STRATEGY OF EMPLOYMENT INTERVIEW

INTRODUCTION

Regardless of your initial impression of the job opportunity, your main objective is to obtain a JOB OFFER by outshining the competition. It is impossible to properly evaluate a position before a bonafide offer has been extended. 

Although you may not have been actively seeking a new position, the impression' you convey is that you are vigorously pursuing the position. The posture you must assume is that of an active job seeker.

 1. DEPORTMENT 

     a)
Shake hands firmly

     b)
Always look at interviewer (maintaining eye contact)

     c)
Maintain high energy level

     d)
Sit up, back straight

     e)
No coffee (to spill)

     f)
No smoking

NOTE: It is to your advantage if a subject of mutual interest arises - but don't fake  

             knowledge. Be yourself. Poise, confidence, and self-respect are of great   

             importance.

2. TOUGH QUESTIONS
     a)
Never apologize

     b)
Be brief and factual

     c)
Don't react physically

d) Be prepared
3. PROOF OF COMPETENCE
     a)
Describe jobs in terms of duties

     b)
Give indicators of good performance

            1. Raises, sales volume, promotions.

            2. Mini-stories

                a)
State problem or challenge

                b)
Describe how you handled (solution)

c) Emphasize results achieved

4. WRAP-UP
      a)
Summarize

b) Accept or evaluate every job offer. (Never reject on the spot.)

c)
Report immediately to your Account Executive

d)
Write a brief thank you or follow-up letter or mail-o-gram to employer.

    1. You enjoyed your meeting

    2. You can do the job

    3. You are interested in the job

IN ESSENCE, IT'S NOT WHAT YOUR EMPLOYER CAN DO FOR YOU. SHOW WHAT YOU CAN DO FOR HIM.

PREPARING FOR THE EMPLOYMENT INTERVIEW

THREE EFFECTIVE INTERVIEWING STRATEGIES OF "BEING PREPARED"

1. SURVEY YOUR QUALIFICATIONS
a)
Make an inventory or survey sheet.

1. A survey sheet made for each job you've held since college. Be sure to include 

      promotions, raises, praise, results. 

   2.   If more than one position with one company, a separate sheet for each. 

   3.   If a recent college graduate, a sheet for each part-time or summer job. 

   4.   A sheet for each college attended.

   5.   A miscellaneous sheet - inventory all other companies – relevant activities.

   6.   Use high impact phrases.

   7.   Review sheets several times before interview - memorize contents

         (but don't become a robot).

DON'T BE MODEST - - DON'T MINIMIZE - - STATE THE FACTS
DON'T EXAGGERATE

b) Prepare answers to tough questions, (questions you would rather go unasked). If 

      you're honest with yourself, you can anticipate these questions, e.g., "Why did 

      you leave your former employer?" 

     1. Corporate decisions beyond your control.

     2. Limited room for advancement.

     3. No authority.

     4. Low salary.

     5. Answer positively.

c) If you left any position due to a stress situation, try contacting your former 

      employer and ask how you should explain the termination. Your Account 

      Executive can assist you if you have problems. 

     1. Write down any answers to the tough questions the employer might ask. 

     2. Answer them briefly and in positive terms.

     3. Be factual.

     4. Practice.

d)
HOW TO ANSWER QUESTIONS WHEN INTERVIEWING FOR A JOB
      (Questions An Employer Will Ask)

1. "TELL-ME-ABOUT-YOURSELF QUESTIONS" Are: Questions asked to 

      explore background. 

     a) Answer these questions in terms of qualifications required of the job being filled 

         and your business background.

     b) Keep responses concise and brief.

     c) Avoid being derogatory and/or negative when asked about previous jobs and 

         bosses.

     d) "Tell-me-about-yourself" means, "Tell me about your qualifications."

         Prepare ahead of time a five to ten minute discussion of your qualifications:

         1.
Start with education.

         2.
Discuss your experiences.

         3.
Tell how well you performed (resulting in raises, promotions, innovative 

                  designs, sales volume, increased profits, etc.)

2. "PERSONALITY QUESTIONS" Are: Asked to determine if you have the  

               qualities being sought. 

     a) Always answer in terms of your qualifications.

     b) Prove your claims by sharing experiences.

     c) Answer personality questions in terms of OBVIOUS ANSWER supported by 

         past experience.

3. "MOTIVE QUESTIONS” Are: "Your ideal job" should be similar to the one 

               you're being interviewed for. Determine if you would enjoy the job. 

     a) Answer motive questions according to Question and Answer suggestions.

     b) Tell employer you want to do HIS/HER job.

     c) DON'T be vague; be specific; be emphatic.

4.
"SALARY QUESTIONS"

     a) Avoid talking salary until the job has been offered.

     b) Negotiate salary from strength.

     c) Your present earnings will be on the company application you fill in. Mark the 

         "expected earnings" portion of the application "Open" or "Negotiable."

1. YOUR ACCOUNT EXECUTIVE is in the best position to negotiate salary 

for you or provide you with the guidelines you need to negotiate yourself.

        2.   If unemployed, seek a salary equivalent to your latest earnings.

2.    CAREFUL RESEARCH OF YOUR PROSPECTIVE EMPLOYER

a) Find our specific facts about their products, service, market, where their plants 

      are, growth, sales volume, and subsidiaries. 

b) Spend an hour in the business section of your library. Look up the company in 

      MOODY, DUN & BRADSTREET, STATE MANUFACTURING 

      DRECTORIES. 

c) Ask your Account Executive to brief you on responsibilities of position, 

      supervisors, management responsibilities. 

PROPER INTERVIEWING ATTIRE AND APPEARANCE

a) Employers reject improperly dressed candidates. Accept the fact that many

      employers have an unwritten dress code and like to hire properly dressed 

      candidates. Forget your own personal preference. You should dress according to 

      the impression you want to create, i.e., successful, conservative, business like. 

1. Men - - Conservative blue suit; white shirt; conservative tie (with contrasting 

                    colors), shined shoes, dark socks over calf, avoid after shave.

2. Women - - skirted suit or tailored dress; dress feminine not sexy; avoid 

                        excessive make-up and perfumes.

      3.    Hairstyles for both men and women should be modest.

      4.    Facial hair, if any, should be modest and neatly trimmed.

      5.    Your attire /appearance WON'T GET YOU THE JOB, BUT IT CAN 

             CERTAINLY ROB YOU OF IT.

             a) No sports jackets for men.

             b) No pant suits for women.

             c) Dress for your boss's job.

             d) You can't be TOO conservative.

4.   A REVIEW
     a) Make an inventory of what you did and how well you did it.

     b) Research prospective employer; the nature of the business; its products and its 

         people. 

     c) Attire should be conservative, business-like successful looking, and competent. 

MOST CANDIDATES ARE NOT EFFECTIVE DURING AN INTERVIEW
BE AN EXCEPTION BE PROPERLY PREPARED

ASKING QUESTIONS WHEN INTERVIEWING FOR A JOB

1.
INTEREST QUESTIONS

     Are they- related to the job, the company, its products, services and people? An 

     interview is a two-w ' ay street, these questions should communicate your interest 

     in the position. 

2.
GUIDELINES FOR ASKING INTEREST QUESTIONS
     a) Don't cross examine the employer.

     b) Ask questions requiring an explanation. Questions that can be answered with 

         a "Yes" or "no" are conversation stoppers.

     c) Don't interrupt when the employer is answering YOUR question.

     d) Ask job-relevant questions. Focus on the job; the company, products, services, 

          people.

     e) Prior to the interview, write your list of Interest Questions and take them with 

         you. 

     f) Ask about your potential peers, subordinates, and superiors. Take notes.

     g) Ask the employer how he got where he is today.

3.   JOB SATISFACTION QUESTIONS
     Do they pertain to the importance of the job; the authority you'll have, matched to 

     the responsibility; the rewards for a job well done; and the long range career 

     opportunities?

4.   GUIDELINES TO ASKING JOB SATISFACTION QUESTIONS  

a) Don't ask. salary questions or about fringe benefits, retirement, or vacations.

     b)  Don't-go overboard
four to eight questions of this type should be plenty.

     c)  Ask about long-range career opportunities.

5.
PAST
PERFORMANCE QUESTIONS
     Ask questions like:

     a) How many people have held this position in the past several years?

     b) Where are these people now?

     c) Were they promoted or did they leave the company?

6.
SALES QUESTIONS
     a) What does the employer want in a candidate? What experience, educational 

          background, performance?

     b) Always ask what personality characteristics the employer desires.

     c) Make sales statement based on the employer's prerequisites or desires.

         (If you lack an asset, sell a compensating asset.)

7. ASK FOR THE JOB
     a) "I can perform the job you want. I've done it before and I've done it well."

     b) "I'd like to work for you. Offer me this job
I want it."

     c) Tell the employer you can do the job and you want to work for him.

IF YOU MAINTAIN A "QUESTIONING AWARENESS" YOU WILL AUTOMATICALLY ASK THE "RIGHT." QUESTIONS, GIVING YOU A CONSIDERABLE ADVANTAGE WHEN INTERVIEWING. 

Career oriented people are more interested in gaining valuable experience, advancement opportunities, and enhanced working environment rather than immediate salary increases. 

A lateral salary move, though rare, should always be considered based on career potential.
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