CMA Executive Recruiters
HOW TO CONDUCT A SUCCESSFUL FACE TO FACE INTERVIEW

A. PRESENTATION TO EMPLOYER

1 Appearanceiscritical. Dress properly - It isvery important!!
Thelook is conservative and successful. (men) Conservative suit with tie, white shirt, dark socks, leather shoes
(polished), and get ahair cut. (women) Conservative suit, ssimple hose, polished shoes. Or, with many companies today,
proper interview attire for women or men is “Business Casual”, meaning nice shirt or blouse and dress or khaki pants. Find
out before you go what they expect.

2. Firg thing make “ eye contact” - and maintain eye contact throughout the interview.

3. Hand shake - should be firm (not limp or too strong) Try practicing with a friend before you interview.
4. Learn as much about the company before going in as you can; thiswill impress the interviewers.

5. Take at least one fresh original resume
*  Job title/starting and ending dates.

*  Beprepared to discuss each aspect of your career in detail. Know your own resumel
*  Beableto speak about your dutiesresponsihilities in depth.

*  What and how--strong emphasis on your specific duties.

*  Déefinitely mention specific Accomplishments, Awards, and Rankings.

*  Satethefacts-- be honest - but not modest! Sell your strengths!!

6. Find out what the employer islooking for and describe your past accomplishmentsreating how they will help him.
Give Examples!!
*  Maintain eye contact at al timesand smile, but don't be phony.
*  Bepositive--eager--at ease

7. When the employer says, “ Tell me about your self?” Talk about your professional background, your qualifications, your
education relevant to the position, your duties and achievements.

8. Be able to discuss your past experiences in depth and detail. You arethe authority.
*  Come across in amotivated tone. Be enthusiastic; present yourself asa "high energy” person.
*  Besincere
*  Answer the questions geared to the position for which you are interviewing. (Be careful you don't interview for a
different position than the one you were sent on.)
*  When the employer asks you a question, think about your answers aslong as you need to... But, when, you do answer
don't be vague--be decisive and specific with your answer s Be car eful to not “over talk” your answers.
*  Never say “no”, or “ | don’t know anything about that”, or “I don’t do that”, instead say
"Although | haven't, | can do..."
*  Make the employer comfortable with you as a prospective employee - and as a person!
9. State the reasons for leaving in a very positive manner.
*  Bepositive about current employer/manager .

*  Theold saying, “If you can’t say anything nice, then don’t say anything at all” isvery appropriate in the interview
Setting.
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B..POTENTIAL STRESSQUESTIONS page 2
Here are typical ones:

* What are your short-range objectives?

* What are your long-range objectives?

* What do you look for in ajob?

* Why areyou leaving your present job? (Be brief and positive)

* Why did your business fail?

* What can you do for us that someone else cannot do?

* Why should we hire you?

* How isyour health?

* Can you work under pressure?

* What is your philosophy of management?

* Tell me about atime when you used influence instead of job position to get something done.

* Do you prefer staff or line work? Why?

* What kind of salary are you worth? Why?

* What were your five biggest accomplishments in your present (or last) job?

* What were your five biggest accomplishments in your career?

* Why didn't you do better in college?

* What is your biggest strength'?

* What is your biggest weakness?

* How long would it take for you to make a contribution to our company?

* How long would you stay with us?

* How do you feel about people from minority groups?

* If you could start again, what would you do differently?

* How do you rate yoursdlf as a manager?

* What new goals or objectives have you established recently? Why?

* How have you changed the nature of your job?

* What do you think of your boss?

* Why haven't you obtained ajob so far?

* What features of your previous jobs have you liked?

* What features of your previous jobs have you disliked?

* Would you describe a few situations in which your work was criticized?

* Would you object to working for a woman?

* How would you evaluate your present firm?

* Do you generally speak to people before they speak to you?

* How would you describe the essence of success?

* What was the last book you read?

* What interests you most about the position we have?

* Don't you feel you might be better off with a different size organization?

* Why aren't you earning more?

* Will you be out to take your boss's job?

* Areyou aleader?

* How would you describe your personality?

* Have you helped increase profits?

* Have you helped reduce costs?

* Have you hired people before? What do you look for?

* Have you fired people before? Why?

CHRISTINE ABRAHAM (561) 417-8407 cma@cmafl.com


mailto:cma@cmafl.com

EXAMPLESOF QUESTIONSWITH ACCEPTABLE RESPONSES page 3

Q  What isyour biggest weakness?
A.  Wadl, | really don't feel | have a weakness that affects my working ability. | guess at times, | have a tendency
to be impatient and occasionally push peopletoo hard to get a job done. Patience isn't my strongest virtue.

Q. How longwould it take for you to make a contribution to our company?

A. Wadl, | hopeto be able to make a contribution in a very short time, obviously it will take some time to get used to
certain operating procedures. There are a number of things that | have accomplished beforethat | may be able
to institute once | gain a better understanding of your organization.

Q. How longwould you stay with us?

A. Asl| mentioned to you, I'mlooking for a career opportunity, however, I'm arealist. Obviously, if 1 don't do the job
you won't want me around, and if there is no opportunity for me, it won't be the type of environment I’ d enjoy.

Q. What doyou think of your boss?

A. Heéesan outstanding man. | have a great deal of respect for him and have enjoyed working with him very much.

Q. What interestsyou most about the position we have?

A. | amanxiousto take on added responsibility. In addition to enjoying my work, 1'd like to expand my knowledge.

Frankly, these opportunities don't exist in my present position, but do in the one here.

10. The Salary Discussion
* Try to avoid the salary discussion like the plague! If asked, “What are you looking for?’
The correct answer is, “My present salary is $$,$$3, if you like me, and | like you, I’m sure we can work the
numbers out.”
* Don’'t come up with a specific number ... you might ask for $2,000 more than they can pay or $2,000 less
than | can get for you.
* First, let’s see if both parties want to buy before we determine what it costs.

C. CANDIDATE ASKING PORTION OF THE INTERVIEW

The asking of thoughtful and probing questions should not be confined to the employer.

Candidates should be prepared to ask aswell as answer. It is perfectly acceptable to take out a pad and take notes.
Don't just sit therelikealog. Draw conversation. The greatest way in the world to become known as a good
conversationalist isto ask aleading question and let the other person speak. Do not interrupt.

*  What kind of projects would | work on?

What kind of plans does the company have to increase business?

What are the opportunities available in the company (department)?

Tdl me about the people | will be working with?

(If appropriate) what are the peoplelike | will be working with?

What about the company convinced you to join and stay through the years?

How did you get to where you are now?

What authority (if appropriate) will | be given?

What will you expect of me?

What is there about the position that has not been mentioned to me that could cause meto declineajob offer?
What happened to the last person in this job?

How would you define the management philosophy of the company?

* %k %k %k ok Xk X * ok kX

|F TIME ISSHORT AND YOU CAN ASK NOTHING ELSE, AT LEAST ASK THE FOLLOWING:
*  What do you want meto accomplish? (Tdl mini-war stories of similar accomplishments)

*  What obstacles will you need meto over-come? (Tel mini-war stories of where you have overcome similar
obstacles)
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D. CLOSING----* ASK FORTHEJOB* DO IT! Page 4

A basic of human nature: “People like people who like them in return”

*  When you seetheinterview is over... When the employer pushes down on his chair...

*  When hethanks you for comingin....

*  Téel theemployer why you can do the job and that you want the job!

0 This separates the men from the boys/ The women from the girls/ The pros from the amateurs /
The people who get the job versus the people who came in 2nd best.
0 Say "l cando thisjob because ...
If you want the job, find out where you stand, and ask one of the following:

*  What concer ns do you have about methat would prevent you from making me an offer or endorsing
me for hire? When he/she states a concer n, over come the concer n with a further explanation- then ask
if there are any other concerns, and repeat until thereare none. --OR--

* |sthereany reason you would not make me an offer? --OR—

*  Onascaeof 1-10, wheredo | fit?

Overcome any concerns with concise explanations.

E. AFTERTHE INTERVIEW ISOVER

Go to the nearest telephone and call me. | can't talk to the employer until | speak with you to find out "how it went".
We will go over some specific questions. Y ou should be able to tell me who you met with; how long you spent with
the person; and specifically what was discussed. At that time, | will need you to give me one of three possible
answers:

1. "No, I don't want the position." --OR--

2. "Yes, | want the position. --OR--

3. "I need more information” If this occurs, either | will get the information, or set up another interview

for you.

Do the best you can, and remember; all you can do isthe best you can. Either you will get/want the job or not. If
you grab the brass ring/get the golden prize--- we will celebrate---if not---you will be the same good person as before
theinterview.

Just do your best! Good luck, and call me when you finish theinterview.

F. WRITE AND SEND A THANK YOU LETTERIMMEDIATELY

SAMPLE"THANK YOU" LETTER TO SEND AFTER AN INTERVIEW

Dear
1. Thank you for taking thetimeto ...
2. Touch on company hot buttons and how you can solve their problems or help them achieve their goals.
3. Confirm next step (e.g. - Next interview, next phone contact, etc.)

TIPS
Bebrief and to the point.
Use your spelling proofreader and grammar -checking program.
Fax, E-mail, or regular mail the letter A.S.A.P. after interview.
Use hiring authority’s business card to properly address letter.
Email is fine, but follow it with an original sent in the mail.
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