Interviewing Made E£asy




INTERVIEWINSONVHAT IS IT?

A formal exchange of information
Assessment tool (both for you and the employer)
A techniqued Practice, Practice, Practice!

Consists of both verbal and nonverbal
communication




DYNAMICS OF SUCCESSFUL INTERVIEW

80% Is attitude appraisal

Think about answeri ng
these I n minde

Why are you interested in the company/organization?
What skills/experiences do you have to offer?

NO




PREPARATION POINTS

Be able to sell yourself

Think about your strengths, skills
and qualifications-0 pr o o f
exampl eo

Know your resume
Research the company

Prepare guestions to ask th
employer




INTERVIEWING TIPS

Arrive early, be sure of exact date, time, and plact

Bring a list of references, and multiple copies of
your resume

Dress professionally
Be confident, positive and enthusiastic
Be cognizant of your body language




PROFESSIONAL IMAGE

Physical appearance

Voice mall greeting

Email address

Online networking sitesKacebook LinkedIn, MySpace, etc.)

Conduct yourself appropriately in all situationd Nothing is off
the record!




TYPICAL STAGES OF THE INTERVIEW

Stage | Introduction

Firm handshake, engage in small talk, goal is to build rapport with
Interviewer

Stage Il Review of Background
Interviewer asks questions. Typically is the bulk of the interview.

Stage lll: Employer Information

Do you fit the mol d? Di s c uBEngployern
will ask if you have questions? (of course, you do!)

Come prepared with 3 5

The best questions are original ones

Researching the Company can assist you with asking insightful question



STAGES (CONTINUED)

Stage IV: ConclusiofiWrap up)
Employer will take the leac
Thank the interviewer for their time
Ask for a business card

Find out what the next step i1$) do they need more
iInformation, when will they contact you?

If you want the job, let them know!
Followup with thank you letter




NONVERBAL COMMUNICATION TIPS

Facial expression, eye contact, body movements &
posture, speech

Firm handshake, smile, and maintain eye contact!
Keep hand gestures to a minimum

Avol d firdgeting or sayl ni
yeaheébo |
Maintain good posture




DAyNo T | E T NE RVIEISIGARWS

Performance Visualization

Visualize your self interviewing
well

Think of good communicators
and role models

Think positively




RESEARCHING THE EMPLOYER

What You Need to Know
Products/Services
Management Structure
Location/Branches
Competitors
Industry Information

Where to Find this Information
Company Literature
Employees
Print and Online Resources




LEGAL VS. ILLEGAL QUESTIONS

Questions about issues such as religion,
ethnicity, etc. that have nothing to do with the job
are lllegal

Empl oyers donot want t

*Consult Interviewing | packet
for further information*



THANK YOU NOTES

Send 2448 after the interview

Mention when and where you
Interviewed

Reilterate your interest in the
position

Bring up points you may have
forgotten to address in the
Interview



BASIC INTERVIEWING STYLES

Structured format
Prescribed set of questions

Unstructured format
Openended guestions



CTRTERATER Fonney=
Series of Oneon-One Interviews

Group Interviews

One applicant to several employers
One employer to several applicants

Behavioral/Situational Interview
Stress Interview
Phone Interview




