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Are You Totally Prepared for Your Interview?

(Below is a collection of interviewing tips sourced from experiences and articles. This document is not meant to give you the answers to questions in an interview. Rather we want you to know the general structure and concept of the interview process.)

THE FIRST 10 MINUTES ARE TOP PRIORITY
First impressions are critical during the hiring process. In fact, many executives say they form an opinion about hiring a candidate within 10 minutes, despite spending nearly an hour in the actual interview. The job seeker needs to remember that he or she is being assessed from the minute after walking in the door of the company. The receptionist could make an impromptu comment later to the interviewer about something the candidate did or said.

Experts recommend the following tips to make the best impression during the opening minutes of a job interview.

BEFORE THE INTERVIEW
· Have copies of your resume available.

· BE PREPARED. Check for latest news on the company through the Internet, go to your library, and make a field visit to check the company’s products. Research the company, and learn about its products and services. Read the job description very carefully and know specifically what you have to offer. Interviewers will quickly write off a candidate as lazy when they don't have basic and easily available information.

· Check with your recruiter on the appropriate level of dress. Dress one level above where you believe the interviewer would dress as a sign of respect.
· Get a clear understanding of the position requirements before the interview, but be flexible to what the company may want to offer.

· Be on time. It is better to be 15 minutes early than 1 minute late. Sit in your car and mentally visualize or 'rehearse' how you'll greet the interviewer. This is the same thing that slalom skiers do before the race. Envision yourself making a good impression, and chances are you will.

· Your attitude is important. If you go into the interview with a positive, respectful attitude you will win. 

· As a candidate for a position, you must remember the dynamics of a successful interview: Who is taking the initiative to sell?  Should you sit back and let the company sell you on why they have a great career opportunity? Should you, as the candidate, sell the company on why you are the #1 candidate for the position? In the first couple of interviews the candidate must be the one doing the selling. You are selling for a great offer /opportunity from the company. 

· The “Three E’s” for effective interviewing are ENERGY, your ENTHUSIASM and good EXAMPLES.

· Many good interviewers will ask “situational questions.”  Most candidates will answer these questions with how they “think” they should handle the situation. This is only half of the answer. You need to bring honest real life “mini-stories” into your answer to be effective. Good interviewers present the situation; you must supply the action taken and your results. Tell a "SAR story". Candidates should look for an opportunity in the first few minutes to tell a concise, three-part story. In a SAR story, you tell of a Situation you faced, what Action was taken, and the quantifiable Results.
· Ask someone close to you to assess you for body language, appearance and overall demeanor. Maybe you don't realize that you twirl your hair on your finger when you're nervous or that you lick your lips or forget to smile.

· Candidates often try to "convince" an interviewer of your skills. It is better to "prove" your value with measurable results and accomplishments.

DURING THE INTERVIEW
· Convey enthusiasm. If the interviewer asks how you are, reply, "I'm well and really looking forward to learning about the job and the company". Never tell the interviewer you feel nervous.

· Ask a wise question early in the interview. For example, what is most important in doing this job well? That shows your intelligence and self-confidence in being willing to ask questions early. It also essentially gives you the answer to the test -- it tells you what to stress in the rest of the interview.

· Stick to basic etiquette rules. Sit up straight, don't fidget, smile politely, and speak when spoken to. Smiling and non-forced laughter tends to relax candidates and interviewers. And don't fall into the trap of thinking that just because the interviewer is informal, you can follow suit. Remember that they're in their own environment, and you are a guest.

POSSIBLE QUESTIONS FROM THE INTERVIEWER:

Be prepared for general questions you may get from the interviewer such as:

· “Tell me about yourself” tends to be a nice opening question from the interviewer. It is an icebreaker. Tell the interviewer about yourself professionally, not personally.

· What are your long-term goals?

· How were you able to get today off?

· What are your strengths? Areas for improvement?

· What makes you a good investment in our company?

· What would your current boss say is your greatest area for improvement?

· What would your peers say is your greatest strength or asset?

· Why do you want to leave your current job? (Do not dwell on negative situations about your current boss or company.)

·  What kind of person would you like to work for?

· How can you build a good culture in the company, plant division or department?

QUESTIONS YOU MAY WANT TO CONSIDER ASKING

Often you have an opportunity to sell your qualifications when asking a series of questions during an interview. Preparation prior to the interview is the key and centers on your understanding of the job. Be prepared to ask good questions. A lack of questions often shows a lack of interest. 

· Examples of prior knowledge of the position, culture, and equipment can easily raise the interest level of the interviewer, if you can demonstrate your proficiency in the area. Understand also that your interviewer may also be proficient in your strength. Don’t ask the question just to impress the interviewer; ask because the question is meaningful in your decision making about the company.

· You can often precede or frame a question with your strength for a key area of interest to the hiring company. 

· Example 1 - (Assume you are interviewing for a Production Manager position) If you have a strength in TPM (total productive maintenance), you want to ask "How important is TPM to your production process?"  

· Example 2 - (Assume you have a diverse leadership background and specific, recent examples of continuous improvement initiatives). You may want to ask "I have worked with diverse work teams including seasoned veterans to the new rookies. We recently completed a continuous improvement initiative that increased line efficiencies by 5%. How important are continuous improvement initiatives to your production process? 

· Example 3 - "From my experience when I have changed responsibilities I know that there are some quick, short term gains to be had and some longer term opportunities. Can you share a few of the current short term and longer term opportunities?" 

· Example 4 - Production Supervisor position – Knowing that a company expects Production Supervisors to understand PLC’s (programmable logic controllers) for line efficiency improvements and assuming that you have good PLC skill, may lead to “Do your Production Supervisors actively work with Allen Bradley PLC’s?”

· Example 5 - Quality Control Manager position – Knowing that the Quality Control Manager is responsible for 3rd shift sanitation issues, may lead to “Do you have a Master Sanitation Schedule?”

· Example 6 - Engineer position – Knowing that the position is project engineering and that a good project engineer must aggressively manage the scope, cost and time schedule of the project, may lead to “Do you use VISIO PRO software to chart your project?”

· Ask a good closing question of each interviewer, such as “I have enjoyed the interview (only if you truly did enjoy it). Are there any qualifications you are looking for in the ideal candidate that we haven’t discussed?” The response from your interviewer may allow you clarify a previously discussed area, while the interviewer is still engaged in your interview.

· If you do not know what is expected from a successful employee or details of the position, ask the interviewer early in the process. “Can you share with me your expectations for a top performer in this position?” and then just listen.

· Other questions you may want to use:

· Why is the position open?

· What is your (interviewer's) background and how did you get to your position in the company?

· As your _____ (name of the position you are applying for), what is the first opportunity or problem to be addressed? Is it _____? (Suggest a few possibilities to show you know a little about the position).

· How is success measured for this position?

· How can I best ramp up quickly in the position to help you (your boss) achieve your goals?

· What is the possible career path, if I can exceed my boss’ (your) expectations? 

· Comment on current news that you discovered about the company such as new products, new construction, downsizing, earnings, etc.

· Write your questions, so you don’t forget them for a telephone interview.

· Questions you ask should help lead you to a decision. Ask questions in an honest, sincere manner to learn; don’t ask questions just for the sake of asking questions. 

QUESTIONS NOT TO BE ASKED IN THE EARLY ROUNDS OF INTERVIEWING:

· What is the salary range?

· Exactly what are the benefits and relocation package?

DO’S AND DON’TS OF YOUR INTERVIEW:

· For either a telephone or in person interview have your resume available. During a telephone interview your resume will spark examples of “mini-stories” and accomplishments to share with the interviewer. During in person interviews additional copies of your resume can be given to new interviewers.

· Sometimes an effectively written, non-proprietary "accomplishment book" with samples of your work can help.

· Leave your cell phone in the car.

· During sequential interviews you may get the same situations and questions; it is advisable to give the same answers. 

· Each interviewer is a new interview. Be prepared with the same level of energy and enthusiasm for the last interview as the first interview.

· Firm handshake, smile, make good eye contact, and use good body language.

· Remember that “No” is an acceptable answer, just as is “Yes.” If this is not the right opportunity for you let your recruiter know early in the process.

· Don’t assume the company knows everything about you or even has thoroughly read your resume.

· Never tell an employer you can do something unless you can demonstrate that you have done it in the past. It is advisable to tell the company you can learn the skill.

· If the company is paying for your interview expenses, be conservative. Don’t add movie rentals, gift shop purchases, etc. to bill.

· Remember a facility tour or lunch is an interview situation. If you go to lunch order a light meal that can easily be eaten while in a free flow conversation. Demonstrate enthusiasm and interest during a facility tour.

· Don’t smoke during or immediately before the interview.

· Thank the interviewer for taking time to interview you. Mail or email a thank you note to each interviewer after the interview. Spell check your thank you notes.

CALL YOUR RECRUITER AS SOON AS POSSIBLE AFTER THE INTERVIEW. YOUR FEEDBACK IS IMPORTANT.

SELL YOURSELF, BE NATURAL, BE HONEST. 

	

















