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Interview Logistics…

· Who are you meeting?

· Name or names of individuals

· Position titles

· Background information of interviewer(s) if available

· When should you be there?

· Time of interview

· Where are you going?

· Location of the interview

· Phone # of the client should anything happen

· What type of interview will this be?

· Face to Face

· Telephone

· Video Conference

· Panel

· Conversational

· Interrogation

Interview Mechanics…

· Has the candidate reviewed the company web page or the following alternative quick reference information sources, before going to the interview:

· Dun & Bradstreet

· Hoovers Handbook

· Library

· Association Guides

· Know the company history

· Know the current changes in the industry or company (positive & negative)

· Know the company’s mission and value statements

· Know the company’s “Hot Buttons”

· Know the company culture

· Know how you will impact the company in the position (immediate/long term)

How to Interview…

· In any interview, there are three primary questions that a candidate should have answered before ending the interview and making a decision to pursue the opportunity further.  These questions should be asked in a natural but professional manner…

1. What are the characteristics or traits of the person who you will hire for this position?

· You want to make sure that you understand the company’s culture and that you fit in with that culture and it fits with you as a potential employee

2. How does the company measure success for the position?

· You want to know what their expectations are and whether you are able to meet and exceed those expectations

3. Where will this position take me in the company?

· This is a career path question.  You want to make sure that there is advancement capability and growth opportunity in a fast track environment

· Have a pad of paper and pen in order to take notes

· Have at least 10 to 20 questions written out the night before an interview.  These questions should center around:

· The company & its history

· The industry and the marketplace

· The future of the company, its position in the marketplace

· How will this career opportunity positively effect the company’s overall productivity

· Be sure to pay attention to quantitative questions.  When quantitative questions are being asked, it means that the interviewer is trying to see how you will immediately impact the company.  Have your numbers readily available to answer these questions promptly, clearly and thoroughly.

· There are 5 common questions usually asked by an interviewer…

· Why do you want to work for us?

· Have you done your homework?
· Flatter me, the interviewer
· Why should we hire you?

· Opportunity to sell yourself without being obnoxious
· What are your greatest strengths and weaknesses in your current position?

· Choose three strengths and use the word “strengths” when answering
· Choose three weaknesses and answer the question using the phrase…”My greatest areas of improvement are…”
· What are the things that you are most proud of in your personal and/or professional life?
· The interviewer is attempting to make you more three dimensional
· Pick three areas to talk about
· Why are you looking?
· Needs to be a positive reason, not because the last company or manager wasn’t good enough.
· In every interview, you will be expected to explain how you work, what results you obtained, how those results changed your current company, who you have managed, how they responded to your style and so on and so on.  The following is a technique to keep your thoughts logical, clear and concise.  Remember the word P A R, PAR stands for…
· P
=
Problem…
Set up a real life situation
· A
=
Action…
Discuss the appropriate actions taken
· R
=
Result…
Explain the results of your actions
· Before ending the interview, there are two very important questions that must be asked.  They should be asked in your own words.  These are CLOSING QUESTIONS…
1. The first question goes something like this, “Is there anything based on this interview in my background or personality that may preclude me from being hired for this position?”
· This is a very candid question and a lot of people have a difficult time asking it
· Whether it feels right or not, ask this question…it will prompt 1 of 3 answers
· The first answer could be “No, there is nothing that would keep me from bringing you on board…”
                  That is where you thank the interviewer and ask the second question, ”What  is the next step for me in your process?”                                                

· The second answer could be “Yes, there is something…”

· The interviewer normally details his or her objections

· You should thank the potential employer for noticing this and explain that he/she had some reservations on that point also

· You should present evidence from his/her background to overcome the objection

· If you are not able to overcome the objection, you should explain how training and first hand experience can overcome this barrier.
· The third answer could be “After the interview, I will contact the recruiting company and have them get back to you with the feedback”

· This is a valid answer. 
 Call me no later than 1 hour after the interview to debrief because the employer will be calling 1 1/2 after the interview to debrief me. 
                        DON’T FORGET TO LET THE INTERVIEWER KNOW OF YOUR INTEREST IN THE POSITION.
ALWAYS FOLLOW-UP WITH A NOTE, LETTER, E-MAIL…SOMETHING, BECAUSE YOU’RE COMPETITION IS DOING SOMETHING TO MAKE THEMSELVES STAND OUT.

Interviewing Tip Sheet

Face to Face Interviewing

1. Bring at least 2 extra resumes with you beyond the number of individuals you are interviewing with.  You never know who may be added to the agenda at the last minute.

2. Bring 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

3. Appearance:

· Conservative, clean appearance

· Well groomed hair

· Should you eat before you leave to go to the interview, check your teeth and breath

· Conservative make-up

· Sensible dress shoes, heels or pumps

· Limited use of perfume or cologne

4. Firm handshake

5. Consistent eye contact (but do not stare the interviewer down)

6. Professional use of language

7. Pause in your speech before answering a question for effect…it allows the interviewer the impression that you are giving your answer thought

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

· “At this point, I am exploring the opportunity with your company.  Based on you reputation in your industry, I am sure that should an offer come my way, your company’s offer will be fair based on my background and experience. Trust that your recruiter will get you the best compensation available, and they will do the negotiating. You want to stay away from that. Only negative things can happen.
10. Concerning benefits, it is recommended that the candidate remain focused on discussing the opportunity.  Should an offer be forthcoming, the recruiter 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 the recruiter to debrief no later than 1 hour after the interview

