Interviewing Notes
What matters in a job interview:

45% Packaging- application, résumé, dress, body language

35% Responsiveness- behavior, answering and asking questions

10% Experience- work and volunteer
10% Miscellaneous

Interview- a formal meeting in which people obtain information by asking questions

Some types of interviews- job (to apply for employment), school (to speak with an admissions counselor about attending college), informative (to collect data about a specific subject)

Interviewing Vocabulary 

Interview- a formal face-to-face meeting between two or more people to share information for a specific purpose

Behavioral questions- questions asking for specific examples or descriptions of actions taken in the past

Qualifier questions​- questions asked by interviewers that would determine if an interviewee meets certain qualifications for a position

Personal questions- questions asking for the background and personal qualities of the applicant

Résumé- a summary of one’s academic and employment background as well as job qualifications

References- other people who can speak about an individual’s personal and workplace qualifications

Types of Questions:

· Questions that request information- seek details about current status, background, interests, or goals

· Open question- requires an explanation to answer, encourages a person to talk at length, to share feelings and impressions

Example: How did you first become interested in medicine?

· Closed question- requires a one or two word answer; used to obtain specific information quickly



   
 Example: Where did you do your internship?

· Questions that probe deeper- ask for more information about something previously stated 

Example: What was it about being in medicine that interested you?

· Questions that check for understanding- questions to check that you understood what the interviewer said about a topic

· Questions that require you to take a stand- check how you respond under pressure

· Leading- suggests the answer you expect or desire

Example: Doesn’t it upset you when a patient refuses to follow orders?
Completing an application for employment:

· Complete very neatly

· Use a black or blue pen that lets you print without blobs or smudges

· Avoid erasures and cross-outs

· Read the instructions before writing- the way you follow directions indicates the kind of employee you’ll be

· If a question does not apply to you, make a short dash or write in N/A for not applicable

Creating a résumé:

Résumé- a formal business version of your personal inventory

Present information in a clean, simple, uncluttered form

1. Identification- Name, address, phone number, email
2. Objective or job goal

3. Education and training (list name, address, and phone number of school; grade level and GPA; activities and honors won; special job-related skills you might have such as knowing a foreign language or computer skills)

4. Work history (list most recent job first and work backwards- list name, address, and phone number of each employer; month and year of dates of employment; responsibilities of each position)

5. Personal data (clubs or organizations you belong to outside of school; leadership positions; hobbies and outside interests such as sports teams or volunteer service)

-References on a separate page (former employers, teachers, clergy, adult family friends with phone numbers)

Tips for writing a résumé:

· Be positive. Show confidence in your abilities and experiences.

· Be brief. Try to keep your résumé to a single page. Use the most important details.

· Stick to the facts. If you can’t back it up, don’t write it.

· Use clear language. Use active verbs. Phrases should read smoothly.

· Stick to your goal. Emphasize the education and experience that best match the work you seek.

Things not to include in a résumé:

· Money- mentioning it too soon eliminates the possibility of negotiation

· Reasons for leaving other jobs- leave that for the interview

· A photo of yourself- unless you are applying to be a model, the interview is the only time the employer needs to see what you look like

Résumé Templates for Microsoft Word Users
To access résumé templates from your computer: Open Microsoft Word, and then click on: File, New, Templates or New from Template
Click on either: Templates on Office Online (browse a large selection) or Templates on My Computer, Other Documents (four résumé templates)
To access the Microsoft Résumé Templates online:
Visit Microsoft Résumé Templates, browse the résumé templates, and then click on the résumé title to preview the resume sample.
Click the Download Now button, and then follow the instructions to download the résumé template to your computer.
Use the Résumé Template to Create a Customized Résumé- Once you have downloaded or opened a résumé template file, type over the text in the file to create your own personalized résumé.
Interviewing

Information & Laws to Know

EEOC- Equal Employment Opportunity Commission- does not permit questions pertaining to personal information such as marital status, plans for children, sexual orientation, religious background, etc.

Civil Rights Act of 1964- forbids discrimination based on race, national origin, religion, or gender

Americans with Disabilities Act of 1990- companies with 15 or more employees must give equal opportunity to people with disabilities when hiring and promoting, as well as accessibility to company

Family Leave Act of 1993- companies with 50 or more employees must grant an employee up to 12 weeks of leave per year to take care of a family member with a serious injury or illness

Equal Pay Act of 1963- mandates that men and women performing the same job must be given the same wage 

Pregnancy Act of 1978- women must be given time off for pregnancy or childbirth and a position must be available to them when they return (either the same one or an equal one)

Unlawful Questions


Some questions are inappropriate and even illegal to be used in an interview. Here are some examples of questions employers should not be allowed to ask you. Interview questions should be restricted to your ability to perform the job.

What is your religion?

What church do you attend?

What religious holidays do you observe?

What is your ancestry?

Do you have any children?

Are you married or do you live with someone?

Are you pregnant?

Do you plan to have children?

With which political party are you affiliated?

What is your sexual orientation?

Do you have a physical disability?

How much do you weigh?
Note: Questions such as “Are you in good health?” “What do you do to stay in shape? And Do you have any physical problems that may limit your ability to perform the job are perfectly legitimate questions because they are related to your job performance.

If asked an illegal question, you have three options:

1. You can answer the question- you’re free to do so; however, if you choose to answer an illegal question, remember that you are giving information that isn’t related to the job; in fact, you may be giving the “wrong” answer, which could harm your chances of getting the job.

2. You can refuse to answer the question, which is well within your rights. Unfortunately, depending on how you phrase your refusal, you run the risk of appearing uncooperative or confrontational.

3. You can examine the question for its intent and respond with an answer as it might apply to the job. For example, the interviewer asks, “Who is going to take care of your children when you have to travel for the job?” You might answer, “I can meet the travel and work schedule that this job requires.”

Materials to Take With You for Interview

· Extra copies of your résumé

· Samples of work (for some jobs)

· List of questions to ask

· Pen/paper (for note-taking during interview)

· Vita on references (separate sheet from résumé

· Attaché case/ briefcase for a professional look

Employers are looking for:


Confidence- stand or sit up straight, head up, shoulders back, use gestures


Enthusiasm- make eye contact, lean toward the interviewer, be alert and energetic

Dependability- be on time, have all necessary materials (pen, résumé, references)
Dress for success:

Avoid:
Dressing too casually (jeans)

Women- no short skirts

Men- no earrings

No body piercings 

An outfit that doesn’t match

Clothes that don’t fit

Uncombed hair

Overdone makeup

Dirty fingernails- or overly long nails

Clothes that are too revealing

Unpolished or rundown shoes

Men- no white socks with dress shoes

Wearing excessive jewelry (too many rings or bracelets)

Boys: Button down, collared shirt; dress slacks with belt; dress shoes and dark socks; a tie is always a good idea!

Girls: Dress; skirt and blouse or dress slacks and blouse; hose, dress shoes. No short skirts or dresses or low cut blouses; keep nail polish subtle colors and neat

All: No casual sandals, flip flops, or tennis shoes. Make sure you do not wear jeans, shorts, or revealing clothing. Hair, makeup, and jewelry should be kept simple and conservative. Avoid wearing too much perfume or cologne. 

· Conduct a “mirror check” immediately prior to the interview (check hair, makeup, zippers, for crumbs, food in teeth, etc.)

Mistakes that could cost you the job:

Poor personal appearance- needs hair cut, wrinkled clothing, dirty fingernails, shoes not shined, white socks, mismatched clothes, presents an extreme appearance

Lack of enthusiasm- indifferent attitude

Overemphasis on money- only interested in best dollar offer

Condemns past employers- bad boss, unfair treatment, etc.

Lack of eye contact- failure to look at interviewer when he/she is speaking

Weak handshake- a limp, fishy handshake. It should be firm and friendly

Unwilling to work at location where needed

Arrives late to interview

Failure to express thanks for the interviewer’s time

Asks few or no questions about the job

Overbearing, overly aggressive, conceited with a superior or “know it all” attitude

Inability to express oneself clearly- slang, bad grammar, mumbling, speaking too softly, too many fillers (“you know”)

Lack of planning for a career- no purpose or goals

Lack of confidence or poise- nervous

Failure to participate in interview- failure to pay attention, letting your eyes wander

Unwilling to start at bottom- expect too much too soon

Make excuses, evasive

Lack of tact, discussion of personal matters not related to the job

Lack of courtesy- ill mannered, crude language

Lack of vitality- slouchy walk, lounge in the chair

Lack of maturity- childlike opinions and attitudes

Indecision- weak answers to questions

Sloppy application form

Merely “shopping around”- no particular interest in job at this time

Low moral standards

Narrow range of interests

Inability to take criticism

Lazy- interested only in the unchallenging, easy job aspects

A domineering manner “vise-like” handshake

Chewing gum

Wiggling, can’t sit still

Appear clueless about the organization
Interview Performance Tips
· Arrive early

· Introduce yourself in a courteous manner- greet the interviewer by name and shake their hand- have a firm handshake

· Offer your resume for them to look over

· Wait to be seated until they offer

· Be sure to have a smile and pleasant, friendly attitude

· Use body language to show interest- smile, nod, give nonverbal feedback to interviewer

· Use your best verbal and nonverbal communication skills

· Maintain eye contact

· Have good posture

· Don’t fiddle

· Don’t criticize past employers

· Don’t evaluate past jobs- simply describe them

· Ask questions about the company

· Plan your interview attire in advance

· Be honest- don’t try to cover up mistakes. Instead, focus on how you learned from them

· Do not smoke, chew gum, or eat candy

· Don’t play with items on the interviewer’s desk or put materials on the desk.

· Express thanks for the interview

· Ask the interviewer for a business card and send a thank you note (or email) as soon as possible

Sample Interview Questions
· What training do you have that qualifies you for this position?
· What is your greatest accomplishment?
· Please describe a mistake you have made and what you learned from it
· Why did you leave your last job?
· What are your career goals?
· What can you contribute to this company?
· Please describe yourself.
· What are your greatest strengths?
· What are your greatest weaknesses?
· What are your short term and long term goals?
· What did you like most about your last job?
· Why do you want to work for this company?
· Why should we hire you?
· What frustrates you?
· What would you like to avoid in future jobs?
· What motivates you?
· What obstacles have you overcome?
· What are your salary requirements?
· What do you know about our company?
· How would you handle the following situation...
“Do you have any questions?”

If you answer, “No, I think you have covered everything,” you are making a big mistake. Most interviewers judge your interest, intelligence, and personality by the questions you ask. Questions give you the opportunity to:

· Show your interest

· Learn more about the company, its products/ services, and history

· Learn further details about the job, the people, and the most important attributes desired

· Get to know and become friendly with the interviewer and increase your odds of getting an offer
Questions to Ask Interviewer

How much choice would I have in selecting a location?

How do you evaluate employees?

Tell me about a typical workday for this position.

How much supervision would I get as a new employee?

What is the most unique characteristic of your company?

Tell me about the people I’d be working with.
What training would I receive?

What do you like most about the company?

What are the most important duties of the position?

How is an employee promoted?

What has the company’s growth been in the past five years?

Why is this position open?
Then clearly express a desire for the position. 
NOTE: Avoid asking questions about money, benefits, and time off in the first interview. The objective to most questions is to show how you care about doing a good job. Ask not what the company can do for you, but what you can do for the company!
Interview Follow-Up

Follow-up is critical. It is an opportunity to build upon your first impression. Many companies wait for your follow-up, and eliminate anyone who fails to do so.

Follow-up letter:

· Within 1-2 days of interview

· One typed page expressing appreciation for their time and restating your interest in the job with a brief recap of how your qualifications meet the needs of the company. Close with another statement of your strengths and your belief that you can perform the job successfully. 

· Be sure to show appreciation for the interview, a continued interest in the company, willingness to answer more questions, a positive attitude, and include any additional requested information.

Sample:
James Dalious

838 Marian Way

Chapel Hill, NC 27599

(919) 555-1959
jamesdalious@yahoo.com
Dr. Joan Nagle

Technical Design Group Director

Casey Engineering Systems Inc.

81796 Gulick Road

Charlotte, NC 28235

November 15, 2000

Dear Dr. Nagle,

I want to thank you very much for interviewing me yesterday for the associate engineer position. I enjoyed meeting you and learning more about your research and design work.

The interview strengthened my enthusiasm for the position and interest in working for Casey. I believe my education experiences fit nicely with the job requirements and I’m certain I could make a significant contribution to the firm over time.

I would like to reiterate my strong interest in the position and in working with you and your staff. You provide the kind of opportunity I seek. Please feel free to call me at the telephone number listed above if I can provide you with any additional information.

Again, thank you for the interview and for your consideration.

Sincerely,

(Sign name here)

James Dalious
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