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%tervz'eﬁnj is one qf‘ the most :l}mamz'c ﬁrm.f 'if business and Jaroﬁmn’ona/
communication. Jhe interview jz’ves you a chance to prove to a Jaotentl'a[
emf/g}/er that you are ctgaaffe, comfetent and’ quafzﬁet[ 7/&91‘(?%7‘6, it s
important that you Jearn as much as you can about interviewing in order to

tﬁéctz've{}/ market }/oum‘e/f\ Juﬁnj an tnterview.

y/l‘rcuj/ldout this and other tareer ﬁenter articles you will ﬁmf ”mme @ut”
boxes that provide fints, reminders and suggestions related to the topric.
3ym[c/.f are JeﬁneJ as ﬁfﬁm/s:

& «-\Z;om[J Cftuﬂ:you should not J&)
* 3ufemtar céStuﬁ[ Gtuﬁ “you should de, )
IL!_!Jl onmm(m {now‘ﬁetf e (stuﬁ\ you should) 161014’)

B INTERVIEW FORMAT

W; two interviewers or interviews are ever alike. %Wever, a t'}/fica/ 30-minute

Jcreem'nj interview wz'//jfv//ow a ﬁmat stmilar to this:

*  Greeting and Introduction
The ﬁr.rt féw‘ minutes «f an interview u.ruafrf}/ consist o]p a ﬁm fandskake,
a quz’cf and’ fr(?fé&n'ona/ introduction and some small talk to develop a
rapport hetween you and the interviewer. :7‘2;59 sure you smile and that
your initial Jareoentatz'on of‘ ]ourJeﬁ“ 75 Jmm’tz’ve. 51:‘ Fas been said that an
e'mf/tz}/er spends  the ﬁr.st minute (f the interview Jeveﬁsfz’nj an
impression v?f you and’ you ﬂaent[ the rest of the interview conﬁmz'nj their

impressions or cFanjinj those impressions.

*  Overviewing the Position and Interview
TAfter the greeting, the employer may begin the interview by giving you an
idea of how the interview will proceed. Jn some cases, the interviewer will
briefly describie the position and/or the erganization. Jhis may Jast about

three to ﬁve minutes.

* Answering the Interviewer's Questions
Thits is the "heart" of\ the interview where the interviewer asks you
4lue§tion.r. This section (y“ the interview will ?}/Jaz’ca//] Jast about 15-20
minutes. j}} ajocfinterview, you will be tafk‘z'nj a[out]of ?ft/l‘e time and
the interviewer will be /z'&tenz'nj. rgoememier that this is your chance to
elaborate on your 7uaf1ﬁcaticn.s‘ cﬁgﬂ*r to the %ﬂswerinj dgyestions
section of‘ this article to Jearn how to handle interview Yue.rtio:mr

ejyéctive‘f}/.

*  Asking the Interviewer Questions
5;1 most cases, the interviewer will turn the tables and jz've you an
gfgmrtunit] to ask questions. %fwgy& ask questions. ogg%re the
interview make a fist ofa[out zo(potentia/guestion&'}mu would fike to ask.

217.424.6294, Fax: 217.362.6407

fgome v?f these Yueatz'o:n.r may be answered l[urz'nj the course ?f the
interview. %Wever, you should still fave a féw‘ joof iruestz'on.s remaz'ninj
z'n}/our fist. gffa:n to ask three toﬁve que,rtz'ones that refject(yourgenuine
interest in the position or orjanz'.zatio;n. %u may afso want to ask the
interviewer to Jarovz't/é additional inﬁrmm'on about a topic discussed
lfurinj the interview or rf;f;ar to inﬁmatien you Jearned” z[urinj your
em]afo}/er research. Jhis will communicate to the interviewer that you were
/;Jteninj and prepared ﬁr the interview. %u will frave about three to ﬁve

minutes to ask yueJtionJ.

*  Closing the Interview
ﬁ will take about three to ﬁve minutes to b_rz'nj the interview to a close
tﬁer you fave asked your Yue.rtz'onJ. The interviewer may cutline what
you can expect to /t‘tgg]aen next in the emf/o]ment _process and/or invite
}/ouﬁr a second interview. JShank the z'ntervz'ew‘erﬁr /I;'J/A‘l'?r time and
end the interview wit/:aﬁz'entﬁ'}/ smile ant[anct/&arﬁm handshake.

TIME OUT
R Testing

Some emffg}/enr requz're interviewees to take standardized tests. Jhese tests
can hbe used to measure a van'et] #’ Bona  Fide @ccufﬂtiona/
égya/ifz‘cution,f ( »B "F’C’)‘Qg) ﬂ&uaf{}/, these tests measure skill Jevel in

.yaeaﬁc areas.

B TYPES OF INTERVIEWS

s an interviewee, you may ﬁmf ]our&e/]“ in several Jiﬁérent interview
sttuations. ?ﬁ?re are a féw‘ e.xamffe& ?f Jaote;ntiaf ?}/Jae& t?f interviews and a féw
juit@/z'new ﬁr each:

¢  The One-on-One Interview
gjmﬁaﬁ/j/ the most ﬁeliuent/j/ used interview, this meeting incorporates an
individual approack to the interview process. ﬁ/fowinj the guidefines
fisted in the ”E‘cgbf%y g W&T’jﬁ%ﬁ? " section «f this

article wi/{]arg}oare  you to excel in this ?}/Jae of‘ nterview.

*  The Panel Interview
In apanel interview, you will be interviewed by several individiuals at one
time. Interviewers may take turns asking you prepared guestions. Jfyou
are being interviewed lz_}/ a Jmne/: refax, geta féef ﬁr the  group z‘[ynamic.f,
and’ Eeg/y commumnication fines open lr}/ fen'ozﬁcaf{}/ ma@'nj eye contact
with all panelmembers as you respond to guestions.

*  The Satellite/On-Line Interview
L‘77; an eﬂ{vrt to save time and mone}/, mnm}/ emfﬁv}/er& are confuctinj
satelfite or on-fine computer interviews. yj/(]oz’ca/'/}/, in this type of‘

interview the interviewee is Jittz'nj in ﬁont of\ a camera that is attached to a



computer or television and communicates with the interviewer who jz've the tour Jeader your undivided attention and ask z'ntereo‘tz'nj

communicates u!s‘z'nj stmilar tecﬁ'nofgz}/‘ 7ue.stion.f‘
The Group Interview

The Qrouf cqrvtterw'ew is almost the comf/ete (yafo.site (7“ the f anel

Jnterview. In the ZZ’ronga nterview there is one interviewer and several

nterviewees. cga.sz'ca//'}/, interviewees ”comfete” to see who will .ru;ﬁce as TIME OUT

*  Thank-you Letters and Notes

Note the names and positions of everyone you meet during an interview.

Z‘Tlfank‘:}/ou Jetters (tyfezl) should be matled to every person who interviewed”
you within 24 hours of your interview. Gensider sending handuwritten thank-

the Jeader of the group. Jhe person who answers questions professionally
and’ zlz’fkmatz’ca//y wins the competition and the right to continue in the
interviewing process or to get the job. Jhis is frequently used when an
emffo er has many Jaeg]qﬁe to interview and féw feg]aﬁe to conduct the
you notes to_people you met throughout the duy but who did not interview

interviews.

you (z’ e. support Jtaﬂ)nem[em‘ anz[tourjuz'zlés)

*  The Meal Interview
Treyuentrfy utifized b:y business Jar(?ﬁ.m“ionﬂ/:f, the 57(2211/ Interview will

give the interviewer a sense g‘:}/our ab-i/z'z:‘y toﬁ;nction in Jocia/Jettz’an. . ANSWERING QUESTIONS

oZ;ru.fF up on your table manners and rules ?fjar(?ﬁasa‘iwnaf etiquette, order

non-messy jv‘mll:s‘, treat your server with reeyoect, and order a mot/érate/}/
The way you respond to interview questions tells the interviewer whether or not
priced meal. Svoid d}z'm@'nj aleokiof because even a féuf ounces can Jessen
you are quﬂ/zﬁeJ and can handJe the Jaom’tz'on, %reﬁre, itis im]mrtant to know
your an’/z'L"}/ to maintain a frt?ﬁser.fiona/ demeanor.
what types «f questions may be asked” and” what responses are appropriate.
TIME OUT ﬁ{aﬁyr& ﬁrmu/;t;nj an answer to an interview queJticn, consider @f&iﬂj the
Sowin SsT espornse!
*  Panache That Pays Jellewing feur I te your respe
jj‘.}/ou need to ”ﬁ'rué‘/l‘/uf " on your business anJJar(fe&Jz’ona/etiquebie,Jofan Pond
® onder
to attend the G. Genter' S Dini &5 fonal Etiquett
% , e ¢ , areer en, or s annud g , ro‘]y%JJ‘mml Fquette ;iz,(;k‘ ‘}/our.fe‘ff' W@ the emfk]er has a.sk‘etf a yueJtz'cm‘ 272‘13 will Ade[f you
inner. 37;1& w‘ork:f/fg]a 28 Jare.fentet[ b:}/ :&jt. IouzJ ftzguette (Ccn.ruftant
" " determine what skill, trait, value or tlﬁz’/z't'}/ 7s Fez’nj measured. j;y to
azcaria fvenli’nj. (Cyn'eer of‘ fer book f anacke Jhat gfaya are avatlable
respend to the question b:}/ /Idlj/:ﬁjﬁdtl'n 1g the criteria that is being evaluated.
in the Gareer Genter ﬁr $8.004a copy-

. Prove

The Telephone Interview

fmfﬁa}/em If}/fz'ca/'/}/ use the y;/g]a/fone cqrvtterw'ew as a Jcreem'nj
interview ﬁgﬁvre deciding who to interview in person. This can be a very
Jz'm(]o/e interview but the interviewee must be ctlr(?fuf to gyaeak' c/ear'/}/.
fisten attentz've{y and communicate Jz'ncere{y on the te/e(]a/fone since the
interviewer does not have the a[i/z'?}/ to read 501/3/ /anjut‘lje on the
teﬁs-ffone. EE caref‘u/ to eftminate egaeaf ticks such as "um," "and]" " K"

gsrove every statement You maEe. Jj‘ you say that you have t[evefg]aet[
excellent communication skills give eacamf/éa ?f situations where you
utifized these skills. jf you cJaim that ﬂZ/fz’;@n ﬂniver&h?}/ fas
provided you with an outstanding, well-rounded education, discuss the

curriculum reguz'rement,r.

e  Practice

" ”
uk}ww‘, etc. L, ., , , .
S Practice interviewing. Ohre good way to get started is to obtain a fist (f
TIME OUT Jam]afe interview 7ue.ftz'on.r and write  your responses to these 7ue.ftz'tm.r on
paper. fzﬁ't your responses untif you are comférta[/é with them. Galf

*  Telephone Interview Notes

Wﬁ‘ﬁ’]( fartiafm'nj na tefef/ﬁme interview, fay your rgférence materials
on a table in front 'if.}/ou. These materials could include a copy oj:}/our
resume with refevant z';nﬁmatz’on /té'y/tﬁ'y/r%el r;%/.m, zf’ you anticipate 5ez'nj
asked some '%}/Jaz’ca/’ ' interview Yueest‘z'ons, you can prepare answers. avz'nj
responses written down can increase your interview comﬁrt Jevel so you can

ﬁcu.f on your tefef/fbne communication skills.

our o]ﬁclce to schedule a mock Garactice) interview with a Jtﬁ member.

*  Project
%‘vy'ect a positive image even when the fue.stz'om'nj _gets negative. ﬁ you
are asked to state one ?f your weak}teeme&, do so. %Wever, e.?gafm'n what
you are t[binj to efiminate that weakness and what you fave Jearned in the

fTOCeJJ\
¢  The Follow-up Interview/On-Site Visit TIME OUT
If an employer is interested in continuing the employment process with N Behavioral Interviewing.
you after the first interview, you may be invited for a second interview or b/ type of interview is becoming more and more popular as engp k]er s seek
on-site visit. T tour of the facilities, staff introductions, and multiple to determine whether or net you can actually demenstrate the skills needed
interviews typically churacterize this type of interview. During tours Sor the pesition. Jn a Dekaviera Interview you may be asked to give
specific examples of instances when you kave demenstrated a_particular




skill. Thie premise bokind the Dekavioral Jnterview is that past performance
is an indicator of future porformance (if you did it bofere, you should bo able
to do it again). To be succossful in the bokavioral interview, relax and think
7u1'c£/'}/ drawing upon specific examples from your education and

experiences.

HANDLING INAPPROPRIATE

QUESTIONS

%u mt{}/ be a.fk:etf YuEJtZIOﬂJ rgjanﬁnj your marital. status, age, race, refigious

Joreférence, children, sexual orientation or other issues that are not job refated.

W;t all g[\ these gue.ftz'onef are a/wu:}/.r ifﬁaja/ but all are déﬁnz'teé/ inappropriate

or unethical interview fue.ftion.r because t/rey are unrelated to the J’oﬁ

yuafzﬁctrtz'onw. ?flf;(nd]i'nj these 7ue.ftz'on.r can pose a Jaenﬁmﬂf difermma as you

decide how to regmnt[: There are no Jtrz'ctjuz't[é/z'ne.r toﬁ/fow‘ in (/éa/z'nj with

these questions and; many times t/fey are asked, b:}/ interviewers who are unaware

that the 7ue&tz'on& are inappropriate. %Wever, zf\ you feef uncomﬁrtafﬁa about

a Yue.rtio;n ask yourseff the ﬁffow‘z’nj 7ue.stz'on.f:

Do I really want this job 7

How badly do I want this job 7

De I really want to work for an erganization that asks inapprepriate
questions T

Qﬁoe& the interviewer realize that this questz'on is inappropriate 7

«.\Easetf on your responses to some cf‘ these quEJtionJ you may wisk to:

3.
4-

FEndthe interview.

%5 the interviewer what relevance the gue.ftz'on has to the > position or wﬁ:}/
the question is being asked:

ggfuse to answer the 7uestz'on.

%n.rwer the Yue.rtz'cn with or without regret.

{eg}a in mind, the Wa}/ you fhandle this situation says a Jot about your

(proféem‘iona/z'm and’ maturity. Fvoid being rude and argumentative while

remaz'nz'nj  positive, Jaofz'te and assertive.

B ASKING QUESTIONS

White Yuestz'onzr reyawﬁnj emfar'y and, ﬁeneﬁt.s are considered inappropriate in

a ﬁrst interview, here are some good examffes o]p questions to ask during the

interview:

»

I A

N

How Jong fave  you been With this organization ?

Describe  your career path within this organization.

What do you enjoy most about working for this erganization !
Js there a formal orientation program 7

How soon are you Jooking to fill this position 7

What is the typical carcer path for this position 7

What are some of the biggest challenges fucing this position, this
department or this organization 7

10.
11.

12.
13.
14.

15.
16.
17.
18.

19.

20.

21.

22.

23.

Whe are your major competitors 7

What impact has the recent recession had on your organization

Is travel invelved with this position 7

Wouwld I ever be reguiredto refocate 7

What are the performance expectations for this position T

How frequently is performance evatuated 7

Wl I liave supervisory responsibifitios T I so, Fow many people will I o
supervising 7

What is the crganizational structure of the erganization and where does
this position full within that structure 7

Fow profitable has the organization been within the Jast five years 7

How would you describie your feadership/management style 7

How would you describie the individuals I will be working with?

What kind of‘ training and/or fro/é.m’ona/ ([eve/‘yament  programs do you

lr ave ?

Do you encourage employees to continue working on graduate degrees 7

Is the department or organization comfuten’zez[? ﬂjp so, what hardware and’
software is utifized

Fre any of the emf/o'}/ee.s union members T

?f;?w many emffoyees WorE at this ﬁczlefy ?

GREAT INTERVIEWEES. ..

%e on time

%re dressed ; Jar(?fegﬂ'ona//]

%re Weff jrcomef

?flf;(ve a solid hand shake

Fre Je/fconﬁzlént and assertive

Imile and kave a  great sense 0f‘ frumor

%J‘J‘EJJ‘ excellent communication skills

Demonstrate z'mJoeccab_/é z'nteg:enmnaf skills

%ﬂd‘u’er Yue.rtio:mr Juca’nctfy

Hre aware of non-verbal cues

Gan talk objective/j about their 7uaﬁﬁcation.r without appearing
ﬁca&tfu[

S kiow interest

%ave ty;f/z’cai/e work experience

re fécu&ezf

Hre flexible

Fre > polite and conscientious

generate excitement and enthusiasm

Tre > positive

Gan accept negative ﬁell[ac(

(Carr'}/ extra copies ?f their resumes

(Carr'}/ a notepad in a JaroﬁJJiona/ ertj&/z’o and pen to record tmportant
z'nﬁrmatz'cn

716\/9 documentation and’ rs#érence inﬁrmatz’«m remﬁ'(}/ available
Gan  pass the drug screen

3640//;710'— u]:

TIME OUT

‘-

Interview Expenses




5? “you are invited to interview, in most cases the emffvyer will pay ﬁr ol
refated” interviewing expenses. 3775] may pre-pay the expenses (trave/,
ﬂnljz’n 1g, meals, ete. ) or tﬁ%}/ may ask you to submit receipts to be reimbursed.
;ﬁo not take azli/zmuye g“ the mf/oyer Ju{}/inj expenses. T/ coach--not
ﬁmt cJass. 3tay in business class kotels 61\/01':[ famf}/ suttes in ﬁve—star

fotels and don't order roem .rervz'ce). Crder menu items that are average in

cost--stay away ﬁcm the most expensive item on the menu.

B MORE ABOUT INTERVIEWING

To Jearn more about interviewing:

o 57‘2‘;;69 an appointment to meet with « Gareer Genter Jarofésn’ona/ Jtﬁ
member to discuss interviewing.

b Schedule a 5752206 ,_g;ttervz'ew’ with a frofé.f.n’onu/ thf/‘ member.

o &a{[ a hook on z'nterw'ew‘inj. Several are available in the Gareer
Ii[rary.

g/ edp/Fomopage.o8. Jnterviewing. doc



