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Preparing for Your Interview

It's not always the most qualified candidate who gets the job - it's sometimes the candidate who has done the best job interviewing.  The successful interview begins long before you show up at the company's door.  You should be prepared to answer and ask questions.  You should attempt to know as much about the company as the person who is interviewing you!
Pre-Interview Preparation

· Setting interview goals - Your main objective in going on an interview is to get an offer.  You cannot evaluate a position or worry about fringe benefits unless you have an offer.  There will be plenty of time after an offer is extended to worry about those details.
· Research - It is important to research the company's products, markets, sales volume, locations, position in the industry, plans for expansion, financial condition, etc.  Use manufacturer's directories, industry-specific publications, annual reports, and of course, the internet. 
· Develop questions - Prepare questions based on the information you gather.  Let the interviewer know that you've done your homework.  It is completely proper to bring a list of questions with you that cover all areas of concern.
· Prepare answers - Be prepared to answer questions about your background.  Have someone rehearse with you.  Ideally, you should videotape yourself and critique your answers and mannerisms.
Dressing for Success

· No matter if you are going into a manufacturing facility or a corporate office, a suit is the proper dress for an interview (unless specifically requested by the interviewer).
· Make sure your shoes are polished.
· Fingernails - clean and trimmed.  Women should avoid flashy nail polish and very long nails.
· Resist the temptation to wear perfume and bright colors.  Cover those tattoos.  You want the                interviewer to focus on your skills and accomplishments, not your appearance.
· Leave your topcoat and hat outside.
· Briefcase and/or computer go on the floor beside you.
Selling Yourself on the Interview

· NEVER arrive late for the interview.  If you cannot be on time for the interview, how dependable could you be as an employee?  Arrive at least ten minutes before the interview begins
· Walk into the interview as if you had something to accomplish.  Shake hands firmly, give your first and last name
· Speak and smile to all employees
· The interview is basically a sales presentation of your background and qualifications.   Recruiters always try to sell the benefits of their candidates - but it is up to you to make the case for why an employer should hire you.  When you walk into the interviewer’s office, become aware of the interviewer's personal style (office decor, adjectives he/she uses, awards on the wall, etc.) and answer questions appropriately.  Try to use some of his/her own words to describe yourself.  Example: An interviewer will usually start the interview by describing their position opening or their department.  They will use words such as "self-starter", "creative thinker", etc.  At some appropriate time, use these same words to describe yourself
· After the employer's "at ease" speech, they usually will ask, "Tell me about yourself."  Turn this question around, "That's why I'm here, where would you like me to start?"  Some people are only interested in your professional background while others want to know your entire life history.  Plan a five-minute presentation that highlights your educational and career history.  Include each position in terms of duties, responsibilities and accomplishments
Answering Questions

· You should be prepared to answer every question in terms of your background, geared directly to the position to be filled.  Even if the majority of your experience is unrelated, focus on those parts of your background that are relevant to the interview.
· Use words such as increased, decreased, and saved, and use percentages and dollar figures whenever factual. 
· If you are not sure of a specific dollar figure or percentage, use the word "approximately".  It is better to guess than to not apply a number to you accomplishments.
· Let your past achievements promise future contributions.
· Tough questions usually focus on reasons for leaving and quality of performance.   Be factual and relate answers to decisions beyond your control, limited opportunity, lack of meaningful work, no authority, etc.  You should have written answers prepared that are brief and respond ONLY to questions asked.  Do not volunteer unnecessary information. Never talk badly about any of your employers and never apologize.

Keep these three steps in mind when answering questions:
· Make sure you understand the question.  Never guess.  If you're not sure what the interviewer wants, ask for clarification. 

· Give your answer in terms of your background as it relates to the position for which you are interviewing. 

· Emphasize results using key words such as, “As a result…or which meant…” and then add numbers to your accomplishments. 

Asking Questions

· Prepare questions about the company and position.  Make sure your questions require an   explanation.  Yes or no questions leave awkward pauses.
· Don't interrupt the interviewer.  Be a good listener.
· Avoid questions about salary, fringe benefits, vacations, etc.  Those questions come AFTER an offer has been extended.
· At an appropriate time, ask the interviewer about his/her background and their history with the company.  This question will attract the employer to you and it will enable you to evaluate the person for whom you may end up working.
The Salary Discussion

· When working with a good recruiter, they will help you with salary negotiations.   This allows you to concentrate on the technical aspects and landing an offer.  
· If you are required to fill out an application, write “Open” or “Negotiable” when asked for salary desired.
· During the interview, try not to answer questions about anticipated or desired salary.  Below are two examples of how to gracefully avoid the question:
1. "I don't know enough about the opportunity at this time to put a dollar figure on it." 

2. “I am open to a realistic salary – subject to growth.

· You could actually lose money by quoting too low, or you could miss out on an excellent opportunity by quoting too high.  Let your recruiter do their job.
· The appropriate time to discuss issues of compensation is when a firm offer is on the table.  Don’t bring up the topic prematurely.  Take time to learn about the company and the open position.  In the end, money isn’t everything.  Career satisfaction comes in many forms (opportunity for growth, a collaborative team environment, etc).  Most individuals are seeking positions due to issues other than financial matters.  So during the interview, concentrate on what really matters-the responsibilities of the job at hand.
Closing the Interview

· Most people leave an interview without knowing what will happen next.  Get a commitment for further action from the interviewer before leaving.
· If you are interested in the position - ASK FOR IT.  "Based on our conversation, I am very interested in your position and know I can do a good job.   What is our next step?"  Many employers will make an offer, not to the best candidate, but to the one who they know will accept their offer.  Remember, the interview is a presentation of you.
· If an interviewer says he will call you, turn it around.  "It is difficult for me to take calls during the day.  When can I call you, Monday or Tuesday?"   Then establish a time.  
· Ask the employer for his card and literature about the company.
· Confirm the call back time.
· Shake hands, make eye contact, thank them again, and leave.
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