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TIPS

FOR

SUCCESSFUL

INTERVIEWING

MOST COMMON HIRING CRITERIA

The following characteristics are commonly used to evaluate potential employees.  Be prepared to describe business situations where you demonstrated these characteristics.

· LEADERSHIP

· SELF MOTIVATION/TAKES INITIATIVE

· INSTRUMENT OF CHANGE

· SETS AN EXAMPLE ENHANCING OTHER’S PERFORMANCE

· GOAL ORIENTED FOR SELF AND TEAM

· TECHNICAL SKILLS/ANALYTICAL SKILLS

· TEAM PLAYER

· DECISION-MAKING SKILLS

· INDEPENDENCE

· PROBLEM-SOLVING SKILLS

· CONFIDENCE

· BUSINESS ACUMEN

· INTEGRITY

· ABILITY TO RESOLVE CONFLICT

· DISCIPLINE, STRONG WORK ETHIC

· PROACTIVE VS. REACTIVE

· PROJECT MANAGEMENT SKILLS

· ORGANIZING AND PRIORITIZING SKILLS

· COMMUNICATIONS - ORAL AND WRITTEN

· TAKES DIRECTION, WILLING TO LEARN

GENERAL INTERVIEW QUESTIONS
· Why did you select your college/graduate program?

· Why did you join/leave your current and previous employers?

· Describe your current position in detail.

· Describe what you have done on your major projects/audits.

· Describe your favorite/least favorite supervisor.

· What type of position would interest you?

· What are your strengths and weaknesses?

· Why are you interested in this company/opportunity?

· What are your major accomplishments?

· What are your long-term goals personally/professionally/technically?

· Describe in detail top risks and key technical/business issues on your projects/ audits.

· How have you been evaluated by your superiors, peers, subordinates and clients?

· Describe your favorite/least favorite work assignment.

· Describe a difficult situation which you faced and how you overcame it.

· How are you currently being compensated?

· What are your salary expectations?

ASKING QUESTIONS DURING THE INTERVIEW

Being prepared to ask well thought out questions is critical if you expect your interview to go well.  Why is this so important?  Here are a few good reasons:

· Many of our clients will spend half of their time listening to you describe your experience.  They will reserve the second half of their interview for answering your questions.  In a 40 minute interview, this amounts to 20 minutes.  That is a significant amount of time.
· Most candidates do a good job describing their background, however they fail to ask good questions.
· Our experience is that most companies are very critical of this phase of the interview.  Common feedback can be:
“Ann was qualified to do the job, however she didn’t seem very interested in our opportunity.  She didn’t ask any questions.  Our people found that to be negative.”

or

“Tom was a great candidate.  He was well prepared and asked questions which showed he is closely evaluating our role.  He appears to be analytical and intuitive.  Where else is he interviewing?  We’d like to hear his feedback.  What is it going to take to get this guy?”

· Remember, as you prepare your questions, the obvious ones will be answered throughout initial conversation and their description of the company and position.  Don’t be trapped with the response, “You’ve already answered all of my questions.”
· Ask good spontaneous questions throughout the interview to show that you are paying attention.
GUIDELINES/SUGGESTIONS TO KEEP IN MIND WHILE 

ASKING QUESTIONS DURING AN INTERVIEW

About The Interviewer’s Background

· Why did you join this company?
· What do you like best about it?
· What was your adjustment like upon joining this company?
· Describe your professional background and your career history within this company.
· Describe some professional challenges you’ve encountered at this company.

About The Role  (Most Questions You Ask Should Be Focused On The Position And Responsibilities)

· What are the job’s primary responsibilities?
· What qualities have helped a person be successful in this role?
· What do you see as being the greatest challenges?
· What events have caused this position to become available?
· Where have other people moved after proving themselves in this position?
About The Group

· What are the professional backgrounds of other members in the group?
· With whom will I be interfacing?  To whom will I be reporting?
· What other internal/external groups does this position allow me to interact with?
About The Company
· Can you give me examples of new products/services you will be offering to your customers/clients in the near future?  What prompted this initiative?

· What have been some successful initiatives you have worked on in the last year?

· How do you “grow” your business?  How is business development handled?

· What characteristics of the organization/product/services makes you better than the competition/competitors?
· How would you describe the firm culturally?

· Most firms tend to be in “a state of change” - How is this firm different today than 5 or 10 years ago, and how do you think it will be different 5 years from now?

DO NOT ASK

Do not ask negative questions or questions that should be asked only after an offer is made.

· What is your turnover rate?

· Is this position open because someone left the firm?

· Do you work a lot of overtime here?

· Do you have tuition reimbursement?

· Can you tell me the salary range for this position?

· Why do people leave the firm?

· Can you wear jeans/shorts on casual days?

· When would I become a manager?

· What don’t you like about the firm?

· Do you have “flex time”?

· Do you offer part-time work arrangements?

· How much vacation time would I get the first year?

NOTE: Many of these questions are appropriate if phrased differently.  Be careful how you ask the question.

SEVEN GENERAL INTERVIEW REMINDERS
1. Be enthusiastic.

2. Prepare questions prior to the interview (research the company).

3. Concentrate on non-verbal cues (sit forward, smile, firm handshake, maintain eye contact, stand up to greet the interviewer, etc.).
4. Listen intently and speak clearly.  Avoid acronyms and language specific to your current employer.

5. Appear flexible and open to opportunities presented.

6. Dress professionally and appropriately.

7. Be on time.
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