The Successful Interview

Step 1: Researching a Potential Employer

The more informed you are about an employer, the better you will be able to answer the questions in an interview and ask pertinent questions yourself. Study the job description, paying special attention to the duties, responsibilities, and supervision described. Talk to people who are currently working for the organization.

Consider the company’s financial status, rank, future trends, purpose, image, customers, history, philosophy, jargon, and legislative or political issues that are pertinent to the company.

Sources to Consult:

· Working Press of the Nation, Volume 5, Internal Publications Directory

· Hoover’s Handbook (available in the Career Services Library)

· The Career Services website at www.hendrix.edu/career
· Professional journals, annual reports, trade magazines, stock reports, public relations material, and the organization’s website

· Job Choices magazine (available in the Career Services office)

Step 2: Preparation

A potential employer will ask you to talk about your past experiences directly. This current style of interviewing is referred to as behavioral interviewing. The rationale behind this method is that past behavior accurately depicts future behavior. So, prepare several stories about how you handle various situations using the STAR technique.

1. Set the scene – explain the Situation and Task.

2. Action – What did you do to solve the problem?

3. Results – What happened specifically as a result of your action?

Some sample behavioral questions:

1. Describe an instance when you had to think on your feet to extricate yourself from a difficult situation.

2. By providing examples, convince me that you can adapt to a variety of people, situations, and environments.

3. Give me an example of an important goal that you set in the past and tell me about your success in reaching it.

4. Tell me about your experience in dealing with routine work. What problems did you overcome in order to focus on the details the job required?

5. Tell me about a time when you were able to successfully resolve a conflict with a co-worker.

6. Thinking back over your college experience, describe a situation in which you were challenged in using your communication skills, and relate it in detail.

Other questions about you:

1. Tell me about yourself.

2. Why did you choose your major? What courses were your favorite/least favorite and why?

3. What are your long-range and short-range goals? How are you preparing to achieve them?

4. What motivates you?

5. How do you work under pressure? Give an example.

6. Who is your hero? Why?

7. What are three of your strengths and weaknesses?

8. What failure have you experienced? What have you learned from it?

9. Are you a team player or an individualist? Give an example.

10. What characteristics make a good manager?

11. Why did you leave your previous jobs?

12. How did you become interested in this field or industry?

13. Why did you select Hendrix College?

14. If you could do anything you wanted, what would you really like to do in life?

15. How do you determine or evaluate success?

16. What is your favorite book?

17. What do you do in your free time?

18. What was the worst thing about college?

19. What have I not asked you that I should have?

Questions about your interest in the organization or company:

1. What criteria are you using to evaluate the organizations for which you hope to work?

2. What do you know about our organization?

3. Do you have a geographic preference? Why?

4. What do you see as the biggest challenge currently facing organizations such as ours?

5. What are the most important rewards you expect from your career?

6. Why did you decide to seek a position with us?

7. What two or three things are important to you in your job?

Question specific to hiring:

1. Why do you feel that we should hire someone with your background?

2. What two accomplishments have given you the most satisfaction?

3. Why should I hire you specifically?

Answering Questions

Before formulating an answer to an interview question, consider applying the following four P’s to your response:

Ponder:
Ask yourself why the employer has asked a particular question. This will help you determine what skill, trait, value, or ability is being measured. Try to respond by highlighting the criteria being evaluated.

Prove:
Prove every statement you make by giving examples. If you say that you have developed excellent communication skills, give examples of situations in which you have used these skills.

Practice:
Practice interviewing. Use the questions above to write out your answers to them or have someone else interview you. Sign up for a mock interview in the Career Services Office.

Project:
Project a positive image if/when the employer gets negative. If you are asked to state one of your weaknesses, do so. Then explain what you are doing to eliminate that weakness and what you have learned in the process.

Step 3: THE INTERVIEW

Arrival:
Find out the exact time and place of the interview and plan to arrive at least 10 minutes early. If you must be delayed because of a dire emergency, call the interviewer to explain the problem and ask for permission to arrive a little later or on another day. Bring an extra resume and a black ink pen in case you need to complete an application.

Appearance:
Be sure you are well-groomed and dressed to project the image you want the employer to receive. When in doubt, dress conservatively.

Greeting:
Greet your interviewer by name as you enter. If you are able, spend some time developing rapport because personal chemistry is a main ingredient in the hiring process. Try to get comfortable with one another. NEVER chew gum.

Speaking:
Express confidence. Although you may be nervous, speak up and do not mumble. Speak freely and naturally. Make sure your good points stand out. Be assertive and confident. Look your interviewer in the eye and keep doing it occasionally throughout the interview. Good eye contact expresses your sincerity, alertness, and lack of shyness. Always be truthful.

Knowledge:
Ask some definite questions about the company that you have prepared while researching the company. Know precisely what job you are applying for. DO NOT SUGGEST THAT YOU WILL ACCEPT ANYTHING AVAILABLE.

Application:
If you are given an application form, be sure that it is filled out completely, neatly, and truthfully.

Committees:
When interviewed by a committee, look at everyone while answering a question so no one can zone out. Before you leave, make sure you have everyone’s first and last names spelled correctly so you can send individual thank you notes to everyone. Also, get their business cards.

Closing:
Be alert to signs from the interviewer that the session is almost at an end. If you still want the job, reiterate your interest to show your desire for the job, and stop. Be sure to thank the interviewer for the time and consideration given to you.

Follow-up:
Provide whatever credentials, references, and transcripts requested by the prospective employer within 48 hours. Write a letter to thank the employer for his or her time, counsel, and willingness to see you. Explain in as few words as possible your continuing interest in the company. Be sure to spell the interviewer’s name correctly.

Common Reasons for Rejection

1. Poor scholastic records – low grades without reasonable explanation.

2. Inadequate personality – poor disposition, lack of poise, timid, too introverted, or a “know-it-all” attitude.

3. Lack of goals, objectives – indecision or poor motivation.

4. Lack of enthusiasm or no initiative.

5. Poor personal appearance.

6. Inability to express oneself clearly – poor voice, diction, or grammar.

7. Overemphasis on money.

8. Condemnation of past employers.

9. Lack of interest in the organization.
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