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Presenter
Presentation Notes
Hello and welcome to Mastering the Interview, I’m [      ] the Career Consultant from the [       ] Career Management and Learning Center and I’m here to assist you in preparing for an interview.



Objectives 

At the end of this workshop you should be able to: 
 

 State the difference between stress management and stress 
reduction 

 Describe the dual nature of the interview 
 Describe two good methods of preparing for an interview 
 Describe the SHARE model 
 Describe the two types of competencies 
 State three things you should do and three things you should 

not do in an interview 



Your stomach is in knots 
You are sweating profusely 
Your head is pounding 
Your knees are weak 

It’s not the flu, it’s the interview!!!! 

Presenter
Presentation Notes
How many of you have interviewed for a job before?  Were you nervous?  Well some nervousness is okay. The art of stress management is to keep you at a level of stimulation that is healthy and enjoyable.  This workshop will help you to monitor and control stress so that you can find and operate at a level that is most comfortable for you.  We will discuss strategies to reduce or eliminate sources of unpleasant stress.  We will also explain what can happen when you do not control stress properly. 



What is an Interview? 

You are selling a product, and the 
product is YOU!! 
 

An interview is a sale, and you have 
the chance to make it or break it. 

Presenter
Presentation Notes
Your MPQ (Merit Promotion Questionnaire) got you here.  Now it’s your opportunity to sell yourself into a job.



What is an interview? 

 A presentation summarizing your skills 
With complex rules and techniques 
The applicant, you, matches wits with a 

panel of interviewers who ask 
questions about your past experiences, 
knowledge, skills and abilities. 

 

Presenter
Presentation Notes
You’ve found the perfect job – you’ve sent in a truly outstanding application You know you are the best candidate for the position . . . now you just have to convince your potential new boss. An interview is a conversation designed to find the person whose experience, knowledge and skills and abilities BEST fit the job.  You should step inside the interviewer's mind to determine what an interviewer looks for…A lot of facts in a short time�Because an interview takes place in such a limited period of time, the basic purpose of the interview is to exchange enough information to make a decision to determine whether the organization should select the candidate.They want to see what you're like�Good interviewers usually note their first impression of a candidate. The ability to make a good first impression can be an asset. Then during the interview they look at factors like ability to communicate, basic social skills, personality and poise. They're not after a deep psychological profile, only a general picture.They want to see what you want�One of the most important things to an interviewer is finding out exactly what you want, and why. What kind of work are you looking for and what is the extent of your interest in that work? What are your career goals? What sort of drive do you have to accomplish those goals? They will also be interested in your education, training, and such things as your preferred location and willingness to relocate.They want to see what you've done�An interviewer will be interested in your studies, qualifications, special training, hobbies, and extramural activities. They aren't just looking to see how "well-rounded" you are but specifically whether your declared work interests seem to match your talents.Open up�The interviewer asks questions to get you talking about yourself. Don't just answer "yes" or "no" to every question but take the opportunity to tell the interviewer your goals and strong points.  Be yourself and don't try to "act" for the interviewer: first of all you must find an organization where you can be yourself, and second of all the interviewer probably won't be fooled.  Always be completely honest. A lie will only lead to problems on the job. For example if you have no interest in finance then say so. Remember, the interview is not only they screening you; it is also your chance to assess whether you are interested in the position. What will increase your chances of success in these competitive times? Read on... 



It’s Not A Nightmare 
If You Prepare! 

Presenter
Presentation Notes
PREPARING FOR AN INTERVIEWKnow where you want to goFigure out exactly what you want to do. Be specific, make a list of what you want AND what you don't want. If you're having trouble deciding on a direction look at your past for clues: education, jobs, hobbies, clubs... all these can suggest possibilities. Without a firm career direction to talk about your interview will not succeed.Know all you can about the organizationFirst of all business units will be impressed if you show some basic knowledge about the organization and mission statement. The more you know the more you will have to talk about in an interview, and the more you can connect your own skills with that business units specific needs.Also it will mean that the interviewer doesn't waste your time and theirs, telling you basic facts.Know the routine of an interviewSpeak to friends or co-workers who have had interviews and find out what they're like. Try a mock interview with a member of the mock interview cadre or a career consultant. Knowing what to expect will help you to relax and present your true self.Make sure the interviewer will know all about youDon’t assume that the interviewer knows what you put in your MPQ.  You need to emphasize and hi-light the appropriate competencies as they relate to the interview questions.Making your mark-some tipsGenerally, the better prepared you are for interviews, the better you are able to market yourself.  Here are some ways you can maximize the impression you make.--Be sure to have an accurate detailed application so that they can get as much information as possible.--Show enthusiasm for the position you are after, and don’t be too modest to let them know what you have to offer.--Be prepared for probing questions and give honest, complete answers.--Have some knowledge of the Organization/Business Unit and show interest by asking relevant questions.Opportunity for interaction: What are some ways in which you can learn about an Organization?  (Website is one answer.  Poll the audience for other answers and record them on a flipchart.)--Get a copy of the position description and critical elements of the job for which you are applying.REMEMBER:That the interviewer is looking at the whole person that you are and wants an employable ‘package’: show your true self and you will find the right job to match your knowledge, skills, and abilities.



To present yourself in the best possible 
light. 

Remember, you are selling a product, 
and the product is YOU!! 

An interview is a sale, and you have 
the chance to make it or break it. 

 

Your Job During the Interview 

Presenter
Presentation Notes
If you do well in the interview, the job could be yours.  A Typical  Selection ProcessInternal Revenue Service ask employees to fill out an application form that asks for biographical, academic, and job experience details. You may then attend an interview that could be traditional or behavioral (IRS Experienced-Based Selection Process). Make sure the Interviewer will know all about youSome people don’t think filling out an application form is very important.  They give incomplete answers or refer the reader to other document by way of an answer.  But you’re only hurting yourself because you keep the interviewer from learning everything possible about your past achievements and interests.  Take time to fill out the application accurately and completely.What do employers want?Interviewers look for what you have to offer their organization. In general, they are looking for (a) characteristics which will indicate your potential to succeed generally in the workplace; and (b) those qualities specifically required by an organization and for the career path in which you have expressed an interest. These main areas are probed to elicit this information from applicants: abilities, skills, performance, and personal qualities. Over and above these areas, though, they look at the person as a whole. Your abilities and skillsManagers or selecting officials aim to identify a number of general “transferable” skills that form the building blocks of effectiveness in the workplace.  Your ability to communicate is one of the most important criteria used and is a vital factor for success in the business world (as well as in your interview). Evidence of written, verbal, and interpersonal communication skills can be found in coursework essays, oral presentations, and a host of activities that require persuasiveness and self-expression. Managers also assess your work experience, whether it is voluntary or paid, part-time during term or over vacations. Rather than looking for exactly what you did, or specific skills used, managers are interested in factors such as your understanding of the work ethic, your professionalism, and what you have learned from your experiences. Some interviewers may be searching for management potential and will therefore look for leadership qualities in an applicant, which will typically have been gained through your involvement in various roles, positions and projects in the organization or through individual or group coursework. Another factor which supports your application is evidence that you have acquired basic work skills, such as computer literacy, customer service, attention to detail, and so on. Your performanceYour performance is a personal achievement, and is often viewed in this light rather than in comparison with that of other people. It is WHY and HOW you have done what you have done rather than WHAT you did that matters. If you have made a change in your career path, you may be asked why you changed and what influenced you. Change is not a negative thing; so don't be ashamed of it. It is how you made your decision and what you made of the result that is important. Managers are interested in what you have made of opportunities, what you have gained in life. Your performance must also have a developmental dimension, that is, there should be evidence of constant improvement and of an increase in your levels of achievement. This is important because being able to maintain high standards of performance under pressure is an important criterion for success in the workplace. With your range of interests and activities, level of participation and leadership roles will be probed. To demonstrate how well you did in any job, try to think of practical examples of work situations in which you met targets, performed above the standard required, showed initiative or made effective decisions. You may want to review your critical job elements and the performance aspects for your position prior to the interview.  This review will enable you to be more familiar with the current skills you use in your present occupation and how these   skills can be applied to the position you are interviewing for. Your personal qualitiesOrganizations look at what you as a unique person can offer them, over and above what you can do. Successful organizations draw on the personalities of their people to give the business life and energy. They also want people who will grow and develop, not just do the job at hand. Your personal attributes are probably the most difficult to access; they are inferred from what you have done in your life, and from how you present yourself to the interviewer. One of the most important characteristics is self-motivation: do you set goals, plan effectively, and then follow through to achieve them? Other important traits include the ability to take responsibility (for one's own actions, as well as towards others), initiative and a proactive approach, creativity and problem-solving skills. Interviewers look for people who will be assertive (not aggressive!) in the workplace, and show enthusiasm and energy, which is important for future success on the job. An extremely important requirement is that a future employee can work on a team: can you work co-operatively or supportively with a range of people, and draw on the resources of others to produce successful results? Versatility and the ability to understand the business at large are necessary aspects of any position today. Making your mark - some tipsGenerally, the better prepared you are for interviews, the better you are able to market yourself. Here are some ways you can maximize the impression you make. Be sure to have an accurate detailed application so that they can get as much information as possible. Show enthusiasm for the position you are after, and don't be too modest to let them know what you have to offer. Be prepared for probing questions and give honest, complete answers. Have some knowledge of the organization/business unit and show your interest by asking relevant questions.Get a copy of the position description and critical job elements of the job you are applying for. Remember that the interviewer is looking at the whole person that you are and wants an employable 'package': show your true self and you will find the right job to match your qualifications, talents and aspirations. 



Don’t wait for the actual interview to 
be scheduled to begin preparing... 

 Put together your work history - where 
and when - keep it updated. 

 Prepare a list of experiences and 
accomplishments - keep it updated.  

 Go through a mock interview; work on 
areas that need improvement. 

Presenter
Presentation Notes
This information should be found on your own MPQ, especially 17 (a) and (b)



Prepare for the Real Job Interview 

Understand the required skills and 
experience by researching 

 The position description.  
 Critical job elements (CJE).   
 KSA’s and competencies.  
  

Presenter
Presentation Notes
--Talk to someone who has done the work,  How do you do that?  It is called networking. You can also join organizations such as, HIRE (Hispanic Internal Revenue Employees), AIM (Advancement In Minorities) to name a few and you may also volunteer to work on Special Emphasis Groups  



Be prepared to answer the question.. 
  
“Why are you the best person for the 

job?” 

Presenter
Presentation Notes
When asked an open question, volunteer your best accomplishment.  Discuss the skills that you have developed, your motivation, etc. without disparaging anyone else’s performance.  Frequently this question is a confidence check.Coaching tip:What makes you an outstanding candidate!



Filter Question 

How does this information show that I 
have the skills, experience, and/or fit for 
the position? 

Presenter
Presentation Notes
Your ability to answer this question with your response to the interviewer's question will keep you focused and on track. 



Position Analysis Sheet 
Job Duties/CJE 

 
 Research a variety of 

sources 
 Obtaining applicable 

returns schedules, 
 Verify, 
 Analyze, &  
 Adjust taxpayer 

accounts 
 

Your Experience / 
Example 

 ….. 
 …. 
 …. 
 
 …. 
 … 
 … 

Presenter
Presentation Notes
Talking Points for discussion include in the participants guide.  If the job duties indicate RESEARCH can you provide and example of your experience?



What Will the Interviewers Assess? 
 Ability in Oral Expression 
 Poise 
 Drive 
 Sociability 
 Self-Confidence 
 Practical Intelligence 
 Personal Appearance 
 Emotional Maturity 



What Competencies are Required? 

 Decision Making & Problem Solving 
 Leadership 
 Motivation 
 Communication 
 Interpersonal Skills/Team Building 
 Planning & Organization 
 Critical Thinking/Analytical Skills 
 Ability to Influence Others 

Presenter
Presentation Notes
--Be sure to address the key competencies for the position for which you are interviewing.--General (Core) Competencies can be found in the PD or CJEs.--Leadership Competencies can be found in the PD or CJEs as well.



You Don't Get a Second Chance At 
a First Impression 

Conscious decision to hire or not can be 
made in first few MINUTES of interview. 
Appearance 
Body Language 
Appropriate Language  
Speech Patterns 

Presenter
Presentation Notes
	 Body Language (relaxed, poised, lean forward, back)Appropriate Language (quiet, measured, loud, excited) Appropriate Language:  May cause discussionDress the PartYour attire should reflect that of the organization.  If you don’t know what that is, ask.  If you can’t get any information on the company’s style of attire, dress a little more formally than you think you might need to.Personal grooming is part of your “dress” too.  A good haircut or trim will impress.  So will clean fingernails, a fresh-scrubbed look, pleasant breath, and a bright smile.  And please use perfume or aftershave sparingly.Make A Good First ImpressionIt may seem cruel, but first impressions can be dealmakers…or breakers.  The interviewer starts forming opinions from the moment the two of you shake hands.  No kidding.  And by the way, that handshake is critical.  Here’s how to do it correctly:Look the interviewer in the eyes as you offer your hand.Shake his or her hand firmly.Smile while greeting your interviewers and say, “Hello Mr. McGillicutty, it’s great to meet you!”Establish a rapport�As well as exchange of information an interview is about making a connection with the interviewer. S/he is a real person too. Expect to take the first few minutes to establish common ground or a point of interest that will help them remember you. Don't be overly familiar�The tone of an interview is professional. Take your cue on whether to use the interviewer's title or first name from how they introduce themselves. If in doubt use their title: Mr./Ms. Speak clearly and distinctly�Make active, direct statements about yourself, e.g. instead of "I was made head of the ping-pong society" say "I led the ping-pong society through a successful season". Avoid slang expressions. Listen carefully�It is important that you understand questions correctly before responding. If you're not sure what the interviewer meant, ask him/her to clarify or rephrase the question. If it is a difficult question don't be afraid to ask if you can take a short time (say 5-10 seconds) to think about your answer. Never talk negatively about past jobsAlthough you can say that you didn't like performing one task as much as another, never talk negatively about previous employers our about the job itself.  Those who grumble and groan get labeled as gossips or complainers.  Even if you hated a job, focus on what you gained from your previous experience.Be HonestAlthough a little elaboration is acceptable, never, never lie.  Liars get snagged at some point - their references and experience may not back up what they say, or they may find that they are not prepared for the job they have accepted.Body language is important!�Sit facing the interviewer directly. Fold your hands in your lap or rest them comfortably on the armrests. Maintain as much eye contact as possible. Relax your shoulders. Adopt an attentive body position when questions are asked. While being professional, don't forget to smile!  Avoid annoying habits such as tapping your foot when you are nervous, excessive use of hands, lick your lips unconsciously, etc.Ask questions at the end of the interview�The interview is a two-way process. While the interviewer wants to know as much about you as possible in a short time, take the chance to ask your own questions about the organization and the job you are applying for. Interviewers will evaluate you on the questions you ask as well as the answers you give. Reinforce some positive aspect of the interview. Ending on a positive note goes a long way to leaving a lasting impression in the interviewer's mind. Observe the formalities�Shake the interviewer's hand as you leave, not only when you arrive. Express thanks for his/her time, and your enthusiasm about follow-up with the organization. Remember the interviewer would like to meet you, the real person. So conduct yourself professionally and courteously, but be natural so that the real you shine through! 



Eye Contact  
Sprinkler Technique 

 Begin a response through eye contact with 
the person that asked the question. 

 Like a sprinkler, rotate your eye contact to 
meet eyes with each interviewer 
consecutively before rotating to the next 
person. 

 End your response with the person that 
asked the question. 

Presenter
Presentation Notes
Coaching Tip:Demonstrate the SPRINKLER technique. 



Minimize the Nervousness 

“…nervousness is caused by the fear of 
looking ridiculous to others.”   

 
“When you are nervous, you are focusing on 

yourself.  Try to focus on how you are 
helping other people by sharing with them 
the knowledge you’ve acquired.”  

 
From “Job Interviews for Dummies” 

Presenter
Presentation Notes
You are unique person no one has your attributesKeep Your Composure.  Okay, You’re going to be asked some questions, but there are some tricks to answering them well: Don’t ramble. It’s better to give a short answer with strong points than to ramble on for five minutes in a disorganized fashion.Look the interviewers in the eyes  when answering.   Try to make eye contact with each interviewer; this demonstrates self-confidence.Gather your thoughts. If you need a minute to collect your thoughts in order to answer a specific question, feel free to say: "I need to think about that for a moment ... " or "That's an interesting question ... ".  Remember, it’s all right to ask the Interviewer to repeat the questions. The interviewer will respect your honesty and your desire to offer a thoughtful answer. If a question is difficult, try to remember how to approach it. If you blank out, be honest, but definitely put a positive spin on your answer. 



Nothing Ventured, Nothing Gained 

You might not get the job offer after the 
interview… 

 But you gained something from the 
experience. 

 Besides, practice makes perfect. 
 

Thinking about an interview this way might 
help to calm your nerves. 



Highlight your Strengths 

Identify your major accomplishments- 
 
something you did well 
something you enjoyed 
something that involved a problem you 

solved 
something you are proud of 

 

Presenter
Presentation Notes
Make a list of your accomplishments



An Accomplishment…  

 STAR 
S ituation 
T ask 
A ction 
R esult(s) 

 

 SHARE 
S ituation 
H indrance 
A ction 
R esult(s) 
E valuation 

begins with a situation or problem that requires 
action and ends with a result. 

Presenter
Presentation Notes
Use STAR or SHARE to organize your thoughts for the interview. The S.T.A.R. Model is also a useful tool to use in preparing for a behavioral interview .S.T.A.R. is an acronym for the following:S - Situation Describe a specific situation that addresses the question.T - Task Describe your tasks associated with the situation.A - Action Describe actions you took to address the situation.R - Result Describe the results of your actions.By using the S.T.A.R. model, you can prepare effective "Job Skill Stories" appropriate to any Behavioral Interview question.While the SHARE and S.T.A.R. model are recommended for behavioral interviewing, these models can also be used when preparing for a traditional interview.  It will help you form a more complete responseThe SHARE model is a tool that may be helpful to you in organizing your thoughts for Behavioral interviews.  S - Situation	A description of the behavior or experience you want to showcase.H - Hindrance  The problems or issues you encountered in the situation.A - Action  What actions did you take and why (i.e., the thought and/or problem solving process).R - Results  What happened - positive or negative.  The outcome of the actions taken in the face of the hindrance.E - Evaluation  What was learned from the experience?  What would you do different or better next time? These tools are just two ways to help ensure that your answers are thorough, concise and illustrate the competencies.  



Two Types of Skills/Competencies 

 Technical 
Auditing 
Running 

Software 
 IDRS 

 Core Competency 
Persistence 
Efficiency 
Patience 
Creativity 
Adaptability 

 

Presenter
Presentation Notes
Technical  vs. Core skills.Technical skills are those knowledge, skills and abilities that are frequently learned in a formalized training environment (such as; operating software).  When combined with Core Competencies such as creativity the technical is used to its fullest potential.   Core Competencies are the skills, knowledge and attributes that are required to successfully work with the Internal Revenue Service (they may be behaviors that you just have a talent or knack for).  The following list may be shared with workshop participants at the instructor's discretion, or you may direct the participants to page 30 of the Student’s Guide.--Customer Service Orientation--Interpersonal Sensitivity/Awareness--Influencing /Negotiation--Oral Communication / Listening Skills--Self-Confidence--Attention to detail--Initiative --Persistence--Achievement Orientation--Applied Thinking /Problem Solving --Planning and Organizing --Communication – Written/Spoken--Teamwork  --Adaptability--Creativity--Technology Oriented--Applied Thinking /Problem Solving



Identify Your Competencies 

 Take a look at what you identified as 
accomplishments. 
 

 List the competencies that went into 
making it happen. 



Identify Your Competencies 

        …and match them to the job            
   requirements. 
 

 
 

Presenter
Presentation Notes
Notes:At the instructor’s discretion and the availability of Intranet the instructor may wish to demonstrate the access to the Position Description and Critical Job Elements websites from the COL.  



Traditional Versus Behavioral 
  

How would you deal 
with an irate 
customer? 

 
What do you think… 
How could you…If 

you had to... 
 

 
Tell us about a time 

when you had to deal 
with an irate 
customer.  How did 
you handle it? 

 
Give us an example... 

Walk us through a 
time…Describe... 

 

Presenter
Presentation Notes
Traditional interview questions require answers that are theoretical in nature.  The correct answer can be obtained through studying.The Behavioral interview questions require answers that are actual, how you actually accomplished a feat.  They obtain the who, what, why, and how to indicate success.  Even though your interview may be a traditional interview it is in your best interest to answer in a Behavior based manner.



The Opening Commercial 
“Tell us a little about yourself…” 

 Brief remark on background such as schooling, how long 
with the Government, or other item of interest. 
 

 Highlight current position and a bit about your job 
responsibilities. 
 

 Mention one or two significant accomplishments, pulling 
in your skill strengths. 
 

 Mention prior positions, focusing on how they relate to 
the position for which you are applying. 

Presenter
Presentation Notes
Limit to two or three minutes.



 
What are your long term and short term 

goals? 
 
  What can you do for us that someone 

else can’t? 
 
What are your weaknesses? 

Some Common Questions 



Mistakes Interviewees Make 

 Late to interview  
 Lack of tact or courtesy  
 Indecisive or vague responses to 

questions  
 Emphasis on higher grade 
 Lack of interest and enthusiasm 
 Limp handshake  
 Lack of self-confidence 

 
 



Things to Avoid 

 Never disclose confidential information about 
others. 
 

 Never criticize colleagues/managers/others. 
 
 Never take credit for the teams success, but 

take credit for your contributions.  
 

Presenter
Presentation Notes
Reminder:Give credit where credit is due.  If you were part of a group accomplishment explain how your personal actions assisted in the group’s success.



Listen Up 

 Listen to the entire question before beginning 
your response 
Shows common courtesy 
Shows restraint and control 
Shows flexibility 
Allows you to pick up important details about 

the job and the character of the business 
unit 

Presenter
Presentation Notes
WARNING: If you don’t listen to the entire question you just might give the interviewer an inappropriate answer.REMEMBER: Think twice and speak once!!



Telephone Interviews 
 Prepare for a telephonic interview just as you 

would a face-to-face interview.  
 Dress as you would for a face-to-face interview it 

will create a professional attitude and better 
posture and projection. 

 Keep your voice and energy levels up on a 
telephone interview; otherwise you may give the 
appearance of being bored or uninterested. 

 

Presenter
Presentation Notes
Call yourself and leave a message.  This way you will be able to hear how you sound to other people.Practice common questions such as…“Tell me about yourself.”  Tape record yourself 3 days in a row but don’t listen to yourself until after the last recording.  Notice the improvement. 



More on Telephone Interviews 
 Smile as you talk - it will put warmth in your voice. 

 
 Reserve a location where you will not be interrupted. 

 
 Don’t have notes there - it will distract you. 

 
 It can be confusing to know who is speaking in panel 

interviews.  It is perfectly okay to ask who is speaking. 



The Panel Interview 

Assume everyone there is important; don’t 
write anyone off or ignore them during the 
interview. 
 

Pay attention to introductions - use their 
names during the interview. 
 

Give a firm handshake to everyone. 

Presenter
Presentation Notes
Using people 



Know What to Expect 

Two Things Interviewers Look For: 
 
1)  Job Expertise - knowledge, experience,   

technical skills. 
 
2) Competencies - independence, risk-taking 

ability, motivation, honesty. 



And the most important is... 
Competencies 

 
You can learn the technical skills.  

 
You need to convince the panel that you 

are motivated, trustworthy,  enthusiastic, 
independent. 
 
 

Presenter
Presentation Notes
A brief history highlighting relevant work experience.



Keep it Brief 
 Focus on keeping responses to under two 

minutes.  Anything beyond that loses the 
interviewer’s interest.  Be concise, focused 
and specific. 
 

 If they want to know more about a 
particular issue, they’ll ask. 



Keep it Positive 

 If asked negative questions – frame your 
response in a positive manner.  Don’t fall into 
the trap of bashing yourself or others. 
 

 If you can’t say something nice…” 

Presenter
Presentation Notes
OPTIONAL EXERCISE  Provide a sample question and/or statement and brainstorm potential answers.  Invite difficult questions from the participants being careful to provide feedback when suggested responses are inappropriate, abrasive, etc.  How would you respond to:1. I heard Mr. Jones is a tough manager. 	A.  Mgr. Jones & I have a positive working relationship…B.  I have worked with many different personality types…and we all have our own perceptions of others’ styles.



Keep Selling Your Skills 
 Don’t just tell them you’re qualified - prove it 

through examples.   
 

 Who will they remember?  Someone who said 
“Yes, I can do that!” or someone who said “Yes, 
I can do that…I did it previously through….” 
 

 The proof is in the pudding! 



Keep It Relevant 

 Your responses should be framed to meet the 
needs of the organization/office you’d like to join. 

 What do they need?  That’s what you’ve got to 
be able to sell! 

 If they want an apple - don’t sell them an orange 
- tell them about the many assets you possess 
that can make you the apple! 



Keep It On Target 
 It’s okay to ask for clarification on a question you 

don’t understand. 
 

 This demonstrates that you won’t just shoot 
before aiming; a great asset to possess. 
 

 However…if you need clarification on every 
question…you may not have done your 
homework! 



Keep It Organized 
 There may be times when you are asked 

multiple questions rolled into one. 
 

 Break down your response to outline the 
different steps you would take and how 
you would treat each, in order. 

Presenter
Presentation Notes
REMINDER:  Listen to the entire question.Appropriate to ask interviewer to repeat questions



Make a Strong Closing 
 When you are interviewing for a job, you may 

want to ask some questions that show your 
interest in the position or knowledge of that 
Business Unit, such as: 

  
 What is the most important quality that you’re 

looking for in a candidate?   
  
 What is the biggest challenge facing the 

employees in your organization since you 
reorganized? 

  
 

Presenter
Presentation Notes
OPTIONAL EXERCISE:1. You may use this as an opportunity for closing the interview.  Questions to the interviewer should be used as a barometer to determin if you are on track. (similar to a summary question.)2. You can use this time as an opportunity to ask clarifying questions.3. You are your own judge whether to ask questions of the panel .4. If you decide to ask the interview panel a question, be ready to have it turned around on you.



In Summary…. 
Know yourself 
Know how to look the part 
Know the Business Unit’s mission and     

 purpose 
Know the interviewing process 
Use examples to demonstrate your 

 strengths 

Presenter
Presentation Notes
Remember the STAR or SHARE models for consistent and focused responses.



It’s Over When It’s Over 
Don’t let a rejection get you down. 

 
You’ve lost nothing. 

 
You’ve gained interview experience. 

Presenter
Presentation Notes
How many times did Babe Ruth strike out?Babe Ruth Struck out 1,330 times in his career.15.8% of his at-bats resulted in a strike outBabe was successful only 34.2% of the time yet he is in the “Hall Of Fame” OTHER FAMOUS SPORT FIGURESMichael Jordan:Though Michael Jordan scored over 33,000 points (33,454)He failed 50.3% of the time shooting field goalsHe failed 67.3% of the time shooting 3 pointersHe failed 16.5% of the time shooting free throwsNOTE: Perfection is hard to find.



Congratulations, You Did It! 


	Slide Number 1
	Objectives
	Slide Number 3
	What is an Interview?
	What is an interview?
	It’s Not A Nightmare�If You Prepare!
	Your Job During the Interview
	Don’t wait for the actual interview to be scheduled to begin preparing...
	Prepare for the Real Job Interview
	Slide Number 10
	Filter Question
	Position Analysis Sheet
	What Will the Interviewers Assess?
	What Competencies are Required?
	You Don't Get a Second Chance At a First Impression
	Eye Contact �Sprinkler Technique
	Minimize the Nervousness
	Nothing Ventured, Nothing Gained
	Highlight your Strengths
	An Accomplishment… 
	Two Types of Skills/Competencies
	Identify Your Competencies
	Identify Your Competencies
	Traditional Versus Behavioral�
	The Opening Commercial�“Tell us a little about yourself…”
	Some Common Questions
	Mistakes Interviewees Make
	Things to Avoid
	Listen Up
	Telephone Interviews
	More on Telephone Interviews
	The Panel Interview
	Know What to Expect
	And the most important is...
	Keep it Brief
	Keep it Positive
	Keep Selling Your Skills
	Keep It Relevant
	Keep It On Target
	Keep It Organized
	Make a Strong Closing
	In Summary….
	It’s Over When It’s Over
	Congratulations, You Did It!

