 : After working there three years, I don’t feel I’m going 
anywhere. Morale isn’t very good, and the managenient 
doesn’t reward us according to our productivity. I really 
don ’t like working there anymore. 

ANSWER 2: After working there t h e e  years, I have learned n great 
deal about nzanaging people and developing new markets. 
But it is time for me to move on to a larger and more 
progressive organization where I can use n y  marketing 
experience in several dgerent areas. I ani ready to take 
on more responsibilities. This change will be a positive 
step in n y  professional growth. 

Again, the first answer communicates too many negatives. The second 
answer is positive and upbeat in its orientation toward skulls, accomplish- 
ments, and the future. 

Most interview questions can be answered by using positive language 
that further emphasizes that you are competent, intelligent, friendly, 
spontaneous, honest, and likable. This language should project your 
strengths, purpose, and enthusiasm. If you feel you need to practice 
formulating positive responses to interview questions, examine the sample 
questions outlined in the remainder of this chapter. Consider alternative 
positive responses to each question. You also may want your spouse or 
friend to ask you interview questions. Tape record the interview and 
review your responses. Are your answers positive in both form and 
content? Do they communicate your strengths, purpose, and enthusiasm? 
Do you use specific examples to support the claims of success you male? 
Keep practicing the interview until you automatically respond with 
positive yet truthful answers. 

How to Overcome Objections and Negatives 

Interviewers are likely to have certain objections to hiring you. Some of 
their objections may be legitimate whereas others are misunderstandings. 
Objections might relate to any of the illegal questions outlined at the end 
of this chapter - marital status, sex, or age. But many objections are 
perfectly legal and are common ways of differentiating one candidate from 
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another. Among these objections are questions relating to your bona fide 
qualifications - education, experience, and slulls. 

If you are weak in any of the qualification areas, you may not be able 
to overcome the objections unless you acquire the necessary qualifica- 
tions. But chances are these qualifications have been screened prior to the 
interview and thus will not be enough to automatically preclude you from 
consideration. If your education, experience, and skull level pose any 
objections to the interviewer, stress again your strengths in a positive and 
enthusiastic manner. Objections to your educational background will be 
the easiest to deal with if your experience and slulls demonstrate your 
value. 

On the other hand, one objection individuals increasingly encounter 
today from employers is being over-qualified. More and more people by 
choice are moving down in their careers rather than up. Given the desire 
for and ease of higher education, more and more people appear over- 
educated for many jobs today. 

Employers’ objections to candidates being over-qualified are a legiti- 
mate concern. From the perspective of employers, the over-qualified 
individual may quicldy become a liability. Becoming unhappy with the 
job, they leave after a short period of time. Other individuals may have 
an unrealistic ambition of quicldy moving up the organizational ladder. 
In either case, the over-qualified individual may cost an employer more 
than he or she is worth. 

The over-qualified candidate may think he or she is doing the 
employer a favor - the company is getting more for their money. If this 
is your perception of your value, you need to change i t  immediately. 
Unless you are prepared to tale a position which is beneath your 
qualifications and can clearly communicate your desire to the employer 
so as to lessen his or her fears, you will most likely not get the job. In the 
interview you must convince the employer that you understand his 
apprehension about you, but you are willing, able, and eager to do the 
job. 

While you want to communicate your strengths, employers want to 
lmow your weaknesses. There are several ways to handle questions that 
try to get at your wealu-tesses. If the interviewer franldy asks you ‘‘What 
are some ofyour weaknesses?,” be prepared to give him or her positive 
responses. You can do this in any of four different ways: 
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I. Discuss a negative which is not related to the job 
being considered: 

I don’t enjoy accounting. I know it’s important, but I j n d  i t  boring. Even 
a t  home my wije takes care of our books. Marketing is what I like to do. 
Other people are much better at  bookkeeping than I am. I’nl glad this job 
doesn’t involve any accounting! 

2. Discuss a negative the interviewer already knows: 

I spent a great deal o f  time working on advanced degrees, as indicated in 
my resume, and thus I lack extensive work experience. However’ I believe 
my education has prepared me well for  this job. My leadership experience 
in college taught me how to work with people, organize, and solve 
problems. I write well and quickly. My research experience helped me 
analyze’ synthesize, and develop strategies. 

3. Discuss a negative which you managed to improve 
upon: 

I used to get over-committed and miss important deadlines. But  then I 
read a book on time management and learned what I was doing wrong. 
Wi th in  three weeks I reorganized my use o f  time and found I could meet 
my deadlines with little d@culty. The quality ofmy work improved. Now 
I have time to work out at  the gym each day. I’m doing more and feeling 
better a t  the same time. 

4. Discuss a negative that can also be a positive: 

I’m someiuhat o fa  workaholic. I love my work, but I sometimes neglect my  
family because o f  it. I’ve been going into the ofice seven days a week, and 
I often put in 12-hour days. I’m now learning to better manage my time 
and my lfe. 

Take Initiative 

Employment recruiters on college campuses indicate that the most 
appealing candidates are those who tale some initiative during the 
interview. You need to provide complete answers, using many of the 
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supports we discussed earlier as you communicate your positive qualities 
to employers. You need to demonstrate depth of laowledge and abilities 
by going beyond short and superficial answers. You need to ask questions 
as well as respond to those asked of you. At least 50 percent of the 
conversation should be carried by you. If the interviewer is doing 70 to 80 
percent of the talking, you will sense the interview is probably not going 
well! 

We are not suggesting that you tale control of the interview, but you 
need not play a completely passive role either. Talung initiative is a 
quality many employers prize in their employees. Indeed, many employ- 
ers wish they could find more employees who would tale initiative. 

Even with the best interviewer, you will need to ask questions. 
Remember, you have a decision to male too. Are you really interested in 
the job? Does it fit your goals and skulls? Will it give you the chance to 
do something you do well and enjoy doing? Will it give you an opportu- 
nity to move in directions you want to move? Use the interview situation 
to get answers to these and other questions that are critical to your future. 
In Chapter 8 we address the issue of asking questions of the interviewer. 
Throughout this chapter and the remainder of the book we identify 101 
of the most important questions and answers to interview questions. 

Questions and Answers 

Expect to be asked numerous questions about your background, personal- 
ity, experience, laowledge, skulls, abilities, accomplishments, and goals. 
While the exact combination of questions will vary with the interviewer, 
you can expect several of the following questions to arise in most 
interviews. The responses and strategies we present here are examples. 
You must consider your situation and adapt these to reflect your situa- 
tion. Don’t try to memorize answers, but formulate strategies for re- 
sponding to various scenarios you may encounter. 

Personal 

Personal questions are often sensitive questions given today’s litigious 
employment environment. This area of questioning sometimes includes 
illegal questions. 

In many cases, the interviewer will ask indirect questions to probe your 



Answer Questions 97 

personal situation, such as age, marital status, family situation, income 
stability, or class. For example, instead of asking about your age, he may 
ask when you graduated from high school or college and then do some 
quick arithmetic to caIcuIate your age within one or two years of accuracy. 

Instead of asking if you are married, divorced, or single, he may ask if 
your spouse has had a chance to visit the community. If he wants to h o w  
if you have children and a stable family situation, he may ask if your 
family is interested in information on private schools. 

Religion can be handled by malung reference to holidays: “Do you 
have any special religious holidays you need to observe?” 

If he wants to h o w  if you financially stable, he might ask you, “DO 
you feel your current salary is sufficient given your lifestyle?” 

The question of class may be handled by aslung where you currently 
live or plan to live in the community as well as if you rent or own a home; 
homeownership and neighborhood locational patterns are good indicators 
of income and status levels as well as community stability. 

Be prepared to answer these questions with tact. If the question is 
direct and illegal, try to manage it as best possible (see section on illegal 
questions). If the question is indirect, also be tactful, knowing full well 
you are being asked a personal question which could have negative 
consequences for you. If, for example, you are asked “Do you rent or 
own a home?,” do more than just indicate one or the other. If you say 
you rent, the interviewer may interpret this as a sign of potential com- 
munity and financial instability. You might answer by turning this 
potential negative indicator into a positive: 

I’ve been renting n townhouse during the past threeyears. That worked well 
for the first twoyears. But I’ve now outgrown it. And I know I’m losing 
money by not building equity in a home. I plan to either purchase or build 
n home within the next two years. 

This answer indicates you are in transition. You view homeownership as 
a wise financial investment. Money doesn’t appear to be a problem - only 
timing and the right location. I t  also suggests a commitment to staying in 
the same geographic location. 

Questions about other personal subjects should be handled in a similar 
manner. Turn what appears to be a potential negative question into a 
positive outcome. 
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Education 

If you are a recent graduate with very little long-term work experience, 
your education will most likely be your major qualification in the eyes of 
most employers. Interviewers will look at education as an indicator of 
your potential to learn and grow in their organization. If they refer to 
your resume, the only information they may have is the educational 
institutions you attended, graduation dates, majors, and any special 
recognitions or extracurricular activities, such as a high G.P.A. , scholar- 
ships, or offices held. They may ask numerous questions relating to your 
education-related experiences. Expect to encounter these questions: 

Why did you attend university? 
Why did you major in ? 
What was your minor? 
What subjects did you enjoy the most? 
What subjects did you enjoy the least? 

These questions attempt to probe your motivation for malung certain 
educational choices. When you answer these questions, male sure you 
demonstrate that you made conscious and rational choices, even though 
your choices may have been haphazard and accidental at the time. For 
example, when asked why you attended a particular university, formulate 
your answer in a positive manner: 

I decided on Bowers College because of its strong liberal arts tradition and 
its international program. The college has an excellent reputation for 
individualized learning and operates a j n e  semester abroad program which 
I participated in during the Fall of 1995. I t  also gave me an opportunity 
to participate in excellent band and student goventment progrms. After 
visiting more than 15 difererit colleges, I decided Bowers College was the 
best place fo r  me given my particular interests and career goals. In the end, 
it was the right decision. I really enjoyed my fouryears there, including a 
wondetjkl semester abroad in France. I learned a great deal and made some 
terr$cfr.iendships with both faculty and students. 

This answer stresses that fact that you made a conscious choice after 
considering your options. You had specific goals which were met by 
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attending this institution. In other words, you demonstrate strong moti- 
vation, clear thinking, and a sense of purpose. Moreover, your experience 
confirmed you made the right choice. 

The same principle holds true when asked “Why did you major in 
3 1’ 

I chose history because I always enjoyed the rigorous tradition o f  analyzing 
events, fomzulatirzg tlzeories, conducting research, and writing reports. WJzile 
many people may think this is not a useful major, I believe it has prepared 
me well for  the type o f  work I want to do. History really helped me develop 
some excellent research and writing skills, especially in using computers. I can 
quickly analyze most issues or problem and reformulate them into agenda 
i t e m  for  directing brainstorming and group problem-solving sessions. 

Other questions you may be asked about your education relate to your 
achievements, grades, and your future. You might be asked 

If you had to do it all over again, what would you have 
changed about your college education? 

This question tests your judgment concerning everything from choosing 
an institution to selecting a major, taking courses, and participating in 
educational life. It may also probe what you feel you have learned from 
the college experience. There are many ways to respond to this question 
- both positive and negative. We suggest that you again focus on the 
positive. If, for example, your grades were not exceptional and you lmow 
the interviewer knows this, you might want to take a potential negative 
and turn it into a positive: 

rfr had to do it over again, I would have spent more time developing good 
study skills during my first two years. Like many other freshmen and 
sophomores, I quickly got involved in extracuwicular activities. I joined 
eve y th ing  and my grades suffered accordingly. I really got down to business 
during ny  junior year and my grades improved considerably. I just wislz I 
had done that earlier. 

This answer demonstrates that you recognize your grades were a negative. 
It also demonstrates that you learned and improved yourself. 



100 Nail the Job Interview! 

On the other hand, the interviewer may ask you a direct question 
about your grades if he knows they were not great: 

You obviously were not a star performer in college. 
Why didn‘t you do better than a G.P.A. of  2.6? 

This is not the time to confess your weaknesses, although your G.P.A. 
indicates you are at best “average.” If you say ‘ I  really don’t know,” you 
indicate you are indeed average. Again, be prepared to answer this in the 
positive. You might use the same strategy as in the previous question - 
your first two years were not good, but you learned and improved 
considerably during your last two years. Alternatively, the following may 
apply to you: 

College was not easy for me. I was the j r s t  person in 7ny family to attend 
college. While I did have a small scholarship to help with tuition expenses, 
I worked all fouryears earning 80 percent of my educational expenses while 
canyingf i l l  course loads each semester. I wish I had had more time to 
devote to my  studies but I was working 30-hour weeks at  part-time jobs. I 
know I could have done better, especially during ny j r s t  two years and, in 
nonmajor courses. However, I did receive a 3.5 G.P.A. in my major. 

Employers will also want to know something about your college 
experiences outside the classroom. These may tell them something about 
your personality, leadership abilities, and level of energy. You might 
encounter some of these auestions: 

What types of extracurricular activities did you par- 
ticipate in during college? 

I noticed you worked on the student newspaper. 
Can you tel l  me about your work? What did you do? 

Did you jo in many groups while attending college? 
Which ones did you enjoy the most? The least? 
What was your role? 

What leadership positions did you hold in college? 
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Did you work while also attending college? Full- 
time? Part-time? 

Keep your answers focused on relating specific experiences to the inter- 
viewer’s interests - how you will best fit into the job you are interviewing 
for. Try to tie your extracurricular activities to your leadership abilities, 
participative behavior, and entrepreneurial skulls. For the employer, they 
may be good predictors of future on-the-job performance. You’ll be 
demonstrating that you learned and accomplished more in college than 
just subject matter and grades. You have energy beyond the stereotypical 
sedentary student who always “hit the books.” 

Finally, the interviewer may want to hear from you what you think is 
the relationship between your educational experience and the job for 
which you are interviewing: 

How does your degree prepare you for working as a 
? 

Answer this question by stressing how your knowledge, skulls, and abilities 
acquired in college have a direct or indirect bearing on the job. Don’t 
focus on the subjects or courses you took; these are of less interest to 
employers than what you can do for them in terms of using specific job- 
related skills that may have been acquired while in school. Employers 
especially look for individuals with strong communication, analytic skulls, 
and problem-solving abilities and who are flexible, trainable, and enthusi- 
astic. Above all, they like people who demonstrate energy and drive. 
Therefore, try to think of your college experience in terms of these ley 
skulls and qualities. Do you, for example, communicate better - both 
orally and in writing - because of your college experience? Do you 
demonstrate problem-solving or leadership abilities because of your 
extracurricular activities in student government, on a sports team, or as 
a member of a fraternity or sorority? Are you an enthusiastic individual 
who approaches new tasks with energy and drive? Are you open-minded 
and willing to learn new things? Do you get along well with others, 
especially those in superior positions? You answer these questions by 
stressing those skulls that are most likely to transfer to the job. 

If some time has passed since you graduated and you have had several 
years of subsequent work experience, the interviewer may ask few 
questions about your educational background. He will most likely focus 
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on your work experience, or how your education prepared you for the 
work you do. Expect to be asked: 

Why did you choose to attend u n iversi ty? 

How did your major relate to your work after grad- 
uation? 

I notice you have an MBA. What do you think about 
working with people who have MBAs? Are they real- 
ly as sharp as we are led to believe? 

I see you majored in history, but you've been 
selling pharmaceuticals during the past 15 years. 
Do you feel it was a mistake majoring in history? 

If you had to do it all over again, what would you 
major in and what degrees would you pursue? 

Are you planning to take any additional graduate 
work during the next few years? 

Have you ever thought of changing careers by going 
back to school to get another degree? What would 
you like to do if you had a chance to take two years 
off and return to the university as a full-time stu- 
dent? 

If you graduated several years ago, the interviewer may want to h o w  
about your educational and training progress in recent years. He may be 
loolcing for indicators of your willingness to keep current in your field as 
well as learn new skulls. You might, for example, encounter some of these 
questions about your education and training experiences: 

Have you regularly participated in company-spon- 
sored education and training programs? Could you 
elaborate on which ones you attended, for how 
long, and what you felt you learned in the process? 
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I f  you had a choice of three one-week training pro- 
grams t o  attend, which ones do you feel you would 
benefit the most from? Why? 

You said you didn't know how t o  use Word and 
Excel. Everyone here uses these programs. Do you 
plan to  learn them soon? 

How much t ime do you spend each month keeping 
up with new developments in your field? 

Which trade and professional journals do you regu- 
larly read and subscribe to? 

How many professional conferences or  seminars do 
you attend each year? Which ones are you planning 
t o  attend this year? 

What are your educational goals for the next five 
years? 

You should answer each of these questions in as positive a manner as 
possible. Employers want to hire individuals who are continuously 
learning and adapting to changes in their field. 

Other questions concerning your education might include: 

rn How did you finance your education? 

rn Why didn't you decide t o  go t o  college? 

Why didn't you go on for a graduate degree? 

rn Why did you drop out of college? 

rn Why did you decide to jo in the military before going 
t o  college? 

What didn't you l ike about school? 
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rn What did you normally do during summer breaks? . Who was your favorite teacher? What did she do 
differently from the others? 

rn Why didn't you participate in more extracurricular 
activities? 

Do you think your grades reflect how well you will 
do on this job? 

Questions may relate to learning beyond formal education. The rapidly 
changing face of business today forces the successful job seeker to con- 
tinually upgrade her slulls. The interviewer is interested both in whether 
you continue to upgrade your slulls as well as in what slulls you are 
learning or improving. . What is the most recent skill you have learned? 

If you have learned or upgraded several slulls recently, select the 
one you believe enhances a performance area required for the 
job you hope to land as a result of this interview. For example, 

Although I have given a lot of presentations in my present job, I did 
not feel as comfortable giving speeches as I wanted to. So two months 
ago I took a three-day seminar in public speaking. I had a great 
instructor who not onb helped me polish iny preparation and 
presentation skills, but helped me feel more comfortable giving speeches 
as well. I took her advice to seek out additional opportunities to gain 
experience and self-conjdence by joining a local Toastmasters group. 
I have given five speeches over the past six weeks and now I look 
forward to each opportunity to give a talk. 

This response demonstrates the intewiewee took the initiative 
to improve a skull, learned from the classroom experience, and 
went beyond it by seeking additional opportunities to practice 
his slulls. 
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Experience 

Questions relating to your experience will attempt to clarify how qualified 
you are for the job beyond what appears in your resume. Some questions 
may be technical in nature - testing your ability to work with special 
equipment, programs, people, routines - whereas other questions relate 
to your overall experience. Expect to encounter several of these types of 
questions: 

What are your qualifications? 

Here you want to stress your skulls and accomplishments in 
reference to the position in question. Give examples and use 
numbers whenever possible to support your claims. For example, 

I have over 10 years of progressively responsible experience with 
pharmaceutical sales. Each year  I have exceeded my performance goals 
by a t  least 15 percent and expanded my client base by 10 percent. My 
previous employers consistent& praised me as one of their top j v e  
salespeople. I bring to this job a proven record ofpe$ormance as well 
as several key accounts worth more than $1.2 million in  annual sales. 

If education is an important qualifjmg criterion, be sure to 
include reference to your educational background, degrees , and 
accomplishments. 

What experience do you have for this job? 

Again, as in the previous question, stress your skulls and accom- 
plishments rather than formal job duties and responsibilities 
assigned to your position. Provide specific examples to support 
your claim. 

What do you like most about your present/most 
recent job? 

This question is designed to get at your work values. Try to 
stress the same values held by the employer - focus on perfor- 
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mance and getting the job done. Avoid any reference to self- 
centered values, such as salary and benefits: 

I really enjoy working with a team o f  competent, energetic, and 
innovative professionals in developing and implementing projects. 
During the past threeyears I’ve had a chance to work closeEy with 
two ofthe industy’s best project managers. I leaivied n great deal 
about how to make decisions and implement them in n timely 
manner. I’m looking forward to working in a similar environment 
that encourages team eforts, initiative, and risk-taking. But most 
important ofall, I enjoy seeing the results ofsuch eforts translated 
into satisfled customers and new projects. . What do you like least about your present/most 

recent job? 

The reverse of the previous question, this one should be 
answered in a similar manner, keeping in mind the principles for 
handling possible negatives. It’s best to mention a negative you 
managed to improve upon because such an example stresses 
your initiative and problem-solving abilities. For example, 

I didn’t like always having to crisis manage and work overtime to 
meet deadlines. I like to see my work get done on time and with the 
least amount o f  stress. During the j r s t  year with XYZ Company 
I was usually in a reactive mode - always in a crisis t y ing  to meet 
project deadlines. I got the work done, but I never had time to do 
the thought&l planning and scheduling that were necessay to meet 
those deadlines. I had inherited that system j?om iny predecessor. 
But  during the second year I developed a new planning and 
scheduling system that enabled our division to meet all o f  our 
deadlines with minimal crisis management. This gave us more time 
to realistically plan projects and meet all requirements within the 
designated time j-aines. I t  also saved the company more than 
$30,000 in overtime salaries. Morale increased tremendously, and 
I believe we became a much more productive worvorce because of 
this planning and scheduling system, 
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recent boss? 

Focus on something that demonstrates your appreciation for 
sound supervisory principles rather than focus on the personal- 
ity or personal characteristics of the individual. You want to 
generalize beyond this specific case as you link your obsewa- 
tions to the position for which you are interviewing: 

My current boss is a tewlfic role model who really knows how to 
work well with her employees. She doesn’t expect her subordinates 
to do things she wouldn’t do. In fact, she has an open-door policy 
where everyone has easy access to her and where open two-way 
comnzunication is encouraged. She has created a v e y  congenial and 
supportive work environment where everyone perfomis to their best 
level. W h a t  I really like about her is her constant and sincere efort 
to assist her subordinates. She regularly asks us, “How areyou 
doing? Can I be of any help? Let me know i f y o u  have any 
questions. ” She’s genuinely concerned that we do the ve y best we 
can. She knows the strengths ofeach eniployee and tries to use them 
in the best possible combination. Her subordinates really admire 
her. They go that e.x%m mile to produce quality work. Sonzeday I 
would like to become such a supervisor. 

What do you like least about your present/most 
recent boss? 

Be careful with this question. What negative things you say 
about your past bosses probably reflect what negative things you 
will say about your future bosses. Even though you may have 
had conflicts with a previous boss, focus on a negative that can 
also be interpreted as a positive. For example, 

W h a t  I least liked was the lack of feedback on my perfonnance. 
My boss offiveyears ago always gave his subordinates immediate 
feedback on their pefomance - whether positive or negative. You 
always knew whereyou stood with him. I got used to working in 
such an environment where open communication between supewi- 
sois and subordinates was actively encousaged. I assumed that was 
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how supervision noimally operated. But when I moved to XYZ 
Corporation, the management style arid organizational culture 
were v e y  dflerent. The conipaiy relied hcavily on its annual 
perfoimance evaluation to communicate with its employees. A n d  
my supervisor always gave me outstanding annual per$ormance 
evaluations. Furthermore, he was an extremely competent individ- 
ual whom I really enjoyed working with and learned a great deal 
from. B u t  he just didn’t give his subordinates mudi feedback on n 
day-to-day basis. I later learned that may have been just his style. 
Bu t  I’ve learned to operate well under two diferent styles of 
supervision and two dgerent organizational cultures. I think his 
weakness actually ben$ted me in the long run. . How does your present/most recent job relate to 

the overall goals of your department/the company? 

Again, you want to answer this question in very clear, perfor- 
mance terms. Before going to the interview, think how your job 
fits into the larger organizational scheme. What is it you do that 
promotes the goals of the organization? Better still, try to 
demonstrate how you might have taken initiative to expand 
your job into an even more important job than originally 
envisioned by the company. Such an observation demonstrates 
talcing important initiative on your part. An applicant might, 
for example, answer the question in this manner: 

W i e n  Ifirst began, the job required that I do routine editing using 
the old paper-and-pencil technique and often burning the midnight 
oil. I would be assigned an article or report and sit down for 
several hours looking for organizational, grammatical, and spelling 
errors. Since I ’ni patient, n detail person, and somewhat tenacious, 
I enjoyed the work, but it wasn’t particularly exciting. Anyone 
with a basic background in editing could do this job. However, 
during my  second year, I took advantage o f  a special computer 
editing course sponsored by the local community college. The course 
opened a whole new world ofeditingfor me. I learned how to use 
several state-of-the-art computer editing programs. I then persuad- 
ed my  supervisor to request management to invest in one o f  the 
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program. Since I already had the skills, they agreed to let me 
bring the program online for a six-month experimental period. 
Well, within one month I was able to produce dramatic results for 
my supervisor and management - we reduced editing time by 60 
percent and errors by 20 percent. Management immediately 
invested in several other editing programs which saved the company 
near8 $40,000 in fieelaiice editingjies during thejrstyear. 1,712 
now in charge o f  managing our new computerized programs, which 
involves training employees, customizing programs, and updating 
sofiware. Even with my new responsibilities, I still do a lot of 
editing. The job is now morejim, and Ij iel  much more productive. 
It’s now an exciting job that is very important to the overall 
operation of the coinpay. 

Accomplish men ts and Work Style 

What is your greatest strength? 

This question should be answered with a skull and accom- 
plishment that is directly related to the employer’s needs. Avoid 
strengths that tend to emphasize your personal characteristics, 
such as your values or attitudes. Instead, focus on those things 
you both do well and enjoy doing related to your experience and 
qualifications. We especially like strengths that indicate your 
capacity to adapt and learn in new work settings. For example, 

I’ve always adapted well to new work situations with a great deal 
afenerlly, drive, and initiative. I like taking on new challenges and 
working with people who have clear goals in mind, But  17m not 
just a “starter” who gets bored after the “new” becomes “routine. ” 
I like getting things started and seeing them to the very end. I guess 
I would say my greatest strength is keeping focused on what needs 
to be done, and then doing it. 

What is your greatest weakness? 

Be careful with this question. This is not the time to confess a 
weakness that can be interpreted as a negative and thus dis- 
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qualify you from further consideration. Select a weakness that 
can also be interpreted as a strength, as we discussed earlier: 

One o f  my  weaknesses was to take on too many projects with too 
little time to complete any to my  satisjktion. I’ve learned to 
prioritize and set more realistic goals. As a result, I’in much more 
focused and productive in both my professional and personal lives. 

This response also follows the principle of “being honest, but 
not stupid.” We are sure you can come up with examples that 
fi t  your situation and follow this principle on handling questions 
about your weaknesses. Whatever you do, don’t be coy by 
saying “Oh, I d0d t  have any weaknesses.” That would also be 
stupid. Everyone has weaknesses, but you need not confess 
things that might knock you out of further consideration. 

What are the two things you would like to improve 
a bout yourself? 

Again, beware of this question which is an indirect way of aslung 
about your weaknesses. You can easily slip up and confess your 
weaknesses by merely identifying what needs to be improved. 
Keep focused on the employer’s needs. For example, 

The two things I would like to improve on over the next two years 
are my supervisory and computer skills. I already know supervision 
and compiiters well, but I would like to do even better. I’m going 
to take some special courses to help me improve in these areas. 

What are some of the reasons for your success? 

This is not the time to become an obnoxious bore. Focus on a 
particular attitude and skull that may contribute to your success. 
These might be generic attitudes and slulls the interviewer 
already knows are ingredients to success. Your response should 
be thoughtful and engaging, confirming that you have the neces- 
sary ingredients in place to become successful in this company. 
One might answer the question in this manner: 
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I attribute much of my success to one o fny  college mentors, who 
instilled in me a particular attitude about work and life in general. 
H e  stressed the importance of being both competent and tenacious. 
I’ve always tried to improve my skills either on the job or through 
special training psograms. I approach n2y work with enthusiasm 
and stick with it until it’s done, however d@cuEt and challenging 
i t  may be. I don’t have time to f ind  excuses for not doing something 
or pushing work oJon to others. I think this particular stick-to-it 
attitude has served me well. A n d  I try to instill a similar attitude 
in others I work with. I think success comes to those who know 
what they want to do, where they are going, and put in the 
necessniy effort to see that things get accomplished. 

Tell me about an on-going responsibility in your 
current/most recent job that you enjoyed. 

Focus on a responsibility that you believe is essential to the job 
you are interviewing for as well as important to your current or 
most recent position. 

What duties in your present/most recent job do you 
find it difficult to do? 

Try to identify things that either are not part of the job descrip- 
tion of the job you are interviewing for or that are a minor or 
unimportant part of the job. 

W i t h  so many orders being shipped I sometimes f ind  it dificult to 
keep up with filing af the shipping conjmations. 

Describe your typical workday. 

This question is aimed at getting some sense of how you orient 
yourself to the workplace. What exactly do you do each day, 
from the time you arrive at the office to when you leave? Avoid 
giving a dull hour-by-hour chronology of your workday. Focus, 
instead, on stressing your enthusiasm for work, your key skulls, 
and your daily accomplishments. For example, 
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My typical day involves n great deal o f  accounting work nnd 
meetings with the chiefjnancial oficer and bookkeeper. I usually 
begin by balancing the ledger and reportingyesterday ’s balance to 
the chitfjnancial oficer. I thnt meet with the bookkeeper to make 
sure all invoices have been posted and payments have been issued. 
The remainder o f  my day involves meetings with other jnancia l  
oficers to resolve any problems arising in the daily accounting 
process. I would say I’m mainb  involved in managing our 
jnancial team and doing a great deal of trouble-shooting through- 
out the day. 

Do you usually anticipate problems or do you react 
to them? 

Obviously employers want to hire people who have a view of the 
big picture. They want individuals who can anticipate potential 
problems and hence avoid them or, at the very least, minimize 
the negative impact on the organization. At the same time, even 
the most adroit employee will occasionally find a problem is 
upon him and his only choice is to react. Cite examples of your 
past successes at anticipating potential problems before they can 
negatively impact the company or indicate the systems you put 
in place to assure that you get periodic information from sub- 
ordinates so there will be few surprises. . How much business will you bring to our firm dur- 
ing the next year? 

This question is especially appropriate for individuals who work 
with a client base and who are expected to bring many of their 
clients with them to the new employer. For many lawyers, this 
is the most important question they may be asked in the 
interview. Law firms are less concerned with the work slulls - 
research and consultation - of candidates than with their ability 
to bring with them paying clients who are the single most 
important resource for the company. A similar situation relates 
to other occupations, such as advertising and public relations, 
where a client base is key to the organization’s operation. The 
answer to this question is very factual - tell the interviewer 
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exactly how many clients you expect to bring as well as their 
total annual dollar value. Also, try to project how many addi- 
tional clients you are likely to attract in the coming months. . Do you ever lose your temper? 

This question is aimed at uncovering one of your possible 
weaknesses. Again, be careful with your answer, even though 
you may occasionally lose your temper. For example, 

I sometimes get irritated but I generally don’t lose my temper. I’ve 
learned to separate m y  temperj-om my job. 

How do you deal with stressful situations? 

Here you should communicate what it is you do to manage 
stress. This is not the place to indicate you don’t have stress, 
because the job may very well come with a great deal of built-in 
stress. For example, 

Over the years, I’ve learned to pu t  stresshl situations in better 
perspective than I used to. I know some stress comes with the job. 
If the stress involves the work of my subordinates, I usually open 
up lines ofcommunication to den1 with any issues contributing to 
the stress. If the stress is a result of the daily workload, I get 
through the day knowingjbll well m y  exercise routine a t  the end of 
the day will renew me both physical& and mentally. I’ve also given 
up coflee, which seems to contribute to stress, and I’ve joined a 
health club. 

What has your present/most recent supervisor cri- 
ticized about your work? 

This is not the time to confess everything every supervisor has 
criticized you for. Two strategies are to either select a relatively 
unimportant element of your work that was criticized (or one 
unrelated to the job you are interviewing for) or turn the 
criticism into a positive by demonstrating how well you ac- 
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cepted the criticism and that you have corrected or are working 
to correct the problem. (See examples on page 95.) 

How do you feel about working overtime and on 
weekends? 

Again, be honest but not stupid with this question. Avoid using 
negative terms such as “don’t, ” “won’t, ” or “can’t. ” You might also 
turn this question around with a question of your own that 
subtly puts you into the position. For example, 

I would expect to occasionally put in extra time since I know there 
are deadlines tliat sometimes must be met outside regular working 
hours. In general, how often should I expect to work overtime and 
on weekends in this position? 

Your question is an attempt to gain information which may later 
help you determine whether you want the job. But notice it is 
asked in such a way that you are not suggesting you are unwill- 
ing to put in overtime. 

How well do you work under deadlines? 

This question is designed to identify your work style. Do you 
stay around until the work gets done? Are you willing to put in 
overtime? Does the stress of deadlines get to you? Are you a 
peak performer given impending deadlines? The interviewer 
wants to lmow what type of performer you will be when 
deadlines come around. The most positive thing you could say 
is this: 

While others may have dificulty managing deadlines, including 
experiencing a great deal #stress, I do well under stress. I tend to 
take charge, organize tasks, arid move eveything along quickly to 
get the job done. More importantly, I try to avoid doing things 
only at  deadline time. My goal is to get tasks done well in advance 
so that we have iiiore time to do the necessaiy evaluation required 
for producing a high-quality product, 



Answer Questions 115 . How do you feel about the contributions you made 
to XYZ corporation? 

Be positive and specific since you are being asked to evaluate 
your performance with your present or former employer. Try to 
male a logical connection between your achievements with XYZ 
corporation and the needs of this employer. Use examples and 
numbers to emphasize your performance points. For example, 

I really feel good about what I accomplished there. W i e n  I 
arrived, the division was in disarray. Morale was low, employee 
turnover was high, and pegormance was at best questionable. 
Wi th in  jive months I managed to turn this situation around by 
implementing a new management system that gave employees 
greater say in what they were doing. Morale increased dramati- 
cally, employee turnover declined by 30 percent, and our division 
became one ofthe hest pefonners in the organization. In fact, we 
also became the model f i r  management changes that eventually 
took place in all other divisions. I think the organization as a 
whole performs much better today than ever before. 

What do you wish you had accomplished in your 
present/most recent job but were unable to? 

Select examples of things you were on the way to accomplishing 
and could likely have accomplished with more time. 

My goal was to cut customer complaints by 50%. In the past three 
months we've cut complaints by 40%. I think given another month 
we could reach the 50% mark. . What will you bring to this position that another 

candidate won't? 

Again, emphasize your skulls, abilities, accomplishments, and 
experiences that may be unique in comparison to other candi- 
dates. An example that can be remembered may serve you well 
even though it may not illustrate a unique contribution. For 
example , 
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I f  I look carejdly at  my previous experience, I know there is one 
thing that really stands out: I’m successjid at  what I do. Take, for  
example, the time my supervisor asked me to develop a new 
approach to marketing DVD players. W e  knew we had a poor 
market situation since D V D s  were quickly displacing videos. So I 
came up with the idea o f  marketing our Tatus DVD player along 
with the Tatus VCR as part o f  a special Spring College Special. 
W e  leanied many buyers were still reluctant to purchase n DVD 
player but they weren’t sure if they should buy a VCR. So we 
included afiee VCR with the DVD player. Our  market research 
showed it was mainly the parents who made the purchase as a g i j  
for their child. Many  of these buyers could ident f i  with the VCR 
but not the DVD player, As a result  this marketing scheme, we 
realized a 330-percent increase in sales o f  both the DVD player 
and VCR. It’s this type o f  talent I will bring toyour organization. 
I enjoy developing solutions to challenging problems. My supervi- 
sors usually turn to me for marketing ideas that will work. 

How do you get along with your superiors? 

Whatever you say, male sure you communicate positive rela- 
tions with your supervisors. The interviewer may be trying to 
get some indication of your attitudes toward superiors rather 
than an accounting of your behavior. 

I generally work well with everyone. I especial& work well with 
supervisors who regularly provide feedback on my pe foinimce. I 
had excellent relationships with my last two supervisors who rated 
me in the t o p j v e  percent ofthe workforce in terms o f  cooperation 
and performance. . How do you get along with your co-workers? 

Employers want individuals who can work well together, who 
don’t create interpersonal problems that get bounced up to 
supervisors, and who are productive as a team. You should 
indicate that you are a team player who works well in such an 
environment. For example, 
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I see myself as a team player. I enjoy the collegial atniosphere that 
often comes in working with fellow professionals. I also work 
especially well in one-on-one settings. I usually end up being the 
spokesman for the group and often emerge in leadership roles. My 
co-workers respect my work and often tuin to me for advice. 

How do you manage your subordinates? 

If you are interviewing for a supervisory position, male sure you 
understand the principles of good supervision and use the 
language of supervision. This question is as much a test of your 
knowledge as a probe into how you deal with subordinates. 

How do you feel about working with superiors who 
may be less intelligent or competent than you? 

This question may arise in some organizations where there is a 
distinct difference in education, knowledge, and performance 
levels between the “old” versus “new” blood. Older organiza- 
tions that have undergone recent rapid expansion often face this 
issue. You need to indicate that you are prepared to work in this 
situation, if indeed you are. At the same time, this is a good 
opportunity to get some “inside” information on the organiza- 
tion’s potential management problems. For example, 

I normally get along well with everyone in the organization 
regardless oftheir age, education, or experience. B u t  quitefiankly, 
I do have dificulty accepting poor performance, especially when it 
affects my work. q t h i s  is a problem here, I assume it is a nzanage- 
ment problem which will be dealt with by management. I expect to 
be evaluated according to my performance and that my peifor- 
mance would not be judged on the inabilities $others. Couldyou 
elaborate more on the nature of the situation I might encounter? 

Do you prefer working with others or alone? 

Most organizations look for team players rather than loners. It’s 
best to indicate you are a team player or stress that you work 
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well in both types of situations. You might respond to this 
question as follows: 

I’m a team player in most situations, although I normally don’t 
seek the limelight. I’m quite content doing what I’m supposed to do. 
At the same time, I also work well alone on tasks that require 
individual initiative and creativity. I don’t need a great deal o f  
direction. Just let vie know what needs to be done and I usually 
willjnd a way either alone or in consultation with others. 

How do others view your work? 

This question can be answered in many different ways. Keep in 
mind the so-called “others” can be supervisors, co-workers, 
subordinates, customers, or clients. Try to present evidence that 
your work is well respected by others for its quantity and 
quality. For example, 

I’m generally viewed by those I work with as a dependable 
producer. My supervisors and co-workers often turn to me for 
advice and leadership. I also work well with clients, many ofwhom 
have been with me for more than five years. 

How do you normally deal with criticism? 

Here’s another question designed to learn how you relate to 
others in the workplace. Acknowledge the reality of criticism, 
treat it as a positive force, and show how you have dealt with it. 
For example, 

I value constructive criticism because it helps me do n better job. 
I’m a good listener who takes criticism seriously. I f  it’s just$ed, I 
ty to make the necessay changes. When it’s unjustlfied, I probe 
the nature ofthe problem with questions. I’ve never really had a 
problem with criticism since I try to maintain open communication 
on the job. This enables me to deal with many problems bgore they 
become subjects for criticism. 
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Do you consider yourself a risk taker? Could you 
give examples of risks taken in previous jobs? 

Be careful with this question. It can be a double-edged sword, 
especially if the organization does not want risk takers! Analyze 
the situation and assess whether risk taking is likely to be 
viewed as a positive in this organization. If you believe it is a 
plus, try to cite specific examples of what you’ve done. If you are 
unsure, you can answer this question by noting you do have 
some qualities of the risk taler, but you are also a very rational 
and responsible individual who is not reckless. 

= Do you consider yourself to be someone who takes 
greater initiative than others? 

Employers prize employees who tale initiative, since it means 
less time needs to be spent on many supervisory tasks. Assuming 
you do take initiative, indicate that you are someone who can 
be expected to tale initiative on the job, perhaps more so than 
others. For example, 

Yes, I do. Most of ny jobs have aflorded me a great deal of 
decision-making latitude, especially at  the production level. In fact, 
initiative was literally institutionalized in my last job. I’ve worked 
with quality circles where we were expected to take initiative at  all 
times, both as a team and as individuals. Could you tell me how 
initiative is handled here? How is decision-making structured in 
this organization? Would y o u  say it’s highly decentralized? Is 
initiative actively encouraged anzong employees in dealing with 
production issues? 

Are you a self-starter? Could you give examples? 

Yes, I anz able to take on a new assignment and run it success&lly 
witllzout supervision. Wlzeii I was hired by Foremost Printers, they 
had just taken over a publication they did not want and did not 
know what to do with. They were in the business o f  printing and 
knew nothing about publishing. They gave me the responsibility o f  
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running the publication. I didn 't know anything about publishing 
either, but I understood marketing, so I read and talked to people 
and learned what I needed to know. At the end ofthejrstyear the 
publication was running in the black, and by the end ofthe second 
year we had increased our subscriber base by over 300%. . Are you a good time manager? 

Time is one of the most precious commodities you have, and 
once squandered it can never be regained. Interviewers seek 
employees who set goals, prioritize tasks, and use time wisely: 

I consistentEy meet deadlines. When  circuinstances beyond my 
control interfere, I re-prioritize my  tasks as well as those ofmy staff 
so we can get right back on track. 

Then cite examples from your experience to support your claim 
that you are a good time manager. 

Motivation 

What is the most important thing you've learned 
from the jobs you've held? 

Try to combine tasldslull elements with interpersonal elements. 
Or if you are interviewing for a job utilizing different skulls than 
those used on your present and recent jobs, stress the people 
skulls you've learned -whether it's to manage in a style that gets 
things done while maintaining good esprit de corps or learning 
to follow directions and work cooperatively with co-workers. 

Why should we hire you? 

This is often considered to be the luzee-bender - it brings you to 
your knees before the employer who wants to know your real 
motivations for seelung employment with him. However, this 
should be one of the easiest questions to answer given the 
principles we previously discussed. You should stress how your 
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skulls and abilities relate to the employer’s needs. It’s time to 
toot your horn. Be as specific as possible. For example, 

I assumeyou are looking for someone with a solid track record in 
sales and marketing o f  automotive parts. I will bring to this job 12 

years o f  progressive experience in all phases o f  sales and marketing 
of both domestic and foreign automotive parts. In iny last job I 
increased sales by 20 percent each year for the past j ive years. I 
have a consistent pattern o f  pegormance employers readily seek, 
including your  competition. I would think this is something your  
organization would want to bring on board. 

What really motivates you to perform? 

Focus again on job-related performance criteria rather than on 
other motivational criteria. For example, 

W h a t  really motivates me is the work itself: I really enjoy my 
work, especially when I see the results - actual increases in sales. 
I tend to focus on outcomes rather than duties or responsibilities. 

Why do you want to work for ? 

This question is much like the one on why they should hire you. 
Focus again on what you will bring to the job in reference to the 
employer’s needs. You might also stress the importance of the 
organization to your career goals. 

I’ve greatly ndmiredyour organization. Since I’ve worked foryour 
competition during the past seven years, I’ve had n chance to 
regularly evaluate your work and at times out-perform your  
marketing team. You provide an excellent service which I consider 
to be the best in thejeld. I also believe my experience and skills are 
such that I will make an excellent addition toyour marketing team. 
I know your competition well, and this knowledge, combined with 
my skills, should@rther strengthen your  marketing eflorts in the 
coming months when two new competitors will be entering your  
southern territoiy. 
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Why do you want to leave your present job? Why 
did you leave your previous jobs? 

Give positive rather than negative reasons for leaving, regardless 
of how negative your situation may have been. If you left 
because you were asked to resign or were unhappy, try to 
elaborate on positives. Call it ‘*rthered career advancement” or 
“seeking n new challenge. ” Avoid using negative terms. For exam- 
ple, 

I left my  last job after four years of progressive experience. As a 
small j n n ,  i t  oflered few opportunities for career advancement. I 

fel t  I had gone as f a r  as I could there and decided it was time to 
expand my career horizons. . Why have you changed jobs so frequently? 

Why would you be more likely to stay here? 

Even though tenure with companies tends to be a lot shorter 
these days than a decade or two ago, employers are reluctant to 
hire people who have job-hopped excessively- especially if there 
seems to be no good reason for the frequent changes. Hiring and 
training employees is an investment the employer makes. She 
wants to get a reasonable return on that cost. Stress reasons why 
the situation(s) that caused you to job-hop no longer exist or 
what is different about this opportunity that will cause you to 
stay. Stress you intend this to be a longer-term commitment. 
For example, 

I realize I did not stay long in t h e j r s t  three jobs I held after 
college. In each instance I had accepted positions in very smnll 
jinis. I learned and rapid[y gained projcierzy each time, but 
found there was no place to advance. I was stuck in a dead-end 
job. With this job search I have limited my  interest tojinzs like 
yours that are large enough for me to grow with t h e j r m  as my 
skills increase. 
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Why do you want a job you are over-qualified for? 

If you apply for a job that appears to be beneath your qualifica- 
tions, you may be asked why you want to step down the career 
ladder to such a job. In fact, many employers will object to 
hiring someone who appears over-qualified. You will need to 
come up with a bona fide explanation for your behavior. After 
all, if over-qualified, you might leave within a very short period 
of time, thus creating another personnel problem for the em- 
ployer. For example, 

I know I may appear over-qual$ed for this position. Some 
employers may not want to hire me because they are afiaid I will 
be unhappy and leave soon. However, I’ve given this n lot .f 
thought. I’m really interested in this position, and I believe I could 
bring something to this job that others may not be able to. I prefer 
the location and the ability to develop njexible schedule. I’m com- 
mitted to staying with the job for at least years. During that 
time I think the position will grow in reference to my particular 
interests and skills. I believe you will be pleased working with me. 

Are you willing to take a cut in pay from your pre- 
sent/most recent job? Why? 

Be careful with this question. I t  begins intruding into the salary 
negotiation phase of the interview. You are not ready to discuss 
money at this point, even though the interviewer may raise this 
question. Your goal is to learn about the worth of the position 
as well as communicate your value to the employer. If the 
interviewer raises this question, he may be trying to put stress 
on you or lower your salary expectations. The best response to 
this question is to turn it around to your advantage. 

I didn’t know we were at the stage of discussing the salary 
question. I really need to know more about the position - duties, 
responsibilities, expected performance, and so forth. And I’m not 
sure you have enough i$onnation about me to begin discussing 
money. Could we discuss this question later afcer we hase had a 
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chance to get more iifomation on each other? For now, I believe 
I should be paid what I am worth. I would thinkyou would agree 
with that concept too, wouldn ’t you? 

If this approach fails and the interviewer persists, take control 
of the money question by asking several of these questions from 
your perspective: 

How much does someone with my qualifications normally receive 
in your  organization? Wint  were y o u  paying the last person? 
W y  wouldyour pay scale be lower than the indus ty  standard? 
Have others taken pay cuts to join your  organization? 

How important is job security? 

While job security is important to most people, you should not 
answer this question by indicating it is your major concern. 
Focus your answer on your performance - job security comes to 
those who earn it. For example, 

I’ve never really had job security, so I’m not sure what exactly it 
is. I expect to stay with your company because of my perfomarrce 
and because the company f;llj?lls my career goals. If I’m not 
meeting your expectations, or if the company doesn’t meet my 
expectation, then I shouldn’t be here. I look at a job not for security 
but for what I can achieve for both the company and myseEf: 

How long do you expect to stay with our company? 

Answer this question in the same manner as the previous 
question - the bottom line is “as long as both of you are 
satisfied with the arrangement.” 

How do you define success? 

This is not the time for deep introspection, nor is it appropriate 
to answer from solely a self-centered perspective. Try to tie 
personal goals to corporate ones. 
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To me success is accomplishing each day’s work on time and on 
target so that the goals ofthe company can be met. Of course, the 
monetary rewardsfor a job well done are also iniyortant so that I 
can meet my jnancial obligations. 

How do you spend your leisure time? 

The employer may be trying to determine whether you are an 
active person, i.e., likes to camp and hike; a sedentary person, 
i.e., watch baseball; a joiner, i.e., active in your community’s 
neighborhood watch; or a volunteer, i.e., involved in a food 
kitchen for indigent persons. Determine what you lu-tow about 
the company and the interviewer. Select from among your 
interests those you believe best fit the job or the corporate 
image. Be careful not to mention too many interests though - 
you must have energy left to do the job! 

I really enjoy camping out and hiking when weather permits. I t  
gives me n chance to clear my head o f  the problems o f  the work 
week. I j n d  I return to work on Monday with a clear head and 
renewed energy. 

Career Goals 

Tell me about your career goals. 

This open-ended question allows you to talk about your goals. 
If you have completed a self-assessment and written a resume 
which included an objective, the answer to this question should 
be easy. Link your slcills and abilities to the employer’s needs: 

M y  major goal is to move into a management-level position that 
would enable me to work closely with top management in develop- 
ing new approaches to masketing our sojmse system in Europe 
and the Middle East. I believe this company has an excellent 
product that would do v e y  well in these and other overseas 
markets. M y  intemational marketing background would contribute 
to opening these markets. 
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ten years? 

Again, keep your answer employer-centered rather than self- 
centered. You want to communicate that your goals are in line 
with those of the employer. For example, 

I would like to see 40 percent ofthe compaiy’s sales derivedpom 
overseas markets. And I want to play a major role in developing 
those markets during the next ten years. Indeed, in theyear 201 3, 
I want us to look back at this year as being the year in which the 
company reoriented its marketing program mound a truly global 
perspective. . How do your present career goals differ from your 

career goals ten years ago? 

Your answer should indicate that you both learn and grow with 
time. Experience teaches you to alter your goals in the face of 
new realities. As you answer this question, try to include 
examples of how your goals have changed and how those 
changes have affected you: 

When  I entered thisjeld ten years ago, I had a very simple god  
- work my way up to the top ofXYZ Company. However, little 
did I know how rapidly thisjeld would change in the face o f  new 
technology and greater competition. Three years after I started, 
XYZ Company was bought out by TSR Company in a merger 
that eventually ended up in bankruptcyfor TSR Company. In the 
meantime, I was hired by two other companies where I moved into 
middle management positions. I quickly learned my original career 
goals were unrealistic given the rapidly changing nature o f  work 
today. I think my career goals are now more realistic - do what I 
really love which is to make great quality sound systems. As a 
result, I’m much happier with my career today than I was jve  or 
ten years ago when my  career didn ’t seem to be progressing accord- 
ing to my expectations. 



Answer Questions 127 

rn Where do you see yourself here five years from 
now? 

Again, focus on the employer’s needs. Whatever you do, don’t 
indicate you hope to be in the president’s seat which is already 
occupied. That would be both presumptuous and threatening to 
others in the organization. For example, 

I would hope to be in a position of major responsibility for 
marketing. I’m not sure what that position is or will be in the 
+ture. rfeel I hase the necessary skills and experience to grow into 
such a position. 

rn Describe a major goal you set for yourself recently. 

You may select a personal or professional goal, but if you discuss 
a personal goal you will position yourself better if you can relate 
it to your professional advancement “I want to complete my B.A. ” 
is a personal goal but one that supports your professional 
advancement. Another one might be ‘‘I want tojnd a job that is 
right for me.” Be ready to elaborate on what you are doing to 
achieve the goal. 

rn What are you doing to achieve that goal? 

Ideally if you are asked a question about your goals such as the 
one above, you should indicate how you plan to achieve that 
goal without being asked. It shows you are a purposeful individ- 
ual who, once you set a goal, will follow through. You have 
enrolled in an MBA program or this interview is evidence of 
your job-finding efforts. If you have already received a job 
offer( s), that would certainly show success. 

rn Have you ever thought of switching careers? 

The interviewer may be asking this question to see if you are 
committed to your current career and job. It’s best to indicate 
you are not now thinking of changing careers. For example, 
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In fact, I did go through a career change seven years ago. I used to 
be a high school teacher. However, after eight years in the class- 
room I thought i t  was time to do soriiething else with my life. In the 
process o f  identifiing career alternatives, I conducted a s e y  
assessnient in which I learned I was perhaps best suited for a 
career in sales. I t  was another form o f  teaching, but in sales I got 
immediate feedback and saw results. I’ve never regretted making 
the change, and I’ve really enjoyed my last seveiiyems in sales. I 
plan to continue in sales. 

Other Questions 

w Tell me about yourself. 

This is not the time to outline your biography from childhood 
to the present. Concentrate on your skulls and experience, with 
special reference to accomplishments that relate to the needs of 
the employer. Talk about your strengths. Anticipate this type of 
question as you prepare for the interview by listing 

w five of your outstanding personal qualities as they 
relate to the work setting 

five of your strongest skulls that relate to the job 

five positive work-related accomplishments 

Try to remember the points you have identified so you can 
respond to this or a similar question, but don’t try to memorize 
what you say about each one - just talk about it naturally. 

What do you know about our company? 

Of course you have done your research on any company you 
interview with and you lmow what they do, how long they have 
been in business, how large the company is, as well as whether 
they are growing, stagnant, or declining. Your answer should be 
brief but indicate you do lmow about them. If you can cite 
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something about the firm that really interests you, so much the 
better. 

I knowyou are an association promoting wild1 ije preservation; you 
celebrateyour 25 th  amiversaiy thisyear; y o u  have approximately 
2.5 million members and have experienced steady increases in 
membership each of the past ten years. I am especially impressed 
with your  programs to preserve the northwest spotted egret. 

What trends do you see in our industry? 

This question, too, requires that you have done your research. 
If you have conducted informational interviews, you should 
have most of the information for answering this question. If not, 
go online and visit the website of the company as well as other 
firms in the same or related industries. Read journals in the 
areas of your professional interest as well as business magazines 
to keep up with the rapid changes talcing place. 

What would be the perfect job for you? 

Your perfect job should relate to the one you are interviewing 
for as well as to a desirable organizational culture that allows 
you to do your best. For example, 

The peufect job would be one in which I would be allowed to&lly 
use my talents. I would hope I would be give11 an  opportunity to 
work on important projects and eventually given responsibility to 
head up my own team. I work well in group settings and enjoy 
taking initiative in developing large and complex projects. 

What would you change about this position as well 
as our company? 

Be very careful in answering this question. While you lnow 
some things about the company, you probably don’t lnow 
enough to be so presumptuous as to offer solutions to their 
problems. After all, changes you propose may negatively affect 
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someone’s pet project. You would merely demonstrate your 
ignorance of the internal dynamics of the organization before 
you had a chance to settle in to learn how the organization 
really operates. Be tactful and thoughtful in your response. It’s 
best to indicate you need to learn more about the organization. 
You are not about to rock the boat before you have had a 
chance to climb aboard! For example, 

I’m sure there are things I might want to change about the position 
owe I begin work. However, 17m not prepared to make any 
proposals a t  this time. I usually take some time to learn about the 
organization and the people I will be working with. I would want 
to consult those who are most affected by my position to see what 
theyfeel needs to be changed. As for changes in the organization, 
I would hope to give you an answer to that question within a few 
months. I need to get a j i m  grasp o f  how the organization operates 
as well as learn more about the organizational goals and those I’ll 
be working with. 

What type of person would you hire for this posi- 
tion? 

The answer to this question is simple - someone like you who 
meets the employer’s expectations. For example, 

I would hire someone who has depth o f  experience, clear goals, and 
a proven track record o f  performance. I also would want to feel 
comfortable with the person. Without a doubt, I know I would hire 
me, myseEf: 

What similarities do you see between this and your 
current/most recent position? 

Obviously you want to focus on similarities that emphasize the 
strengths you brought to your current or former position as well 
as the areas of responsibility that you liked. 
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rn What makes this position different from your cur- 
rent/most recent position? 

Focus on areas in which the firm where you are interviewing has 
an advantage over your presentlprevious firm. You might say, 
for example, “The management team seem more supportive. ” “The 
company goals are more in line with my philosophy. ” “The work is more 
meaningjhl (or more challenging.) ” 

Have you ever been fired or asked to resign? Why? 

Be careful in how you answer this one - be honest but not 
stupid. If you were fired or were asked to resign, admit it in a 
different language. And then explain the circumstances in as 
positive a manner as possible - without being negative toward 
your former employer. People get fired every day, often for no 
fault of their own. What’s important is how to explain the 
situation. What have you learned from the experience? For 
example , 

Twelve years ago I resigned after meeting with my employer over 
several uizresolved issues. W e  both reached an  amiable agreement 
in which I left voluntarily in exchange for three inonths severance 
pay. W e  had several disagreements, mostly concerning management 
policies. W e  both thought it best that we part company rather 
than continue in what was becoming a dificult situation for both 
o f  us. In looking back, I realize I wasyoung a t  the time and thus 
less willing to listen and compromise. r f I  were doing it over today, 
I would have worked inore closely with my supervisor and at- 
tempted to better understand his point o f  view rather than t ~y  to 
persuade him to adopt my proposals. Nonetheless, we parted on 
good terms and are stillfriends today. I leained a great deal@om 
this experience and know I’m better for having left that job. 

Other situations differ. For example, you may have been fired 
because you refused to follow unethical or illegal directions: 
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I was let go at ABC Trucking Company three years ago. I could 
have stayed, but my  supervisor asked me to falsi@ the accounts to 
avoid payroll taxes. I rejked to do so and was inmediately locked 
out of my  ofice and terminated. This was a dificult periodfor me 

jnancially since I remained unemployed for nearly three months. 
Bu t  I don’t regret what I did. Honesty in the workplace is very 
important to me. No job is worth breaking the law over. In fact, 
my former employer is now under indictment for  tm evasioiz. 

9 How long have you been looking for another job? 

Whatever you do, don’t answer this question by indicating you 
have been loolung for a long time. You may sound desperate or 
incapable of finding work with others. If you have been loolung 
for a while, emphasize how selective you are in settling for a 
quality employer. For example, 

I’ve been exploring the job market for  the past f ew months. Since 
I’m looking for something v e y  special that j t s  my  particular 
interests and skills, yours is onEy one Of veryfew positions I’ve seri- 
ously considered. 

9 Are you willing to relocate? 

You’ll have to supply the answer to this question. Obviously, if 
you are unwilling to relocate and the job requires relocation, 
don’t expect to be considered further for the position. At the 
same time, you may want to appear “open” on this question, 
especially if relocation is an option as long as you laow where 
you will be going. Employers today understand the serious 
implications of relocation for spouses and families. For example, 

I t  depends on where I would be required to relocate. I do have a 
family with a working spouse and school-age children. Since GI 

relocation decision aflects them as much as me, this is something I 
would need to discuss with them. Wiere  would I expect to be relo- 
cated and within how long after joining the company? Does the 
cornpay provide relocation assistance for working spouses? 
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How many days per month are you willing to travel? 

Again, this is a question only you can answer. Try to find out 
from the interviewer how often you would be expected to travel. 
Do this by turning around the question: 

I’m not sure about the extent oftravel involved with this position. 
How many days per month would I be expected to travel? And 
where would I normally travel to? 

What are your salary expectations? 

Watch out for this question. I t  should be the very last question 
you address - after you have had a chance to learn about the 
worth of the position as well as demonstrate your value to the 
employer. This question is most appropriate for a separate type 
of job interview - salary negotiation. It should arise after you 
have a strong indication you will be offered the job. But the 
interviewer may try to raise it earlier in the interview. You 
should answer this question in the same manner we suggested 
you should answer the question about talung a cut in pay. Delay 
the question or turn i t  around so the interviewer begins reveal- 
ing to you his pay range for the position: 

W h a t  would be your pay range for someone with my experience? 

If the pay range indicated is compatible with the figures your 
research has led you to expect, you can put the bottom of your 
expected salary at the top of the employer’s range. For example, 
if the interviewer indicates that the company’s range is $39,000 
to $42,000 and this is consistent with your understanding of 
industry pay, you can either indicate your acceptance of that 
range or leave yourself some negotiating room for later on in 
which case you might respond: 

My expectation was in the range of$42,000 to $45,000, so we 
are talking in the same ballpark. 
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If you need to resign from your present job, you may be expect- 
ed to give at least a two-week notice. However, more notice may 
be expected for high-level positions. You might turn the ques- 
tion around by aslcing 

When  wouldyou want me to begin work? 

If he says immediately, ask for two to four weeks, which is a 
normal time frame for individuals who must leave one job for 
another one. 

You can also expect specific questions relating to your technical 
expertise, management abilities, and specialized lu-towledge. These will 
vary considerably with the position, organization, and individual. For 
example, if you are interviewing for a computer programming position, 
you will probably be asked questions about the specific equipment you 
use, are capable of using, or want to use. If you are interviewing for a 
management-level position, expect questions relating to “situations” you 
are likely to encounter, such as how you would deal with a subordinate 
who by-passes the chain of command in reporting directly to your 
superiors, who consistently arrives late to work, or who does not work 
well with co-workers on projects requiring cooperative efforts. 

Illegal Questions 

Title VII of the Civil Rights Act of 1964 males discrimination on the 
basis of race, sex, religion, or national origins illegal in personnel deci- 
sions. The Americans With Disabilities Act of 1990 includes questions 
related to disabilities as being illegal. Questions that delve into these areas 
as well as others, such as age, height, or weight, are also illegal, unless 
they can be shown to directly relate to bona fide occupational qualifica- 
tions. If a question relates directly to the job, it is usually legal to ask. 

Most interviewers are well aware of these restrictions and will not ask 
you illegal questions. However, you may still encounter such questions 
either because of ignorance on the part of the interviewer or blatant 
violation of the regulations. As we noted earlier when discussing 
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“personal” questions, many interviewers may ask these questions indi- 
rectly. However, some interviewers still ask them directly. 

Women are more likely to face illegal questions than men. Some 
employers still ask questions regarding birth control, child care, or how 
their husbands feel about them working or traveling. The following types 
of questions are considered illegal: 
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Are you married, divorced, separated, single, or gay? 
How old are you? 
Do you go to church regularly? 
Do you have many debts? 
How many children do you have? 
Do you own or rent your home? 
What social or political organizations do you belong to? 
What does your spouse think about your career? 
Are you living with anyone? 
Are you practicing birth control? 
Were you ever arrested? 
What kind of insurance do you carry? 
How much do you weigh? 
How tall are you? 
Do you have any particular disabilities? 
What do your parents do? 
Have you ever been treated for depression? 
Do you ever been diagnosed with ADHD? 
Have you ever sued an employer or coworker? 
How often do you see a doctor? 
Have you had any mental health or psychiatric problems? 

Although we hope you will not encounter these types of questions 
during your job search, you should consider how you would handle them 
if they arise. Your decision should be thought out carefully beforehand 
rather than made in the stressful setting of the interview. I t  must be your 
decision - one that you feel comfortable with. 

You may want to consider the following suggestions as options for 
handling illegal and personal questions. If you encounter such questions, 
your choice may depend upon which is more important to you: defending 
a principle or giving yourself the greatest chance to land the job. You may 
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decide the job is not as important as the principle. Or you may decide, 
even though you really want this job, you could never work in an 
organization that employed such clods, and tell them so. 

On the other hand, you may decide to answer the question, offensive 
though it may be, because you really want the job. If you get the job, you 
vow you will work from within the organization to change such interview 
practices. 

There is yet a third scenario relating to illegal questions. You may 
believe the employer is purposefully trying to see how you will react to 
stressful questions. Will you lose your temper or will you answer meekly? 
Though a rather dangerous practice for employers, this does occur. In this 
situation you should remain cool and answer tactfully by indicating 
indirectly that the questions may be inappropriate. 

For example, if you are divorced and the interviewer asks about your 
divorce, you could respond by asking, “Does a divorce have a direct bearing 
on the responsibilities o f  ?” If the interviewer asks if you are on the 
pill, you could respond, “Yes, I take three pills n day - vitamins A, B, and C, 
and because o f  them, I haven’t missed a day’s work in the past year. ” The 
interviewer should get the message, and you will have indicated you can 
handle stressful questions. 

A possible response to any illegal question - regardless of motive - is 
to turn what appears to be a negative into a positive. If, for example, you 
are female and the interviewer asks you how many children you still have 
living at home and you say, “I have jve  - two boys and three girls, ” you can 
expect this answer will be viewed as a negative. Working mothers with 
five children at home may be viewed as neither good mothers nor 
dependable employees. Therefore, you should immediately follow your 
initial response with a tactful elaboration that will turn this potential 
negative into a positive. You might say, 

I have jve  - two boys and three girls. They are wonderjid children who, 
along with my understanding husband’ take great care o f  each other. r f  I 
didn’t have such a supportive and caring family, I would never think o f  
pursuing n career in this j e ld .  I do want you to know that I keep my 
personal 1 f e  separateffam iny professional lfe. That’s very important to me 
and my family, and I know itS important to employers. In fact, because o f  
my family situation, I make special arrangements with other family 
members,fiiends, and day-care centers to ensure that family responsibilities 
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never interfere with my work. But  more important, I think being a mother 
and workingfill time has really given me a greater sense ofresponsibility, 
forced me to use ny time well, and helped me better organize ny life and 
handle stress. I’ve leanied what5 important in both my  work and life. I 
would hope that the fact that I’m both a mother and I’m working - and not 
a working mother - would be somethingyour company would be supportive 
OJI especially given my past performance and the qua1 @cations I would bring 
to this job. 

Here you were able to take both an illegal question and a potential nega- 
tive and turn them into a positive - perhaps the most tactful and effective 
way of dealing with a situation other intewiewees might respond to in a 
negative manner. 

You should decide before you go into the interview how you will 
handle similar situations. If you are prepared for possible illegal questions, 
you may find your answers to such questions to be the strongest and most 
effective of the interview! 
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Handle Yourself 
N o nve r ba I I y 

ODAY MOST PEOPLE RECOGNIZE THAT HOW THEY 
communicate is itself a message. In fact, your nonverbal com- 
munication may convey both the bulk of your message and be T more believable than your verbal statements. Indeed, communi- 

cation studies suggest that in many situations approximately two-thirds 
of what is communicated is through nonverbal means, and because we 
lwow that nonverbal behaviors are the harder to control, we tend to give 
greater credence to these messages. 

The Nonverbal Edge 

We also hear from people who conduct screening interviews that the 
initial decision whether to screen a person out of or into a future inter- 
view - made during the first three to five minutes of the face-to-face 
session - is seldom changed even though the entire interview may be five 
to ten times that length. What are the interviewers responding to? 
Certainly not primarily to the content of the verbal interchange, but 
rather to initial reactions to nonverbal cues. 

138 
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Thus how you dress for the interview, how well you control the 
outward signs of nervousness, and how dynamic you are as you talk to the 
employer will all contribute to the overall impression that will weigh in 
heavily on the outcome. Strategies to help you be a winner in these areas 
will be the focus of this chapter. 

A Winning Image 

Appearance is the first thing you communicate to those you meet. Before 
you have a chance to speak, others notice your appearance and dress and 
draw inferences about your character, competence, and capabilities. Image 
has the greatest impact on the percep- 
tions others have of us when they have 
little other information on which to Most interviewers 
base judgments. This is precisely the 
situation a job applicant finds himself in 
at the start of most interviews. 

screen candidates 

first 3-5 minutes of 
the interview - 

primarily based on 

in or out during the 

Many people object to having their 
capabilities evaluated on the basis of 
their appearance and dress. “But that is 
not fair7” they argue. “People should be 
hired on the basis aftheir ability to do the job nonverbal cues. 
- not on how they look. 77 But debating the 
lack of merit or complaining about the unfairness of such behavior does 
not alter reality. Like it or not, people do male initial judgments about 
others based on their appearance. Since you cannot alter this fact, it is 
best to learn to use it to your advantage. If you effectively manage your 
image, you can convey positive messages regarding your authority, 
credibility, and competence. 

Much has been written on how to dress professionally, especially since 
John Molloy first wrote his boolts on dressing for success in the 1970s. 
Although some expectations for dressing have changed in the past decade, 
for most job interviews it is still best to err on the side of conservatism. 

Dynamite Images for Men 

I t  is important to lunow the range of options you have available from the 
most powerful professional look to a less powerful but still acceptable 
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business look. The most powerful attire for a male to wear to an interview 
is a suit. Let’s look at power suits in terms of color, fabric, and style. The 
suit colors that convey the greatest power are navy blue or medium to 
dark gray. Usually the darker the shade, the greater amount of authority 
i t  conveys to the wearer. However, you would do well to avoid black, 
which in our society is a color for funeral or formal attire; also, it conveys 
so much authority as to be threatening to an interviewer. If you want your 
attire to convey a bit less authority, then navy, gray, camel, or beige are 
other acceptable colors for a business suit. Still less power could be 
conveyed by choosing to wear a sport coat and slacks rather than a suit. 
Again, you have a range from which to choose and still be within the 
bounds of acceptable business attire. A navy sport jacket with medium 
gray slacks is a strong but less authoritative look than the matched jacket 
and slacks. You must male your choice based on your goals and what you 
believe to be appropriate to the situation and the job for which you are 
interviewing. There may be times when you purposefully select this 
slightly less professional, yet acceptable, choice and choose not to wear a 
suit. Remember, though, the interviewer expects you will be on your best 
behavior, and this applies to your appearance as well as how you conduct 
yourself. Most applicants choose to dress as if they were after a job several 
levels above the one for which they are actually interviewing. 

Your suit should be made of a natural fiber. A good blend of a natural 
fiber with some synthetic is acceptable as long as it has the look of the 
natural fiber. The very best suit fabrics are wool, wool blends, or fabrics 
that look like them. Even for the warmer summer months, men can find 
summer weight wool suits that are comfortable and look good. They are 
your best buy. 

The style of your suit should be classic - well-tailored and well-styled. 
Avoid suits that appear trendy unless you are applying for a job in a field 
where being on the forefront of fashion is valued. A conservative suit that 
has a timeless classic styling will serve you best not only for the interview, 
but it will give you several years of wear once you land the job. Select a 
shirt color that is lighter than the color of your suit. White long-sleeved 
shirts still are most acceptable with a business suit, although many pin 
stripes or solid colors are seen in the hallways of companies today. 

A silk tie will look better than other fabrics. Male sure the width is 
current and select a pattern that goes with the rest of your outfit, loolts 
good on you, and is fairly conservative. Dark, classic shoes and dark soclts 
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will complete your  success^' look. For more details on dress for men, see 
JoAnna Nicholson’s Dressing Smart for Men (Impact Publications, 2003). 

Dynamite Images for Women 

Few men would consider wearing anything other than a suit to a job 
interview, especially an interview for a managerial or professional posi- 
tion. Women are often less certain what is appropriate. The attire that 
will convey the greatest professionalism, authority, and competence is a 
suit - with a matching skirt and jacket. However, a slightly less powerful 
look, but one that gets high marks today is to wear a base - skirt and 
blouse - of one color paired with a jacket of another color. If the skirt and 
blouse are a solid color, the jacket may be a plaid, ideally repeating the 
blouse and skirt color, as one of the colors of the plaid. This combination 
conveys the look of a suit, but is more 
individualistic, slightly less powerful, 
and very much in style. Dark colors 
will convey greater power than lighter 
colors. Gray, navy, or camel are conser- 

Your suit sty/e 
should be dassic; 
we//-tai/ored, we//- 
styled, and avoid vative, but not your only choices. 

Similar to men’s suits, your suit 
should be made of a natural fiber, or a trendy looks. 
blend of a natural fiber with a syn- 
thetic that has the look of the natural fiber. The very best winter-weight 
suit fabrics are wool or wool blends. For warmer climates or the summer 
months, women will find few summer weight wool suits made for them. 
A fabric that has the look of textured silk or silk blend is a good choice. 

Your suit style should be classic: well-tailored, well-styled, and avoid 
trendy looks unless you are certain it is appropriate for the business where 
you are applying. It is better to err on the side of conservatism - usually 
better tolerated than a mistake in the other direction. A conservative, 
classic styled suit will last for years. Indeed, you can afford to buy good 
quality clothing if you Imow you can wear i t  for several seasons. 

Buy silk blouses if you can afford them. Keep in mind not only the 
purchase price of the blouse, but the cleaning bill as well. If you don’t buy 
silk, look for blouse fabrics that have the look and feel of silk. Long- 
sleeved blouses have the greatest power look, and necklines should 
complement the lines of the suit jacket and not be too revealing. 
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Give your outfit a finished look by accessorizing it effectively. Silk 
scarves or necklaces that enhance your outfit, but don’t call undue atten- 
tion to themselves, can help complete your polished look. A basic pump 
- dark, if your skirt color is dark - with little or no decoration and a 
medium heel height is best. 

You may choose to carry a purse or attache case, but not both at the 
same time. It is difficult not to look clumsy trying to handle both a purse 
and an attache case. One way to carry both is to keep a slim purse with 
essentials inside the attache case. If you need to go out to lunch, or any 
place where you choose not to carry the attache case, just pull out your 
purse and you’re off! 

Let Nervousness Work for You 

Anyone about to face a job interview experiences some nervous anticipa- 
tion. The degree of nervousness will differ from one person to another, 
but it is a basic human response to a threatening situation. Most job 
applicants indicate they wish they could rid themselves of their feelings 
of nervousness. Although an understandable desire, even if you could do 
so, the result would be counterproductive. 

The feelings you may describe as nervousness - a queasy feeling of 
“butterflies” in your stomach, sweaty palms, a dry mouth, an increased 
heartbeat? or knees or hands that tremble - are the physiological 
manifestations of an increased flow of adrenalin. This physiological 
reaction to what you perceive as danger can be just as useful to you as you 
prepare to “do battle” in the interview as it was to our caveman ancestors 
who faced a different kind of jungle out there. The caveman when faced 
with a dangerous situation made a decision to stand his ground and fight 
or to flee. In either case adrenalin was his ally and helped him to fight 
more fiercely or flee more rapidly. It will work for you, too, if you will 
learn to manage it rather than trying to fight it. 

A limited amount of controlled nervousness will actually keep you on 
your toes and help you do a better job in the interview than as if you were 
overconfident and complacent. How can you best manage this nervous- 
ness? First, by recognizing it for what it is - an asset - and trying to 
manage it rather than worlung against it. Most important? be prepared for 
the interview. You must do your data gathering on the job field as well as 
the organization prior to the interview. Anticipate questions you are likely 
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to be asked and formulate your own questions based on information you 
wish to acquire on the organization. Practice responding to likely ques- 
tions - not by memorizing answers, but trying to talk through answers in 
different ways to convey the “gist” or basic content. 

Experience is the best teacher, so the more interviews you engage in 
the better you will become and the more comfortable you will feel. Accept 
opportunities to interview and critique yourself after each one. Learn from 
your experience and you will do even better the next time. Leave yourself 
plenty of time to get to the place of the interview. You do not need the 
added stress of fearing you will be late because you misjudged the travel 
time or got into an unexpected traffic tie-up tcl upset your nerves at the 
last moment. 

Project Composure 

As you wait in the outer office to meet with the interviewer, channel your 
nervous energy productively. Often there are materials about the com- 
pany on a table along with other reading material. Pick up material about 
the company and really read i t  - don’t 
just pretend to. You may learn some- 
thing about the organization you can 
comment on or ask questions about in 
your interview. If nothing about the 
company is available, pick up a business 
magazine. Since you are already on 
display, make your choice of reading 
material a positive statement about you. 

You can better control your nervous- 
ness by following advice often given to 
public speakers. As you walk into the 

The more you can 
get your mind off 

yourself and 
concentrate on the 
other person, the 
more comfortable 

you will feel. 

interview room, try to tale a few slow deep breaths. If you breathe from 
your diaphragm, as you should, you can do this subtly so the interviewer 
will be unaware of it. This should relax you a bit. Although it is easier said 
than done, the more you can get your mind off yourself and concentrate 
on the other person, the more comfortable you will feel. Try to be other- 
directed. Rather than concentrate on your needs and fears, concern 
yourself with the employer’s needs and questions. 

The receptionist may direct you to the interviewer or the interviewer 
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may come out to meet you. Either way, stand up to your full height before 
you tale a step. Look alert, forceful, and energetic. If the interviewer 
comes out to meet you, walk over and shake his or her hand firmly. 

If you are sent to a room where the interviewer is standing, walk 
toward him and shale hands. If he is seated an'd does not look up, stand 
up, or offer a handshake, you should wait a moment and then sit down. 
However, wait for the interviewer to initiate the conversation. 

Project Dynamism 

Applicants invited to an employment interview have already been 
screened in. The employer believes they possess at least the basic quali- 
fications for the job, such as education and work experience. At this point 
the employer will look for several qualities in the candidates that were not 
discernable from paper qualifications - credibility, intelligence, compe- 
tence, spontaneity, friendliness, likability, and. enthusiasm. In the end, 
employers hire people whom they like and believe will interact well on an 
interpersonal basis with the rest of the staff. 

Your enthusiasm is one of the most important qualities you can 
convey. In fact, studies indicate that three major components define 
credibility: expertise, trustworthiness, and dynamism. The first two 
components we can all relate to readily. We latow we must be perceived 
as competent and honest. But dynamism - that's news to many job 
seekers. What it means is that you need to be ;i dynamic individual who 
exudes enthusiasm and drive. A dynamic perscm is more believable than 
one who comes across in a flat, low key manner. He also conveys the 
impression that he is a doer, someone who can get things done. So you 
need to let your enthusiasm show. Granted this can be overdone, but try 
to project yourself in a dynamic manner. 

The following are some nonverbal behaviors that will reinforce what 
you say in a positive and dynamic way. . Lean slightly into the interview. If you sit with a slight 

forward lean toward the interviewer it communicates your 
interest in what the interviewer is saying as well as in the 
interview proceedings. Your forward lean should be so slight as 
to be almost imperceptible. Be careful not to overdo this. You do 
not want it to be so obvious the behavior calls attention to itself. 
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contact establishes rapport with the interviewer. You appear 
interested in what is being said, and you will be perceived as 
more trustworthy if you will look at the interviewer as you ask 
and answer questions. To say someone has “shifty eyes” or 
cannot “look us in the eye” is to imply they may not be com- 
pletely honest. To have a direct, though moderate, eye gaze in 
our culture conveys interest as well as trustworthiness. 

Project a pleasant facial expression. A face that appears alive 
and interested conveys a positive attitude. Smile enough to 
convey your positive attitude, but not so much that you will not 
be taken seriously. Some people naturally smile often while 
others hardly ever smile. Monitor your behavior or ask a friend 
to give you feedback. Certainly your facial expression should be 
compatible with what is being discussed; avoid smiling inanely 
all the time. Ideally your face should reflect honest interest in 
the dynamics of the interview. Give the interviewer facial 
feedback rather than an expressionless deadpan. . Convey interest and enthusiasm through your vocal inflec- 
tions. Though not a visual component, vocal inflection is a 
critical element of nonverbal communication. Your tone of voice 
says a lot about you and how interested you are in the inter- 
viewer and the organization. Your voice is one of the greatest 
projectors of dynamism available to you. Use it effectively both 
in the face-to-face interview and in a telephone interview. 

Project Class and Competence 

The way you stand, sit, and walk - essentially how you carry yourself - 
has a bearing on how others perceive you. According to John Molloy, the 
“l00k” that impresses interviewers the most is the upper class carriage - 
the look of class. 

Even if your background is not upper class, as a youngster you were 
probably prodded by someone in your family t o  improve how you stood, 
sat, or walled. Comments such as “Keep your shoulders back, ” “Keep your 
head erect,’’ or “Don’t sZouclz” were good advice. If you did not pay much 
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attention to such advice, it would be to your advantage to do so now. The 
look of class and competence includes the following behaviors: 

W 

W 

W 

W 

W 

W 

W 

W 

W 

W 

W 

Keep your shoulders back. 
Keep your head erect. 
Avoid folding your arms across your chest. 
Avoid sitting or standing with arms or legs far apart in what 
could be described as an “open” position. 
Use gestures that enhance your verbal message. 
Nod your head affirmatively at appropriate times, but do not 
overdo it. 
Project your voice loudly enough to be heard. 
Articulate clearly - do not mumble. 
Use good diction. 
Use pauses for emphasis. 
Watch your pace - avoid tallcing too fast or too slowly; many 
nervous people tend to talk rapidly. 

Perhaps as much as anything, people 
with class always make the other person If you concentrate 

on 
said 
how 

feel comfortable. Wait a minute, you 
say, I’m the one who is uncomfortable. what is being 

rather than on Perhaps, but focus your attention away 

you are doing, from yourself. Give your attention to 
the other person and you may be sur- 
prised how well the interview can go. 

If you concentrate on what is being 
you w”’ most 

create a good 
impression, said rather than how you are doing, you 

will most likely create a good impression 
on the interviewer. Being other-directed 

with your nonverbal communication will male -you seem more likable and 
competent than many other candidates who remain self-centered and 
nervous throughout the interview. 



Questions You 
Should Ask 

VEN WITH THE BEST INTERVIEWER, YOU WILL NEED 
to ask questions. Remember, you have a decision to make, too. 
Are you really interested in the job? Does it fit your goals and 
slulls? Will it  give you the chance to do something you do well 

and enjoy doing? Will it give you the opportunity to move in some of the 
directions you want to move? Use the interview situation to probe areas 
that will provide answers to these and other questions that are critical to 
your future. 

Ask Questions 

When should I ask questions? What questions should I ask? How often 
should I ask a question? These are some of the concerns of applicants 
preparing for a job interview. For the most part, there are no hard and 
fast answers - each situation is different. However, there are some 
guidelines that should help you as you try tlo analyze your particular 
interview situation. Some authors have suggested that the applicant ask 
questions about 10 percent of the time - wait, until the interviewer has 
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asked about nine questions and then it is your turn. This advice seems a 
bit contrived. The interview should be an interchange of questions and 
answers between both parties. Both have decisions to make and need 
information to help them evaluate where they want to go from here vis-a- 
vis the other. 

Normally the framework and the flow of the job interview are deter- 
mined by the employer. As the interview progresses there are likely to be 
points at which something the interviewer has. said raises a question in 
your mind. If it makes sense to ask the question at this juncture, go 
ahead. If your question follows up something mentioned by the inter- 
viewer, this will most likely advance the flow and not disrupt the pace of 
the interview. If you are a sensitive listener yoii should be able to deter- 
mine whether a question will be well received by the interviewer. 

Interviewers are 
often more 

impressed with the 
quality of a candi- 
date's questions 

than with the con- 
tent of his answers. 

Normally near the end of the interview, 
most employers will ask an applicant if 
there are any q-uestions he has that have 
not been answered. At this point you 
have the opportunity to ask questions 
that have not lbeen raised as part of the 
ongoing dynamics of the interview. 

What kinds of questions you should 
ask as well as those to avoid - at least 
until you have been offered the job - are 
the focus of this chapter. 

Questions About the Company 

We assume you have researched the company prior to the day of the 
interview. You already have information gathered from corporate 
publications and, if the company is a large one, from business directories 
found in your local library. You went online and checked out the com- 
pany's website. You have talked with employees and former employees in 
the community to get a handle on the human dimension of working 
within this company. So you should not have tc) ask basic questions about 
what the company does, or the size of the company - either in terms of 
assets or number of employees. To ask questions about matters that you 
should have been able to find out from a bit of basic research wastes 
valuable interview time that could be better spent on other issues and 
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does not impress the interviewer with your resourcefulness. 
Questions you might want to ask about the company would revolve 

around areas not likely covered in materials you could have read previous 
to your interview. You want to laow something about the following: 

Stability of the position and firm. . Opportunities available for advancement. 
Management and decision-malung styles - teams, hierarchies, . Degree of autonomy permitted and entrepreneurship . Organizational culture. . Internal politics. 

degree of decentralization. 

encouraged. 

Your questions may cover some of the following areas of inquiry: 

Why is this position open? Is it a new position? If not, why did 
the previous person leave? If the person was promoted, what 
position does that person now hold? 

How important is this position to the organization? 

To what extent does the company prom'ote from within versus 
hiring from the outside? 

What plans for expansion (or cutbacks) are in the immediate 
future? What effect will these plans have on the position or the 
department in which i t  is located? 

On the average, how long do most employees stay with this 
company? 

Tell me about what it's really like working here in terms of the 
people, management practices, worldoads, expected perfor- 
mance, and rewards. 

How would you evaluate the financial soundness and growth 
potential of this company? 
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say? What about its employees? Its managers and supervisors? 
Its performance evaluation system? Its p;t-omotion practices? . If you had to do it all over again, would YCJU have made the same 
decision to join this organization? Why? . Assuming my work is excellent, where might you see me in 
another five years within this organization? 

These are not necessarily the exact questions you may want to ask. For 
example, if yesterday’s paper mentions downsizing plans at the company, 
then go directly to a question as to how that will affect the job and 
department. Also, this is not an exhaustive list of all the company-related 
questions you may need to ask pertinent to ycur situation. These ques- 
tions should provide you with a starting point from which to devise the 
questions you need to ask. 

Questions About the Job 

Your questions about the company were designed to get a sense of where 
the company is headed and perhaps its corporate philosophy. Questions 
about the job will relate more specifically to the day-to-day activities you 
could expect if you were to join this organization. You may wish to ask 
about some of the following concerns. 

1 How did this opening occur? Is it a newly created position or did 
someone recently leave the position? . Tell me about the nature of the work I would be doing most of 
the time. . What kinds of peripheral tasks would likely tale up the balance 
of my time? . What would be my most important duties? Responsibilities? . What types of projects would I be involved with? 



Questions You Should Ask 151 . What kinds of clients would I be working with? . What changes is management interested in having take place 
within the direction of this department? . What is the management style of the person who would be my 
supervisor? . In what ways is management loolung For this function [the 
function performed by the department I would be worlung in] 
to be improved? . What have been the major problems [barriers to reaching de- 
partment goals] in the past? . What will be the major challenges for the person who is hired? . How often will I be expected to travel? 

Not all of these questions may relate to your specific situation, and you 
may be able to formulate many others that do. Use this listing as a guide 
to the type of information you may need to better determine whether this 
job would be a good fit with your skulls, work style, and goals. 

Questions About the Work Environment 

How happy you will be in a job involves more than the work you will be 
doing. The people you will be working with, the way your performance is 
evaluated, and the support the company gives its employees in terms of 
training and development are issues that will affect how you feel about 
the organization once you are on the job. Consider asking questions 
relating to these areas of concern: . Can you tell me something about the people I would be working 

with? Working for? . How is performance evaluated? How often, by whom, what 
criteria are used? Does the employee have input into the evalua- 
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tion? Do you have an annual performance appraisal system in 
place? How long has i t  been operating? How does it relate to 
promotions and salary increments? Holw do employees feel 
about this system? What changes do you feel need to be made 
in the system? 

Can you tell me something about the company’s management 
system? How do supervisors see their role in this company? Tell 
me about my immediate supervisor. 

Is there much internal politics that would affect my position? 
Will I be expected to become part of anyone’s group? How con- 
troversial is this hiring decision? Would you say all employees 
feel they are dealt with fairly by management? Who is consid- 
ered the most powerful or influential in my division? 

Does the company provide in-house training? Does i t  support 
employees taking advantage of outside training in areas where 
it does not provide training programs? Is there support for 
employees returning to school for additional formal education? 

How open are opportunities for advancement? Assuming high 
performance, to what other positions might I progress? 

Questions to Ask At the Close 

Assuming the interview has progressed to its final stage and you have 
asked questions about the organization, the job, and the work environ- 
ment, you may breathe a sigh of relief. But you are not finished yet. 
Remember, you need to ask questions that will establish what you do 
from here. You do not want to go home and wait for weeks hoping to hear 
about this job. 

Assumingyou are still interested in the job, tell that to the interviewer. 
Ask when she (or the management team) expects to male a decision and 
when you could expect to hear. Then tale the date a day or two after she 
has indicated a decision should be reached and ask, ‘‘YI haven’t heardj-om 

y o u  by (date) , may I call you?” Almost always the interviewer will 
indicate you may call. Mark the date on your calendar and male certain 
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you do call if you have not heard by then. 
This is also a good time to ask the employer if there is any other infor- 

mation they need in order to act on your application. If you still have 
questions concerning the job, you may want to ask the interviewer if there 
are two or three present or former employees you might talk to about the 
organization. He should provide you with the names and phone numbers. 
Be sure to contact them. 

Questions About Salary and Benefits 

The employer may bring up the salary and benefits issues earlier, but you 
should avoid asking benefits-related questions until you are offered the 
job. This means that, even though it is of great interest to you, you 
withhold asking questions about salary, vacation time, sick leave, working 
hours, medical insurance, and any other - 
benefits issues. There will be time for 
that if vou get the job offer. Of course, Try to talk in terms 

J W  

if the employer raiBes these issues, YOU 

may ask questions in response to what 
he has raised, But even then avoid let- 
ting this area become the all-consuming 
focus of discussion prior to the job offer. 

After you have been offered the job, 
you should ask benefits-related ques- 

cussed, you will want to ask about the 
salary range for the position. Try to talk in terms of a range rather than 
a single salary figure. Discussing a range will give greater flexibility for 
some negotiation. Usually there is room for some negotiation in arriving 
at a salary. Your research on the field - especially information gained 
from informational interviews - should give you an indicator of what the 
going market rate is for the job in question. Thus you should laow 
whether the figure or range quoted is at the low, high, or mid range and 
decide whether to accept it or attempt to negotiate a higher figure. For 
further information on negotiating salary, you may wish to look at one of 
our other books, Dynamite Sala y Negotiatiosrs, which is also published 
by Impact Publications. 

You may wish to ask how often salaries are reviewed. Starting at the 

Of a range rather 

figure. This will give 
yOU greater room 

to negotiate a 
final figure. 

than a single salary 

tions. If i t  has not already been dis- - 
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high end of the salary scale for your industry may not seem like nearly 
such a good deal when after three years on the job you still haven’t 
received an increase. You will probably wish to know how salary increases 
are determined - annual cost-of-living increases, a merit system, or a 
combination of both. How large are the increases on average? 

You’ll probably want to establish what other benefits the company 
offers. Large companies may offer both a plan for term life insurance and 
medical insurance. You may wish to probe what deductible the medical 
insurance covers as well as whether the employer pays the entire cost or 
only a portion of the cost of health insurance. Many companies will pay 
the health insurance cost for the employee only. The employee must pay 
the additional cost for family coverage. As the cost of medical plans 
continues to rise, employers often require the employee to pay a greater 
portion of the cost of insurance than was once the case. Smaller compa- 
nies may or may not have insurance plans to cover employees. 

Larger companies are more likely to have retirement plans than smaller 
organizations. It is reasonable to inquire whether there is a retirement 
plan and how it is structured. Do you have to spend the rest of your life 
with the company before you are vested? Some large companies may offer 
profit sharing plans. 

You will probably want to know about the leave policy. Some organ- 
izations designate a certain number of days each year for leave, whether 
sick or personal; others offer leave designated as numbers of days of sick 
leave and days of personal leave. How many paid holidays employees get 
each year as well as vacation days are likely to be benefits of interest to 
most applicants. 

More and more large organizations are also providing day care oppor- 
tunities for employees’ children. Some companies give employees a choice 
of employer-paid benefits, but may not make al.1 available as fully paid by 
the company. Many two-career couples do not need health insurance 
provided by both employers. For example, a couple may choose company 
paid health insurance through one spouse’s employer and the other may 
select a paid day care arrangement through thme other employer. 

Smaller firms may not be able to offer many of the benefits mentioned 
above, but nonetheless may offer attractive employment opportunities. 
Questions about benefits should be raised prior to your acceptance of a 
job offer. 
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Questions About Relocation 

If accepting a job offer necessitates moving to a new community, you 
need to determine what moving expenses your employer will pay. The 
most generous can include the cost of shipping your household goods to 
the new community; a per diem to cover hotel accommodations and food 
for travel days and perhaps a week or two after arrival in the new 
community while waiting for your household shipment to arrive; a 
portion of the closing costs on the home you are buying in the commu- 
nity; and even a guaranteed sale of your house in the community you are 
leaving. However, as the economy tightens, you are likely to find fewer 
employers able or willing to subsidize your move to this extent and more 
and more job applicants willing to accept employment without these 
subsidies. In many cases, all the expenses of a community move may be 
yours to pay. But whatever the case, you need to have a clear understand- 
ing of who will pay which expenses before you decide whether to accept 
the job. 

Be sure you have a realistic estimate of the cost of living in the new 
community before you accept a position as well as prior to negotiating 
your salary. What appears to be a large salary increase over your present 
or most recent previous job may actually be the equivalent to a cut in pay 
if you are moving from a town in the midwest to southern California, 
New York City, Boston, or the Washington, CC metropolitan area. 

For more information on questions to ask at a job interview, see 
Richard Fein’s 101 Dynamite Questions to Ask At Your Job Interview 
(Impact Publications). 
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Follow Up, Follow Up, 
Follow Ulp 

HE INTERVIEW IS NOT OVERUN'TILYOU OR SOMEONE 
else has been offered and accepted the job. The fact that you 
conducted an interview or a series of interviews with an em- T ployer should not give you pause to relax. If you really want this 

job, you should focus on doing several things during the post-interview 
period. While you closed the interview once, when you left the interview 
site, you need to further close it through post-interview activities that will 
maintain the attention and interest of the employer. 

It's Not Over Until It's Over 

Once the interview is over, you still have work to do. This is not the time 
to sit back and wait to be called. For starters, as soon as possible after 
each interview and while it is fresh in your mind, record information 
about the encounter that you can review later. Try to be as specific as 
possible: list everything from the name of the person(s) you spoke with 
to the data you gathered regarding the position and organization; your 
skulls that particularly fit the job requirements; and when the employer 
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indicated the next decision would be made. This is also a good time to 
mark on your calendar the date when you will place your follow-up call. 

Next, within 24 hours, write a nice thank you letter, similar to our 
example on page 160. Express your appreciation to the employer for a 
good interview. Indicate your continued interest in the position, assuming 
this is the case, and briefly summarize your slulls as they relate to the 
position. Close by indicating you are waiting to hear from her by X date 
- use the date she indicated she would have made her decision. Keep this 
letter focused and brief. The employer is a busy person and is not likely 
to appreciate nor read a lengthy letter. Bear in mind that, though it is a 
thank-you letter, it is a business letter. I t  should be typed using a letter 
quality printer and good quality business-size stationery and mailed in 
a No. 10 business envelope. At the same time, if you’ve been communi- 
cating with the employer by e-mail, which indicates you have permission 
to e-mail, go ahead and e-mail the letter in addition to sending a hard 
copy in the mail. Use the following e-mail attention line: 

Thanks for meeting with me today. 

At the very least, sending a thank-you letter is a courteous thing to do. 
However, you may get more mileage out of it than just doing the right 
thing. When your letter arrives, it will remind the interviewer of your 
candidacy. The brief summation of your slulls as they relate to the job 
focuses her attention on the fit between you and the position. You have 
also reminded her that you expect to hear from her by a particular date. 
And if by chance you are one of the few to send a thankyou letter, you 
will have set yourself apart from the crowd. 

Keep the Process Going 

During the days that you are awaiting word from this employer, continue 
to network and apply for other positions that interest you. You need to 
continue to actively pursue jobs that fit your goals and slulls. The time 
between an interview and a hiring decision may be weeks. Use this time 
constructively to promote your job search. 

If you do not hear from the employer by the date specified, you must 
follow through and make the call to inquire whether a decision has been 
made. If they have not made a decision yet, your call will again put your 
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candidacy in their minds, and this may put you a few points ahead of 
others under consideration. Your dedication and follow-through will 
probably score a few more points in your favo'r. While follow-up alone 
will not get you the job, if it  is a close decision and you call and the other 
candidate does not, your follow-up phone call could be your ticket to 
nailing the job! 

Follow-Up Means You Follow Through 

Do both yourself and the employer a favor. If you asked if it would be 
okay to call the employer in regards to the hiring decision, male sure you 
do. Too often individuals learn the importance of follow-up, but they only 
take i t  to the stage of seelcing permission to follow up or they state they 
will call at a particular time. But when the time comes, they either forget 
to do so or they get cold feet and decide not I:O make that critical tele- 
phone call. If you said you would follow up on a particular date, male 
sure you do. Your follow-up actions will indicate to the employer that you 
are someone who also follows through in doing what you say you will do. 

If you call and are told the decision has not been made, ask when you 
might hear from the employer and if i t  would be okay to call again in 
another few days. If, on the other hand, the decision has been made and 
you were not chosen, write another thank-you letter, similar to the 
example on page 16 1, in which you express your disappointment in not 
being chosen. Sincerely cite your appreciation for the opportunity to 
interview for the position and indicate your continuing interest in 
working with the employer. You may later discover this thoughtful letter 
will lead to a later job offer. Chances are you will be remembered by the 
employer as a considerate person. And in the end, that is what the job 
search and interview are all about - being remembered as someone who 
should be offered the job. Male sure you follow through your follow-up 
in a positive manner that will get you remembered for future reference. 

If you are offered the job, you also should write a thank-you letter, 
similar to the one on page 162, in which you express your appreciation 
for the confidence given to you. This can be a very effective thank-you 
letter. It sets an important stage for developing a new and hopefully 
productive relationship in the coming months and years. It helps relieve 
the anxiety of the employer who may still be uncertain about his hiring 
choice. 
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In the end, how well you conducted the interview, including the 
quality of your presentation during this immedj ate post-interview phase, 
will set the stage in determining how well you will do on the job. The 
simple courtesy of a thank-you letter is the right thing to do for both 
personal and professional reasons. I t  will help you get off on the right foot 
to continued career success with this new employer. 
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Post-Job Interview Thank-You Letter 

19932 Thornton Drive 
Chester, GA 3001 9 
April 9, 

David Norton, Director 
Marketing Department 
Service International 
1009 State Street 
Atlanta, GA 3 10 10 

Dear Mr . Norton: 

Thank you again for the opportunity to interview for the marketing 
position. I appreciated your hospitality and enjoyed meeting you and 
members of your staff. 

The interview convinced me of how compatible my background, interests, 
and sliills are with the goals of Service International. My prior marketing 
experience with the Department of Commerce has prepared me to take a 
major role in developing both domestic and international marketing 
strategies. I am confident my work for you will result in considerably 
expanding the Pacific markets within the next two years. 

For more information on the new product promotion program I men- 
tioned, call David Garrett at the Department of Commerce. His number is 
202-726-0132. I tallied to Dave this morning and mentioned your interest 
in this program. 

I look forward to hearing from you on April 25th. 

Sincerely, 

Margaret Adams 
adamsmmaol .com 
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Job Rejection Follow-Up Letter 

564 Court Street 
St. Louis, MO 53 167 

September 2 1, 

Ralph Ullman, President 
S.T. Ayer Corporation 
692 1 Southern Blvd. 
St. Louis, MO 531 63 

Dear Mr. Ullman: 

I appreciated your consideration for the Research Associate position. 
While I am disappointed in not being selected, I learned a great deal about 
your company and enjoyed meeting with you and your staff. I felt particu- 
larly good about the professional manner in which you conducted the 
interview. 

Please keep me in mind for future consideration. I have a strong 
interest in your company and believe we would work well together. I will 
be closely following the progress of your organization over the coming 
months. Perhaps we will be in touch with each other at some later date. 

Best wishes. 

Sincerely, 

Martin Tollins 
tollinsm@earthlinlc.com 
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Job Offer Acceptance Letter 

7694 James Court 
San Francisco, CA 94826 

Judith Greene 
Vice President 
West Coast Airlines 
2400 Van Ness 
San Francisco, CA 94829 

Dear Ms. Greene: 

I am pleased to accept your offer and am looking forward to joining 
you and your staff next month. 

The customer relations position is ideally suited to my background and 
interests. I assure you I will give you my best effort in making this an 
effective position within your company. 

I understand I will begin work on July 1. If, in the meantime, I need to 
complete any paperwork or take care of other matters, please contact me. 

I enjoyed meeting with you and your staff and appreciated the profes- 
sional manner in which the hiring was conducted. 

Sincerely, 

Joan ICitter 
litter! @starpower.net 
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THROUGH EXAMPLES OF RESPONSE STRAT- 
answers to interview questions based on the point of 
ie employer is a good start toward an effective inter- 
your hard work should begin now. You need to tale 

these questions and formulate your own answers that reflect the real you. 

Prepare for the I01 

A basic key to a successful interview is preparation. Even though you can 
never predict every question you will be asked, in most instances you can 
accurately predict 95 percent or more of the questions you must respond 
to. Most, perhaps all, of these questions will be similar in intent to the 
101 questions found here. As you anticipate how you would respond if 
you encounter each of these questions in an interview, remember that you 
are formulating your strategy for a response. You should not try to 
determine the exact words you would use and then memorize them. To 
do this would be a big mistake. At best, your answer would likely sound 
memorized and you would greatly diminish your credibility. At worst, you 
might forget your memorized response in the middle of your answer! 
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So consider your answers in terms of basic strategies. What do you 
hope to convey as you respond to each question? Your goal is to convince 
the interviewer that you should be offered the job. So, as you respond, 
think in terms of the needs of the employer. How do your goals fit with 
her business needs? Keep this basic tenet in mind as you formulate your 
strategies in responding to questions you are asked. Try to male time 
prior to the interview to actually talk through your answers to questions. 
You may practice answering interview questions (which you have made 
into a list) posed by a friend or family member or you can read each 
question and then respond. Practice tallung your answers into a tape 
recorder. Play back the tape and evaluate how you sound. 

w Do you exude confidence? 
w Do you sound dynamic? 

Do you talk in a conversational style (rather than your 
response sounding like a “canned” answer)? 

w Do you speak without excessive fillers such as “ah, ” “and ah, ” 
“like, ” and ‘ ~ O U  k~iow”? 

w Do you seem authentic and believable? 
w Do you appear likable? 

The following questions have already been discussed in previous 
chapters as noted in the referenced page numbers for each question. Some 
of the questions may be phrased differently during an actual job inter- 
view. Try to give your best response to each question using a tape re- 
corder. Then listen to your recorded responses and critique them. 

Each time you talk through an answer, your words will be somewhat 
different since you have purposely not tried to memorize your response. 
You have thought through the strategy of your response, the gist of the 
message you want to convey, but you have not attempted to commit a 
response to memory. 

Personality and Motivation 

1. Why should we hire you? (page 120) 

2. Are you a self-starter? (page 119) 

3 .  What is your greatest strength? (page 109) 
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4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22 * 

23.  

24. 

What is your greatest weakness? (page 109) 

What would you most like to improve about yourself? (page 1 10) 

What are some of the reasons for your success? (page 110) 

Describe your typical workday. (page 11  1 )  

Do you anticipate problems or do you react to them? (page 112) 

How do you deal with stressful situations? (page 113) 

Do you ever lose your temper? (page 113) 

How well do you work under deadlines? (page 114) 

What contributions did you male to your last company? (page 115) 

What will you bring to this position that others won't? (page 1 15) 

How well do you get along with your superiors? (page 116) 

How well do you get along with your co-workers? (page 1 16) 

How do you manage your subordinates? (page 1 17) 

How do you feel about working with superisors who may have less 
education than you? (page 1 17) 

Do you prefer working alone or with others? (page 1 17) 

How do others view your work? (page 1 18') 

How do you deal with criticism? (page 118) 

Do you consider yourself to be someone who tales greater initiative 
than others? (page 119) 

Do you consider yourself a risk-taker? (page 1 19) 

Are you a good time manager? (page 120) 

How important is job security? (page 124) 
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25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

How do you define success? (page 124) 

How do you spend your leisure time? (page 125) 

What would be the perfect job for you? (page 129) 

What really motivates you to perform on the job? (page 12 1) 

How old are you? (page 135) 

What does your spouse think about your career? (page 135) 

Are you living with anyone? (page 135) 

Do you have many debts? (page 135) 

Do you own or rent your home? (pages 97 & 135) 

What social or political organizations do you belong to? (page 135) 

Education and Training 

35. Why didn’t you go to college? (page 103) 

36. Why didn’t you finish college? (page 103) 

37. Why did you select college? (page 02) 

38. Why did you major in 

39. What was your minor in school? (page 98) 

? (pages 92 & 98) 

40. How did your major relate to the work you have done since graduation? 
(page 102) 

41. Why weren’t your grades better in school? (page 100) 

42. What subjects did you enjoy most? (page 98) 

43. What subjects did you enjoy least? (page 98) 

44. If you could go back and do i t  over again, what would you change 
about your college education? (pages 99 6r 102) 
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45. 

46. 

47. 

48. 

49. 

50. 

51. 

52. 

53. 

54. 

What extracurricular activities did you participate in during college? 
(page 100) 

Tell me about your role in [an extracurricular activity]. (page 100) 

What leadership positions did you hold in college? (page 100) 

How does your degree prepare you for the job at ? (page 101) 

Did you work part-time or full-time while you were in college? 
(page 101) 

Are you planning to take additional courses or start graduate school 
over the next year or two? (page 102) 

If you had a choice of several short training sessions to attend, which 
two or three would you select? (page 103) 

What materials do you read regularly to keep up with what is going on 
in your field? (page 103) 

What is the most recent skill you have learned? (page 104) 

What are your educational goals over the next few years? (page 103) 

Experience and Skills 

55. Why do you want to leave your job? (pages 93 & 122) 

56. Why have you changed jobs so frequently? (page 122) 

57. Why would you be more likely to stay here? (page 122) 

58. What are your q~ialifications for this job? (page 105) 

59. What experience prepares you for this job? (page 105) 

60. What did you like most about your presenthost recent job? (page 105) 

61. What did you like least about that job? (page 106) 

62. What did you like most about your boss? (page 107) 

63. What did you like least about that boss? (page 107) 
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64. 

65. 

66. 

67. 

68. 

69. 

70. 

71. 

72. 

73. 

74. 

Tell me about an ongoing responsibility in your currendmost recent 
job that you enjoyed. (page 1 1  1)  

How does your present/most recent job relate to the overall goals of 
your departmenuthe company? (page 108) 

What has your present/most recent supernismor( s) criticized about 
your work? (page 1 13) 

What duties in your presenumost recent job do you find it difficult 
to do? (page 1 1  1 )  

Why do you want to leave your present job? Are you being forced out? 
(page 122) 

Why should we hire someone like you, with your experience and 
motivation? (page 120) 

What type of person would you hire for this position? (page 130) 

Have you ever been fired or asked to resign? (page 131) 

What was the most important contribution you made on your last 
job? (page 115) 

What do you wish you had accomplished in your yresendmost recent 
job but were unable to? (page 115) 

What is the most important thing you’ve learned from the jobs you’ve 
held? (page 120) 

Career Goals 

75. Tell me about yourself. (page 128) 

76. Tell me about your career goals. (page 125) 

77. What would you like to accomplish during the next five years [or ten 
years]? (page 126) 

78. How do your career goals today differ from your career goals five years 
ago? (page 126) 

79. Where do you see yourself five years froin now? (page 127) 
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80. Describe a major goal you set for yourself recently? (page 127) 

8 1 .  What are you doing to achieve that goal? (page 127) 

82. Have you ever thought of switching careers? (page 127) 

83. How does this job compare to what would be the perfect job for you? 

169 

(page 129) 

84. What would you change about our company to make this your ideal 
workplace? (page 129) 

85. How long have you been looking for another job? (page 132) 

Why You Want This Job 

86. 

87. 

88. 

89. 

90. 

91. 

92. 

93. 

94. 

95. 

96. 

97. 

98. 

What do you know about our company? (page 128) 

What trends do you see in our industry? (page 129) 

Why do you want to work for us? (page 121) 

How much business would you bring to our firm? (page 112) 

What similarities do you see between this and your currentjmost 
recent position? (page 130) 

What makes this position different from your currendmost recent 
position? ( 13 1 )  

Why are you willing to take a job you are over-qualified for? (page 123) 

Why are you willing to take a pay cut from your previous [present] 
position? (page 123) 

What would you change about this position? (page 129) 

How long would you expect to stay with our company? (page 124) 

How do you feel about working overtime or on weekends? (page 114) 

Are you willing to relocate? (page 132) 

How much are you willing to travel? (page 133) 
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99. What are your salary expectations? (page l33) 

100. How soon could you begin work? (page 134) 

101. Do you have any questions? (pages 147-155) 

Unexpected Questions 

You may not be asked any questions beyond the ones outlined in this 
book. If the questions you are asked do go beyond these, they will most 
likely fall into one of two categories: 

rn Specific questions that relate to special knowledge or skulls 
required for the job for which you are being considered. 

rn Questions that are raised by unusual items or unexplained 
gaps or omissions on your resume or application. 

Look over your resume. Is there anything that stands out? If you spent 
your junior year abroad - not in Paris or Spain - but in Timbultu or your 
first job was in Inner Mongolia, these points are likely to raise questions 
simply because they are unusual choices. The interviewer is going to be 
curious about your experiences as well as whalt these choices say about 
you. If you have a two-year unexplained gap in your job history, this gap 
is bound to raise the question of what you were doing during this time. 
You need to be ready with honest, yet positive answers, that will further 
promote your candidacy rather than l ~ o c k  you out of the running. 

If you have thoughtfully considered your responses and practiced re- 
spondingwith the gist of the message you want to convey, these questions 
should not throw you. However, if you haven’t given such questions much 
thought, your responses are likely to show it. 

Few questions should ever be answered with just a ‘ 3 ~ s ~ ~  or ‘iio.” 
Remember to provide examples as often as possible to support the points 
you male. If asked by the interviewer whether you are a self-starter you 
could simply respond ‘jm. ” However, you will score few points for this 
monosyllabic response. It really says nothing e.xcept either that you think 
you are a self-starter or you think this is the response the interviewer 
wants to hear. But if you follow your ‘’yes77 response with an example or 
two of what you did that demonstrates you were a self-starter in your last 
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job (or in college if you have just graduated and have little work 
experience), you start to sell yourself. You want to impress the interviewer 
and you want to stand out from the rest of the applicants being inter- 
viewed. 

Remember to use examples and use them frequently. The examples 
you use to support the assertions you make help to sell “you” to the 
interviewer. Examples make what you say about your slulls and achieve- 
ments more clear, more interesting, more credilble, and more likely to be 
remembered. 

Behavior- and Situation-Based Questions 

Employers are increasingly incorporating behavior-based and situation- 
based questions in job interviews. As we noted in Chapter 2, “behavior- 
based” means that the interviewer asks you to describe how you re- 
sponded when you faced an actual situation. “Hypothetical situational- 
based” questions don’t ask for an actual situation, but ask you to consider 
a possible situation and describe how you would act if that occurred, 
These types of interview questions are an attempt to get applicants to do 
what they should be doing anyway: expanding their answers with 
examples that support the assertions they are making. 

Be prepared to respond to these types of open-ended behavior-based 
and situation- based questions : 

1. 

2. 

3 .  

4. 

5. 

6. 

What would you do if. . . (page 36) 

In what situations have you become so involved in the work you were 
doing that the day flew by?” (page 34) 

If you were to encounter that same situation now, how would you deal 
with that person?” (page 34) 

If you had a choice of working in our department A or department B, 
which would you choose? (page 34) 

Why would you make that choice? (page 34) 

Tell me about a recent time when you took responsibility for a task 
that was outside of your job description. (page 34) 
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7. Tell me about a time when you took action without your supewisor’s 
prior approval. (page 34) 

Always Ask Questions 

One of the most important questions you can answer is # 10 1 - “Do you 
have any questions?77 The answer should be “Yes, I have afew questions. ” No 
matter how thorough the interview, no matter how much give-and-take, 
you should have at least two or three questions to ask near the end of the 
interview. Not asking any questions may hurt your chances of getting the 
job offer. During the interview other questions will probably come to 
mind which you had not anticipated. 

When asked whether you have questions, you may indicate that many 
have been answered thus far, but you have a few additional questions. 
You should have jotted some questions down as you prepared for your 
interview. Feel free to refer to that list if you need to at this point. The 
fact that you have given thought to this aspect of the interview and have 
come prepared will be viewed as a positive by the interviewer. You may 
have questions, for example, about the relationship of this job to other 
significant functional areas in the firm; staff development; training 
programs; career advancement opportunities; the extent to which pro- 
motions are from within the organization; how employee performance is 
evaluated; or the expected growth of the comp,any. You may want to ask 
questions that probe areas that were touched on earlier during the 
interview. For example, if the interviewer has mentioned that the com- 
pany has an excellent training program, you may have specific questions: 
What kinds of training would you be offered? How frequently? How long 
do most training programs last? 

If you are still interested in this job, be sure to close the interview by 
summarizing the strong points you would bring to the position and 
indicate your continued interest in the job and the company. Ask what 
the next step will be and when they expect to male a decision. Follow the 
advice in Chapter 8 on closing the interview and Chapter 9 on following 
up the interview. If you follow this process from beginning to end with 
intelligent answers and questions, you’ll go a long way to nailing the job 
interview. Indeed, tale the “Nailed or Be Nailed” job interview quiz again 
on pages 4-6. You should nail the job interview because your total score 
is above 150. Congratulations! 
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12.95 
17.95 

Sa la ry Negotiations 

10 1 Salary Secrets 12.95 
Better Than Money 18.95 - Dynamite Salary Negotiations 15.95 
Get a Raise in 7 Days 

Get Paid More and Promoted Faster 
Haldane’s Best Salary Tips for Professionals 

- 
- 

14.95 
17.95 
19.95 
15.95 

Get More Money On Your Next Job 

College-to-Career Resources 

200 Best Jobs for College Graduates 
America’s Top Jobs for College Graduates 

Great Careers in Two Years 

for Young Adults 14.95 

16.95 
15.95 
12.95 
19.95 

- Best Resumes for College Students and New Grads 

- A Fork in the Road: A Career Planning Guide 

- The Job Hunting Guide 14.95 

Testing and Assessment 

Career Tests 
- Discover the Best Jobs for You 
_I_ Discover What You’re Best At 

Do What You Are 
- I Could Do Anything If Only I Knew What It Was 

I’m Not Crazy, I’m Just Not You - Making Vocational Choices 
Now, Discover Your Strengths 
Pathfinder 
What Type Am I? 
What’s Your Type of Career? 

Attitude and Motivation 

- 100 Ways to Motivate Yourself - Change Your Attitude 
Reinventing Yourself 

Inspiration and Empowerment 

10 1 Secrets of Highly Effective Speakers 
Do What You Love, the Money Will Follow 
Eat That Frog! 
Habit-Busting 
Life Strategies 
Maximum Success 
Power of Purpose 
Self Matters 

12.95 
15.95 
14.00 
18.95 
13.95 
16.95 
29.95 
27.00 
15 .OO 
14.95 
17.95 

18.99 
15.99 
18.99 

15.95 
13.95 
19.95 
13.00 
13.95 
24.95 
20.00 
26.00 
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Seven Habits of Highly Effective People 
Who Moved My Cheese? 19.95 

14.00 

Career Exploration and Job Strategies 

25 Jobs That Have I t  All 

95 Mistakes Job Seekers Make 

10 1 Ways to Recession-Proof Your Career 

America’s Top Jobs for People Without a 4-Year Degree 
Best Computer Jobs in America 
Best Jobs for the 2 1 st Century 
Best Keywords for Resumes, Cover Letters, Interviews 
Careers in Criminology 16.95 
Change Your Job, Change Your Life (st“ Edition) 

12.95 
15.95 
13.95 

14.95 

15.95 
18.95 
19.95 
17.95 

17.95 

- 50 Cutting Edge Jobs 

100 Great Jobs and How to Get Them 17.95 

- Adams Jobs Almanac 16.95 

Complete Idiot’s Guide to Changing Careers 

Dancing Naked 17.95 - Directory of Executive Recruiters 47.95 

17.95 
- Cool Careers for Dummies 19.99 

Health-Care Careers for the 2 lst Century 
Help! Was That a Career Limiting Move? 
High-Tech Careers for Low-Tech People 

How to Get a Job and Keep I t  

24.95 
10.95 
14.95 

16.95 
- How to Be a Star at Work 12.00 

- How to Succeed Without a Career Path 13.95 - Insider’s Guide to Finding the Perfect Job 14.95 
- Internships 26.95 

Job Search Handbook for People With Disabilities 
Job Smarts 16.95 

Knock ‘Em Dead 12.95 

__. No One Is Unemployable 29.95 
No One Will Hire Me! 
The Professional’s Job Finder 18.95 
Quit Your Job and Grow Some Hair 
Rites of Passage at $100,000 to $1 Million+ 
What Color Is Your Parachute? 

16.95 
- - JobBank Guide to Computer and High-Tech Jobs 

- Me, Myself, and I, Inc. 17.95 

17.95 
- 

13.95 

15.95 
29.95 
17.95 

Internet Job Search 

100 Top Internet Job Sites 
- America’s Top Internet Job Sites - CareerXroads (annual) 26.95 

Career Exploration On the Internet 
Cyberspace Job Search Kit 18.95 

e-Resumes 11.95 
- Electronic Resumes and Online Networking 13.99 
- Guide to Internet Job Searching - Haldane’s Best Employment Websites for Professionals - Job Search Online for Dummies (with CD-ROM) 24.99 

12.95 
19.95 

24.95 

- Directory of Websites for International Jobs 19.95 

14.95 
15.95 
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Resumes and Letters 

- 101 Best Cover Letters 
- 10 1 Best Resumes - 10 1 Great Resumes 
- 10 1 More Best Resumes 
- 101 Great Tips for a Dynamite Resume - 175 High-Impact Cover Letters 
- 175 High-Impact Resumes 
- 201 Dynamite Job Search Letters - 201 Killer Cover Letters 
- $100,000 Resumes - Adams Resume Almanac, with Disk - America’s Top Resumes for America’s Top Jobs 
- Asher’s Bible of Executive Resumes - Best Resumes and CVs for International Jobs - Best Resumes for $100,000 + Jobs - Best Resumes for $75,000+ Executive Jobs - Best Cover Letters for $100,000+ Jobs 
- Big Red Book of Resumes 
- Building a Great Resume 
- Building Your Career Portfolio 
- Cover Letter Magic 
- Cover Letters for Dummies 

Cover Letters That Knock ‘Em Dead _ _  - - Cyberspace Resume Kit 
- Damn Good Resume Guide - Dynamite Cover Letters 

Dynamite Resumes 
e-Resumes - - Electronic Resumes and Online Networking 

- Everything Cover Letter Book - Everything Resume Book - Expert Resumes for Computer and Web Jobs - Federal Resume Guidebook 
- Gallery of Best Cover Letters 
- Gallery of Best Resumes 
- Global Resume and CV Guide - Haldane’s Best Cover Letters for Professionals - Haldane’s Best Resumes for Professionals - High Impact Resumes and Letters (8* Edition) 
- Military Resumes and Cover Letters - Overnight Resume - Power Resumes - Professional Resumes for Executives, Managers, 

& Other Administrators 
- Professional Resumes for Accounting, Tax, 

Finance, and Law - Proven Resumes - Resume Catalog - Resume IGt - Resume Magic 
- Resume Shortcuts - Resumes for Dummies - Resumes for the Health Care Professional - Resumes in Cyberspace 

11.95 
12.95 
9.99 

11.95 
13.95 
14.95 
14.95 
19.95 
16.95 
16.95 
19.95 
19.95 
29.95 
24.95 
24.95 
15.95 
24.95 
16.95 
15.00 
13.99 
16.95 
16.99 
10.95 
18.95 
9.95 

14.95 
14.95 
11.95 
13.99 
12.95 
12.95 
16.95 
2 1.95 
18.95 
18.95 
17.95 
15.95 
15.95 
19.95 
19.95 
12.95 
12.95 

19.95 

19.95 
19.95 
15.95 
14.95 
18.95 
14.95 
16.99 
14.95 
14.95 
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- Resumes That h o c k  ‘Em Dead 
The Sawy Resume Writer 
Sure-Hire Resumes 

Networking 

Connecting With Success 
Dynamite Telesearch 
A Foot in the Door 
Great Connections 
How to Work a Room 
Make Your Contacts Count 
Masters of Networking 

- Power Networking 
Power Schmoozing 
The Sawy Networker 
The Secrets of Sawy Networking 

Dress, Image, and Etiquette 

Dressing Smart for Men 
Dressing Smart for Women 
Dressing Smart for the New Millennium 
First Five Minutes 
New Professional Image 
Power Etiquette 
Professional Impressions 

Government and Nonprofit Jobs 

__I Federal Applications That Get Results 
- Federal Employment From A to 2 
_I_ Federal Jobs in Law Enforcement 

FBI Careers 
Find a Federal Job Fast! 

12.95 
12.95 
14.95 

20.95 
12.95 
14.95 
11.95 
14.00 
14.95 
16.95 
14.95 
12.95 
13.95 
13.99 

14.95 
14.95 
15.95 
14.95 
12.95 
15.95 
14.95 

23.95 
14.50 
14.95 
18.95 
15.95 

Government Job Finder 18.95 
Jobs and Careers With Nonprofit Organizations 
Nonprofits Job Finder 18.95 

17.95 

Ten Steps to a Federal Job 39.95 

International and Travel Jobs 

- American Foreign Sewice Officer Exam - Back Door Guide to Short-Term Job Adventures 2 1.95 
Best Resumes and CVs for International Jobs 
Careers in International Affairs 17.95 
Directory of Websites for International Jobs 
Global Citizen 16.95 
How to Get a Job in Europe - How to Live Your Dream of Volunteering Overseas 17.00 

- Inside Secrets to Finding a Career in Travel 14.95 
International Jobs 18.00 
International Job Finder 19.95 
Jobs for Travel Lovers 17.95 - Teaching English Abroad 15.95 
Work Abroad 15.95 

19.95 

24.95 

19.95 

2 1.95 

- 
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Directories 

Almanac of American Employers 
Almanac of American Employers Mid-Size Firms 
American Salaries and Wages Survey 
Directory of Executive Recruiters 
Directory of Holland Occupational Codes 
Encyclopedia of Associations 
Enhanced Guide for Occupational Exploration 
Enhanced Occupational Outlook Handbook 
Headquarters USA 
Job Hunter’s Sourcebook 
Occupational Outlook Handbook 
O*NET Directory of Occupational Titles 
Professional Careers Sourcebook 
Scholarships, Fellowships, and Loans 
Vocational Careers Sourcebook 

199.99 
179.99 
1 75 .OO 
47.95 
54.00 

5 75 .OO 
34.95 
37.95 

1 75 .OO 
115.00 
16.95 
39.95 

125 .oo 
199.00 
115.00 

SUBTOTAL 

Virginia residents add 4%% sales tax 

POSTAGE/HANDLING ($5 for first 
product and 8% of SUBTOTAL) $5 .OO 

SHIP TO: 

ADDRESS 

PAYMENT METHOD: 
0 I enclose check/money order for $ made payable to 

IMPACT PUBLICATIONS. 

0 Please charge $ to my credit card: 
0 Visa 0 Mastercard 0 American Express C! Discover 

Card # Expiration date: / 

Signature 
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