INTERVIEWING  STAGES

© PREPARATION
® Breaking THE Ice
© INTERVIEWER Asks (QQUESTIONS

© INTERVIEWER ANSWERS (DUESTIONS

® Conclusion g»
® Debriefing
® THank You

NoTe [ ]

-~

BefORE THE INTERVIEW:
DO YOUR HOMEWORK!!

KNOW YOURSELF

© KNOW WHAT iINTERESTS yOU
About working Here

® Be prepared 10 discuss:
accomplishments
skills >
STRENGTHS ANd WEAKNESSES
belavioral examples
ANTicipaTEd ObjECTiONS
REFERENCES

e Visit The Web

Visit THe Home page, Read Ggoogled
ARTiClEs

® Review ORGANizATIONAL
INfORMATION
HOME pAGE SUMMARY, ANNuAL

REPORTS, PROGRESS REPORTS,
COMMITTEE REPORTS, ETC.

TAP INTO THE NETWORK

eTalk T0 people wHo ARe

familiar with
POSITION/COMPANY
WITHIN - evployees,
SECRETARIES, ASSiSTANTS,
HIRING MANAGERS
OTHERS - Chawber of

COMMERCE, COMPETITORS,
CUSTOMERS




WHAT ABOUT THE PAY? REMEMBER THE

o Find our whart similar INTERVIEWER'S GOALS
POSITIONS pAy

o DoN'T discuss pay AT e 10 find out demails NOT iN RESUME
THE fiRST INTERVIEW ® GET PERSONAL IMPRESSION

REIERENCES - Occupational © ask SeARCHING ? AND GAGE RESPONSES
Outlook Handbook, Salary
Surveys conducted by

professional associations, Depr. ®judge your work AttiTudes

of Labor publications, OPM s P
web site for Federal positions @ ASSESS YOUR Abll”y 10 “fir i

©® eVAlUATE yOU UNAER PRESSURE

1-2 MINUTE PRESENTATION PREPARE YOUR RESPONSES

Be rReady 1O answer THE “Tell Me about yoursell” ® “Tell me About yoursell” - THe 1-2 minuTE

QUESTION
® brief intTRoduction _ .
o key accomplishments : ® PracTice out loud
® key stRenGTHS THEY dEMONSTRATH R ® Practice out loud with A [riend

® iMpORTANCE Of TF[ESE TO YOUR . ® Practice out loud iN A MIRROR
ROSPECTIVE EMPLOYER . .
prosP POy . ® Practice out loud iN YOUR cAR
® where aNd How you see yourself developing
in THe position THAT you ARe Applying for ® Practice out loud with your catl
(modestly and with self-deprecating HUMOR)

COMMERCIAl




How 10 ExplAiN INCARCERATION
® You've made a mistake, bur Have learned
ANd GROWN SO mMuchH As A Resulr.
o You ARe THANKful for A second cHance

ANd ARe deTermined TO DE VERY
successful. V

e You will Never EVER make
ANOTHER  MISSTEP AGAIN.

o You will make THem proud of your
CONTRIDUTION TO THEIR ORGANIZATION.

AHEAD OF TIME

® Pracrice finding location
® KNow YOUuR ourtfit

PREPARE YOUR OWN QUESTIONS
ABOUT

® the jlob ANd THE ORGANIZATION  -- WHAT
you'll like best, and least

® whar would you like To see THE pErRsON
who fills Tthis job do differently THan THE
PERSON WHO previously filled it?

® describe organizational culture
© wWHaT is THE cAReer paTh?
® fuTuRe TRENdS

® qReatesT cHallenges facing THE
PERSON iN THE pOSiTION

BREAKING THE ICE

® DRess AppROPRIATELY and professionally
© Greer with firm HandsHake

® Establish eye contact

® Make small 1alk TO SET TONE

© DEMONSTRATE CONfidencE




VERBAL COMMUNICAITION

NONVERBAL COMMUNICATION

® DoN'T mumble, Hedge, bluff
® DON'T brag ® Establish eye contact
® Be brief - don't 1alk TOO Much o Sit comforTAbly

® DON'T cRriTiCizE EMplOYERS ® Be enThHusiasTiC

® DON'T ACT iNERIOR OR SUPERIOR

® TaAke YOUR TimE, silence is okay

® DON'T ARGUE, ANTAGONIZE OR iNTIMidATE
® Use positive Examples

© COMMUNICATE ENTHUSIASM

© Make sure facial EXpRESSION
MATCHES VERDAL RESPONSE

® Lean forward
o Stay calm

INTERVIEWER ASKS QUESTIONS QUESTIONS FOR THE

INTERVIEWER
® Relate skills to The 3

eMployer’s Needs

~ © Make SURE you lEAVE WiTH AN ACCURATE
® Have concrete, specific >3 view of THe company and The job

examples Ready : o Ask “ArRe my qualifications and
® TAke YOUR TiME o2 EXPERIENCE WHAT you ARe looking for?”

® Clarify questions ' j o Also Ask, “WHar's THE Next sTEpP?”
® QUESTIONS NOT TO Ask - Salary, Benefits,
P.S. He’s Not going 1O look like This! WHERE's THE lunch ROOM




DEBRIEFING AND THANK YOU 10 Commandments of Keeping A Job I

Be on TimE
Call in if you will be absent/tardy
TRy yOUR besr, finisH YOUR ASSIGNMENT

o Spend 10-17 minNuTES

REVIEWING THE INTERVIEW % ANTICIDATE MANAGEMENT'S NEEdS

® WRITE dOWN NOTES SHow A positive AttiTude

© Send THANK you NoTe wiTHiN Avoid backstabbing/Gossip
48 HOuRs Follow THe Rules
o Include ANY additional Look 10 Serve/Help co-woRrkeRrs

informaTion you feel is DoN'T criTicize boss (?R COMPANY
IMPORTANT VOIUNTEER fOR NEW ASSIGNMENTS




