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SUCCEEDING IN AN INTERVIEW

Preparation

Do your research in the following areas:

· The Interview

· The job

· The organisation

The Interview

Ensure you are clear on:
· The date and time

· How to get there

· Who will be interviewing you and their position/s within the company

· The format of the interview and if there will be any tests or exercises.

The Job

Before you get to the interview you may want to know about:

· Reporting relationships

· Qualifications and skill levels required

· Opportunities for personal development and training

· Location

The Company

By researching the company beforehand you will impress your interviewer with your knowledge of their organisation. Furthermore, this will place you in a stronger position to decide if you want to work there.

You will need to research:

· What the company does

· The scale of their operation (i.e. national, local, global)

· Its industry reputation

· Its competitors

· How long it has been in existence
· Management culture

· Staff turnover

· Its current performance in its marketplace,

Presenting yourself
An interview is an opportunity to tell prospective employers why you are the best applicant for the job. However, it is important that you remember that interviewers often make up their minds about people in minutes – so you should consider the following:

· First impressions

· Appearance

· Body Language

· Looking prepared

First Impression

You may only have a couple of minutes to make a good first impression so try to get off to a good start
· Enter the room confidently and close the door behind you.

· Respond to offered handshakes confidently – though avoid crushing the other persons hand and seeming over eager

· Allow the interviewer to take the initiative – do not take over.

Appearance

Like it or not, how you look will count a lot, so give yourself plenty of time to get ready.

· Dress smartly and appropriately

· Pay attention to details – your hair, nails, shoes, jewellery etc

· Don’t overdo the perfume or aftershave

· Do not drink alcohol, smoke or eat spicy food just before the interview

· Make sure your clothing is comfortable as not to distract you during your interview.

Body Language

Be aware of the message your body sends out whilst speaking and listening. Your body can transmit telltale signs of nerves or uncertainty in testing environments such as an interview. Take a few moments to compose yourself and obey a few simple rules to avoid the wrong impression.

· Sit in an upright but relaxed position

· Maintain eye contact with the interviewer(s) – looking at anything other than the person addressing you is rude and gives a very bad impression

· Show interest in what the interviewer is saying. Aside from being polite, you may miss something vital by letting your attention waiver

· Don’t lean back on your chair, tap your foot or yawn

· Avoid wringing your hands, or other physical tics that will suggest you are uncomfortable.

Looking Prepared

Looking prepared contributes a great deal to feeling prepared, and will present you a resourceful applicant to the interviewer(s).

You should take the following with you to an interview

· Notebook and pen to take notes

· Questions to ask the interviewer

· A copy of your CV, or several if you know there will be more than one interviewer

Anticipating questions

Interviews typically follow a standard format, allowing you to prepare a number of responses beforehand

· Asking your questions

· Common interview questions

· Management and Supervisory questions industry trend questions

· Quantifying your experience and accomplishments

· Style and Habits

· Salary questions

Asking Your Questions

At the end of the interview you will have the chance to ask questions. Capitalise on this opportunity look keen and prepared.

· Ask about the company culture, the department and the job
· Find out more about training opportunities and potential for promotions etc

· Enquire about any additional benefits such as private healthcare or a pension

· Find out if there is a second or third interview stage

· Ask if there are any “team” activities you could become involved in, such as football or hockey teams.

Do not ask about salary until you are sufficiently advanced in the interview process. This is rude and highlights you are someone “only in it for the pay cheque”

Common Interview Questions
There are only so many questions an interviewer can ask, so you may want to prepare answers to the following. Remember, your answers are the opportunity to highlight your skills and abilities. Deliver them clearly and confidently and in an enthusiastic fashion, avoiding unappealing “robotic” answers – many interviewers will be wary of stock or obviously prepared responses, so they will often throw in unexpected or follow on questions, testing your ability to think on your feet. Answer theses as quickly as possible without appearing to dither. You should also be prepared to answer questions about your health, more technical questions related to your qualifications, research or current job. Plus any interests you have mentioned on your CV.
Standard Interview Questions

Tell me about yourself?

· Keep your answer to one or two minutes – don’t ramble
· Don’t go back to childhood experiences – just give a brief outline of where you are from

· Use your cv introduction for the basis of your answer

· Respond in a way that leaves you no doubt that you are well adjusted, stable and positive.

What do you know about the company?

· Show that you have done your research, know what their products are, how big the company is, what reputation it has within the industry. Know the company history, image, goal and philosophy.

· Project an informed interest and let the interviewer tell you some more detailed aspects about the company.

What would you do for us? / What can you do for us that someone else can’t?

· Relate past experiences that represent success in solving previous employer problems that maybe similar to those of the prospective employer.

· Stay positive.

Why should we hire you?

· Because of the knowledge, experience, abilities and skills you possess – Be very positive and confident in your reply, not vague.

What do you look for in a job?

· An opportunity to use my skills to perform and be recognised.

· The opportunity to develop further skills – we should be constantly learning throughout life.

· Relate it to the job to which you are applying – I am especially interested in work within ……..

Please give me a definition of a ………..?

· Keep it brief

How long would it take you to make a meaningful contribution to our organisation?

· Very quickly after a little orientation and a brief period of adjustment on the learning curve.

How long would you stay with us for?

· As long as we both feel I am contributing, achieving and growing etc.

Management and Supervisory Level Questions
What is your management style?

· Consult job specs and profiles online etc (management style glossary)

Are you a good manager?

· Keep your answers, achievement and task orientated; emphasize management skills – planning organising, controlling and interpersonal.

· Describe relevant personal traits

What did you look for when you hired people in the past?

· Skills, initiative and adaptability etc.

Have you ever needed to dismiss someone?

· You have had experience of this and it worked out well.

· Describe how you spoke to the person and explained precisely but tactfully where they were underachieving.

What do you see as being the most difficult task in being a manager?

· Getting things planned and done on time within the budget.

· Do not imply that these are insurmountable difficulties.

What is your biggest weakness as a manager?

· Be positive and end on a positive note.

Industry Trend Questions

Why are you leaving your current job?

· It no longer provides a suitable challenge, time to move on, I wish to move on in (the areas this company specialise in)
· Give a group answer if possible e.g. our department was consolidated or eliminated.

How do you feel about leaving all your benefits?

· You feel the challenge and satisfaction this new role will bring outweigh any benefits lost.

Describe what you feel to be the perfect working environment?

· Where people are treated as fairly as possible.

How would you evaluate your present firm?

· A good company in its own right, who has leant itself to offering you opportunities to reach your current level.

Quantifying Your Experience and Accomplishments

Have you helped increase sales? Profits? How?

· Imply on many occasion and then concentrate on one, describing in detail.

· Quote percentage profit increases – facts & figures.

Have you helped reduce costs? How?

· Same as above

How much money did you ever account for?

· Be specific and recount a particular contract with facts & figures

How many people did you supervisor in your last role?

· Be specific – The more the better

Do you like working with figures more than words?

· Be honest but positive

In your current or last position, what features did you like the most? Least?

· Think carefully and relate your response to what your new job can offer.

In your current or last position, what are or were your five most significant accomplishments?

· You could refer to the key accomplishments already identified in your cv.
Style and Habits

If I spoke with your previous boss what would he/she say were your greatest strengths/weaknesses?

· Emphasize skills – don’t be overly negative about your weakness: it’s always safe to identify a lack of skill or experience as a shortcoming rather than a personal characteristic.

Can you work under pressure, deadlines?

· Yes. Quite simply, it is a way of life in business.

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

· Keep it brief and be sure to say how you overcame the problems.
How do you resolve conflict on a team project?

· First discuss issues privately and tactfully. If the problem is not resolved then action would need to be taken which could mean removing a member of the team in severe cases.

What was the most difficult decision you ever had to make?

· Attempt to relate your response to the prospective employment situation.

· Do not mention the time you had to choose to wear the blue tie or the red tie.

Salary Questions

How much are you looking for?

· Answer with; what is a salary range for jobs of a similar nature in the industry.

· Give an answer of what you understand your worth is in the market place.

How much do you expect, if we offer this position to you?

· Be careful; the market value of the job may be the key answer e.g. “My understanding is that a job like the one you’re describing maybe in the range of £……”

What kind of salary are you worth?

· Have a specific figure in mind ………. Don’t be hesitant.

Personality Questions
What was the last book you read? Movie you saw? Sporting event you attended?

· Stick to something fairly mainstream or a classic.

How would you describe your personality?

· Balance, Fair, Honest, reliable, Friendly, Outgoing etc.

What are you strengths?

· Present at least three and relate them to the company and job opening.

· Tailor your answer to meet the needs of the employer “I see myself as a goal orientated individual”

What are your weaknesses?

· Don’t say you haven’t got any.

· Try to transform your response and the question into a strength. End on a positive.

