INTERVIEWING

An interview is an opportunity for both you and the employer to get to know each other better.  The focus of the interview is to develop a good relationship with the employer.  Your resume, networking, or referral has gotten you the interview.  An interview doesn’t guarantee you a job offer, so careful preparation is extremely important.

Interview Preparation Checklist

· Thoroughly research the company and be familiar with the company’s products and/or services, mission and vision, and customers.  Be thoroughly familiar with the job vacancy notice, if appropriate.

· Plan your physical presentation ahead of time, including clothes, hair, jewelry, and make-up, so that you are dressed conservatively and professionally.  Do not wear perfume or cologne.

· Prepare answers to typical interview questions and practice your answers in front of a mirror or with a member of the Career Services staff so that you can project confidence and composure in your answers.

· Make extra copies of your resume, your references, and portfolio materials, if appropriate, and take to the interview in a nice portfolio or briefcase.

· Find out the exact location of the interview, how long it will take to get there, alternate route, and plan to arrive 15-30 minutes early.  Always have single bills and change for a parking meter or lot.

Taxonomy of an Interview

A first interview typically has 6 identifiable phases:
(1)
Breaking the ice with small talk

(2)
Recruiter asking questions of the candidate

(3)
Recruiter asking more probing questions for in-depth information

(4)
Candidate asking questions of the recruiter

(5)
Following up and going over next steps in recruitment process

(6)
The close

Timing of Interview

If you have the option of scheduling an interview, take into account your cycle of energy.  If you are not a morning person, schedule an afternoon interview.  If you drag in the afternoons, schedule a morning appointment.  However, if your interview is scheduled without your input, then make the most of the time you are in front of the employer.  If you are one of the first, make a positive lasting impression through your knowledge of the employer, knowledge of yourself, and how you can add value to the company.  If you are in the middle, do something that will energize the recruiter such as asking the recruiter about themselves and what their typical day is like and then relate what you have in common and how you would be challenged in that kind of environment.  If you are one of the last to be interviewed, make sure you have something fresh to say in order to differentiate you from all who went before you, such as personal knowledge of the company’s product or service and how you were impressed or have suggestions on how to improve it.  Keep in mind that even a weary recruiter has an interest in what you say and how you present yourself.
Interview

· Enter the interview room with a smile, a positive attitude, and a firm handshake.

· Maintain good eye contact throughout the interview and always look genuinely interested in the company and the job opportunity.

· Speak clearly and avoid slang words.

· Have confident answers for typical interview questions (see list below).

· Be prepared to provide examples and stories of how you have used your knowledge, skills, and abilities that are relevant to the position.

· Review key qualifications for the position and know how you can use your assets for the company’s benefit.

· View each question as an opportunity to sell yourself identifying strengths and specific, quantifiable data.

· Keep your responses concise and focused, but not abrupt.

· Never say anything negative about a former company, employer or staff member with whom you’ve worked.

· Have two or three questions prepared to ask the interviewer which highlight your research into the company and interest in the position.

· Ask for the interviewer’s business card, or clarify the interviewer’s name and correct spelling, before leaving the interview.

· Before leaving, emphasize your interest in the position and briefly summarize your skills that make you a good fit for the position.

Employer Perspective

· Interviews involve give and take from interviewers and candidates.
· Different perspectives are obtained when a candidate is interviewed by multiple people.
· Employer questions will revolve around how well a candidate can work with and through people.
· An interview is a means of sorting through “doers” and “posers.”

· Employers seek examples of how candidates build and maintain personal relationships and mutual trust.
· Whatever is on a resume is fair game to be discussed in an interview.
· Often interviews test ability to explain succinctly and simply very complex things.
· Interviewers look and listen for values alignment to the mission of the employer’s company.
· Questions can be designed to explore the resourcefulness of a candidate.
After the Interview

· Immediately send a thank you note to the interviewer(s).  Something seemingly simple can make a positive or negative difference.
· Keep a record of the date of the interview, with whom you spoke, impressions of the employer, and any questions that arise after the interview for future reference.

· Work on answers to interview questions that you were not confident about and set up a mock interview with the Career Services Office if you need additional interview practice.

· Continue to apply for positions and interview with other companies until you have accepted an offer.

