KINDS OF INTERVIEWS

Below are listed some kinds of interviews that are different than face-to-face interviews.  With the cost of travel ever increasing, employers may use one or more of the kinds of interviews below for screening or first interviews with candidates.

Telephone Interviews

Telephone interviews are generally used as a method of initial screening, but don’t be surprised if you have a telephone interview in the third or fourth interview.  The majority of companies will inform you in advance and usually pre-arrange a time with you.  However, when you are in a job hunt always answer your telephone professionally and in a courteous manner.  You never know when you are giving a first impression over the telephone to an employer.

Important points to remember about telephone interviews are:

· To make a good first impression over the telephone.  While an employer cannot read your body language in a telephone interview, personality and enthusiasm do come through your tone of voice.

· To be aware of how you sound over the telephone.  Practice on the telephone with a friend, Career Services professional, or by taping your answers on a tape recorder.  Call your telephone number and leave your 1-2 minute commercial on your voice mail.  When you play it back, you will get a better idea of what the employer will hear.
· To make sure you allow enough time for the telephone interview.  Interviews can take up to an hour.  Never put an employer on hold for you to answer another call when you are interviewing.

· To be prepared.  You can have the job description, your research papers and notes, along with pen and paper with which you can take notes, in front of you during a telephone interview.  Be careful not to make a lot of noise moving your papers about as this will be distracting to the employer on the other end of the telephone.

· To listen carefully for the introduction by the employer so that you can get his/her correct name and then use the name during the course of the conversation.  

· To ask about the next step in the interview process at the end of the conversation.  Have your calendar ready to schedule that next face-to-face interview with the employer.  

Video Interviews

Large companies who recruit around the world may use video interviews as a means of an initial screening.  You should treat these as traditional interviews;

· Dress professional as you would for a face-to-face interview.

· Address your answers to the interviewer, i.e. the camera rather than the display screen.

· Listen carefully to the questions and instructions, asking the interviewer to repeat anything that you don’t understand.

Sequential Interviews

Sequential interviews are when you have interviews with several different people on the same day.  Usually each interviewer will ask questions to test different sets of competencies.  However, you may find yourself answering the same question over and over.  The challenge in sequential interviewing is to stay fresh; answer each question, whether it’s the same or not, as completely as possible staying on message emphasizing your skills and abilities.  If you are moving from office to office, look around to see if you can connect with the interviewer relating to something you see in his/her office.  Treat each new interviewer as if he/she was the first interview of the day.  In this case, you are not just making a first impression with one interviewer, but with every one you meet.

Panel Interviews

In this type of interview you are questioned by several people sitting around a table.  This type of interview allows all pertinent employees to meet the candidate at one time.  Often times more stressful than a one-on-one interview, answer each question as completely and professionally as possible.  Initially address your answer to the person who asked it, but move your eyes around the table to other panelists to make a personal connection with them also. 

