Emp!byment'lnterviewfs’

Before the interview

Your resume got you an interview, now it is timeto look as good in pei$on as you dg
On paper. ' o '

Find out about the company and the position if you haven't already — See handout list
of "what you need to know about a company.” Be prepared to answer questions and
ask questions about the company, position,_etc. _

Consider poSSib!e qﬁestibns' you may be asked — “See handout list of most cormmonly
asked interview questions,” Have answers to many of these and have.an idea. of the

about you when you are working on.answers 'fo_r",tbése,_ques_tiﬁns; ,

things you - would like covered in the interview. .'Cons;i‘dér.whét..yo.u'Wan_tr.them to. know .

Consider possible qU'éstioh'S’-t_o‘"a'sk-tﬁem.*'Have a ii%tA_of?‘a'ifew:quéﬁtio'ris aboutthe -
Company, position, etc. that you can ask given the Oppbr_t_u‘r)ity,_: Do not ask-about: -

~salary in the first Interview:~

During the inter-view

- Remember first impressions are very important.

Be 10 - 15 minutes early.

Remember the.interview starts before thé act_yal__~qpe5;'t_ipﬁing_;:~g:..Watchiw'h'ajt 'y_ojui '

are-doing:fron: parking your car to nding up on the elevator 6 talking to .

people.as you wait. o S
Talk to the receptionist or secretary. Exchange pleasantries — they may be the
"advance team” checking you out. - . :

Dress fike the bosses ‘

What to take: 2-3 copies of your resume and references on nice paper, a
notepad with your questions, and a blue or black pen in a leather-
portfolio. A lady may take a small purse and both may take a day planner
if it in good shape., '

Answering questions: _ _
60 Second Commercial - to answer the question, “Tell me about yourself.” Or

"Why should 1 hire you?” See the handeut for constructing a 60 second commercial to
sell yourself. _

STAR Response -- Situation or Task, Action, and Result. Answers the behavioral
intesviewing questions that ask, “Tell me about a imewhen_....” it may be wher you

worked on a tearn, when you faced adversity, when you had to take a leadership role,
etc. o

B




3l

- BFOQ — Bona Fide @ccupatlonal Questrons

Be positive — remember to answer tmthfully but try to- put a posrtrve twrst on
everything. “What are your greatest strengths and weaknesses?” -

Cover your own agenda — sure you've clrscussed ‘what you'd like to drscuss Remem_ber

what employers are looking for - enthusiasm, judgment high energy level,
communication skills, job skills, grades with activities,

After the interview

As you leave ask when they plan to make therr decrsron. If th'at ti'meapasses, you may
call and get an update : . : P : Tt

Ask for a busmess card as you leave., Handwnte a thank you note Ofy szmple stal:lonary
Address it to the interviewer and’ put it in. the rnail that day. . Thanks for the’ Interview, -

outline your strengths and how you be an asset or the perfect fit. Make- it personal all | 7, _

correspondence after that should be typed and in, busmess letter format
Remember that: last rmpressrons are very rmportant also Conclude wrth pleasantrles

Ethics of rnterv;ewrrg

EECGC — Equal Employrnent Opportunrty Commrssron

Take EEO Qurz and drscuss what ernployers may and may not ask 3% an rritemew

See handout for “How to respond to unlawful questlans




THESE ARE THE Ky TRAITS THAT R
- ... Make Note'of Those That Fit yon

O Enirepreneurial strengths

O Experience with ap indust
firm S

D Resounrce fu) problem-solver

0 Lead by example

T Intuitive decision-mskgr )

D An action person,

O Broad-baseg

O Formulated policy S

D Ran seminars and conferences

O Ethics and character of the highest

-caliber
O Skillful nepotiator

O Worked closely with top managemeny

O Practica) sb'i'rt—slee\"e':'approa ch

D Effective’in sophi'_s(icateﬂ '
'environ'r'nen_ls‘_ .

3 Work well with pecple -

3 Top Management éx'pos_nre-

h] Hard-working gchiever/give-]_f)’()%
he compq_jly' .

Y Made money for t
P Ability 10 et things dore
'Inspire others g
Proven record of siccess .
Easily win people_’s_-_conﬁden;ce_ :
Diverse, mult_i'—_ ‘ B
Use modern majisgement technig
Make forcefy) Presentationg - -
Source of ideas thay work
Broad administrafive skills'
teorganized and revitalizeg. -
1eld P&L responsibiity
4anaged a successfyl operation
Inique ability 1o help others
'pera_tions~ori_en!ed )
' Iing to try new app}'oache,s_'
Fing in-depth tech
ave 10 years phug eXperiénce -
‘on the loyaity of thpse
for me
ork wel) alone or
iiekly cug through non-esséntials
the heayt of » problem
alyze situations rapidly
et demanding objectives
iated Sweeping changes _
form againsy tight deadlines
Sp technica) matier quickly
plify complex problems

ry-leading

befl_’éi‘._pe'rfor{nappev_

Plantexperience’ E
ues

pica) knowjﬁdge
:\;’ho worked:

as partof a eamy -

'O Design new and -efficieny Systems
O Turpeg tomplaints arpung
O Effective oy dealing with the publie -
o Sophisli'c_a'ted.” o '
- O Planned fuhd—_ra.isin'g programs

' D Chajred civic oy social Organizations
O Know how 14 structore ang
- Organization:
:D.Use'time wisely ; '
O Firsi hand experience
o E;Jlliires ' : ;
D‘Effecfh'e-nioderalor'and mediator
o Contributorig educaijonal institutions
: D.E.Ifercl'ivé":ai_"d_l;fg:_aﬁj_zipg labor o
" O Focus others® energies toward
L sohitions.- o
G Bring orderont of ¢haos
D Build teamg WHo function well in my
' .:jbs_ep-ce '
B Handle rapiq change eagjly
D Wip eooperation fromn people at every

With many

O Achievem €nts in initernation 2l
" Operations . Lo
D'Kn'oiv‘iﬁl€rnaii6n
o ete. S
o 'DThdr.i):ng'hljj familiar wiiy key markes
8.Cut costs, without hvrting quality
O Officerang Board member
O Member of key Commitiges
B Delivér resulis; pot e Cuses
..D.SE:I,-,gqélﬁléstablish €0 t_ro]s/_l‘ollqw up

al inarkers, cultures,

. ndget things done
L-Catm iindgj-ﬁrg;snr&;
O Bring Iial;niény-‘into_si-mali_qn_s
- O Have reshaped Yrganizations oy
o ﬂep:arl_rm.?lj{ls' o
D Effértfvejn}__s__‘hoﬂ and long range
ﬁlan'_?nin'g s
D ve,fsqtile;:fouﬁlesho’o«er ‘
: .DS;?hsebTéoﬁiiﬁ—f:mﬁ '
D Torned '-::l-{pll:nd marginal -d;perations
o Gﬁ&@?ﬂﬁﬂy:ﬁﬁd new alternstjyes
'O Crealive flajy Tor putting on evens

to

MPLOYERS MAY BE Lok FOR -

D Strong theoretical Erounding’
D Ex_!cnsi}'e commnnity conlaclg

D Overhauled ineffecliw‘me_lhods

D Hands-on €Xperience

o} \’Pell~devéloped instincts

O sen

B Persona) tontacts for
_ business

D Opened new plants .

o Slar':t_red Prototype Operations

O Salvaged previou;ly-unp’ro"ﬁtab}é'

3 Operations .

O Made many touph decisions _ , .

0 Multi—producl. and'_mniti—r"ﬁarl‘cei SR
backgroung. -
O Sold:off uﬁd'é_sira ble cash-drajy
' properties o

O Brought Projects Irom éohc‘ep‘l-
o throngh ‘implementation.

O Precise thinkey - -

O Nof €asily iﬁﬁmidaled

O Pay attention 14 detaj] .
D bx’plofhati‘é in diffienly situations

) "t well iy r; Pid-growin

for what swip

att_}-a_cting

O Function ]
Sitnatiops

O Veteran of difficull tipjes

B Participated i, o breakthrough
O Sbeceeded where others failed

O Directed Start-up 0

U Turned aroupg pooratintuges

0 Projectiir:ah‘:i_gém'en't eXperience - ‘
O High ené;g){]eye]/p_rpjett enlhixsias-’n_:
O Made éblnq-gd'd'eéisions —

P Gained supporti for neW'__prog‘lfams i

0 Keen obseryer- S '
D.Good listener. L

9 Sensitive to_others  necgs

D Synihesize diverse ideas’ .
D'Fbi'mnla'{e Prattica) action Plans -

O Astute }e;gi;rch_er - ‘-
B Able 1o set priorities logically -

O Seasoneq competiior ’ :
O Effective at dealing with ihe public

O Ableto direct volunteers

] Efreclli.vg at, plénnjng Conferences
D Coacheg winniig teams
's] We]—l—verkéﬂfi-h LOVernment affairs

O Poised apg professiona)




Ez}

ASYOUWRITE YOuUR RESUME HERE ARE SOME KEY PHRASES THAT CAN BE POWERFUL

Managed » very succrssful .

Easned the award al .

Ranked nomber m sales for YeRrS,

Planncd, managed and supervised events for uplo _ people.

Compleicd assignments 1o eur clienis’ compleie satisfaction.

Proven abiliry 1o et 1cam mémbers into action. .

Succeededin only __ months Yo cdueate mysellin__ areas.

Outstanding record’in recruiling, ir3ining and motivating employees.

Sucressfully published  in {tocal), {regional) or {national) media.

Designed snd implemented & highly sucressfol employee

Designtd courses bo frain over people. _

Proven Irack record of designing and implrmenting successfol projecis.

Strongly seH-molivated, enthusiastic and profit-oriented.

Thrive on working with. people and helping chients achieve sheir

jechives. '

Highly motivatrd and goa)-oricnted. )

High tncrgy conpled with enthusiasm and dedication to .

Enthusiastic, creative and willing 1o assumic increased responsibility,

Loeng-term interest in - t '

Unigue sbilitics. 1o help others.

Well-versed in _- A generator of ereative idcas.

An innovative trainer and educator, ’

A quick learner with abiliry 10-2dapt 1o new challenges.

A erealive flair for Pulling on events. .- T

Exceplionally adepl 21 handling cemplex matters.

Unusual takent for creating-solutions which are commercially
successful, ’ )

Aldifebong cxposurcte . .Slrohg aibivation with

“amiliar with cultures and politics..

~ong-ferm exposureto " busipess, . : -

aised in 2 family of suctessful people. "Strong work ethic.

sirong credentials in iand - S

frained by one of the area’s r'n_osl reputable - - S

i hcensed Cwithy years of professional exXperience.

“ve had specialized covrsed in- . and’ : Co-

“heorcticat grounding in . 4 amd . -

)nlstanding',co_mmunirmi_on'z_\r!d presentation skills; P

"053£55 2 positive, proféssional Imagpe suitable for apy business

ironment. ' ' - e

HTective 21 public sp_tikin"-g and media presemiations. -

acellent moderator 2ndmediatoy. .
‘ommunicate well with a wide range of pevsonalities.

xcellent communicatori abie fo draw prople oul"zp_d.qﬁitkly pﬁl.thcm .

al case. e
killed atinterpreting romplex’ regulations.
Mective nepotiator. EERLINE
xcelient writlen and verbal'communication.skills.
xtensive contacls in the field.
stensive public scrvice in Bonprofit Grganizalions. &
st hand experience with a widé range of coltures,
teellent command of both_ Cand -
Teetive in working with people from -
tiensive experience in htgoli:ling Toreign contracts.
weessfully opened profilable Jorcign markets.
e to resolve conflicts 5a a diplomatic manner. -
Wed 2t developing rapport with sif types of people.
#lity 1o bring harmony ameng diversc proups.
Medin resolving conflicls where other people failed.

languapes,

plomatic and taciful with both profés;ionals snd non professionals. .

Hled in handling public malters with professionalism. .
fectively interfaced with management st 3l Jevels.

effective decision-maker. A scasoned professional,
:N-erganized and resourceful. -

tremely dependable in compltling projects.

™ be counted on 1o get the job done. o

eclive indepeadenily or as a‘member oIihc‘lrain__.

ieltent organization, communication and wrifing skifls.. o
ity to organize many documents intp a coherent piésrr’:laliqn.
:ative problem solver. . S

- .0 Resowveeful 3nd sommitted-can always be counted on.to get thejobe. .4

o Headed nh’f producis development leams, ‘ g :
ONYell-veiscd in establishing distribution n'rhvorks(naliqk_;ally)

D Appointed - of .

‘OA S}:illfuj:negoliélor n

siloations.

O Owtsianding sbility 10 255ess chents’ preds.

0 Talent for Improving sysiems. Able 1o rccorately establish Pprivritics,
O Ablc 10 pinpoint problems and initiste ereative soluiSops. -

D Froven ability lo pain tusiomers’ tonfidence. o

O Exprricnced in developing -loil_g-lcrm. cusiomey relations.

O Have inspired the trust of people af 2 levels,
2 Excelent professiona) reputation BNORE

Ja) Excellen relerences 'from

O Eajoy an indostry-wide reputation Jor

-0 Bigh level of professionalism. ' : A

‘O Froject » highly competent an professional image.
O Poised and tompelent as a professional Fepresentative.
‘D Personable, arficulate and prefessional in both 3pprarance and
manncrs. : ' '
O Extremedy sotiable, able 1o pul clienis at east,
2 Special falent for coordinating colors and viswal cffects.
O Effechive in developing programs which rrach goals.
D Special akent Jor inspiring creative excellence,
O A finzly tusied sense of . and ils uses.
O Well-versed in __lawsand regulations. -
9 Familisr with the scope 2nd quality of Programming. L
O Effective in persvading oihers through enthusiasm for pood ideas ang
producis. : : :
‘D AMé 10 m:iin_tain 2sense of homor. Remain catm vnder dtn'l:'_m‘dihg'_ : R
conditions. - Lo 3
O Abke 10 handle s muliitude of detals and mreeticlose ﬂt'id'l'i'nr,s_um.j__'rr
- pressure. i ST
O Versalile trovbleshooter who can furn arpund poor .prrfbrmiﬁ'g :
O Take pridein :chicv?ng the best possible results. Dedicated
o professionat. | E

" O Thrive in organizing complex projecis.

‘O Thriveons dynimic and challenging' eaviremmient, ... e
DA sedfsharter, highly ambitious ang goal-dircered.. - :
o Cohsumtr«orﬁenlcd professienal who can miarhet ili-gii-q‘n:l!ity
- ~ pirodwcis. . . T o .
] EH‘rcii'r_fc in bigh-pressure situations. Well-versed in fhe vie of

O Effectively streambined . 2nd yeduced . by
2 Able 10 mect and excerd corporate goals! TR

(internationally).-

. commitice. o
O Experienced with highly Fespeeted industry-leading Brms.: o .
O Expericnces in a fast-moving growih tompany. Havelid:-by t'xini;p'lc": -

" D Skilled a1 running seminars angd conferences.

0 -Ethics and characterof ihe hightst caliber.
.. situations.
O Have worked t_lpst-l'y.;hji.lh.-mp‘nizmpgrmml.
0 H:nq -t'-nipjt'd‘s_u_;('tss with.practical approaches 1o

©siivalions. T R
O Hare beenable Ip-irfs])ii‘:-dlhcrs.lo MIXiE i performange. I
O Gan cut through Fohessentials to the heart of problems, T
D Iniliajed siveeping thanges. Performed against tight deadlines.
O Thirobghly familiar with the market. -
© Have turned sround marginal sperations in the fitld.
O Have well-developed instincts for what will sell. )
O Sabvaged a previously unprofitable operation in the -
O Particutarly skilled 31 dirccting large mcelings. .
O -Have béen consistenily able to urn complainis inte manageable

5 fndu;,lr').'a :

O.Havr coached winping teams.

O Have planned and managed Fond-raising programs.
O Havr recrvited apd 4rained committed voluntcers.
C Have been able to bring erder out of chags.

D Have substailial project manapement caperience.

at
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Thank You Notes and Follow-Up

OSusan Peters

1920 Mowmiain Road
O Be sure to spell ' Dayton, Ohio 34965 :
all names 0993551515 | O Include vour
carrectly. . ©March 26, 2002 . name, address
’ - Ms. Yane Willis ® . - ~and phone
@ lLelters go 1o all Projecs Direcron _ _ S 1 number on ali .
mterviewers and.. CarlsonIndustries R o " ‘correspondence. .. -
the hiring .- | 124 Ik Avenve - ' LT C
avthorify. Dayon, Ohio : S . T T U Putin the mait _
SO Dear Ms! Willis; @ the mext
@ Be courleous. e - . . business day
Co “Thankyou for yoortime andanention during ourmeeting vesierday 1o discuss the po.r,'i'lion'o:l'mark:_iing ’ aﬂe‘r'{}:é. .
- e e directorn. lenjoyedI)e_aringa:bomCé'r_lsbn'lhdusnies' new compitier-aided design program. Homesirewill | ] ."ff?_fveﬁn’. L
@ Eiﬂpha;ize" © 1] Al en'impoytant niche-in 1he marker for home. builders. T : SRR . o o
specific : @ R _ ‘ - U
7 ‘tmawledge' skills - My background in consnuction and design mokes me ver)nkf:owleﬂgq_abl_t ab;qu_t_xqur preduct. During. .}

my years a5 3 builder, 1 'rc!iédﬁeavily on CAD programi ang d'cvq!dpéi:_i the ability (o determine which | 5] Sbow amarcb S
- fearires make nuly effeciive programs. Momesite has 1hose features ' @ O ' rbE!.we:é'n vou o

© _and .rhg  job.

and experience.

9 Express ’hré?es_[ o - process of genting 2 produc intohe har):__e}placc-
in thé job. + 1 véry ; assist.Carlson Indusis e
: R G}_-;_Clq;s‘e_phj‘d__._lf
Positive nofe, .

® Use 12-poini -
easily readable
type. . ' .

@ Jichide o closing ™

Lo Jramel’ Ll

C | ©Sigififsiana.
lastmaine. -

Keep the thank you note focused and brief - }/2 10 one page. *+ :Proofread the note carefolly, and then have someone else
Mai] the note the next business day after the interview. Donot .- proofreadit. - _ o o

e-mail the note unless you are asked ousethismeditm. © . Qbajp ‘business cards from everyone with: whom “you
Write the note on paper that malches your resume. Mail in a interview;: including the secrefary and/or - administrative
matching envelope, * - - ‘ " assistant. Having these people's _names. makes foilow-up’
Maimtain 2 consisient style and tone in aly wrilten contacts easier and more business_like . . ‘
correspondence, . _ - : * During follow-np, be sure to have access to atelephone’
Use a typewriter or word processor. I you hand write the - anitworking mswering machine or answering service.
nole, primf peatly. I .. Employers cannot kire you if they cannot reach you.

- _ , Job-Search Briefs.. -1 - o N
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Anemployer kndws you only by what_p.réu show»fbemﬂabbﬁlyoursey‘. F(_)‘]low-up steps offer 6’pp'ohufm" ties to'showthem your B,em 'sjdg_
Remember to stay n-contact until a hinng decision has been made. Poljte persistence pays off. Follow-up steps enable youto:

- Creale a Jasting positive impression. S :

»  Target yourself direcily to the job, by identifying your
specific skills or background ex penence that are applicable
to this job. '

- Show that you are well-organized and can follow through.

Show thai you have good written and oral communication
skills. . . '
Let the employer know that you are interested jn the job.
Reemphasize or correct a point that was made during the

mterview.
Stand out among many apphcants.

Preparing for Follow-Up:
~ Information You Will Need

Listen carefully diring the interview, Immediatelyafierthe job
interview complete bolh_ JobShop Fonms, Evaluating the
Company and Post-Interview Worksheer. Donot rely wponyour

- memory so be sure to include the following information:

. 1} The namc,tirlie and address of the person(s) who nterviewed

-you. Get their businéss card if possible. . -
2) Specific skills or background experience that you have that
will match the job.. ~ T
3) The employer's time-frame for making a hinng decision,

4) The personal qualities that the employer is Jooking forinan - =

employee.

This information will determine the content and tone: of your

'follow-up.

Phoné _Cal__ls

H you do not receiveraresponse to your thank You note in the
hime-frame discussedin the interview, call the interviewer or
hining authority. Use the call 10° eXpress your continued
interest in the job and to inquise if a hiring decision has been -
made. Ifa decision has not been made, follow vp in another
week witha second phone call orletter, It is important 10 stay

- intquch, as new job openings occur every day. Remermberto,.

- Inquire as 10 convenient times for the employer lorecéive

your call{s).

What If I Don't Want This Job?

]f,aﬁer the inlervjéw,,you have decidéd; for whateverreason
that.the job-i$ not for you, you shonld smmediately remove

- yourself from consideration. - Write:a brief note to'the Hiring |
. autherity, stating that you would Iike t6 remove your name
{rém consideration. You may indicate the reason(s) why, i

providedihat the reasonis not negativé, An exampleresponse
may be, "1 am looking for a position that better i tches my.
current interests. Thank you for considerin g me.” Indhe -
future, youmay reapply or need this person as-a coniact'in the
mdustry.

:S:_ep 1: Listen carefully in the mlemew Review P.tgj?&'r';’ng'qu Fé_lib\#ﬁ?i]ﬁ?bb_\ie',. '

 Using The Thank You:Note And Follow-Up Steps In Your Job Search”

Step2: Decide whetherybn wanl thisjob. 1fn o'l, senda nole rétjﬁg's't__i'r__;g that your name be removed from consideration. 1f you do want

the job, proceed with the next steps.

Step3:  Write a thank younote to express interest inthe job,to showa matchbetween your ék_i-]]s and eﬁcp‘erience and the requirements-
of the job and 1o express appreciation 1o the employer for their consideration. = .7 - I

Step 4: " If a response is not received in the !i_me—’firénjé.discqésed in the infervie'w, make a phone call. See Phone Calls dbove.

Step5: Each week, serid another nole or make a phone cal]unu]you know that a hiring decision has been made.

Additignal’§téps may include: a'second interview, accepting a job offer, signing an employment conlract.

Stay In Contact And Leave A Lasting Positive Impression

For information on Job-Scorch Briefs-and Forms. comact anShgp_. Inc. ar 1.888.562.5480 of

bww jobshopinc.com S o SO4R-2-1ev 2002
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Resume Review Form

When you have completed the final draft of your resume, check it carefully against each
item of the checklist below. Rewrite it if you feel it does not meet any of the
requirements. It is important that your resume be as perfect as possible if it is to do the
job it was designed to do—-get you interviews.

APPEARANCE

Clean typing

Sharp Reproduction _
Liberal spacing in margins and between paragraphs
Headings capitalized '

Important points underlined

[UN—

Good quality bond paper
CONTENT (Make sure each item is covered.)
~ Identification ' - Wiiting -
__ Name ‘ _ ___ Clear, concise style _
- . Address . —_ Correct spelling and purctuation
. ___ Telephone number ___ Correct grammar

___ Use of power verbs to describe duties
and accomplishments

Objective
__ Title of position
—___ Specific goal _

Education
- _ Name of School .
___ Dates of attendance X
__ Diplomas, certificates, or degrees
____ Special honors Or citations

Experience
Dates of employmerit
Company name
Address
Function of company (product or service)
Your job title
Description of your duties
—_ Special accomplishments or promotions-

PE—

Miscellaneous S
Organizations : Availability for trave] or relocation
Professional affiliations . ___ References (optional) '







