Tutorial: The Interview
From Application to Interview

You will now have returned the application directly to the person doing the hiring, if possible, either in person or my mail.  You need to remember the name of the person who took the application so you may contact her/him later.  

Once an application is made for a job, your task may be to wait for a call inviting you for an interview.  Frequently, persistence pays.  If you were able to find out when interviews are to be held, you could call a few days early to ask if your name in on the list, for example.  Sometimes, personnel managers appreciate knowing you are keen on getting the job.  

The job interview is the chance for an employer to find out more about you.  This may be your first meeting, and you certainly want to make that first impression into a good impression!

You know that a job interview is your chance to convince the employer to hire you. He knows from your application that you are suitable or he would not have decided to interview you.  Employers want to know what makes you different from other applicants.  Therefore, the questions to you will be purposeful even if you think they are odd.  

Preparing for the Interview

You will want to be prepared for any questions the employer may give you.

Step 1:
Review your résumé carefully.  This may seem to be an odd instruction, but you should have focused your résumé carefully on the specific job for which you apply.  The résumé you gave to the plumbing shop may be different that the one you left at the clothing store because different skills would be expected.
Step 2:
Review the information you have about the position and the company.  If you already know the likely duties and responsibilities, you can be better prepared to speak of your qualifications.  You can be better prepared to give the interviewer the information he is seeking.  If possible, determine the name and position of the person conducting the interview. 

Step 3:
Prepare likely interview questions and your answers.  These should include questions you hope the interviewer will not ask.  If the interviewer wants to know why you were “laid off”, you may want to have a better answer than “I was fired.”  Avoid simple “Yes” and “No” answers; provide explanations.  Your response should be truthful, but they should also be complete.  Perhaps “I was laid off because I could not perform the job fast enough to suit the foreman” would be a better answer. 

Step 4:
Prepare your questions for the interviewer.  Most often you will be invited to ask questions about the job.  You may need to know about hours of work or working conditions, about clothing expected, about your responsibilities to other employees, about training or learning on the job, or about the job description, for example.  Be sure to be tactful—use it as an opportunity to show your interest and willingness.  Do not ask about wages or benefits unless the interview introduces the subject.  You may ask about this if you are offered the job but before you accept it.

Step 5:
Prepare to make an impression.  Select carefully what you will wear.  Arrive on time—or a bit early!  Announce your name and your purpose clearly to the receptionist.  You will be nervous, but prepare for that!  Give yourself time to relax a little on the street or in the hallway, use the washroom, or do whatever else makes you appear calm and ready.  Don’t be in a rush to leave because you promised to meet your friend at 3:00 p.m., for example.  Be cool, stay cool, be alert.  

Participating in the Interview

Your interviewer (and you may be interviewed by a committee) knows you will be nervous and will aim to make you comfortable.  Greet others politely, wait to be seated until told or gestured to do so.  Acknowledge each as they are introduced to you—shake hands if others extend their hands to you.

Most interviews consist of five types of questions:

· Questions about you and your skills, such as

· Tell us about yourself.

· What are you most important abilities?

· What are your strengths?

· What are you weaknesses?

· Why should we hire you?

· What five words would you say describe you best?

· What is you experience in this kind of work?

No matter the question, employers want to know about your skills and abilities and how they connect to the job.  Tell them!

· Questions about your interest in the job and the company, such as

· Which of our services (or products or business) interest you?

· What do you understand about the nature of the job?  …of the company?

· Why do you want to work for our company?

· Why did you apply for this job?

The employer usually tries to find out what you know about the job and the company.  If you answer these questions well, you may be impressive because you did some ‘homework’.  Emphasize how your skills will help you do the job well, or how your skills will help the company.

· Questions about previous employment, such as

· Why did you leave your last job?

· Why do you want to leave your present job?

· Why were you laid off (or fired)?

· What did your last employer think of you?

· What is your opinion of your present (or previous) employer?

Always focus on positive comments.  You will not help yourself if you say negative comments about others.  No apologies are needed if you have little previous experience—everyone needs a beginning job.  Remember that all those tasks on the family farm or in the family business were ‘jobs’, too, from which you have learned much.  Volunteering is always important experience, so is involvement in clubs and groups.

· Questions about your commitment to the job, such as

· How long do you want to work here?

· What are your long-range goals?

· Are you planning to finish high school?

The employer wants to know if you will stick around.  As a student, you will likely be asked about college and career plans.  You may be asked about your school activities and achievements.  The employer may wonder if you are able to work as many hours during exam time, for example.

· Questions about your ability to fulfill specific requirements, such as

· How do you react to criticism?  …to instructions?

· Do you prefer working with others or by yourself?

· Do you like routine work?

· What salary do you expect?

The employer needs to know if you will be suitable for a specific position.  He knows that you will be given specific instructions, but he may want to know if you prefer close supervision or teamwork, for example.

The success of an interview may be as related to body language as it is to information in the answers you give.  The interviewee who has information well prepared but chews gum, looks at the floor, slouches, or fidgets may wonder why the job went to another person.  


Tips for Interviewing:





Find some videos.  Providing you with some ‘real’ interview samples is difficult in distance education print courses.  However, school or public libraries, career counselors, or employment centers may have video programs useful in showing that 





Some videocassette titles that you may locate are


“Room for Five” Series 


“Succeeding in your Interview” (in Vocational Interviewing Series)


“The Seven Phases of a Job Interview”


“Effective Answers to Interview Questions”





Asking librarians or career counselors may produce significant help.








