


Preparing for an Interview

Introduction

Preparation is the key to a successful interview. Thorough preparation enhances your chances of accomplishing the main objectives of an interview.

A hiring manager's goal is to decide whether or not to make you a job offer by evaluating your experience, accomplishments, skills and educational background, as well as your behavioral traits – motivators, modes of thinking and acting, and your ability to get along with others.  In other words, to find out if you're the right person for the job, what is your potential for promotion and whether or not you will fit the company’s culture.

As the candidate, your goal is to satisfy the hiring manager’s goal, as well as learn those things you need to know about the position and the company culture so that you can make an informed decision about the opportunity - and keep focused on getting a second interview leading to a job offer.

Dress For Success

Men

· A navy blue or dark suit is appropriate for most positions

· White or pale shirt, freshly laundered and well pressed

· A quiet tie with a subtle design and a hint of red

· Shined shoes, over the calf dark socks 

· Minimal jewelry

· If any, mild light colognes only

Women

· Wear a suit or tailored dress in basic navy or gray

· Blouses should be tailored and color coordinated

· A closed toe pump and natural colored nylons

· Minimal jewelry

· Mild perfume, or avoid fragrances totally

· For good posture cross legs at the ankles, not at the knees
Know Yourself

Honestly assess your employment background and develop explanations for any weak points. Prepare a list of tough questions that may be asked, then develop answers to those questions. 

· Why are you considering a career change at this time? 

· What are your strengths? What are your weaknesses? 

· What do you like the most/least about your current job? 

· Why should we hire you?

Many of these questions are aimed at finding out if you have the qualities sought.  Support your answers with specific examples to open-ended or complex questions. 

A great interviewing, and career management, tool follows on the next couple of pages.  We call it the FAB Worksheet.  FAB stands for Features, Accomplishments, and Benefits.  Take some time to think about, and document, all of your accomplishments during your career.  During the interview, as you begin to determine the needs of the interviewer, sell yourself by using the examples of your past accomplishments, and how the features about yourself that led to those accomplishments, may provide future benefits to the interviewer if you are hired.  The FAB Worksheet should be updated and maintained throughout your career – it even comes in handy during annual reviews!

Research the Company

Researching the company is necessary to learn as much as possible to ensure the opportunity is a good fit for you - and, equally important, to impress the people with whom you'll interview.  Utilize the Internet or the library to review annual reports, trade magazines and newspaper articles. The Internet also offers a wealth of company information and industry statistics. 

· Know the company's products and services 

· Find their website

· Follow the company's stock price if it's publicly traded

· Talk with company employees

· Talk to customers of the company

· Be prepared to tell the interviewer why their company is attractive to you

The Personnel Consultants of Consentio Search Group will do their best to provide an interview timetable, including names and titles of persons with whom you'll be talking.  Solid company research will enable you to confidently say at the end of your interview "I'm interested in pursuing this opportunity, what's the next step?"  IF YOU WANT THE JOB – LET THEM KNOW IT! 

Feature – Accomplishment – Benefit Worksheet
Thought-Provoking Questions / Ideas

1. Did you help to increase sales, productivity or efficiency?

2. Did you save your company money?

3. Did you institute a new system or procedure in your company?

4. Did you identify a problem in your company that had been overlooked?

5. Were you ever promoted?

6. Did you ever train anyone?

7. Did you suggest any new programs for your company that were put into effect?

8. Did you help to establish any new goals or objectives for your company?

9. Did you change, in any way, the nature of your job?

10. Did you ever undertake an assignment or project that wasn’t part of your job just because you were intrigued with the problem?

11. Did you ever do anything simply to make your own job easier?

12. What would you say would be the most important qualities of the “ideal candidate” for the position you seek?

Example

Feature – “I have strong multi-tasking skills.”

Accomplishment – “In my last position, in addition to my regular responsibilities, I was asked to assist in numerous special projects resulting in cost-savings of $xxxx.xx, through increased work-process efficiencies.”

Benefit – “I am capable of taking on multiple responsibilities to help achieve desired goals.”

Feature – Accomplishment – Benefit Worksheet
Features

(Facts about yourself)

Accomplishments

(Significant measurable results you obtained for your current and past employers)

Benefits

(Educated guesses of what you can do for a new employer based upon your accomplishments)

General Interviewing Tips

Interviewing can be a stressful situation, you want to be yourself and really show your capabilities. Here are some simple suggestions that will make interviewing easier:

· Arrive no earlier than fifteen minutes before the set time, but no later than five minutes prior to the interview

· You may be asked to fill out an application - complete the form in full and leave no blanks 

· Do not write "see resume" as a response to any application question

· Respond to "expected salary" questions as "open" and answer "current salary" questions truthfully

· List references if requested (you should have this prepared on a separate sheet and should be taken to all interviews)

· Your personnel consultant's name should be your response to any "referred by" questions

· Shake hands firmly and maintain eye contact with all interviewers 

· Be yourself - poise, confidence and self-respect are of great importance

· Facilities Tour- be an active participant; ask questions, show interest and interact!

· Remember that everyone gives feedback - be polite to receptionists and all administrative staff

More Basics

The interview should be a two-way conversation.  Ask questions of the interviewers.  This shows your interest in the company and the position, and enables you to gather the information needed to make an informed decision afterwards.  The interviewers are trying to see how you can contribute to the company.  Conduct yourself with confidence and determination to get the job.  Sell yourself.  You must present a positive attitude to the prospective employer.  You must NOT seem disinterested or appear to be job shopping.
Common Interview Questions

You should give complete, but brief and relaxed, answers to questions.  When possible, use questions as a basis for developing information that you want to make sure is presented.  Continue to sell yourself in a positive way. 

Remember

· Describe current/past jobs in terms of duties and give indicators of good performance such as raises, awards, promotions, money-saving ideas/projects

· Include short stories involving problems or challenges and how you were able to solve or overcome them

· Describe the results you achieved

· Remember to keep your answers brief and focused while exploring opportunities to convey all relevant qualifications

· Avoid being negative about previous jobs and supervisors
Background Questions

"Tell me about yourself" 
· The "tell me" question means "tell me your qualifications" - start with a simple statement about yourself, then your education and employment experiences

· Answer these questions in terms of the qualifications required of the position

· Gear the response to the duties and responsibilities of the position for which you are interviewing 

"What are your greatest strengths?" 

· Keep this as job related as possible by relating to a job task/skill that you know to be an asset of yours 

· "I like people" is not a good answer

· “I have a strong work ethic” or “I am a team player” are good answers

       “What are your weaknesses?”

· Be careful to only relate one or two weaknesses, NOT a laundry list— and have an action plan designed to improve the areas mentioned
 Salary Questions

“What would expect to paid for this position?”

· Do not state a figure.  A suitable reply: "I am looking for the right opportunity and I am confident that if you find me to be the best candidate for this position you will extend me your best and fair offer" 
· State your current salary truthfully.  If you are due to a raise in the next three months state the approximate percentage you expect.  Be sure to explain that you have included bonuses, commissions, and overtime pay if applicable.

Motive Questions 

“What can you contribute to this company?” 

“Where do you hope to be in five years?”

“What interests you most about this position?”

· This type of question should be answered enthusiastically

· Show the interviewer you are interested in the position and relate the answers to the duties and responsibilities of the job

Personality Questions 

“What do you do in your spare time?”

· Present yourself as a well-rounded person 

· Name some hobbies

Job Satisfaction Questions

“Why are looking for another opportunity?” 

“What do you like most/least about your previous job/jobs?”

“Why did you leave your previous employer/employers?”

· Be positive

· Never speak poorly about former employers

· You are providing clues about the environment you are seeking

Additional Questions You Should Be Prepared to Answer 

“Are you willing to relocate?”

“May we check your references?”

“May we verify your income?”

Questions to Ask During the Interview

The first interview is not the time to ask questions about money, benefits, holidays or vacations.  The interviewer may begin to discuss them, as is their prerogative. If so, go along but don’t question in any depth. 

To complete the two-way conversation as mentioned earlier, you must ask questions and take an active role in the interview.  This demonstrates the importance you place on your work and career.  Remember, 

your questions can help you determine if this is the right opportunity for you.  The company research you did earlier should help form a basis for some of your questions.

      Remember


· Take notes prior to the interview, make a list of questions to take with you 

· Ask job related questions - focus on the job, the company, products, services and people

· Ask about your potential peers, subordinates and superiors

· Don't cross-examine the interviewer

Interest Questions 

“Why do you want someone for this job?”

“How many people have held this job in the past five years?”

“Were they promoted or did they leave the company?”

“Why isn't this position being filled from within the company?”

“What are examples of the best results produced by people in this job?”

Qualification Questions
“What would my responsibilities and duties be?”

“Could you describe a typical day on the job?”

“What are the most difficult aspects of this position?” 

“Could you describe the department's/company's growth in the next two years?”

“What is the philosophy on training and development in the company?” 

“How do you think I would fit into this job/on your team/into your organization?”

“What projects would I be involved in now? Within the first year?”

Ask For The Job!  


If you like what you see and hear, make a positive statement about the opportunity.  If you are sincerely interested in the position and are satisfied with the answers given, you should ask the interviewer whether they feel you are qualified for the position.  A typical conclusion might be "I'm interested in being a part of your team, what's the next step?"  Many times the difference in getting an offer and not getting an offer is a failure to ask for the job.  ASK FOR IT IF YOU WANT IT! 

Possible Interview Outcomes

· You may determine that this is the exact opportunity you have been wanting.  If this happens, tell the interviewer how much you would like to have the position.

· The interviewer may offer the position on the spot.  If want it, accept it on the spot.

· You decide that you do not want the position.  Do not turn down the position on the spot.  Tell the interviewer you would like to consider the opportunity and to discuss it with your consultant.  You may be misreading the opportunity.

Thank You Letters

Immediately (within 24 hours) following the interview, prepare a thank you letter for each key individual that you met.  Thank them for their hospitality.  Indicate your interest in the opportunity and in receiving an offer.  If, on reflection, you recall any additional experience that might be pertinent, point it out.

Example

April 1, 20XX

Mr. Duke Cooper, Controller

Widget World

1232 Lake Drive

San Antonio, TX 78247

Dear Mr. Cooper:

I am writing to thank you for taking time with me yesterday to talk about the opening you now have for a senior accountant at Widget World.

As I mentioned to you at the end of the interview, I am very interested in the position, and I know that the five years I have spent in an accounting department within the widget industry, coupled with my specialization in widget tax law, would enable me to make an immediate contribution to your team.

I also believe, based on what I was able to observe during my visit to Widget World, that I could readily adapt to the working style of the company.  I eagerly look forward to the challenge.

Once again, I thank you for your time and your interest and look forward to hearing from you soon.

Sincerely,

Jane Smith

 Con sen ti o  \kən-‘sen-shē-o\ 

[Latin]: join/share in sensation/feeling; be in agreement/harmony; be of same mind

Consentio Search Group is a management search consulting firm that focuses on 

accounting and finance professionals in Austin, Texas.  In addition to direct-hire services, 

we offer contract, temporary and temp-to-hire services.  

www.consentiosearch.com
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