INTERVIEW TIPS

SMILE:


Smiling helps you RELAX and is one of the most important elements in creating a good impression during an interview.  Forgetting to smile is one of the most common mistakes that interviewees make.  Smiling also makes the interviewer feel that the candidate is friendly and approachable, which is KEY to securing a job.  Look for opportunities to smile, especially when talking about your accomplishments or hearing about the success of the company you are interviewing for. 

EYE CONTACT:


Take your cues from the interviewer, and match the amount of eye contact you make with theirs.  This is especially important when answering “difficult or negative” type of questions such as why did you leave your last position, or describe something you think needs improvement?  Your honesty will help earn the interviewers respect.

TRICK: For those who are not comfortable looking directly at someone’s eye, looking right above the eye brows gives the impression that you are looking at the eyes and also offers the same respect that looking someone in the eye does.

PREPARATION:

Before each interview you should have 3 – 5 positive examples of things you achieved, initiated or are proud of all of which clearly illustrate your skills.  Add numbers, titles, time-lines and Dollar or Efficiency Values and other details to boost the significance of the examples you have chosen to talk about.  BE SPECIFIC with your measurable results, especially when describing how you met or surpassed expectations.

MAKE SURE to relate your examples to the position and company you are applying for, this is KEY in securing the position.  Talk in a conversational manner and keep your body language positive.  Example questions: Describe how you dealt with a difficult client or Tell me about something that you personally contributed to your previous position?

You should also pick 1 – 3 personal characteristics that you think you could improve and/or develop.  Pause a few seconds before answering this question to show you thought of the questions.  These examples should be clear in your head just like the positive examples you selected.  Do not be afraid or nervous from these questions or of taking some time before answering the question; no one is perfect and employers are looking to see if you would be open to constructive criticism in improving yourself in being part of the team for this company.  You should relate this type of question to a difficult client or situation you were faced with in another position and how did you handle it.  NOTE:  When answering this type of behavioral question you should always implement the Past, Present and Future Rule.  This rule involves describing the challenges you faced, the resources you used, the steps you took along with the skills you used, the results you achieved and the things you learned.   This answer should take at least 2-3 minutes to answer.

Example: In the past, I used to have a problem with time-management, and then I got a position as an Administrative Assistant with ABC Company.  My duties included organizing the schedule of an executive, while still doing various tasks that included reporting, typing letters and answering calls.  This experience taught me how to have time management and I was recognized with a couple awards for doing an outstanding job.  I managed to create a couple new spreadsheets, which increased efficiency by over 5%.  Now I have good time management skills and can assure you that time management would not be an issue with your company and if hired I would make a great asset that will only help your company continue to grow and succeed.
THINGS TO AVOID:

( Arms Crossed over chest

( Constantly Shifting Position

( Frowning or Sighing

( Exaggerated head shaking

( Playing with Jewelry or Ties
( Smoothing hair or mustache

( Shrugging or pointing

( Excessive blinking

( Eye-rolling


( Lip-biting

( Being too scripted and formal in Tone

( Trying to use big words that are confusing and poorly organized.

( Being too wordy or long-winded

( Having your interview seem like a lecture

( Being unfocused and rambling on

( Avoid simple “yes or no” answers

All these elements individually or combined will lead the interviewer to question your honesty and doubt your suitability for the position.  Your interview should be in a conversational tone which is why smiling is so important.  VARY your answers from 30 seconds to 5 minutes using examples wherever possible. 

CLARIFICATION:

If you are uncertain about how to answer a question ask for clarification.  This will show that you are attentive and paying attention to detail.  You can ask interviewer to repeat the question or what the interviewer means.  Think back to your examples and use them wherever possible when answering a question.



TYPICAL INTERVIEW QUESTIONS

1. Tell me about yourself.

2. What interests you most about this position? This company?

3. What type of people do you work best with and why?

4. What are your strengths? Your Weaknesses?

5. Why should we hire you?



6. What are the 3 most important things you look for in a position? In a company?

7. How would your friends describe you?  Your co-workers? 

     b. How would you describe yourself?  (1 – 5 top words) that best says who you are?
8. Describe some of the achievements you are most proud of?

9. Would you call yourself creative? Analytical? Organized?  Explain why?

10. What is your definition of Customer Service? Teamwork?

11. How do you handle a fast paced environment that has pressure or stress?

12. Describe how you took ownership of a situation or challenge?

13. How do you organize yourself to meet deadlines?

14. Where do you see yourself in 3 yeas? 5 years?

15. Describe a situation where you handled conflict? Or how would you handle conflict with a coworker?

16. Why did you leave your last position?

17. What did you enjoy most about your previous position? Least?

18. What is your ideal working environment and why? Ideal Boss and why? 

19. If I spoke with your previous boss how would s/he describe you?  How would co-workers describe you?

20. Of your last 3 positions which did you enjoy the most and why?

21. How do you react to criticism?

22. What do you think of the last organization you worked for?  Your last boss?

23. Why have you changed jobs so frequently/infrequently?

24. What working environment do you enjoy the most?

NOTE:

Today’s companies tend to focus on behavior-based questions as these questions relate more to the company’s needs.  Make sure to use the Past, Present, Future Rule and give specific examples that demonstrate that you can make the company money, save them money or make the team more efficient.  Remember the 3-5 situation examples when answering these questions and relate how the examples you picked relate to the company you are applying for.  Take your time when answering these questions.

BEHAVIOUR-BASED INTERVIEW QUESTIONS

1. Describe a time when you had to use your creative skills?  How did you implement the idea and what were the results?


2. What is your definition of teamwork? What are you willing to do for the success of your team and how would you put teamwork into practice here?  Describe a situation you dealt with?


3. Tell me about a time when you had to handle a difficult customer?  What did you do and what choices did you give the client?

4. Describe a time you went above and beyond in achieving extraordinary customer service?
5. Describe a recent problem you faced on the job, and tell me how you solved it?

6. What is your approach to customer service and can you give me an example of how you put it into practice?
7. The department is short staffed, how would you contribute to the team in ensuring the job gets done and our clients are served?

8. Describe a deadline you had to meet in your job at ABC Canada.  What steps were taken to ensure the deadline is met?
9. Have you ever received any awards or praise for a job well done?  What were the circumstances?

10. How would you improve employee moral and overall teamwork?  Be specific.

11. Tell me about a time you were faced with work problems or stresses that tested your coping skills.  What did you do?
12. How do you feel about working in a fast paced environment such as this?

13. Describe a situation where you had to implement your problem solving or analytical skills, what was the result?
14. Client calls in and is irate that an order was not executed, what choices would you give the client in order to resolve the issue as quickly and efficiently as possible?

15. There is a problem with one of our systems, which prevents you from entering an order, how would you handle this situation and what would you do to ensure the client is satisfied?
16. A client is insulting you for making a mistake, how do you respond and how would you demonstrate a high level of service to resolve the situation?  Be specific.

NOTE:

Whenever possible, get excited and show interest when the interviewer is describing the company or position and especially when relating your examples to the position you are applying for.  Once the interviewer has completed asking all their questions you should ask 3 – 10 questions back of the interviewer.  This is very important in showing the interviewer that you have a genuine interest in the company and the position.

QUESTIONS YOU CAN ASK THE INTERVIEWER

1. What would you say are the biggest obstacles to succeed in this position?

2. What scope does this position have for decision-making?  Independent or Project work? Increased levels of responsibility?
3. How will performance be measured and how often?

4. Where might this position lead?
5. What is it like to work here?

6. Based on our conversation, how well do you see me fitting here?
7. How has this position become available?  Is this a new position?

8. What are the Key objectives to this position?
9. What qualities are you looking for in the person who will be hired?  

10. What are the 3 main responsibilities of this position?
11. How would you describe the team that if hired I will be joining?  The department? 

12. How would you describe the company culture?
13. What are the top priorities in this job?

14. Can you tell me more about the person whom I would report to?

15. What are the challenges and opportunities this position offer?
16. Are there any concerns you have about my skills, my background?

17. Can you tell me about your customer service approach?  Your products/services?  Your expansion plans?  Your community service?  The company or organization history?
18. What deadlines would I be dealing with?

19. Where does this opportunity fit into the company or organization?
20. How would orientation be handled?  Training?  Probation?

21. Describe a typical day in this department?  Week? Month?
22. Are there any opportunities to take training courses?  Does the company pay for external courses that are industry related?

23. Does the company have any team building activities such as a social committee or some co-ed teams that I can participate in?
24. Is there anything else I can tell you about myself? My background?  My skills?  My interest in this position?

