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What will we learn today?

1) Defining an Interview

2) Parts of the interview

3) Types of interviews

4) What to do before an interview
5) What to do during an interview
6) How to close the interview

7) What to do after the interview



Objective #1

Defining an Interview



nployment information is
| e Job you are seeking
d the employer s aboutiyour job-related
lifications. \

are able to sell your sKills to the employer to
convince them you@lié est candidate.




Objective #2

Parts of te Interview



reliminary Screening with Huma
-Focus is on employment history
applicatio esume for accur:
~ determl icantis mini

-Focus is on the specific
your can bring to the pc M’
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pnduttee

one-on-one




ore than one interviewe

yto4or more interviewers.. |,




Objective #4

What toﬁ do before Interview






Before the Interviey

« Examine your c

our skills well

« Know yourself ang
-

e Memaorize y ‘: -

-
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N‘( é' (ArrlﬁO min, early)

: Gre}t the receptionist warmly
e NO gum orsmokmg

 Cellphones off and leave earphones home



Objective #5

What to do during the
interview




= h- I -.' :
body Ianguag? | —

ruthful
R

ents about
f reference

ofio/briefcase to carry Yo



Handshak




“*Small Talk” to put you éa '

Provide compa
what the job e

| 'b info so you understqn}‘

Evaluate your St ion and
grammar skills; ‘ lasm,
and interests









« Answer questions abo
educational history, a




Sample questis asked

Tell me about yourself

Winysanre you Interested in jointhg our company
What qualifications for you have for the position

Why are you leaving yourscurrent job




Sample questis asked

e What are youn strengths and weaknesses

s here do you see yourself in 5 years |

¢ Can you give an example of a decision you had to
make under pressure andshow you approached it




Should | ask any questions

o

= 2 O

e YES!HIIII
o« SHoOWS VoUL tntérest in the company:and position

s Demonstrates that you nave dongyourresearch

s AlloWS youtorsee if the companyancpositon are
a right fit for you
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How Wi traine
What are the def

How does this po

What are the opportu
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goals for next yee



e How are perforn

e \What is the next step



How to Handle r Salary

o - o

Allow employer to approach the subject first

Know about salariesforthe potion in your
geographical area

Be realistic about your expectations



How to Handle ur Salary
| )
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. Be tactful in how.yout rese’n.t yoursalary request

« Give asalary range rather than an exact amount if
asked to state a specific salary






Final Steps of the Interview

¢ 1 VY
* Clarify the next'Step in the process

* Remember to offer yoursreferences

* Prepare aclosing, statement to Show interest



Final Steps of the Interview

* Thank the InterviIewer

* End with the Big 3

AN

 Firm Handshake, Genuine Smile, Eye Contact

* Thank the Staff on the way out



e /8

i/

After the Interview




Effective Follow-Up




Effective Follow-Up
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