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         BRIDGES & ASSOCIATES

	
	


	
	Interviewing for Success

	
	Attitude & Control 

	
	Always go into an interview with the feeling and attitude of confidence, maintaining a free exchange of ideas and questions with the interviewer. Approach the interview as if you are making a business deal and assume that an offer will be made. 

	
	By doing so, you can control the direction of the interview and steer the interviewer toward the areas that play to your strengths. Ideally, you should control 70% of the interview through your presentation and questioning. 

	
	Phases of an Interview

	
	Most interviews can be divided into three distinct phases using the ICP (Impressing, Convincing & Persuading) model. Each phase consists of key elements as shown below. 

	
	Impressing

	
	This phase is extremely important because it defines what the interviewer’s first impression of you will be. As the saying goes, you never get a second chance to make a first impression. 
By following a few simple guidelines, however, you can be sure to get started on the right foot. One of the first things to consider is your appearance. You should always:

	
	· Wear professional attire that is both clean and neat 

· Be well groomed 
· Exhibit good personal hygiene 

· Avoid using slang or jargon 

· Keep good posture, don’t slouch 

· Make and maintain eye contact 

· Listen attentively 
· Ask for clarification of difficult questions 

· Be enthusiastic and smile 



	
	Convincing

	
	This phase is your chance to discuss your strengths, weaknesses, accomplishments and goals. This should be done using an intelligent, factual and logical approach. 
Be honest and try to gain parity with the interviewer by using information from your experience and knowledge to reinforce what the interviewer already knows. Use statements such as, “I’m sure you know ...” and “It’s no secret that ...” to show that you are attuned to the interviewer. These types of phrases are especially helpful in overcoming objections and in making your position on an issue clear. 
It is also during this phase that you will have an opportunity to demonstrate your preparedness. You should have a strong knowledge of the company with which you are interviewing. You should be up to date on trends within the specific discipline or field for which you are applying, as well as, the industry as a whole. 
By understanding the company's needs, you are able to convey the value you will add to their success. Remember, IDEAS SELL!!! If you have a solid idea based on your research of the company , which can help the organization, don’t fail to discuss it with the interviewer, however, be careful to discuss the “what” not the “how”. 
Finally, you should always ask about the career path for the position in question so that you can compare it to your own career goals and see if the position will allow you to accomplish those goals. 

	
	Persuading

	
	During the Convincing phase of the process, you will likely have determined whether or not the position and company, for which you are interviewing, match your career objectives. If so, the Persuading phase presents a final opportunity to reiterate your interest in the position and explain why hiring you would be an intelligent investment. 

It is important to use closing statements at the end of the interview and to establish a time-frame for a follow up interview or to identify the next steps in the procedure. Qualifications for a job are usually expressed in terms of what a person has done, but employers nearly always hire based on what a person will do. This process is called “buying the future.” 
Therefore, you must let the interviewer know that you are confident that there is a match between the company and yourself in the areas of expertise, personality, and career goals. 
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	         BEHAVIORAL INTERVIEWING

	
	Preparing for a Behavioral Interview
Many employers are aware that employing somebody on the basis of two short interviews can be a risk if they do not ask the “right” questions in an interview. That’s why “behavioral” interviewing has become very popular with many managers.

What is behavioral interviewing?
It is a style of interview that forces you to answer questions that demonstrate your competencies (knowledge, skills and abilities) by giving specific examples from your past experiences. The focus of the interview is less about what you can or could do, and more about what you have done in specific situations in the past. 

Prior to the interview, the interviewer will define the competencies for the position, and will then develop a series of questions that allow him/her to find out if you have those competencies. Behavioral interviewing is based on the assumption that your past performance (in previous roles) is an excellent predicator of your future performance. 

What sort of questions should you expect?
If your interviewer decides to conduct a behavioral interview, you can expect questions that will focus clearly on how you handled situations in the past, such as: 

· Give me an example of how you have … 

· Tell me about a situation where you … 

· How did you deal with a situation in your past role where you had conflict with … 

How should you prepare for a behavioral interview?
You can best prepare by taking the following steps: 

· Look closely at the position you are applying for. Get hold of a job description. What specific skills are the employers looking for? 

· Analyze your past work experience and background. Match the skills that you have with those the employers are looking for. Don’t forget competencies that you have developed outside of the work environment  (leadership or organizational skills through not-for-profit activities, etc.) 

· Now identify specific examples/situations that demonstrate those skills. You need to be able to explain an entire situation – tell a story to show how you actually used a particular competency. It pays to illustrate the level of involvement you had in resolving a situation, and to quantify the results. If there are situations where you applied a competency but things didn’t work out, use them as examples and explain what went wrong. What did you do to resolve it? 

· Try the PAR approach to answering questions. State the problem you faced. Outline the action you took to resolve the problem. And then explain the results you achieved. 




Telephone Interviewing Tip Sheet

Telephone Interviewing

1. Have your resume in front of you

2. Have a glass of water readily accessible

3. Write on your resume:  1.  Review your career moves and be able to explain them
2.  Highlight your accomplishments in each position

4. Be able to provide at least 3 typed references

· Include 2 managers and 1 peer

· Have their names, titles, relationship to the candidate, company, phone number(s)

· Have references available but do not offer them

5. Professional use of language

6. Speak loudly and enthusiastically into the phone…but do not scream…smile when speaking…it naturally increases the volume of your voice

7. Pause in your speech before answering a question for effect…it allows the interviewer the impression that you are giving your answer thought…don’t pause too long however because it can be perceived as indecisive

8. Pro-actively listen

· Do not interrupt the interviewer when they are answering or asking a question

· Make sure to allow the interviewer to fully answer a question before preceding to your next question

9. Handling the money issue:

· There are typically two questions asked by a potential employer concerning the money issue during an interview

· The first question is:

What are you currently earning?

· I think the best response is to explain your current salary, bonus or commissions and leave it at that

· The second question is:
What do you want to make?

· This is a red flag question.  It could be that the interviewer is inexperienced or the interviewer really wants to pin you, the candidate, down on dollars.  In either case, there is a response that 9 times out of 10 will disarm the question

· Confidently, look at them right in the eye and say, “Like any motivated and successful salesperson I want to make as much as possible.  Based on your reputation in the industry, I am sure that should an offer come my way, your company’s offer will be very competitive compared to others.”
10. Concerning benefits, it is recommended that the candidate remain focused on discussing the opportunity.  Should an offer be forthcoming, MRI will negotiate a fair package for the candidate based on the client’s capabilities.

11. Remember to show interest in the position and company, no matter what…you don’t want to burns any bridges…you never know when a more interesting position may come up with the company

12. Remember that this is a fact-finding mission for both the candidate and the client.  Make sure the tone of the conversation is both conversational and professional…never combative or interrogative on the part of the candidate…have fun and enjoy the experience

13. Call Bridges & Associates to debrief no later than 1 hour after the interview.
