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INTERVIEW PREPARATION

Conducting an effective job search and landing your “dream job” consists of several distinctly different processes. The first step in a successful job search usually consists of self evaluation and reflection to determine the type of position and company that you want to attract.  It is just as important to determine the type of position and company that you DO NOT want to attract. Once you have effectively evaluated the first step, it becomes much easier to complete the second step. 
The second step is to write a resume that will be a match for the type of position and company that you want to attract. The ONLY purpose of the resume is to get you an interview. It is completely possible to have a great resume, but not get job offers due to poor interview skills.  
As you might guess, the third step in a successful job search consists of having solid interview skills. The following tips will help you to impress your interviewer during the interview process.   
GENERAL GUIDELINES
· Prior to your interview you should learn as much as possible about the company by looking at the company website, press releases on the internet, and looking up the company profile through websites such as www.hoovers.com or Dun and Bradstreet

· Arrive at least 15 minutes early

· Be sure you know how to pronounce your interviewer’s name correctly

· Be polite to everyone you meet. Particularly the receptionist as she/he can help or hurt your chances with their comments about the conduct that you exhibited while in a waiting area

· Be personable as well as professional
· Take time to formulate your answers before you speak. Pausing shows your thoughtfulness and concern for what you are about to say

· Answer all questions honestly, but in the most positive light

· Do not bad mouth prior employers

· When answering open ended questions it is difficult to know if the interviewer wants a short concise response or a detailed response. A good way to answer open ended questions is to say “let me give you the short version. If you need to explore some aspect of my answer more fully, I would be happy to go into greater depth, and give you the long version”
ATTIRE
· Conservative dress is always preferred. A conservative blue, black or gray suit is suggested along with minimal jewelry and perfume / cologne
BODY LANGUAGE

· Maintain solid eye contact with the interviewer

· Project confidence and enthusiasm
· Have a pleasant attitude (a little humor goes a long way)
· Greet the interviewer with a firm handshake. Close the interview with a handshake , and thank the interviewer for their time 

MONEY / BENEFITS

· DO NOT ask about money and / or benefits during the first interview

· If you are asked about your current or most recent salary, be honest and give exact amounts including bonuses and / or commission (assume that it can be easily verified)
· When asked about money try to express your interest in the position / company with less relevance to money. A good response is “The reason that I am here is about the opportunity. While money is important, it is not my motive. I am assuming that if you are interested, you would make me your most competitive offer. 

· Sell what you can do for the company. If you are successful you will prove your monetary value

QUESTIONS THAT ARE FREQUENTLY ASKED DURING INTERVIEWS

1. Why are you looking to leave your current job and / or why did you leave previous jobs?      
· Again, do not bad mouth previous employers. Try to provide answers that indicate a positive, progressive career path. Answers such as better career opportunities, personal and / or professional growth are good. If you left due to downsizing, office closings, or the sale of the company, let the interviewer know
2. What do you like most / least about your current or previous jobs?

·  Show enthusiasm about the things that get you most excited. Be honest, but not
       overly critical, when discussing your least favorite things  

3. What are your strengths and weaknesses?

· Focus on your strengths that are directly related to the position that you are  

      interviewing for. When discussing weaknesses, you examples that are not critical        

      to the position that you are applying for and try to use a “positive negative”.
      Examples: “I’m a perfectionist”, or “I drive myself too hard sometimes”
4. What do you know about our company and / or the position?
· Do your homework by looking at the company website, press releases on the internet, and looking up the company profile through websites such as www.hoovers.com or Dun and Bradstreet

5. Tell me about yourself.

· Realize that this is a question most interviewers ask to gather information as well as assess your poise, style of delivery, and communication ability. Avoid going into a short speech about your childhood, schooling, hobbies, and likes and dislike. Instead, try to  provide personal and professional experiences that relate to the position that you are seeking

QUESTIONS THAT ARE FREQUENTLY ASKED DURING INTERVIEWS (cont)
6. Where do you see yourself in 1 year / In 5 years?

       -    Be careful not to threaten the interviewer by talking too aggressively about 
            advancement, making it seem as if you want to advance too soon and are not that
            truly interested in the position that you are interviewing for. It is better to talk
            about increasing your responsibility and value to the company rather than
            specific moves up the ladder that you want to make
7. What are some of your accomplishments?

· Be specific. Use examples where you made or saved your company money,   

increased productivity, created new programs, achieved awards or acknowledgements
8. Why do you want this job?

· Discuss what it was that initially caught your attention about this job / company. Discuss what you have heard that has increased your interest level and discuss the opportunities in this job that you don’t see in your current or most recent job

9. You may be overqualified for the position we have to offer.

· Emphasize that strong companies need strong people. A growing company is
       rarely unable to utilize the talents of its employees. Emphasize your interest in a
      long term role and point out that the company would be able to get a faster return 
      on  it’s money because you have more experience than required
QUESTIONING THE INTERVIEWER

At some point in the interview most interviewers will ask if you have any questions. How you answer will affect their evaluation of you. Be prepared with insightful questions about the position / company. Generally, it is not good to ask about money or benefits, because you may come across as being more interested about what the company can do for you as opposed to what you can do for the company. It is also not a good idea to have no questions at all. This can make you appear passive as opposed to curious and interested. Have a prepared list of questions. Here are a few examples of questions that you may want to ask:

· What can you tell me about the culture and environment of your company?

· What is the management style?

· What are some of the company’s / departments goals for the next 5 years?

· What is a typical day like in this position?

· What are some of the resources that would be available to help insure my success in the position?  
· What are some of the most important attributes to be successful in the position?

· Do you feel that I would be a good fit for the position? 

· What are the steps involved in the interview / hiring process?

· What would the next step be for me in the interview process?

CLOSING THE INTERVIEW

· Thank the interviewer for their time

· Obtain the interviewers business card and send them a “Thank You” email or letter 

