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            Interviewing Skills Workshop

General points

Jobs are no longer for life.  Everybody can expect a series of major interviews throughout their working life.

The interview is a sifting process.  It is not a negative process at all.

The interviewers want you to be the ideal candidate.

Give them enough excuses to give you the job.

The best candidates do not necessarily get the best jobs.

The best prepared candidates do.

Applying

Your CV is a sales document to get the interview.  Make sure it’s no more than 2 pages, lots of white space and clear headings.  Ask for a job description so that you can tailor your CV.
Have a summary section at the top of your CV – ensure that your achievements stand out at the beginning.

Make sure that your CV has no typographical errors.  Build in your achievements.  A series of positive statements backed by facts.

Explain when and where your efforts have made a difference.  Where have you added value to a company?  What were the benefits of your activities?

When you receive an interview – ring up and thank the sender.  Ask who will be interviewing you.  Ask for the last available interview of the session.

Summary
Keep your CV brief – 2 pages

Highlight your achievements

Follow interview receipt with a call

Ask who’ll be interviewing – Google them / LinkedIn – Facebook etc
Ask for last interview session – make an impact

Planning and Preparation
Research the company on the web.  What is the company profile?  Talk to any staff or the staff of the company’s customers or competitors.  Look at Companies House information.  What products/services do they supply?  What are they renowned for?  Check press releases from the company and any independents like Which.  Research the company on FT.com/ Nasdaq.com.  Look out for recent financial analyst reports.  Research company magazines at a reference library. 

Don’t think about getting the job at the interview – talk from the viewpoint that you are already ‘theoretically’ in the job.  It’s a very powerful visualisation technique.
Role play with a friend, partner or member of the family.  Ask the following questions?  What are you good at?  What do you excel at?  What are your major achievements? It’s amazing how many people cannot coherently describe their successes.  Who are you?  What have you done and what are you looking for in your next role?
The day before your interview call the company and confirm the date, time and venue of the interview.  Is there parking?  Access by public transport etc.

Summary

Do your market research on the company

Read company press releases and associated independent press releases

Role-play and visualise what it’s like to hold the position

Confirm the interview the day before

Prepare family/friends/partner for any telephone calls from the company – you don’t want your family telling them you’re down the tanning salon in preparation for your interview at the hospital – bad impression.

Arriving at the interview
Don’t arrive too early and be hanging around reception for ages.  It creates a bad impression and makes you look like you’re not busy.  Best time to arrive is 5 minutes before.  Do not be late. 

Be positive and polite with everybody whom you have contact with.  PAs and receptionists hold a lot of sway in companies.  Be sincere and interested in them and their work.  Be enthusiastic – PAs are often asked their opinion.

There is CCTV everywhere these days.  Keep hands away from your nose, no scratching of the head or anywhere else.  Don’t park in the MD’s vacant space.  It creates a bad impression.  

Dress code – find out the company requirements.  Call the person who made the interview and ask them, or if they’re not available speak to a receptionist.  Still no joy?  Visit the venue before the day of the interview between 4-6pm and watch the style of the staff there.  You’ll get a feel for it.

Don’t wear Mickey Mouse ties, socks or way out gear.  If in doubt, dress conservatively in dark tones with a contrasting pale shirt/blouse.  Clean shoes, well groomed hair and scrubbed finger nails.  Wear a good watch.  Timekeeping is a key factor in any job.  Be on time.
Once in the interview make your points clearly.  Pause and think about the question before responding.  Answer the question as specifically as possible.  How much energy and interest do you convey?  Do not be cocky and do not be too humble.  Be confident in yourself.  Switch off your mobile phone.  You don’t want the interview interrupted by the Crazy Frog ring tone.
Summary

Be punctual

Dress appropriately

Remember who is watching

PA/Receptionist’s opinions count

Be enthusiastic

Turn off mobile phone

Building Rapport

Questions to ask at the interview
Handling Awkward Situations
Speaking with conviction
Presentations
Closing the Interview

The Job Offer
Making a solid impact
Increase your chances of giving a great interview

In a book by Professor Richard Wiseman, he summarises recent research into being successful in the interview process.

At one of our sessions the subjects identified above in blue are fully examined.  They are key aspects to a successful outcome.  Please feel free to call or email me to discuss those subjects as well as a full breakdown of Professor Wiseman’s research findings – which I believe make the telling difference in the interview process.
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