INTERVIEWING GUIDELINES


These guidelines are being sent to allow you to prepare better for your interviews.  They are composed of principles taught by several authorities such as Peter D. Leffkowitz in his video The Art of Competitive Prep. 
I. Four things to keep in mind that interviewers are looking for.


A)
They care about results, not what you do!


B)
They care about the evidence of those results, not your opinion of yourself.

C) They care about the solutions you chose, not your problems.

D) They care about progressively more important demonstrations of accomplishments, not what you think you’ve done.

II. Four things you must do before interviewing


A)
Have a proper attitude.  Know who you are and what you are bringing to the table.


B)
Research and compile company and job information.

C) Rehearse!  Rehearse!  Rehearse!

D) Deal intellectually and emotionally with leaving before you interview.  (This will be covered more in the next section.)  If you’re not prepared to leave you’re wasting everyone’s time.

Keep in mind that you are who you are.  Don’t try to make them think you’re somebody you’re not.  Eventually the real you will be discovered.

III. Leaving/Quitting your current job.


A)
Leave when a job attracts you, not just to get away from a negative.  Otherwise your judgment is blurred and you have a high probability of walking back into the same situation.

B) Remember that counter offers come because:


1)
It’s cheaper to keep you.



2)
It’s a reflection on the manager; losing you could bruise his ego and status in the company.


C) Be careful of personal appeals or your supervisor trying to use a guilt trip to get you to



stay.


D)
People who accept counter offers put themselves in a tenuous situation.  They have shown they have the ability to detach from the company, and typically they’re immediately removed from the inner circle.  Is the counter offer really going to eliminate your original reasons for change?

E) Finally, visualize your resignation. 
IV.
There are three types of presentations you will be asked to do during the interview process.  This is the easiest part of the interview to prepare for.  All you need to do is write it down and Rehearse!  Rehearse!  Rehearse!


A)
Synopsis or career overview.  This is a brief overview of your career.  You should take one page, and no more, of a legal pad to write this.  Write it at least twice, more if you need to.  Then rehearse it with someone until you have it memorized and it flows smoothly.  Remember this presentation is short and to the point.

B) Dialogue about individual jobs.  This is a back and forth discussion between you and the interviewer about individual jobs.  Write one page per job for each job over the last 10 years that will be potentially important to discuss.  Again, rehearse it until you have it memorized.

C) Technical qualifications.  This will be the trickiest of the three types of presentations.  This plays directly into the interviewer’s ego and says (from the interviewer’s perspective) “Let me show you how much I know.”  In this presentation you will be asked about your technical qualifications.  The best way to prepare for this is to use a “T” account.  On a sheet of paper draw a T.  On the left side label the column “new job responsibilities” and list 4 or 5 of the most critical technical responsibilities.  On the right hand side label the column “similarities to previous jobs” and match the points in the left column.  Again rehearse until you have it memorized.

D) Finally, when doing this part of your prep work, remember three things:

1)
The interviewer is interested in what you’re going to do for him (his company); in other words, accomplishments.  What can you take from your experience and give to them?

2) There is no time for thinking in an interview, only time for performance.

3) Rehearse!  Rehearse!  Rehearse!

V.
Physical Presentation – The most important thing to remember is don’t detract from why you are there, which is to do an interview and get the job.  Flashy appearance can detract.


A)
Match the corporate image of the company you’re interviewing with.  Don’t overdress



if they’re more of a relaxed atmosphere.  Don’t under dress if they are a “three piece suit” type of organization.  Finally, if the company is relaxed or in a dress down day it is still best to wear a tie.


B)
Dress to an image you’re comfortable with.  Don’t wear a $1000 suit if everything else you own is a $200 suit.


C)
Tie size – the smaller the knot the better.

D)
Polished shoes – unpolished shoes show project incompletion.

E) An overcoat that covers the bottom of your suit jacket.

F) Cologne/perfume – shouldn’t be able to be smelled from more than 3 feet.  No heavy makeup.


G)
Jewelry – no more than a watch, wedding band, and a small bracelet (for women).  Earrings should be conservative and tasteful (no big hoops or dangles), none for men.  Any other jewelry distracts.

H) Men, if you’re more than 50% into your next haircut, get it cut.

I) Do not smoke in the car on the way to the interview.

J) Three additional No-Nos: 100% polyester, long side burns, seductive clothing. 

K) If you are scheduled for morning interviews, get up early and get awake.  Don’t skip the meal before; i.e., breakfast or lunch.  You don’t want a growling stomach.

VI.
Interview – initial phase.


A)
Arrive 7-10 minutes early


B)
Initial contact – all of the following should be rehearsed:



1)
Walk – should be confident and measured.  Also, study walk of interviewer.  It will tell you character.

2) Eye contact – level, but not intimidating

3) Voice – should drop at end of sentence, not rise.

4) Hand shake – open hand wide (to avoid missing proper handshake). Should be firm without breaking the other person’s hand.  Let their hand go soft first.

C) Break the ice – four ways.

1) Notice surroundings, especially personal effects, and comment on something. Relate to it.

2) Light humor.

3) Gentle flattery.

4) Read an article about the industry of the company and relate it to the current situation.  Ex: “I read that sales doubled last year, how many more sales positions is that going to require?

VII. Action Words: These are words that should not only be incorporated into your vocabulary, but used in your resume as well.

A) Activity – I planned, created, initiated, conceived, originated, developed, implemented, formulated, etc.

B) Leadership – I organized, directed, led, supervised, managed, guided, was responsible for, presided over, coordinated, gave direction to, etc.

C) Results – led to, contributed to, demonstrated that, saved, reduced, achieved, provided for, increased, shot holes in, evaluated.

VIII. You will get to ask questions.  The questioning process will:

A) Get you answers.

B) Show your intensity.

C) Demonstrate your people & listening skills.

D) After you ask the questions, listen completely for the answers.  Wait until they are finished, count to 2, and acknowledge what they have said.   Don’t step on the end of people’s sentences!  Listening is every bit as important as the questions you ask.  It demonstrates how we’re going to take direction by how we respond to their answers.  Finally, the questions you ask will separate you from your competition. Develop questions in advance, which no one else will ask.  Some examples:

1) What are some of the major short & long-range goals/objectives that the company has?

2) What are 2 or 3 characteristics that the company considers being unique about itself?

3) What are some of the outside influences that affect company growth?

4) What are areas that the company excels in?  Have limitations in?

5) What are some of the common denominators that exist in successful employees? (If these are things you possess, make sure they come out in the next interview.)

6) Based on what you have seen so far, where do you think that I can contribute most effectively?

IX. Three closing pointers.

A) Ask for the job, if appropriate, or the next interview.

B) Mail follow-up letter the same day (see below)

C) Call your recruiter.

X. FOLLOW-UP LETTER

A) Three paragraphs.

1) First paragraph – thank you for the interview and complimentary things about company and interviewer.

2) Second paragraph – outline why you are qualified for the job. Close paragraph with something that is applicable to the job that you didn’t discuss.  Typically this is something you remembered shortly after leaving the interview that you wished you had said.

3) Third paragraph – thank them again and ask for the job. 

XI.
DO NOT DISCUSS MONEY DURING THE INTERVIEW.  This is bad form.  If money is brought up, respond by saying you have received money commensurate with each step you have taken through your career and you have asked your recruiter to handle that step of the process.

      **
Most of the material contained in this document came from the Morgan Method Video Training

The Art of Competitive Prep by Peter D. Leffkowitz, International Consultant Training to the Search and Placement Industry. 
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