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COMPANY RESEARCH TOPICS

Research company Web sites, publications, or other resources and documents to answer the following questions about the company:

· History 

· How long has it been in business?

· What is the history of its growth, from birth to present?

· Where is the company located? Does it have other locations? If so, where?

· Mission
· What does the company believe in and stand for?

· What are the company’s values?
· Goals, strategic initiatives, and plans for growth

· What are the company’s plans for the future – to expand current efforts or to move into new markets and territories?

· What is the company’s vision for the future?
· Special recognition
· Has the company recently received awards or been recognized for the quality of its goods and services or its community involvement?

· What is the company’s reputation within its industry?
· Products and services
· Which products and services is the company noted for?

· Which of its products and services are unique and innovative?

· What reputation do these products and services have within the industry and among customers?
· Financial or other performance indicators
· How has the company performed in terms of stock value or other economic indicators?

· What percentage of the market does the company represent?

COMPANY RESEARCH TOPICS (cont.)
· What is the ethical reputation of the company? Has it been in the news recently for ethical violations? Does it stand out as an example for other companies to follow?

· Structure
· How is the company organized?  

· What are its divisions?

· What is its organizational structure?
· Corporate leaders
· Who is the Chief Executive Officer (CEO)?

· Who is the President (if the company has one)?

· Who are the Vice Presidents and Division leaders?
· Any and all details on the tasks, duties, and responsibilities of positions you are interested in applying for
SKILLS TO SELL IN AN INTERVIEW

Helping people with their problems


Dealing with the public

Having excellent oral/written communications
Organizing time effectively

Identifying problem areas



Working under deadlines

Developing new approaches to problems

Planning and organizing

Following well-defined instructions


Supervising and leading

Executing detailed and accurate work 


Cooperating with a work team

Having flexibility
Explaining, persuading,

Organizing people/data/things
selling

Working on and completing projects


Having office software skills

Analyzing/Evaluating ideas and information

Listening

Motivating self and others 
Counseling, coaching,

Delegating
teaching


Negotiating






Resolving conflict

Handling complaints




Evaluating performance Directing activities and 
  people

ATTRIBUTES MOST EMPLOYERS WANT TO SEE IN AN APPLICANT

Communications skills




Teamwork/Leadership skills

Interpersonal skills 




Motivation/Initiative/Strong Honesty






work ethic

Flexibility/adaptability




Friendly, outgoing personality

Positive attitude





Manners, politeness

Self-confidence





Well-defined goals

Integrity






Tactfulness

Desire to learn and grow




Good writing and speaking Love of hard work 




skills 

Determination to succeed




Sense of urgency

Good old common sense




Attention to detail 

Accuracy in your work
Ability to get along with   people


Functional Transferable Skills
 Verbal Communication
 Perform and entertain before groups

 Speak well in public appearances

 Confront and express opinions without  

   offending

 Interview people to obtain information

 Handle complaints ___in person ___over 

   phone

 Present ideas effectively in speeches or

   lecture

 Persuade/Influence others to a certain point

   of view

 Sell ideas, products, or services

 Debate ideas with others

 Participate in group discussions and teams

 Nonverbal Communication
 Listen carefully and attentively

 Convey a positive self image

 Use body language that makes others

   comfortable

 Develop rapport easily with groups 

 Establish culture to support learning

 Express feelings through body language

 Promote concepts through a variety of 

  media

 Believe in self-worth

 Respond to nonverbal cues

 Model behavior or concepts for others

 

 Written Communication
 Write technical language, reports, manuals

 Write poetry, fiction, plays

 Write grant proposals

 Prepare and write logically written reports

 Write copy for sales and advertising

 Edit and proofread written material

 Prepare revisions of written material

 Utilize all forms of technology for writing

 Write case studies and treatment plans

 Demonstrate expertise in grammar and style

 Train/Consult
 Teach, advise, coach, empower

 Conduct needs assessments

 Use a variety of media for presentation

 Develop educational curriculum and 

  materials

 Create and administer evaluation plan

 Facilitate a group

 Explain difficult ideas, complex topics

 Assess learning styles and respond 

  accordingly

 Consult and recommend solutions

 Write well-organized and documented 

  reports

 Analyze
 Study data or behavior for meaning and 

   solutions

 Analyze quantitative, physical, and/or

   scientific data

 Write analysis of study and research

 Compare and evaluate information

 Systematize information and results

 Apply curiosity

 Investigate clues

 Formulate insightful and relevant questions

 Use technology for statistical analysis

 

 Research
 Identify appropriate information sources

 Search written, oral, and technological

   information

 Interview primary sources

 Hypothesize and test for results

 Compile numerical and statistical data

 Classify and sort information into

   categories

 Gather information from a number of

   sources

 Patiently search for hard-to-find info

 Utilize electronic search methods

  Plan and Organize
 Identify and organize tasks or information

 Coordinate people, activities, and details 

 Develop a plan and set objectives

 Set up and keep time schedules

 Anticipate problems and respond with 

  solutions

 Develop realistic goals and action to attain

   them

 Arrange correct sequence of information

   and actions

 Create guidelines for implementing an

   action

 Create efficient systems

 Follow through, ensure completion of a

   task

 

 Interpersonal Relations
 Convey a sense of humor

 Anticipate people's needs and reactions

 Express feelings appropriately

 Process human interactions, understand

   others

 Encourage, empower, advocate for people

 Create positive, hospitable environment

 Adjust plans for the unexpected

 Facilitate conflict management

 Communicate well with diverse groups

 Listen carefully to communication

 Leadership
 Envision the future and lead change

 Establish policy

 Set goals and determine courses of action

 Motivate/Inspire others to achieve common

   goals

 Create innovative solutions to complex

   problems

 Communicate well with all levels of the

   organization

 Develop and mentor talent

 Negotiate terms and conditions

 Take risks, make hard decisions, be 

  decisive

 Encourage the use of technology at all

  levels

 Management
 Manage personnel, projects, time

 Foster a sense of ownership in employees

 Delegate responsibility and review

   performance

 Increase productivity and efficiency to

   achieve goals

 Develop and facilitate work teams

 Provide training for development of staff

 Adjust plans/procedures for the unexpected

 Facilitate conflict management

 Communicate well with diverse groups

 Utilize technology to facilitate

   management

 Financial
 Calculate, perform mathematical

   computations

 Work precisely with numerical data

 Keep accurate and complete financial

   records

 Perform accounting functions and

   procedures

 Compile data and apply statistical analysis

 Create computer-generated charts for

    presentation

 Use computer software for records and

   analysis

 Forecast, estimate expenses and income

 Appraise and analyze costs

 Create, justify the organization's budget to

  others

 

 Create and Innovate
 Visualize concepts and results

 Intuit strategies and solutions

 Execute color, shape, form

 Brainstorm and make use of group synergy

 Communicate with metaphors

 Invent products through experimentation

 Express ideas through art form

 Remember faces, have accurate spatial

   memory

 Create images through, sketches, sculpture

 Utilize computer software for artistic

   creation

Administrative
 Communicate well with key people in the

    organization

 Identify and purchase necessary resource

    materials

 Utilize computer software and equipment

 Organize, improve, adapt office systems

 Track progress of projects and troubleshoot

 Achieve goals within budget and time 

  schedule

 Assign tasks and sets standards for support

   staff

 Hire and supervise temporary personnel as

  needed

 Demonstrate flexibility during crises

 Oversee communication, e-mail,

   telephones

Counsel and Serve
 Counsel, advise, consult, guide others

 Care for and serve people; rehabilitate, heal

 Demonstrate empathy, sensitivity, patience

 Help people make their own decisions

 Help others improve health and welfare

 Listen empathically and with objectivity

 Coach, guide, encourage individuals to 

  achieve goals

 Mediate peace between conflicting parties

 Knowledge of self-help theories and

   programs

 Facilitate self-awareness in others
 Construct and Operate
 Assemble and install technical equipment

 Build a structure, follow proper sequence

 Understand blueprints and architectural

   specifications
 Repair machines

 Analyze and correct plumbing or electrical

  problems

 Use tools and machines

 Master athletic skills

 Landscape and farm

 Drive and operate vehicles

 Use scientific or medical equipment



BASIC COMPETENCIES PRIVATE 

Comprehending written material



Helping people with their problems

Writing effectively





Dealing with the public

Excellent oral and written communications


Organizing time effectively

Identifying problem areas




Working under deadlines

Developing new approaches to problems


Planning and organizing

Researching information thoroughly



Following well-defined instructions

Conducting surveys and interviews



Supervising and leading



Detailed and accurate work 




Cooperating with a work team

Making mathematical computations



Explaining, persuading, and selling


Working on and completing projects 



Organizing people/data/things

Office productivity software skills



Organizing thoughts clearly

Writing instructions





Evaluating processes




Resolving conflict





Handling complaints




Evaluating performance 




Motivating self and others


Taking instructions well 




Coordinating effectively 



Quality conscious 





Performing on time



Focusing on the customer




Being team oriented



Possessing emotional stability




Listening well





Being well trained





Learning quickly 



Problem solving





Being conscientious

Communication: Writing, editing, formatting, researching, summarizing, speaking, selling, influencing, translating, interviewing, consulting, promoting, speaking a foreign language 

Humanitarian: Helping, advising, coaching, counseling, mentoring, motivating, persuading, training, supporting, advocating/mediating, explaining, listening, negotiating, rehabilitating


Creative: Performing, composing, cooking, designing, decorating, inventing, landscaping, painting, sculpting, producing, displaying, crafts, using intuition 

Organizational: Managing, leading, decision making, delegating, scheduling, supervising, calculating, budgeting, comparing, evaluating, planning, coordinating, implementing, negotiating 

Analytical: Analyzing, synthesizing, conceptualizing, categorizing, problem solving, improvising, brainstorming, researching, observing, evaluating, visualizing


Technical: Designing, repairing, restoring, building, keyboarding, measuring, testing, operating equipment, programming computers, using software


Personal attributes: Honest, open to new ideas, willing to learn, team oriented, creative, friendly, motivated, persistent, critical thinker, enthusiastic, adventurous, confident, cooperative, energetic, helpful, patient, poised, positive, precise, quick, reliable, tactful, thorough, tolerant, trustworthy

ADVANCED COMPETENCIES/SKILLS VALUED BY EMPLOYERSPRIVATE 

Being broad minded




Negotiating 



Delegating





Directing

Counseling





Analyzing data/workflow
Thinking critically



            Budgeting money and resources
Developing new approaches to problems 

Conducting surveys and interviews
EXECUTIVE COMPETENCIES VALUED BY EMPLOYERS*PRIVATE 

Accurate self-insight




Building organizational talent

Business acumen




Coaching/Teaching

Communicating with impact



Cultural interpersonal effectiveness

Customer orientation




Developing strategic relationships

Driving for results




Empowerment/Delegation

Energy






Establishing strategic direction

Executive disposition




Influencing others

Learning orientation




Mobilizing resources

Operational decision making



Persuasiveness

Positive disposition




Reading and understanding the environment

Selling the vision




Team development


Valuing diversity




Adaptability and continuous improvement

Change leadership




Entrepreneurship

Global acumen and diplomacy



Managing the job

*taken partially or in full from:

Marx, Gary. Sixteen Trends, Their Profound Impact on Our Future: Implications for Students, Education, Communities, and the Whole of Society, Educational Research Service, Alexandria, VA, 2006.

Marx, Gary. Future-Focused Leadership: Preparing Schools, Students, and Communities for Tomorrow’s Realities, Association for Supervision & Curriculum Development, Alexandria, VA, 2006.

Byham, William C., Smith, Audrey B., & Paese, Matthew J.  Grow Your Own Leaders: How to Identify, Develop, and Retain Leadership Talent, Prentice Hall, 2002, pp. 117-119.
Include these in the Special Skills or Special Competencies section of your résumé, along with any specific skills you have gained through work experience or education and training.
PERSONALITY CHARACTERISTICS

	Amiable
	Imaginative
	Realistic

	Articulate
	Industrious
	Reliable

	Capable
	Innovative
	Resourceful

	Careful
	Intuitive
	Responsible

	Cheerful
	Kind
	Self-reliant

	Confident
	Leader
	Self-starter

	Cooperative
	Logical
	Sensitive

	Courteous
	Loyal
	Sincere

	Creative
	Mature
	Smart

	Decisive
	Motivated
	Stable

	Dependable
	Observant
	Steady 

	Determined
	Open-minded
	Supportive

	Diligent 
	Optimistic
	Sympathetic

	Discreet
	Orderly
	Systematic

	Easy-going
	Organized
	Tactful

	Efficient
	Outgoing
	Take charge

	Enthusiastic
	Patient
	Thorough

	Flexible
	People-oriented
	Thoughtful

	Friendly
	Persuasive
	Thrifty

	Generous
	Pleasant
	Tolerant

	Goal-oriented
	Positive
	Trustworthy 

	Hard-working
	Productive
	Versatile

	Helpful
	Prudent 
	

	Honest
	Punctual
	

	Humorous
	Quiet
	


  HOMEMAKER/VOLUNTEER

COMPETENCIES, SKILLS, AND PERSONAL ATTRIBUTES
( Multitasking   




( Collaborating with others   

( Delegating responsibility

( Communicating values 
 

( Working with a team and team building

( Managing people

( Handling crises

( Being dependable

( Having patience

( Being organized  

( Taking time to reflect before deciding on a course of action

( Willing to rethink positions

( Managing multiple priorities


( Thinking long term and short term 

( Resolving conflict 

( Being able to compromise

( Developing relationships and working well with diverse groups 

( Understanding and accepting differences in others

( Adapting well to changing events and circumstances
DRESS FOR SUCCESS

· Select an outfit you have worn before and feel comfortable wearing.

· Try on the outfit a few days before. Give yourself enough time to have dry cleaning and repairs completed, if needed.

· Everything must be clean, neat, and ironed.

· No bulging pockets or sagging coat lining.

· Hair and nails must be clean and groomed.

· Don’t wear cologne or perfume.

· The favorite color of most Americans is blue. It conveys trust, calm, and confidence. Blue is a very good color to wear for interviews.

· Shoes should be comfortable and polished. Shoes that are well cared for signal “good attention to detail.”

· Wear minimal jewelry. Men should wear a simple watch and wedding ring. Women can add simple earrings and a necklace.

· Clean and polish your briefcase or purse; organize the inside.

· A winter coat must be cleaned and pressed, particularly because a coat may be the first thing your interviewer sees.

· Your umbrella should be of conservative color(s). Don’t let it drip on the company carpet.

· Bring a pen and paper. Be sure that the pen works and doesn’t leak.

· Men should wear:

· Tailored suits in navy, gray, or beige

· White or light shirt

· Natural fabrics (wool/wool blend for the suit, cotton for the shirt, and silk for the tie) 

· Dress shoes and over-the-calf dark socks

· Conservative tie with low-key colors and patterns

· Women should wear:

· Simple, tailored suit, dress, or dress/jacket combination

· Natural fabrics (wool/wool blend, cotton, and silk; avoid linen and other materials that wrinkle excessively)

· Conservative colors unless interviewing for a job in a creative field

· Minimal makeup

· Low-heeled pumps and flesh-colored stockings

COMMON INTERVIEW QUESTIONS

Q. Tell me about yourself.

A. This is a common introductory question for many interviewers. It gives you an opportunity to market yourself. Concentrate on job-related accomplishments and information; this is not the time to talk about your personal life.

Q. Hew would your previous supervisor(s) describe you?

A. Focus on qualities such as “being a team player,” “being organized,” “being thorough,” “having initiative,” etc.

Q. How have your education and experience prepared you for this job?

A. Discuss how your education has given you the tools to succeed and how experience has given you the opportunity to apply your education.

Q. What made you decide to apply for this position?

A. Indicate how your interests, skills, and abilities match the job description. You may also state that you’ve heard positive things about the company.

Q. Why did you leave your last position?

A. Answers such as relocation, career enhancement or advancement, or pursuit of educational goals are all acceptable responses. Try to stay away from words such as “fired,” “terminated,” or “personal reasons.” Avoid saying anything negative about previous employers. If asked about your relationship with a previous employer, concentrate on positive traits. For example: Your previous supervisor may not have been a very good supervisor, but he or she may have been an excellent public speaker.
Q. What do you know about our organization?

A. Do your research! Get company information from the Internet, company brochures, people who work for the company, etc.

Q. What can you bring to our organization?

A. Discuss job-related accomplishments. Emphasize experience, skills, training, machine proficiency, etc., that will help the organization.

Q. What are your salary expectations?

A. You may reply with a salary range that you have researched for your career field and geographic location, or you may reply with your own question such as, “I would hope to receive a salary that your company finds fair for a person with my skills and abilities. What is the salary range for this position?” Try to avoid mentioning salary until you have a firm job offer. 
Q. What are your strengths and weaknesses?

A. Start with a weakness. Identify a problem area and then tell how you are working on the problem. For example: “My typing speed is not as fast as I’d like it to be, but I am taking an evening typing class at the local college to increase it.” Try to avoid work-related weaknesses.

COMMON INTERVIEW QUESTIONS (cont.)

Talk about three strengths. They can be:

· Education or training

· Skills that relate to the job

· Abilities that will enable you to get the job done

· Personal qualities such as honesty, enthusiasm, dependability, high energy, hard working, positive attitude, etc.

Provide a work-related example for each strength.
Q. How long do you plan to stay at our company? Or where do you see yourself in five years?

A. Stress performance in doing the best job possible in the new position. Concentrate on gaining additional knowledge and experience so that you can become more valuable to the company.

For longer-term goals, emphasize completion of educational goals and certifications that directly apply to the position.

Q. What major problems did you encounter in your last job and how did you overcome them?

A. Tell a success story of a past accomplishment, remembering to always stay positive. Never criticize former co-workers.

Q. What other types of jobs or companies are you considering?

A. Remain vague by saying that you have a couple of other “irons in the fire,” but that the company you’re interviewing with is your first choice.

Q. What do you do in your spare time?

A. Don’t include any dangerous activities such as skydiving or drag racing, but do have a couple of activities you do for fun so that you’ll look well-rounded.

Q. Describe a time when you worked on a project as part of a group or team.

A. Include information on:

· The goal of the project

· What went well

· Your role

· What challenges you faced and how you overcame them

Q. Tell me about a situation in which you had to resolve a conflict.

A. Try to give a work or volunteer experience. Do not use a family conflict. Clearly list the steps you took to resolve the situation. Include how you know that you succeeded.

Q. Talk about a project that you had either at work or school. Describe in detail how you managed it.

A. The goal of this question is to see if you can organize your work load and meet deadlines.

Include information on planning for the unexpected.

Examples of Behavior-Based Questions

By Arthur H. Bell, Ph.D.


1. Tell me how you increased teamwork among a previous group with whom you worked. 

2. Describe what you liked and disliked about how you were managed in previous positions. 

3. Recall a time when you made what you consider a mistake or a bad decision on the job. How did you handle the situation? 

4. In your past work life, what kind of co-workers or clients rubbed you the wrong way? How did you respond? 

5. Tell me about a time when you set specific work goals for yourself. How did things turn out? 

6. Describe a time when you had to criticize or discipline the performance of someone who worked with you or for you. How did you handle the situation? What was the result? 

7. Walk me through the major highlights of your career so far and tell me where you want to go next. 

8. Tell me about a work emergency or crisis of some kind in which you were involved. What was your role? What did you do? 

9. We’ve all felt stress in our work lives. Tell me about work-related situations that cause stress for you. How do you typically handle such stress? 

10. In your most recent position, what did you learn? How did you apply this learning? 

11. Tell me about a challenge you faced in a previous work situation. How did you respond? 

12. Every manager has to learn to delegate well. Describe a work situation in which you delegated responsibility successfully. Then tell me about a time when your delegation of responsibility did not work out well. How did you handle that situation? 

13. What approaches worked best for you in the past in communicating with your boss? With your co-workers? With your subordinates? 

14. Tell me about a time when you took charge as a leader in a work situation without being formally assigned to that role by your boss. 

15. What experiences have you had working with people of different ethnicities, age, or physical ability levels? 

16. In the past have you had a preference for working mainly with men or women? Explain your answer. 

17. Tell me about a time when you felt you went beyond the call of duty in helping a client.
Most Popular Behavioral Questions

Actions speak louder than words. At least they do in behavior-based interviews, which are based on the premise that your past performance is the best predictor of your future success.

Interviewers who rely on this style usually ask questions that require specific information rather than general, open-ended queries and build those questions around job descriptions. Here's a list of the directives they use most often.

Tell me about a time when you:

1. Worked effectively under pressure 

2. Handled a difficult situation with a co-worker

3. Used your creativity to solve a problem

4. Missed an obvious solution to a problem

5. Were unable to complete a project on time

6. Persuaded team members to do things your way

7. Anticipated and averted potential problems

8. Wrote a report that was well received

9. Had to make an important decision with limited information 

10. Were forced to make an unpopular decision

11. Had to adapt to a difficult situation

12. Tolerated opinions that were different from your own

13. Felt disappointed in your own behavior

14. Used your people skills to get your own way 

15. Had to deal with an irate customer

16. Delegated an assignment or project that succeeded

17. Surmounted a difficult obstacle 

18. Set your sights too high or too low 

19. Prioritized a complex project 

20. Won or lost an important contract 

21. Had to fire someone for cause 

22. Made a bad decision 

23. Hired the wrong person 

24. Turned down a good job 

25. Were terminated from a job 

Source: 101 Proven Time-Saving Checklists to Organize and Plan Your Career Search by Arlene Hirsch (JIST, 2005).

ILLEGAL AND OFF-THE-WALL QUESTIONS

Unless directly related to job performance, it is illegal to ask questions in the following areas:
· Age. The only permissible question is whether the applicant is over the minimum legal employment age of 18.
· Citizenship/Natural origin. Questions relating to citizenship, lineage, ancestry, national origin, descent, birthplace, or native language are not allowed.
· Gender or sexual orientation
· Health/Disabilities. May ask questions about health and disabilities related to specific job requirements.
· Family status. Questions about whether the applicant is married, single, or divorced; the number and age of children; child care needs; or a spouse’s job are taboo. May not ask about pregnancy or future family plans.
· Military/Veteran status. May not ask about the type or condition of discharge.
· Race/Religion. May ask questions if they are applicable to the job, such as when applying to teach Sunday school.
Possible Answers to Illegal Questions
Although these questions are illegal, you do not want to jeopardize your chances of being hired. The following examples suggest ways to handle these questions.

Q. Why are you leaving the military?

A. I enjoy my time in the military. I received good training and met a lot of interesting people. It’s time to put my skills to work in the civilian environment.

Q. Are you married? What does your spouse do for a living?

A. Yes, I’m married. My spouse and I are very supportive of one another’s careers.

Q. Are you a military spouse?

A. Yes, I am a military spouse. I know employers are often concerned that military spouses may stay in the area for only a short time. I am quite settled in this area and, if I do join your company, I intend on staying. (Or if you’ve lived in the area for quite a while, say “I’ve lived here for 10 years and I fully expect to live here at least 10 more.”)
Q. How many children do you have?

A. I am a responsible parent and employee. I can assure you that I have adequate child care arranged.

Q. Why haven’t you worked in so many years?

A. I have chosen to focus my skills in other areas. Although I have not received a paycheck, I have worked in several areas including … (list volunteer experiences and household management skills). I believe the experience and skills that I have developed will definitely be an asset in the workplace.
Q. Why have you changed jobs so often?

A. I have changed jobs for various reasons, including relocation and promotion. I feel that the range of my career experience has given me wonderful opportunities to expand my skills and abilities as well as great opportunities to learn quickly and be flexible.
Q. Have you ever been arrested?

A. Take a positive approach in your answer, explaining the situation as best you can. Stress what you learned from the experience.

Q. Have you ever been fired?

A. Be honest, but positive. Never make negative comments about a former employer. Explain how you went on to a more challenging position, higher pay, more interesting work, etc.

Off-the-Wall Questions
· If you could be a superhero, what would you want your superpowers to be?
· If someone were to write a biography about you, what do you think the title should be?
· If you were shipwrecked on a deserted island, but all your basic needs such as food and water were taken care of, what two items would you want to have with you?
· If you had six months with no obligations or financial constraints, what would you do with the time?
· If you had only six months to live, what would you do with the time?
· If you could have dinner with anyone from history, who would it be and why?
· If you could compare yourself with any animal, which would it be and why?
· If you won $20 million in the lottery, what would you do with the money?
· Whom do you most admire and why?

The key to responding to an off-the-wall question is not to let it rattle you. Don’t adopt a deer-in-the-headlights look. Simply smile, take a deep breathe, and take a moment to compose your response. A little bit of silence is better than blurting out something even sillier than the question.

You don’t have to be witty. Just give an honest response. If you absolutely cannot think of an answer, ask if you can come back to that question later. You may lose a few thinking-on-your-feet points, but you’ll gain points for handling a difficult situation with poise. There is rarely a wrong answer to offbeat questions.
If you can turn your answer into something job-related, that’s a bonus, but it’s probably above the expectations of the interviewer. For example, if you’re interviewing for a finance job and are asked what you’d do with a large windfall of money, you could give a clever response about how you’d invest the cash.
QUESTIONS TO ASK THE INTERVIEWER

Use an interview to evaluate whether or not you want to work for the company. Ask questions throughout.

At the beginning of the interview, ask:

· What are the primary duties of this position?
· What types of skills are you looking for in a person to fill this position?
· What is a typical day like for the person in this position?
· Is this a new position or was the person who was in this position promoted?

Mid-interview, ask:

· What results would you like to see me produce?
· Can you tell me a little about my co-workers or the people I’d be supervising?
· What are the opportunities for advancement within the company?

Towards the end of the interview, ask:

· Is there anything else I can tell you about my qualifications?
· When do you expect to make your decision?
· How will I be notified?

When offered the position, ask:

· I greatly appreciate your offer. How soon do you need a decision?
· Would it be alright if I let you know by (date)?
If you are not offered the position, ask:

· Do you know of other organizations that would be interested in my experience?
· Could you keep my résumé on hand should other positions become available?
· Would you be willing to give me feedback in order to help me prepare for future interviews?

THANK-YOU LETTER FOLLOWING A JOB INTERVIEW

178 Green Street 

Your Town, NC 28500 

February 1, 2008

Pat Cummings

Manager, Billing Department 

_______ Corporation 

1140 Market Street 

Any Town, NC 28500 

Dear Mr. Cummings: 

Thank you for taking the time to interview me for the ___________________ position at _______. It was a pleasure meeting you and learning more about the job and your organization. 

I am very interested in applying my education and experience to the position, and I believe that my qualifications will contribute to the success of your organization. I will contact you by the end of next week, if I do not hear from you sooner, to check on the status of my application. 

Again, thank you for your time and consideration. 

Sincerely, 

Your Name 

INTERVIEW PREPARATION CHECKLIST

Before the Interview

___Conducted research on the company/organization

___Analyzed all available information on the position interviewing for


___Used the Company Research Topics handout for topics to research and sources


      of information


___Identified three to five key competencies, skills, and strengths I have that match the job


      description

___Attended the Job Search Strategies class, specifically the Identifying Transferable


      Skills section, if I needed help identifying my competencies, skills, and strengths



___Used the following handouts to identify competencies, skills, and strengths



      that match the position
· Skills to Sell in an Interview
· Functional Transferable Skills 

· Basic, Advanced, and Executive Competencies

· Personality Characteristics
· Homemaker/Volunteer Competencies, Skills, and Personal Attributes
___Developed a quality résumé or updated/improved an existing one



___Attended the Résumé and Cover Letters class offered by the CRMC for help


___Had a CRMC staff member review my résumé and offer suggestions for improvement
___Identified and am able to talk about my long-term and short-term career goals

___Prepared my references as follows:


___ Identified three to five that can “prove” or back up what’s in my résumé and what I plan to


       say in the interview


___Asked references for their permission to be a reference

___Obtained up-to-date contact information from references


___Made references aware of positions I am interviewing for


___Provided references with a copy of my résumé

___Coached references on comments that would support what I plan to say in the

            interview

___Am properly dressed for the interview


___Used the Dress for Success handout and other proper interview attire resources


      available in the CRMC

___Planned for arrival at the interview, specifically:


___Got directions in advance and made a practice run to the interview site beforehand


___Anticipated traffic and parking considerations


___Filled my vehicle’s tank with gas the night before

___Arrived five - 10 minutes early 

___Brought the following items to the interview:


___Small, professional-looking portfolio or case with pockets

INTERVIEW PREPARATION CHECKLIST
 (cont.)
        __ Notepad and pen


___Directions to the interview site


___Name of person or persons conducting the interview


___Extra copies of my résumé

___List of references or reference letters


___Copies of impressive evaluations or citations related to qualifications for the position

      ___Company information to refer to or to review


___List of job-related questions


___Important information that might be needed to fill out job application forms

___DID NOT bring:

___Anyone to the interview with me


___Food, cell phones, MP3 players, Game Boys, Ipods, etc.

During the Interview

___Am ready for the introduction as follows:


___Proper handshake, smile, and eye contact with the interviewer when greeting him or her


___Wait until the interviewer offers a seat




___When offered a seat, try to sit across from the interviewer

___Remain formal when addressing the interviewer, using “Mister” or “Ms.” unless the


      interviewer specifically asks me to use his or her first name

___Am relaxed and prepared to answer:


___Ice-breaker questions


___Open-ended questions


___Situational and behavioral questions


___Improper and illegal questions


___Salary questions

___Used the following handouts and resources to help:


___Common Interview Questions


___Advice on Answering 50 Common Interview Questions


___Behavior-Based Interview Questions 1 and 2


___Illegal and Off-the-Wall Questions


___Illegal Interview Questions
___Attended the Job Offer Evaluation and Salary Negotiation class offered by the CRMC to    help develop a salary range and formulate answers to salary questions
___Remember to:


___Sit up straight


___Look the interviewer in the eye


___Keep my hands folded in my lap


___Gesture appropriately with my hands to reinforce points

INTERVIEW PREPARATION CHECKLIST
 (cont.)
__Will try to avoid the following distracting mannerisms and habits during the interview:


___Slumping, slouching, and leaning in the chair


___Pulling/Twisting hair


___Drumming fingers


___Picking nails


___Clearing my throat repeatedly


___Fidgeting, sniffling, etc.


___Pointing at the interviewer when speaking


___Using verbal pauses or words such as “like,” “you know,” “uh-huh,” and “yeah”

___Prepared a list of possible questions to ask the interviewer


___Used the Questions to Ask the Interviewer handout for help

___At the end of the interview, made sure to:


___Spend a minute or two summarizing or highlighting my qualifications

___Thank the interviewer for his or her time and consideration


___Ask when a hiring decision will be made, if they haven’t already told you

___Ask how and when you will be notified


___Ask how and when you can follow up, if necessary


___Continue to show enthusiasm for the job to leave a lasting, positive impression on the


      interviewer

After the Interview

___Be sure to:


___Make notes on what I did well and what needs improvement, while still fresh in my


      mind 


___Send the interviewer a thank-you letter that day or the next. In the letter:



___Stress points brought out in the interview that qualify me for the job



___Address any strengths missed or left out during the interview


___Use the Thank-You Letter for Job Interview handout for help

___Contact the interviewer by the decision date if I do not hear anything to determine my

      status 
___If I am not offered the position, will consider contacting the interviewer to discuss my

      strengths and weaknesses for the job and during my interview, which will help

      me do better in future interviews

___Consider asking the interviewer if he or she is aware of other job openings inside/outside the

      organization that might be a better match for my qualifications

___Used the Questions to Help Prepare You for the Interview handout as a final check on

      covering all tasks to be conducted before and after the interview
Questions to Help Prepare You for the Interview

1. Appearance okay? Fresh? Pressed?                              

2. Personal records in good shape?

3. Dates of past employment clearly in mind?                 

4. Pass achievements recorded?

5. Know why you want the job?

6. Can you say why you want it, CLEARLY?

7. Do you know exactly what you have to offer?

8. Can you intelligently account for gaps in your employment record, if any?

9. Completely briefed on the company?

10. Completely briefed on the job requirements?

11. List of intelligent questions ready?

12. Opening remarks worked out?

13. Reasons why the company should consider you – thought out and organized?

14. All facts concerning past employment in order?

15. Do you know what points about yourself you want to emphasize?

16. Five-year job goal worked out?

17. Have you worked out what to say to prove your worth?

18. Ready to state how you could help the company?

19. Short-term and long-term occupational goal(s) worked out?

20. Mental frame of mind good?

21. Ready with a smile?

22. Rehearsed answers to possible questions?

QUESTIONS TO ASK YOURSELF AFTER THE INTERVIEW
1. Were you relaxed, confident?

2. Did you “control” your part of the interview with good, solid questions?

3. Were your questions well thought out?

4. Did you listen?

5. Was the knowledge of the company adequate?

6. Was your personal appearance flawless?

7. Were your remarks well controlled?

8. Did you “jump” to answer questions rather than listen carefully?

9. Did you pause to consider possible answers?

10. Did you prove your points?

11. Were your background facts fluently presented?

12. Did you sell, convince, and persuade?

13. Did you concentrate on the interviewer’s remarks?

14. During the interview, were your thoughts elsewhere?

15. Were you able to justify your background in terms of the job requirements?

16. Were you completely frank?

17. Did you demonstrate that you really wanted the job?

18. Were you able to furnish facts on why you could handle the job?
QUESTIONS TO ASK YOURSELF AFTER THE INTERVIEW (cont.)
19. Did you skip anything in preparing for the interview?

20. Did you take anything for granted in preparing for the interview?

21. Did you pre-examine all aspects of the job?

22. Were you specific and definite in your statements?

23. Were you specific and definite in your answers?

24. Over all, did you do well?

25. Have you written a thank-you note?
Interview Questions: Legal or Illegal?

By Deanna G. Kucler



The guiding principal behind any questions to a job applicant is: Can the employer demonstrate a job-related necessity for asking the question? Both the intent behind the question and how the information is to be used by the employer are important to determining whether a question is an appropriate pre-employment inquiry. That is to say, an employer should consider whether the answers to the question, if used in making the selection, will adversely effect and screen out minorities or members of one sex. The following is a representative list of questions with a short analysis of each question to determine whether it is an unacceptable or acceptable question and why. It is not all-inclusive.

How many children do you have?
This question is inappropriate for two reasons.  First, questions regarding marital status, number of children, and childcare arrangements are not appropriate because they may be seen as being based upon the applicant's gender. Under Title VII of the Civil Rights Act, it is unlawful to deny a female applicant employment because she has children or is planning to have a child at some future date. Second, this question is an inappropriate way of asking about an otherwise appropriate subject: availability to work.

Questions asked to availability to work should be job-related. For example: What hours can you work? What shift(s) can you work? Can you work on weekends and/or holidays? Are there specific times that you cannot work? Do you have responsibilities other than work that will interfere with specific job requirements such as traveling? 

What country are your parents from?
You may not ask an applicant where he/she was born or where his/her parents were born. You may ask if the applicant is eligible to work in the United States. Under Title VII pre-employment inquiries concerning national origin are not considered violations of the law in and of themselves.

However, inquiries that either directly or indirectly disclose such information, unless otherwise explained, may constitute evidence of discrimination prohibited by Title VII. Some state employment practice laws expressly prohibit inquiries on employment applications concerning the applicant's national origin. In some states, it may also be considered illegal to seek related data, such as the birth, place of birth or citizenship of parents, which could indirectly reveal national origin.  

What is your native language?
When an English language skill is not a requirement of the work to be performed, and an employer uses an English language proficiency test or requires English language proficiency, an adverse effect upon a particular minority group may result, creating a violation of Title VII.

It is also inappropriate to inquire how an applicant acquired the ability to read, write or speak a foreign language. However, if the job requires additional languages, an employer may legitimately inquire into languages the applicant speaks and writes fluently.  

What is your height? What is your weight?
The EEOC and the courts have ruled minimum height and weight requirements to be illegal if they screen out a disproportionate number of minority group individuals or women, and the employer cannot show that these standards are essential to the safe performance of a job in question. 

Interview Questions: Legal or Illegal? (cont.)
Do you have a criminal record?
Questions relating to an applicant's arrest record are improper, while questions of an applicant's conviction record may be asked if job-related. The EEOC and many states prohibit the use of arrest records for employment decisions because they are inherently biased against applicants in minority groups in other protected classes.

The EEOC has issued a Revised Policy Statement covering the use of conviction by employers in making employment decisions:

First, the employer must establish a business necessity for use of an applicant's conviction record in its employment decision. In establishing business necessity, the employer must consider three factors to justify use of a conviction record: (1) nature and gravity of the offense for which convicted; (2) amount of time that has elapsed since the applicant's conviction and/or completion of sentence; and (3) the nature of the job in question as it relates to the nature of the offense committed.

Second, the EEOC's Revised Policy Statement eliminated the existing requirement that employers consider the applicant's prior employment history, along with rehabilitation efforts, if any. The Revised Policy Statement requires that the employer consider job-relatedness of the conviction, plus the lapse of time between the conviction and the current job selection process. 

Do you own your own home?
An interviewer should not ask if the applicant owns or rents a home or car, or if wages have been previously garnished, or if the applicant has ever declared bankruptcy, unless financial considerations exist for the job in question.

Any employer who relies on consumer credit reports in its employment process must comply with the Fair Credit Reporting Act of 1970 and the Consumer Credit Reporting Reform Act of 1996. 

Did you serve in the military? What type of discharge did you receive?
You may not ask what type of discharge the applicant received from a military service.

You may ask whether or not the applicant has served in the military, period of service, rank at time of discharge, and type of training and work experience received while in the service.  

How old are you?
The Age Discrimination in Employment Act ("ADEA") prohibits discrimination on the basis of age with respect to individuals over the age of 40. Requests that an applicant state his/her age may tend to deter older applicants, and may otherwise indicate discrimination based on age.

Consequently, employment application forms which request information such as age will be closely scrutinized to assure that the request is for permissible purpose and not for purposes prescribed by the ADEA.

Permissible purposes are limited to when age requirement or limit is a bona fide job application or is based on reasonable factors other than age. Under the EEOC's Age Discrimination Interpretive Rules, requests for date of birth on the employment application are permissible, provided that an appropriate disclaimer is shown.

In addition, any recruiting effort that is age-biased, such as seeking "recent graduates" or any question during the interview process that deters employment because of age is unlawful.  

What church do you go to? What religion are you?
There are no job-related considerations that would justify asking about religious beliefs or convictions unless your organization is a religious institution, in which case you may give preference to individuals of your own religion.

In addition, inquiries as to the applicant's religion are also not an appropriate method of determining availability to work. Employers have an obligation to accommodate the religious beliefs of employees and/or applicants unless to do so would cause undue economic hardship.
The EEOC has determined that the use of pre-employment inquiries that determine an applicant's availability have an exclusionary effect on the employment opportunities on persons following certain religious practices.

Thus, questions relating to availability for work on Friday evenings, Saturdays or holidays should not be asked unless an employer can show that the questions have not had an exclusionary effect on its employees or applicants who would need an accommodation for their religious practices, that the questions are otherwise justified, and that there are no alternative procedures which would have a lessor exclusionary effect. 

Are you a United States citizen?
This question is not appropriate as a pre-employment inquiry.

The EEOC Guidelines on Discrimination Because of National Origin indicate that consideration of an applicant's citizenship may constitute evidence of discrimination on the basis of national origin.

The law protects all individuals, both citizens and non-citizens domiciled or residing in the United States against discrimination on the basis of race, color, religion, sex or national origin.

A person who is a lawfully immigrated alien, legally eligible to work, may not be discriminated against on the basis of his/her citizenship, except in the interest of national security, as determined under a United States statute or a presidential executive order regarding the particular position or premises in question.  

Do you have any disabilities?
The Americans with Disabilities Act ("ADA") prohibits employers from asking disability-related questions to employment applicants. A "disability-related question" is any question that is likely to elicit information about disability. Under the ADA, an employer cannot lawfully ask an applicant whether he has a particular disability nor ask questions that are closely related to a disability.

An employer, for example, generally may not ask an applicant whether the applicant will need reasonable accommodations for the job. An employer may not ask an applicant how many sick days he took with a previous employer; this question directly relates to possible disabilities.

An employer may not ask an applicant about his/her worker's compensation history. A question of this nature is viewed as relating directly to the severity of the applicant's impairments. An employer may not ask an applicant about his current or prior lawful drug use. For example, an employer cannot ask an applicant, "What medications are you currently taking?"

An employer may ask an applicant whether he/she can perform the essential functions of the job for which he is applying, with or without reasonable accommodation. Or ask applicants to describe how they would perform any and all job functions, as long as all applicants in the job category are asked to do this.


When an employer reasonably believes that an applicant will not be able to perform a job function because of a known disability, the employer may ask the applicant to describe or demonstrate how he would perform the function.

If the applicant has an obvious disability or voluntarily discloses a hidden disability to the employer, the employer may ask the applicant whether he needs reasonable accommodations and what types of reasonable accommodations he will need.


For example, an applicant for a receptionist's position voluntarily discloses that he has diabetes and will need to take breaks to take his medication. The employer may ask the applicant questions about the reasonable accommodations he will need, such as how often he will need to take breaks and how long the breaks must be.

An employer should inform all applicants of the essential functions of the position and of the employer's attendance requirements. The employer may then ask whether the applicant will be able to perform these functions and meet the attendance requirements. An employer may also ask about an applicant's attendance record with a prior employer.

This question is not considered to be disability-related, because there may be many reasons unrelated to disability why a person may not have met the attendance requirements of a previous job.  

When was the last time you used illegal drugs?
An employer may ask applicants about current and prior illegal use of drugs. An individual who is currently using illegal drugs is not protected under the ADA. For example, an employer may ask the following of an applicant: "Do you currently use illegal drugs? Have you ever used illegal drugs? What illegal drugs have you used in the last six months?"

These questions are not likely to tell the employer anything about whether the applicant is addicted to drugs. On the other hand, questions that ask how frequently the applicant has used illegal drugs are likely to elicit information about whether the applicant was a past drug addict. An employer may not ask questions that refer to past drug addiction.  

Do you drink alcoholic beverages?
An employer may ask an applicant questions about his drinking habits, unless a particular question is likely to elicit information about alcoholism, which is a disability under the ADA. An employer may ask an applicant whether he drinks alcohol, or whether he has been convicted for driving under the influence of alcohol. The questions do not reveal whether someone has alcoholism.

On the other hand, questions about how much alcohol an applicant drinks or whether he/she as participated in an alcohol rehabilitation program are not permitted. Questions of this nature are likely to elicit information about whether the applicant has alcoholism.  

Have you ever undergone psychiatric evaluation?
This is not an appropriate question.

The EEOC enforcement guidance on psychiatric disabilities limits the questions asked of any applicant about any psychiatric disability.

Under the ADA, the term, "psychiatric disability," includes mental impairments, such as any mental or psychological disorder including emotional or mental illness. It includes major depression, bipolar disorder and anxiety disorders such as panic disorder, obsessive-compulsive disorder and post-traumatic stress disorder. A mental impairment also includes schizophrenia and personality disorders.

As with physical disabilities, an employer is not permitted to ask applicants any questions that are likely to elicit information about a psychiatric disability. A limited exception comes into play when the employer reasonably believes that an applicant has a psychiatric disability for which the applicant will require accommodation.

Generally speaking, an employer can only reasonably believe that an applicant will need accommodation if the applicant discloses his psychiatric disability to the employer during the hiring process or if the applicant tells the employer during the hiring process that he will need such accommodation.  

Are you dating anyone right now?
While this question may not be evidence of discrimination, interviewers should avoid questions of a personal nature. Personal questions are generally irrelevant to the hiring process, and may give rise to claims for invasion of privacy or sexual harassment.


When did you graduate from high school?
This type of question can be considered an indirect inquiry as to an applicant's age and may create an inference of age discrimination. While such a question does not inherently violate the Age Discrimination in Employment Act, a more appropriate approach is to simply ask the interviewee if he or she has a high school diploma or equivalent.

Further, an employer must consider whether a high school education is necessitated by the duties and functions of the position for which applicants are being interviewed. The United States Supreme Court has found an employer's requirement of a high school education discriminatory where statistics showed that such a requirement operated to disqualify blacks at a substantially higher rate than whites and there was not evidence that the requirement was significantly related to successful job performance. 

The standard applies to all groups protected under Title VII and to all questions related to educational achievement, if no job-related requirement or business necessity exists. While an employer may generally inquire as to the applicant's educational background, there must be some degree of relationship between the level of education required for the position and the job duties of the position.

Do you have any family members who work here now or who have worked here in the past?
Information about friends or relatives working for an employer is generally not relevant to an applicant's competence.

Requesting such information may be unlawful if it creates a preference for relatives of current employees in the selection process and the composition of the present workforce is such that this preference reduces or eliminates employment opportunities for members of protected groups.

As a general rule, however, unless an adverse effect on women or minorities can be shown, nepotism is not illegal.  

What clubs or organizations do you belong to?
As phrased above, this question is unacceptable because it could be seen as seeking information that is not job-related and which could relate to gender, national origin, religion or other status protected under Title VII.

It would be more appropriate to ask: "What professional or trade groups do you belong to that you consider relevant to your ability to perform this job?" This question would elicit similar information, but only to the extent that it is relevant to the job in question.  

What is your maiden name?
This question could be seen as an inappropriate inquiry under Title VII because it indirectly asks a female applicant to disclose information regarding her marital status.

Questions about marital status are frequently used to discriminate against women and to deny opportunities for female applicants. If you need to contact a former employer, you may, however, ask all applicants if they have ever been known by any other name.  

What is your race?
Title VII prohibits discrimination based on race and color. Again, pre-employment inquires concerning protected status are not considered violations of the law in and of themselves. However, this inquiry directly asks an applicant to disclose information regarding a protected characteristic, and, unless otherwise explained, may constitute evidence of discrimination prohibited by Title VII.

An employer may legitimately obtain information needed to create and implement an affirmative action plan, or to meet other government recordkeeping requirements, or even for the employer's own efforts to recruit minorities and/or women.

The information should be kept separate from other employee records to ensure that it is not used to discriminate in making personnel decisions. One means of collecting such data that has been approved by the courts is the use of a "tear-off sheet," which is an anonymous sheet that is separated from the application and used only for purposes unrelated to the selection decision. 

If It's Not Job Related, Don't Ask
Data on such matters as marital status, number and age of children, and similar issues, which could be used in a discriminatory manner in making employment decisions, but which are necessary for insurance, reporting requirements or other business purposes can and should be obtained if a person has been employed, not by means of an application form or a pre-employment interview. 

It is reasonable to assume that all questions on an application form, or any pre-employment interview are for some purpose, and that selection or hiring decisions are made on the basis of the answers given. 

When facing charges of discrimination, the employer bears the burden of proving that answers to all questions on application forms or in oral interviews are not used in making hiring and placement decisions in a discriminatory manner prohibited by the law. 

The employer must establish that the questions do not seek information other than that which is essential to evaluation of an applicant's qualifications for employment. It is, therefore, in an employer's own self-interest to carefully review all procedures used in screening applicants for employment, eliminating or altering any not justified by business necessity. 

This article is prepared in summary form and is not to be construed as legal advice or opinion on any specific fact or circumstance
Advice on Answering 50 Common Interview Questions


What kind of salary do you need? Are you applying for other jobs? Why should we hire you? You probably ask questions like these in interviews. Here are some insights into how job seekers prepare their answers. 

Review these typical interview questions and think about how you would answer them. After the questions are listed, you'll find some strategy suggestions. 

(Excerpted from the book The Accelerated Job Search by Wayne D. Ford, Ph.D., published by The Management Advantage, Inc.)

1. Tell me about yourself.
The most often asked question in interviews. You need to have a short statement prepared in your mind. Be careful that it does not sound rehearsed. Limit it to work-related items unless instructed otherwise. Talk about things you have done and jobs you have held that relate to the position you are interviewing for. Start with the item farthest back and work up to the present. 
2. Why did you leave your last job?
Stay positive regardless of the circumstances. Never refer to a major problem with management and never speak ill of supervisors, co-workers, or the organization.
If you do, you will be the one looking bad. Keep smiling and talk about leaving for a positive reason such as an opportunity, a chance to do something special, or other forward-looking reasons. 

3. What experience do you have in this field?
Speak about specifics that relate to the position you are applying for. If you do not have specific experience, get as close as you can.  

4. Do you consider yourself successful?
You should always answer yes and briefly explain why. A good explanation is that you have set goals, and you have met some and are on track to achieve the others.  

5. What do co-workers say about you?
Be prepared with a quote or two from co-workers. Either a specific statement or a paraphrase will work. "Jill Clark, a co-worker at Smith Company, always said I was the hardest worker she had ever known." It is as powerful as Jill having said it at the interview herself.  

6. What do you know about this organization?
This question is one reason to do some research on the organization before the interview. Find out where they have been, and where they are going. What are the current issues, and who are the major players?  

7. What have you done to improve your knowledge in the last year?
Try to include improvement activities that relate to the job. A wide variety of activities can be mentioned as positive self-improvement. Have some good ones handy to mention. 

8. Are you applying for other jobs?
Be honest but do not spend a lot of time in this area. Keep the focus on this job and what you can do for this organization. Anything else is a distraction.  

9. Why do you want to work for this organization?
This may take some thought and certainly should be based on the research you have done on the organization. Sincerity is extremely important here, and will easily be sensed. Relate it to your long-term career goals.  

10. Do you know anyone who works for us?
Be aware of the policy on relatives working for the organization. This can affect your answer even though they asked about friends not relatives. Be careful to mention a friend only if they are well thought of.  

11. What kind of salary do you need?
A loaded question. A nasty little game that you will probably lose if you answer first. So, do not answer it. Instead, say something like, "That’s a tough question. Can you tell me the range for this position?" In most cases, the interviewer, taken off guard, will tell you. If not, say that it can depend on the details of the job. Then give a wide range.  

12. Are you a team player?
You are, of course, a team player. Be sure to have examples ready. Specifics that show you often perform for the good of the team rather than for yourself are good evidence of your team attitude. Do not brag, just say it in a matter-of-fact tone. This is a key point.  

13. How long would you expect to work for us if hired?
Specifics here are not good. Something like this should work: "I’d like it to be a long time." or "As long as we both feel I’m doing a good job."  

14. Have you ever had to fire anyone? How did you feel about that?
This is serious. Do not make light of it or in any way seem like you like to fire people. At the same time, you will do it when it is the right thing to do. When it comes to the organization versus the individual who has created a harmful situation, you will protect the organization. Remember firing is not the same as layoff or reduction in force.  

15. What is your philosophy towards work?
The interviewer is not looking for a long or flowery dissertation here. Do you have strong feelings that the job gets done? Yes. That’s the type of answer that works best here. Short and positive, showing a benefit to the organization.  

16. If you had enough money to retire right now, would you?
Answer yes if you would. But since you need to work, this is the type of work you prefer. Do not say yes if you do not mean it.  

17. Have you ever been asked to leave a position?
If you have not, say no. If you have, be honest, brief, and avoid saying negative things about the people or organization involved. 

18. Explain how you would be an asset to this organization.
You should be anxious for this question. It gives you a chance to highlight your best points as they relate to the position being discussed. Give a little advance thought to this relationship.  

19. Why should we hire you?
Point out how your assets meet what the organization needs. Do not mention any other candidates to make a comparison.  

20. Tell me about a suggestion you have made.
Have a good one ready. Be sure to use a suggestion that was accepted and was then considered successful. One related to the type of work applied for is a real plus.  

21. What irritates you about co-workers?
This is a trap question. Think "real hard" but fail to come up with anything that irritates you. A short statement that you seem to get along with folks is great.  

22. What is your greatest strength?
Numerous answers are good, just stay positive. A few good examples:

· Your ability to prioritize 

· Your problem-solving skills 

· Your ability to work under pressure

· Your ability to focus on projects 

· Your professional expertise

· Your leadership skills

· Your positive attitude
23. Tell me about your dream job.
Stay away from a specific job. You cannot win. If you say the job you are contending for is it, you strain credibility. If you say another job is it, you plant the suspicion that you will be dissatisfied with this position if hired. The best bet is to stay generic and say something like: "A job where I love the work, like the people, can contribute, and can’t wait to get to work."  

24. Why do you think you would do well at this job?
Give several reasons and include skills, experience, and interest.  

25. What are you looking for in a job?
See answer #23.  

26. What kind of person would you refuse to work with?
Do not be trivial. It would take disloyalty to the organization, violence or lawbreaking to get you to object. Minor objections will label you as a whiner.  

27. What is more important to you: the money or the work?
Money is always important, but the work is the most important. There is no better answer.  

28. What would your previous supervisor say your strongest point is?
There are numerous good possibilities: 

· Loyalty 

· Energy 

· Positive attitude 

· Leadership 

· Team player 

· Expertise 

· Initiative 

· Patience 

· Hard work 

· Creativity 

· Problem solver
29. Tell me about a problem you had with a supervisor.
Biggest trap of all. This is a test to see if you will speak ill of your boss. If you fall for it and tell about a problem with a former boss, you may well blow the interview right there. Stay positive and develop a poor memory about any trouble with a superior.  

30. What has disappointed you about a job?
Don’t get trivial or negative. Safe areas are few but can include:

· Not enough of a challenge 

· You were laid off in a reduction 

· The company did not win a contract, which would have given you more responsibility
31. Tell me about your ability to work under pressure.
You may say that you thrive under certain types of pressure. Give an example that relates to the type of position applied for.  

32. Do your skills match this job or another job more closely?
Probably this one. Do not give fuel to the suspicion that you may want another job more than this one.  

33. What motivates you to do your best on the job?
This is a personal trait that only you can say, but good examples are:

· A challenge 

· Achievement 

· Recognition
34. Are you willing to work overtime? Nights? Weekends?
This is up to you. Be totally honest.  

35. How would you know you were successful on this job?
Several ways are good measures:

· You set high standards for yourself and meet them. 

· Your outcomes are a success. 

· Your boss tells you that you are successful.

36. Would you be willing to relocate if required?
You should be clear on this with your family prior to the interview if you think there is a chance it may come up. Do not say yes just to get the job if the real answer is no. This can create a lot of problems later on in your career. Be honest at this point and save yourself future grief.  

37. Are you willing to put the interests of the organization ahead of your own?
This is a straight loyalty and dedication question. Do not worry about the deep ethical and philosophical implications. Just say yes.  

38. Describe your management style.
Try to avoid labels. Some of the more common labels, like "progressive,” "salesman" or "consensus,” can have several meanings or descriptions depending on which management expert you listen to. The "situational" style is safe, because it says you will manage according to the situation, instead of "one size fits all."  

39. What have you learned from mistakes on the job?
Here you have to come up with something or you strain credibility. Make it a small, well-intentioned mistake with a positive lesson learned. An example would be working too far ahead of colleagues on a project and thus throwing coordination off.  

40. Do you have any blind spots?
Trick question. If you know about blind spots, they are no longer blind spots. Do not reveal any personal areas of concern here. Let them do their own discovery on your bad points. Do not hand it to them.  

41. If you were hiring a person for this job, what would you look for?
Be careful to mention traits that are needed and that you have.  

42. Do you think you are overqualified for this position?
Regardless of your qualifications, state that you are very well qualified for the position.  

43. How do you propose to compensate for your lack of experience?
First, if you have experience that the interviewer does not know about, bring that up. Then, point out (if true) that you are a hard-working, quick learner.  

44. What qualities do you look for in a boss?
Be generic and positive. Safe qualities are knowledgeable, a sense of humor, fair, loyal to subordinates, and holder of high standards. All bosses think they have these traits.  

45. Tell me about a time when you helped resolve a dispute between others.
Pick a specific incident. Concentrate on your problem-solving technique and not the dispute you settled.  

46. What position do you prefer on a team working on a project?
Be honest. If you are comfortable in different roles, point that out.  

47. Describe your work ethic.
Emphasize benefits to the organization. Things like, "determination to get the job done" and "work hard but enjoy your work" are good.  

48. What has been your biggest professional disappointment?
Be sure that you refer to something that was beyond your control. Show acceptance and no negative feelings.  

49. Tell me about the most fun you have had on the job.
Talk about having fun by accomplishing something for the organization.  

50. Do you have any questions for me?
Always have some questions prepared. Questions involving areas where you will be an asset to the organization are good. "How soon will I be able to be productive?" and "What type of projects will I be able to assist on?" are examples.
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