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Interviewing Strategy & Actions

Introduction

	Summary
	Here are suggestions for preparing for, communicating in, and continuing after interviews.  Please act naturally.  Do not fake anything.  

Learn, commit and do whatever is ethically needed to get a better job quickly.  Prepare by learning all there is to know about the prospective interviewer’s needs and rehearsing how you will react to all foreseeable circumstances.  Arm yourself with buzzwords and key phrases so your vocabulary conveys your success.  Commit to your plan.  Do whatever is genuinely your best.  

Job-hunting is competitive and crazy.  I know you will need to have a competitive edge that will make you stand out from all the other acquaintances, applicants, interviewees, and candidates for the positions you want.  You will need to take time to discover, document, drill, and demonstrate your abilities to communicate and relate.  


Preparation for Interviewing

	Four steps 
	Briefly, you need to do four things to prepare for interviews:  

1. Change if the rewards are significant. 

2. Know what the company needs. 

3. Know what the job requires. 

4. Illustrate you know the job’s requirements and have done similar work. 

5. Use phrases that create an image of your being successful. 

6. Rehearse three types of self-presentations so you act very competent.  

7. Prepare to ask the interviewer questions that show our skills. 

8. Capture what you accomplished and prepare to succeed elsewhere. 


	Know the facts
	Prepare for interviews by knowing and rehearsing. If you are considering changing professions, locations, or positions, make sure you are being attracted by the promise of improved conditions and not being repelled by adversity.  Don’t jump out of the frying pan unemployment and into the fire of a dead end job.  Change professions, locations, or positions if you find:  

· you have been unemployed over twice as many months as you had originally estimated it would take you to get a better job.   
· it is time to for you to get a job that will broaden your skill set.  

· you can switch professions and avoid career obsolescence. 

· an offer of significantly more money, benefits or both. 


	Know the facts (continued)
	Know/understand what employers are looking for and be ready to show and tell them you have what they want.  

· Obtain evidence/proof to show interviewers what you have accomplished.  Be able to show/demonstrate how you’ve progressively accomplished more complex assignments over time.  Show how you’ve improved from working as an individual to working as an informal then formal leader.  Demonstrate what you have created, developed, and implemented.

· Describe what you’ve routinely accomplished at your last three to five jobs.  Be able to explain clearly how you have achieved what your supervisors have needed you to accomplish.  

Don’t give your opinions or tell what you think.  Don’t tell about problems or challenges you’ve faced.  Don’t tell how you felt disappointed or cheated.


Continued on next page

Preparation for Interviewing, Continued

	Know the facts (continued)
	Know the company and the job. 

· Know who is in the chain of command.  Know who serves the company and whom the company serves.  

· Know what the company does.  Know what you’ll need to do. 

· Know where work comes from and where it goes. 

· Know when cycles are used and when deadlines are to be set. 

· Know why the job is important.  

· Know how the target job fits in the company’s processes.  Know how the target job’s work should be done.

· Know if things are getting better or worse for the company and for the team you’ll be working on.   


	Know the facts (continued) 
	Use the following matrix to create a customized preparation guide for the interview.  
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Preparation for Interviews

Here’s a matrix for you to fill out as you do your homework in preparing for interviews.

 


Preparation for Interviewing, Continued

	Matching exercise
	Using the following form or something similar, list descriptions of the job’s requirements and corresponding work experience.  
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What is required by the new job?

What have you achieved in the past?

The job requires regular use of ________________________ 

__________________________________________________

in order to do _____________________________________. 

 

I learned to use ____________________________________

at my _____ job and it helped me achieve ______________

________________________________________________. 

 

The job requires occasional use of ______________________ 

__________________________________________________

in order to do _____________________________________. 

 

I used _________________ successfully each month.  It 

helped me _____________________________________.  

Be able to show you know what the job requires and that you’ve done what the job requires in the past.

Be able to explain how you can do the job reducing expenses, increasing revenues, or saving time. 




Preparation for Interviewing, Continued

	Use action words
	Arm yourself with phrases that inspire the interviewer to see you as an achiever.  

· Describe what breakthroughs you achieved concerning your work as an individual in your last job.  Be able to use the following phrases: 

· I planned…

· I created…

· I originated…

· I initiated…

· I developed…

· I conceived…

· I implemented…

· I formulated… 

· If you interview for a supervisory or management position, describe what you accomplished as a formal leader.  Be able to use the following phrases: 

· I was responsible for…

· I chaired…

· I directed…

· I lead…

· I supervised…

· I guided…

· I managed…

· I organized…

· I coordinated…

· I built…

· I gave direction to…


Continued on next page

Preparation for Interviewing, Continued

	Use action words (continued)
	· Arm yourself with result phrases.  Be able to use the following phrases: 

· I raised the level of…

· I achieved…

· I decreased expenses by…
· I increased revenue by…
· I evaluated ___________ and discovered…
· I shot holes in…


	Rehearsing the facts 
	Rehearse how you will react to the many alternative attitudes interviewers can have and the wide variety of questions interviewers can ask.  Prepare and rehearse: 

· a short career synopsis, 

· a dialogue about your last three jobs, and

· an explanation of how you have and can perform the functions required by the position you are interviewing for. 

Be ready to act strategically if: 
· The interviewer appears to be unprepared.  

· Time is cut short and the interviewer has not asked all her questions.  

· The interviewer is looking for someone who as a different social style than you.  

· The interviewer thinks your answer(s) is/are too generalized (lacks details) or vague.  

Follow the suggestions made by Harvey McKay in Sharkproof’s pages 301 to 319.  Be able to answer reflexively, there is no time to think during an interview; you must be able to perform smoothly.  


	Ask for more  
	Be prepared to ask a few questions to:  

· get more information/facts about the company,  

· show how you are more analytical/thoughtful than other candidates, 

· learn about the interviewer’s personality and the company’s culture, and

· demonstrate to the interviewer you communication skills (listen and people skills).   


Continued on next page

Preparation for Interviewing, Continued

	Ask for more (continued)
	Be prepared to use your own words and ask big-picture questions like: 

· What are XYZ’s short and long-term objectives?  How can I, as a desk underwriter, help XYZ Auto achieve its short and long-term objectives? 

· What are a few of XYZ’s unique qualities?  What has characteristics has XYZ developed over the years that make it attractive to customers?  What can I do as a desk underwriter to preserve and enhance such achievements?  

· What market forces are influencing XYZ’s growth?  How can I work as a desk underwriter to succeed in spite of negative market forces? 

· What is XYZ doing that helps it excel at insuring and working with independent agents?  How can I excel as a desk underwriter for XYZ?


	Recording the facts 
	Be prepared for self-debriefing and expressing your gratitude immediately after the interview.  


During Interview Time 

	In the beginning
	At the start of interviews break the ice in a way you show you are observant, relaxed, comfortable, and curious. 

· Comment about something you saw on the way to the interview or in the interviewer’s office.  

· Joke about something that is obviously humorous.  

· Ask the interviewer a question, concerning the industry’s current circumstances, you’ve been wondering about. 

· Ask the interviewer what he/she wants to talk about.  


	Face to face 
	During interviews, answer questions in ways you accomplish the following objectives: 

1.  Answer questions to show you are informed and communicate well.  

· Use you wrote on the Preparation for Interviews matrix.  

· Make sure three to four of your answers include buzzwords/phrases used in the job description and/or in the request for applications.  This demonstrates you have done some homework about the position/company/industry.  

· Make sure three to four of your answers include words/phrases that the interviewer(s) used during the interview.  This demonstrates you listened during the interview and understood what was said about the position/company/industry.

2.  Answer questions using phrases that show you listen to and care about others feelings, experience, knowledge, etc. 

· Before the interview, commit your self to writing brief quotes of what the interviewer states during the interview. 

· Tell the interviewer(s) how much you care about the issues referenced in the interviewer’s questions and statements. 

· Tell the interviewer(s) how much you’ve done in the past that concerns the issues referenced in the interviewer’s questions and statements. 


Continued on next page

During Interview Time, Continued

	Face to face (continued) 
	3.  Be ready to give examples when asked for examples.  Volunteer examples frequently.  Good interviewers ask “behavioral questions” to get you to tell them how you acted in the past so they can get a better understanding of how you will probably act in the future.  

4.  Answer questions as using content suggested by Harvey McKay in Sharkproof on pages 301 to 319 and give your answers reflexively.  Answer using phrases suggested above.  

5. Create and complete a grid similar to what is below.  Know the key result areas the job covers.  This will help you develop a checklist of subjects and plan how you will treat each subject during the interview.  You will be prepared because you will know and be able to explain so much about the job, the company, and the industry.  
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Continued on next page

During Interview Time, Continued

	In conclusion
	Express your appreciation for the interviewer’s consideration of you application and the information he/she gave you.  Explain this interview has encouraged you to either:  

· want more information about the job 

or 

· want to commit to work for the company. 

Ask for the job in a sincere way expressing your personality. 


After the Interview

	After the excitement 
	Send Thank-you letters the evening after first interviews.  If the interviewer or HR Rep or recruiter has not contacted you by the third day, call your point of contact for the interviewer expressing your interest in the position and asking when the next step can be taken.  If you want the job, act like it.  

Immediately after the interview, write answers to the following questions:  

· What went well?  What went according to your plan?  

· What should you mention in your thank-you card(s)?  

· What should you have been prepared for?  

· What’s next if you do not get the offer?  

· What pleasantly surprised you?  
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Describing job requirements and experience

What is required by the new job?

What have you achieved in the past?

The job requires regular use of ________________________ 

__________________________________________________

in order to do _____________________________________.  

I learned to use ____________________________________

at my _____ job and it helped me achieve ______________

________________________________________________.  

The job requires occasional use of ______________________ 

__________________________________________________

in order to do _____________________________________.  

I used _________________ successfully each month.  It 

helped me _____________________________________.  

Be able to show you know what the job requires and that you’ve done what the job requires in the past.

Be able to explain how you can do the job reducing expenses, increasing revenues, or saving time. 
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the Job’s Key Result Areas
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Who will you work for and with? How will you address people’s feelings and benefit from their experience, knowledge, authority, etc?

What products & services will you create?  How will you work to deliver good quality products & services?

What processes will you participate in?  How will you work to maintain the team’s processes?

What locations and situations will you work in?
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the Job’s Key Result Areas

People
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describe the most important KRAs 

that you will have to work on in the 

job you are about to interview for.

Who will you work for and with? How will you address people’s feelings and benefit from their experience, knowledge, authority, etc?

What products & services will you create?  How will you work to deliver good quality products & services?

What processes will you participate in?  How will you work to maintain the team’s processes?

What locations and situations will you work in?

Preparation for Interviews

Here’s a matrix for you to fill out as you do your homework in preparing for interviews.








