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Interview Tips

So you want to find a job.  Your resume and cover letter have got you in the door – or invited to an interview.  Decisions to hire are nearly always made as a result of the personal interview.  The key to success is to be prepared.

Here are some basic tips to remember:

· At the interview you can elaborate on the information mentioned on your resume

· Stand out by describing specific skills or talents that relate to the job

· Try to give a genuine smile

· Be prepared to shake hands

· Make reasonable eye contact – no sun glasses or hats should be worn

· Be prepared to cooperate with the employer – he may want to test your skills in the area of

· Math

· Typing or word processing

· Handwriting/grammar

· Be specific about the area(s) you can work in

· It is OK to tell them you are nervous – it may help to calm you both

· Be prepared to offer copies of your documents such as references, even if not asked

· Have written down questions about the basic duties and expectations for the job

· Take the initiative for the next step by asking if you can check back with them
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The interview process may be:

· One-to-one, or with several decision-makers

· Structured with specific questions, or unstructured

· Involving anticipated situations that involve this job, or involving situations you have encountered in the past

Remember the employer is interested in knowing why he should hire you.  Review the following typical questions that are likely to be used, and some ideas for handling them:

Typical Questions
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1.  What do you know about our company? 

I know you sell and service primarily GM vehicles – you had a large expansion last year and you have existed in this town for over fifteen years.

2.  What can you tell me about yourself? 

I have experience with customer service and handling cash payments

3.  What are your qualifications for this job?

I am a high school student, and I have worked part-time in a retail setting – showing myself to be organized, thorough, honest and following direction

4.  What are some of your strengths? 

I have leadership qualities, Speak English and French and excellent computer skills 

5.  What kind of experience do you have?

6.  Why did you leave your previous job?

7.  What are your future plans and what kind of goals have you set for yourself?

8.  What rate of pay are you expecting?


The going rate for the position is fine.

9.  What is your availability for work?


I am available at all times except when school is in progress

10. What are some of your faults/weaknesses or bad habits, and how do you plan on improving them?

11. What five words would someone else use describe you?

12. Why would you like to work here?


I am most interested in contributing to the customer service that you now provide – I truly

enjoy serving people

13. What interests you about this job?


 I am very good with numbers and statistical analysis. My work is precise and accurate

and I believe this job to require my kind of skills

14. How do you adapt to stressful situations?

15. What accomplishment have you made that you are proud of?

16. What kind of situations do you find difficult or annoying?


I can adapt to changing situations, but I adapt quickest if I know a day ahead about the


Change.

17. Give an example of a work problem that gave you trouble and what did you do about it?

18. What would you do if confronted with an angry customer?


I would listen carefully and not take it personally, then check to make sure I understood

his problem – then either correct the mistake myself if this is within my scope,  or seek

assistance from a supervisor

19. If you could not complete your work that day, what would you do?


I would inform the supervisor and offer to stay late, or accept the help of a co-worker if

we needed to complete things that day

20. Do you have any questions for me?  Be prepared with questions of your own

Sample Questions for Employer

[image: image7.wmf]
1. Who would I report to?

2. Would you describe a typical work day?

3. What strengths or skills would the person in this position most require?

4. When do you expect to fill this position?

5. What type of training or orientation do you provide?

6. Would you show me around the premises?

7. What is the dress code for the position?

8. Are there any specific future company plans that you could share with me?

9. What do you anticipate the hours of work for this position to be?

10. Do you expect this to be a permanent or temporary position?

11. Is there a detailed job description that I could review?

12. Have I answered your questions effectively, or do you require more information about my skills?

13. May I offer you my reference list?

14. Would you like an extra copy of my resume?

15. May I call you in a week or so to see how the decision process is going?

Watch out for these Common Interview Mistakes

1. Poor personal appearance.

2. [image: image8.wmf]Lack of interest and enthusiasm

3. Too much emphasis on money

4. Speak poorly of prior employer/company

5. Poor eye contact while speaking

6. Limp handshake

7. Unwilling to go where sent

8. Late for interview

9. Failed to express appreciation for interviewer’s time

10. Asks no questions about the job

11. Indefinite responses to questions – does not communicate skills

12. Overbearing, aggressive, conceited ‘know-it-all’

13. Not able to express self clearly – poor grammar

14. No purpose, no goals, no future plans

15. Lack of confidence

16. Negative answers, gives excuses or evasive

17. Unwilling to start at the bottom – expects too much too soon

18. Poor manners – lack of courtesy – lack of tact

19. Lack of maturity

Always send a thank you letter afterward – it is a good way to add anything relevant, and it might be the deciding factor in hiring – only 1 in 15 applicants do it!
Personal Checklist

· I have copies of my resume, cover letter, school transcript/diploma, course certificates

· I have contacted my references for permission, and have their contact information typed neatly on a document to offer the employer

· I have reviewed what I know about the company and familiarized myself with what they do

· I have chosen neat, clean clothes suitable to wear to the interview appropriate for the type of work I am interested in

· I know who I am going to see, where they are located and what time I am expected

· I know I have time to get myself there to arrive a few minutes early

· I have a pretty good idea about what skills are needed to do this job and that I have them

· I practiced talking about myself in a way that would tell an employer

· What I want to do

· What I have to offer

· That I am truly interested in this job

· What my availability for work, or limitation is

· I can share my strengths and skills with confidence

· I have prepared questions about the nature of the job to ask, so I can learn more and show just how interested I am

· I have reviewed the Typical Questions and Common Interview Mistakes to prepare myself for handling well whatever is asked of me
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Student Resume Package


Student Cover Letters


Student Job Search Guide


Student Volunteer Opportunities

Good luck, but if you need any special assistance, please ASK US!
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