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The person who gets hired is not necessarily the best one for the job, but the one who knows how to get hired.  Finding a job is an art that takes time, commitment, and a lot of practice.  The interview is a very significant part of the process.  It’s a short period of time that demands much preparation.  This guide will help you prepare for and master the art of the interview.

BEFORE THE INTERVIEW

KNOW YOURSELF

1. Develop a good understanding of your education, experience, skills, interests, values, abilities, strengths and weaknesses.  Be able to translate your goals and abilities and show how they would be an asset to the company with which you are interviewing.  Go through the attached questions and be able to answer each one concisely and clearly.  Think of stories and examples that relate to each question.
2. Review your profile on Facebook, My Space, and similar websites.  Also Google yourself.  Employers are likely to do the same. 

KNOW THE ORGANIZATION AND THE POSITION

Employers want to know what you can do for them.  They have needs and it is your job to figure out and explain how you can meet those needs.  This can be accomplished by knowing everything you can about the organization before the interview.  Know the company mission statement, products, training programs, history, current status, future direction, goals, and finances.  You can learn this information in a variety of ways.

1. Talk to people in the field or company.  Use your network of contacts and/or the career center to help identify people in your field of interest.  Then, review our handout on informational interviewing to assist you in setting up and conducting informational interviews.  

2. Research the company.  Make sure you thoroughly read through the company’s website, recruiting brochures, annual reports and recent articles about the company and its industry.  Refer to the CCC website for helpful tips on industry and company research. 

PRACTICE, PRACTICE, PRACTICE

Often, people get nervous and anxious about interviews.  The best way to relieve some of that anxiety is to practice the interviewing process. Practice answering the questions out loud—thinking about answers doesn’t help when you’re going to be answering them verbally!  Get a friend to help or contact the CCC to set up a videotaped mock interview.  Practice answering common interview questions (attached) as well as asking the interviewer questions.  Remember, employers want to know who you are and what you can do for them.  Attach short, relevant stories to your answers to convey your value and make yourself memorable.
Practice answering questions with specific examples from your past experience. In the workplace, past behavior is the best predictor of future performance. Practice using phrases like, “Let me give you an example…” and “For instance, when I…” Talk about jobs, internships, class projects, sports teams, on-campus organizations and the like.

Practice getting to the point.. If asked, “Tell me about yourself”, focus immediately on job-related qualities and your interest in the position.  An interviewer asking, “How did you choose SPU?” wants to hear how you make important decisions, not every detail of your college search. Practice speaking without a lot of “ums’, “uhs”, “likes”, or “you knows”.

KNOW THE TIME AND PLACE

Be VERY sure of your appointment time and place.  Do not hesitate to call and double-check.  Also, feel free to call for directions and instructions about parking.  Allow enough time for bad traffic - that is not considered a legitimate excuse for lateness.  Know the name of the person you will be talking to and be able to spell and pronounce it correctly.  

DRESS APPROPRIATELY

You never get a second chance to make a first impression!  Therefore, always make sure you are dressed appropriately for the field you are entering.  Many industries have moved to “business casual,” but that still means “business.”  Always err on the side of being over-dressed, wear a suit if you’re in doubt.  You should always look polished and professional; clean and neatly groomed hair and nails, no perfume, subtle make-up, and fresh breath (but no gum or mints during the interview), and don’t forget the deodorant. 


WHAT TO BRING

Bring copies of your resume, a list of references (name, title, company, address, phone, email and the reference’s relationship to you) and any other documents requested by the employer (transcripts, applications).  Think about bringing a portfolio to your interview.  Portfolios are an excellent way to show samples of your work and other relevant information during an interview.  (See http://www.spu.edu/depts/cdc/students/gethired/portfolios.asp on developing and using portfolios)  Organize papers and notes in a nice folder or briefcase.  Include a pad of paper and pen to take notes.  
THE INTERVIEW

SHOWTIME

The moment you walk through the company door your behavior and manners are noticed.  Make sure you are friendly and courteous to EVERYONE.  Make eye contact, smile, and give a firm handshake to those you meet.  When introducing yourself, say your first and last name.  Watch for the interviewer’s cues for things like where you should sit, the pace of the conversation, etc.  Show them your personality.  Hiring is extremely subjective and influenced by how well the employer believes you will fit with the team.  Therefore, let the sparkling parts of your personality shine.    

LISTEN ATTENTIVELY 

Maintain good eye contact and nod your head appropriately.  Sit slightly leaning forward with your arms unfolded.  Avoid distracting hand movements and squirming in your chair.  Don’t interrupt or contradict the interviewer.  Always be friendly, confident, enthusiastic and positive.

ANSWER THE QUESTIONS

When answering questions be concise and to the point.  Make sure you answer the question that was asked.  Demonstrate knowledge of yourself, the employer, and the position.  Use examples or stories when appropriate.  A good formula to follow is state the skill you have, an example of a time you used the skill successfully, and finally how the skill might benefit the employer.

Some examples:

· Can you tell me about a time you worked hard to accomplish something?

·  Describe a time when you had to deal with a personality conflict with a boss or co-worker.

· Tell me about a really difficult customer and how you dealt with them.

To prepare for behavioral-based questions, review the job description and your resume. What specific skills, experience and qualities is the employer looking for and what specific examples from your resume address these needs? Practice telling these “stories” as part of your preparation. It may help to use the STAR technique as you prepare:

· Situation – What was the situation or problem?

· Task – What needed to be done? How were you involved?

· Action – What did you do? What was your specific role?

· Results – What were the outcomes? What did you learn?

Illegal or inappropriate questions

Some interviewers may ask illegal or inappropriate questions about age, ethnicity, religion, race, citizenship, marital status, arrest records and/or disabilities. The question might be, “Do you have a boyfriend/girlfriend?” or “Are you planning on having a family?” Here are some suggestions about how to handle these awkward situations: 

· You can refuse to answer, or ask why the question is relevant. For example, you might say, “Could you help me understand how this is related to the position?” Or, “I’m not sure what you mean by this question?”

·  You can just answer the question if you choose, or address what you think is the underlying issue. For example, the question, “Do you have a boyfriend?” may be the interviewers clumsy way of asking if you can handle the nights, weekends, and travel the job requires. You can say, “I’m aware of the time commitment needed, and can assure you that I’m quite willing to put in the hours needed to do an excellent job
ASK QUESTIONS
Prepare a list of questions to ask the employer at the end of the interview to show you have done your homework and are truly interested in the job.  Don’t ask any questions you could have answered through a little research. Ask about new products, programs, services,  events, mergers, etc.  Other possibilities:

· What are you looking for in a candidate?

· What are your expectations for new hires? 

· What are some of the immediate challenges facing the organization? What will be the role of the person you hire in facing these challenges?

· Tell me about the culture of the organization. What kind of personality best fits the office?

Don’t ask about salary or benefits at the interview, but be prepared to answer questions about salary history or expectations. If asked about your expectations, ask the interviewer what the salary range is for the position. Or if you’ve done your salary research you may say, “I’m aware that the typical range for this kind of position is X to Y, and I’d like to be at the higher end of the range given my related skills and experience.” This answer is positive and assertive but non-demanding enough to leave room for negotiation. Try to redirect the interview back to the job description. You could say something like “Let’s make sure I’m the right person for the job. When we determine that, I’m sure the compensation will be fair.

GRACEFULLY CLOSE

Leaving a good impression is just as important as the first impression.
Never leave an interview with an uneasy “I wish I had said…” feeling. Some good closing questions and actions:

· Is there anything about my background and experience that we didn’t cover today that would be helpful for you to know?

· What is the next step in the process?   Find out what the company does after this interview and a possible time frame.  

· Thank the interviewer for his/her time, and shake everyone’s hand before you leave---make eye contact, and convey confidence! Reiterate your interest in the position.

· Be prepared if your interviewer ends the interview with, “Is there anything else we should know about you?” Have a succinct and enthusiastic summary of your qualifications ready.

· Be sure and ask for the business card of each person who interviews you, or ask your interview host for a list of your interviewers. You’ll need this for your thank you notes. 
AFTER THE INTERVIEW

EVALUATE

Make each interview a learning experience.  After the interview evaluate what you did well and what you need to improve.  

SEND A THANK YOU NOTE

Within 24-48 hours of the interview, write a typed thank you note on stationery that matches your resume and cover letter (or handwritten if you have good penmanship).  Keep it brief and sincere (see sample in the CCC website at www.spu.edu/depts/cdc).

INQUIRE

If you have not heard back in a week or so, or you have an alternative decision to make, it is perfectly correct to call and inquire.

SECOND INTERVIEW

Generally after a brief first interview, those screened will have a second interview that is a half or full day.  You will usually meet with a variety of people with whom you could be working.  They usually do not have the power to hire you, but their input is considered.  The time tends to be less formal, more relaxed, but remains on your toes!  Only 60% of those invited to a second interview are hired.  Arrangements can be more complex so be sure you understand exactly what you need to know.  If questions arise, call the person who invited you for the interview.

OTHER TYPES OF INTERVIEWS

Phone Interviews.  Employers in many fields initially screen applicants by phone, and sometimes the phone rings without warning. Some strategies for successful phone interviews:

· Be on a landline—avoid using a cell phone if possible.

· Be in a quiet place where you can concentrate and won’t be interrupted.

· Sit at a table; have your resume, paper and pen close by.

· Write down the names of the person(s) with whom you’re interviewing; refer to them by name to help build a connection.

· Smile—this will help convey enthusiasm.

Lunch or Dinner Interviews.  Not the best time for spaghetti and meatballs…Order food that is easy to eat and allows you to talk. Avoid alcohol, even if your interviewer orders a drink; remember you’re still being interviewed. Perhaps order sparkling water or an ice tea or coffee.  Brush up on dining etiquette beforehand. Manners matter.

Group Interviews. Interview panels or committees are common in government, education, and social service agencies. With more people in the room, make a connection by remembering and using people’s names. Address everyone at the table when responding not just the person asking a question. If you seem to be talking with the highest-ranking person or the friendliest face, you may offend someone else. From time to time, scan the room; make eye contact with even the less-engaged members. All are part of the hiring decision.

CONGRATULATIONS!  YOU GOT AN OFFER!

It’s customary to ask for a few days to consider an offer. Express your enthusiasm for the job, your interest in the organization, and agree on a specific deadline for your answer. Be sure to get the offer in writing.

As a recent graduate, you won’t have a lot of wiggle room to negotiate salary but it is acceptable to ask if there’s room for negotiation if you have the skills and experience to back it up.  Negotiate based on your skills, experience and knowledge of the salary standards for the specific field and location. (See CCC website for links to salary research sites).  In doing so, you are in a stronger position to say, “I am really excited at the prospect of working for your organization and using my skills in this position.  As you know, I have direct experience in this area and believe I bring significant skills to the position.  Based on my background, I’d like to negotiate the salary, and am hoping something more in the $ __ to $__ range is possible. Is there any room for negotiation?” Give a range rather than an exact figure. Never mention personal budgetary needs as part of the negotiation.

Sometimes organizations have room to negotiate, sometimes not, especially with entry-level positions. As a newcomer to the field, you may not be able to negotiate a great deal so be prepared with a Plan B: “I appreciate your considering my request, and I understand. I am still interested, and would welcome the opportunity to join the organization.” Also, if the employer is not willing to budge on salary, you may want to negotiate for additional benefits such as extra vacation time, a gym membership, an early salary review or tuition reimbursement.  Declining an offer is also acceptable. Do so gracefully and professionally, and in a timely fashion.

Know how low a salary you are willing to accept and what risks you are willing to take. If you decide to negotiate, be realistic and positive rather than strident or demanding. Employers may rescind offers to inflexible candidates.

If you receive an offer, but are really hoping for another, contact the other employer and find out where they are in the decision-making process. It is OK to say, “I am very interested in this position and organization—in fact you are my first choice. Though I have received another offer, this position is the best match for my strengths.” Try to get an estimate of the timing involved. Then, contact the offering employer and ask if you can let them know your answer by whatever date that is. Keep following up with the employer in progress. Maintain your professionalism at all times.

WHAT THE INTERVIEWER IS LOOKING FOR

The interviewer is evaluating you against criteria that have been established for the position your have applied for.  These are not usually as concrete as it might appear.  Personal qualities can be more important than specific skills.  The College Placement Council found these are the traits employers frequently seek in candidates:

1. Ability to Communicate  Do you have the ability to organize your thoughts and ideas effectively?  Can you express them clearly when speaking or writing?  Can you present your ideas to others in a persuasive way?

2. Intelligence  Do you have the ability to understand the job assignment?  Learn the details of operation?  Contribute original ideas to your work?

3. Self-Confidence  Do you demonstrate a sense of maturity that enables you to deal positively and effectively with situations and people?

4. Willingness to Accept Responsibility  Are you someone who recognizes what needs to be done and is willing to do it?

5. Initiative  Do you have the ability to identify the purpose for work and take action?

6. Leadership  Can you guide and direct others to obtain the recognized objectives?

7. Energy Level  Do you demonstrate a forcefulness and capacity to make things move ahead?  Can you maintain your work effort at an above-average rate?

8. Imagination  Can you confront and deal with problems that may not have standard solutions?

9. Interpersonal Skills  Can you bring out the best efforts of individuals so they become effective, enthusiastic members of a team?

10. Flexibility  Are you capable of changing and being receptive to new situations and ideas?

11. Self-Knowledge  Can you realistically assess your own capabilities?  See yourself as others see you?  Clearly recognize your strengths and weaknesses?

12. Ability to Handle Conflict  Can you successfully contend with stress situations?  

13. Competitiveness  Do you have the capacity to complete with others and the willingness to be measured by your performance in relation to that of others?

14. Goal Achievement  Do you have the ability to identify and work toward specific goals?  Do such goals challenge your abilities?
15. Vocational Skills  Do you possess the positive combination of education and skills required for the position you are seeking?
16. Direction  Have you defined your basic personal needs?  Have you determined what type of position will satisfy your knowledge, skills, and goals?
MORE TIPS   (From Getting Hired by Edward J Rogers)
Remain calm.  A relaxed manner will produce a comfortable interview.  Exceptionally restrained or controlled behavior can negatively influence the interviewer’s manner of interviewing.

Memorize your resume.  Be prepared to talk about any inconsistency in your resume.

Remember the importance of body language.  How you sit communicates interest.  Sit-up straight in your chair, don’t slouch or appear bored.  Maintain good eye contact.

Speak clearly.  Follow the interviewer’s lead, answering each question fully and completely.  If the question isn’t clear, ask for clarification.

When practical, elaborate on your responses.  Give the interviewer some indication of what you know and how you think.  Remember, this is your opportunity to sell yourself.

Don’t hesitate to be the initiator.  Introduce information you think is important.  Without boasting, try to sound confident and capable of doing the work.

Focus consistently on positive, strong points.  If necessary, explain negative points, but don’t make excuses and don’t bluff.  Be honest.

Be prepared with a few pertinent questions relating to the position and organization.  Example:  type of training, growth plans, relocation policies, and opportunity for advancement.

SAMPLE INTERVIEW QUESTIONS

1. Discuss a major conflict and how you handled it?

2. Why are you interested in this organization?

3. How did you choose your major and university?

4. Tell me about yourself?  How would you describe yourself?

5. What are your greatest strengths?  What are your chief weaknesses?

6. In what school activities have you participated?  Which did you enjoy the most?

7. What qualifications do you have that you feel will lead to your success?

8. What have you learned from jobs in the past?

9. Are you willing to travel? Are you willing to work overtime? Are you willing to relocate?

10. What have you done that shows initiative and willingness to work?

11. What kinds of books have you read?

12. Do you have plans for graduate study?

13. Discuss a special project you completed?

14. What can you contribute to this job if you were hired?

15. Tell me about your last job – What did you do?  What was your boss like?

16. What do you do in your spare time?

17. What are your long-range objectives and how are you preparing yourself to achieve them?

18. What non work-related goal have you established for yourself for the next five years?

19. What major problems have you encountered and how did you deal with them?

20. What qualities would you like in a supervisor?  Are there qualities you don’t like?

21. How do you work under pressure?

22. How do others describe you?

23. What three factors are most important to you in your job?

24. In what kind of work environment are you most comfortable working?

25. When you have been the most productive, what were your motivations?

26. Why should I hire you?

27. What leadership roles have you been involved in?

28. Discuss a situation in which you influenced someone or a group.

29. If you ran this company, what would you do differently?

30. Cite an example where you faced open opposition from a group and won.

31. Do you prefer to work by yourself or with others?

32. What motivates you to put forth your greatest effort?

33. How did previous employers treat you?

Successful Interviewing








