Objective 7.02

Interviewing Tips

Interviewing for a job can be a nerve-wracking experience.  The better prepared you are, the better your chances will be that the interview will go well and you will be hired.

1. Practice answering questions beforehand.

2. Always dress professionally, even if the workplace is casual.

3. Be on time and greet the interviewer with a smile and a firm handshake.

4. Be enthusiastic and positive.

5. Know your strengths and be able to expand on them; know your weaknesses and be able to defend them.

6. Demonstrate some knowledge of the company.

7. Ask specific questions about the job you are applying for.

8. Promote yourself!  Make the interviewer confident you can do the job.

What are some questions you can and should ask a potential employer while interviewing for a job?

What are some questions you can expect to answer during the interview process?  List the questions, and then role-play a mock interview with a partner to answer the questions.

Interviewing Tips

Sample questions to ask the interviewer:

How many employees does the company have?

What are the company’s plans for expansion or growth?

What are the position’s growth opportunities?

Does the department work separately from other departments?

Are the functions of the department important to upper management?

What type of management style is adhered to in the office?

What are the expectations regarding hours of the work day?

Do NOT ask questions at the initial interview regarding salary and benefits.  You should be interested in opportunity and growth, not dollar amounts.

Sample questions you can expect to be asked:

How have your education and training helped to prepare you for this job?

What specialized training have you had to help you improve your job skills?

Name three things you learned in school that could be used in this job.

Do you prefer working as a member of a team or would you rather work alone?

Are you absent from work often?

Do you prefer working with people or things?

How do you react to criticism by superiors even if you believe it is unwarranted?

Do you have a competitive nature?

How do you cope with pressure?

What can you tell me about yourself?

What have you done in your current job to make it more effective or challenging?

Why do you want this job?

What are your long-term career objectives?

What do you know about our company?

Who do you think are our three major competitors?

Is there one trait or skill that should lead us to consider you above other applicants?

Tell me why this company should hire you.

Why are you leaving your current position?

What have been your biggest failures?  Your greatest successes?

What about your job do you like most/least?

What type of reference do you feel your current supervisor would give you?
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