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IBPS E
 XAM
 S
 Bank interview and Software interview process: GET RID OF MYTHS First of all, you must get rid of the following myths: 1. Myth: An interview is meant for the judgment of your deep academic knowledge. Except for the educational and highly technical positions, the employer would like to know your honesty towards the subjects you have studied. 2. Myth: Only modern/latest dressed persons project the real personality. On the contrary, simplicity (properly dressed) wins the race. 3. Myth: Flaunting of extra-curricular activities wins the race. On the contrary, excessive involvement in extra-curricular activities often mars the prospect of a job. In fact, no employer would like his employees to divert themselves from their respective jobs. They just want to know whether you are an extrovert or an introvert. 4. Myth: Success of an interview depends upon the quantum of time spent with the interview Board. 5. Myth: Good reference is a sure key to success in any interview. In fact, it often works the other way. 6. Myth: You can always hide negative facts and figures from the interviewer. Remember interviewers are highly experienced persons. They can always smell the rats. 7. Myth: Past performances and records help in selection. The trend has changed. You will always be judged by your current achievements only.
 HOW TO FACE AN INTERVIEW
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IBPS E
 XAM
 S INTERVIEW SECTION An interview is a medium to represent your-self. Even if you have immense talent and capabilities in you but all this may prove to be useless if one is not able to represent them properly. So it is very important to be equipped with good interview skills. Hence we recommend spending sufficiently enough time to develop these skills. The interviewer generally considers the following parameters in the interview: 1. Confidence 2. Communication skills 3. Behavior 4. Field of interest 5. Other Personal qualities like strengths, weaknesses etc So from the above preference order one may conclude that it's the way interview is given matters the most and not the content. Although in the technical or any other specific type of interview it may be what you speak along with the confidence. Hence first thing any aspirant who has to appear in an interview has to take care of is that he/ she is looking confident and is able to clearly express his/her mind. Then one has to take care that nothing oneself which may leave a negative impression is revealed and candidate's interest & required interest for the post matches. Hence one may frame his/her answers of mostly asked questions before going to the interview. 4 And also take note of the point that one must identify the qualities required and then behave and show that you meet the required qualities as they say. YOU MUST SELL WHAT BUYER IS BUYING For helping candidate frame his/her answers, we give some sample questions and sample answers. The candidate must check the sample questions and answers and mould them such that they match his/her personality. Visit the following link for sample questions
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IBPS E
 XAM
 S SAMPLE QUESTIONS Also one must rehearse answers. This book helps a candidate to prepare for his/her interview and analyze the answers & the confidence level. It creates the virtual interview environment and lets candidate check his/her weaknesses in the interview.
 PRE INTERVIEW PREPARATION When the candidate is appearing for a job interview, getting ready for the important moment in his/her life is a good practice. Preparing well is the key to success during the interview. There are different parts of the pre interview preparation: 1. Analyzing yourself 2. Identifying your strengths and weaknesses 3. Inquiring about the company 4. Analyzing the job 5. Revising the knowledge 6. Develop the resume and interview file 7. Analyzing all the expected questions 8. Interview practice Analyze yourself: The candidate must analyze him/herself before appearing for the interview. It looks really strange but most of us would be unable to answer the basic interview question "Describe yourself". We must analyze our background, our achievements and interests. As it is most obvious of the interviewers that they'll try to explore our background and match it with the job requirements. Hence one must prepare him/herself about all those contradicting questions about our background or education which don't match the job requirements. For example if an electronics engineer is appearing for a software company, an obvious question would be "why is the candidate looking for software job". Identifying your strengths and weaknesses: A job requires certain skills in a candidate for better performance and in a interview this is one of the main motives of the interviewer to check whether the candidate posses those skills. Hence the candidate must think about the strengths and weaknesses and use them to good effect during the interview. Doing this he would be able to answer questions like
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IBPS E
 XAM
 S"what are your strengths", "what are your weaknesses" and " how do you fit in our job" or "justify your candidature" etc. Inquire about the company: Before going for interview the candidate must collect all the basic information about the company/Bank. For example learn about the various fields of operation. Recent products, some special applaud able feature, work culture and position in the market. This would help the candidate to be in a better position. He/she can answer questions like "why are you interested in our company/Bank only", "what do you know about the company/Bank". These are the instances where the candidate has to speak well about the company/Bank and make an impression. 5 Job information: Knowing better about the job applied for is a positive which can be very handy during the interview. Hence one must know the broad information about the job. This would help the candidate to successfully answer the questions like "why should they select you" etc. Revise your knowledge: Along with the other things, being good in your field is also important. Hence the candidate should revise the entire relevant course. Develop the resume and interview file: The resume and the interview file play a big part in your first impression. Hence the candidate must also spend sufficient time in these. The candidate must take along all the certificates, degrees etc which are relevant to the job. Analyzing the expected questions: The candidate must analyze all the expected questions and think of their answers before actually giving an interview. This helps the candidate to gain confidence and also the self belief. Interview practice: After analyzing all the expected questions, the candidate should practice to gain some idea about the real interview. The main purpose of practicing is to learn how to answer in a natural way with confidence. The candidate can practice in following ways: 1. Rehearse expected questions: Write the answers of expected questions and then rehearse them before friends etc and know their feedback to improve. 2. Mock interviews: Give interviews to a panel of friends, classmates etc. 3. Audio practice: Record your voice (answers) and listen to them. This way the candidate can selfanalyze the confidence level and the other parameters like natural way of answering to get better.
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 INTERVIEW TIPS 1. HR INTERVIEW TIPS: The following are the most important common things which should be taken care before and after the interview • Get well prepared • Arrive before the scheduled time • Be professional • Be polite • Be positive and practical • Be sincere and direct • Read companies/Banks material while you wait • Always listen carefully • Carry professional note pads and pencil • Document your certifications and academic credentials • Ask/probe the next process • Try to learn about the Analyst Programs in Human Resources and understand the different facts of it • Never show your depression • Never speak about the working hours, salary and other benefits • Never look the watch • Do not write extensive notes during the interview • Never be too serious and argue • By the time you walk out the door, the interviewer should make a very good enough impression. 6 So, it's always suggestible to make a first and last good impression. Do not think for a minute that you did not share your experiences with others. Negative remarks can make a tremendous obstacle to secure that job. • Finally, the hiring manager would wrap up the interview, answering the questions which you may have thought of along the way and this would get a sense that you are interested in this position. If at all you feel that there was some important points you have forgotten then do not mind, simply forget it or try to probe them for the next round of the interview.
 PERSONAL INTERVIEW TIPS May seem understandable, however dress professionally and always get prepared for the interview. Carry some additional copies of your resume, writing tools like a professional notepad, pencil, etc. May be also a reference if you have any, best questions etc.
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IBPS E
 XAM
 SDuring the course of the interview, the interviewer would meet the candidate to assess the skills, abilities, and rank of experience. When sitting-up in the interviewed seat, keep in mind that while there are no usual responses, however only thing keep in mind that your replies should be clear and appropriate. • If you feel that the question is blurred, ask graciously for clarification. • Let them speak first so that you get enough time to consider all facts for your response • Never argue, always give polite response • Never take around the topic, always get to the point and straight with an explanatory reply • Answer the facts that need a positive reaction. • Always never try to answer when you don't know it, just say them you are not aware about it. • Show you're honest while replying • Highlight your success stories • Always call the employer by his last name • Be enthusiastic - Speak with the interviewer passionately • Make highlights - Always remember to update the interviewer about the strengths and your experiences • Ask questions - Ask the interviewer about his expectations / requirements for the subject job • Know the interviewers short term concerns/issues • Speak crisply and slowly Don'ts • Never arrive late for a scheduled interview • Never be with poor personal appearance • Do not be over aggressive • Lack of attention and keenness. • Breakdown to ask questions about the job • No true interest in the company or job. • Lack of adulthood • Lack of preparation for career • Never be negative about your past employers • Try to send a thanking letter within the next working day after the interview. • Send thanking letter to the person with whom you were interviewed. 7 Further below are some more questions in a personal interview • What was the reason of change of job? • What is most likely work atmosphere? • How do you experience your mistakes? And what would be your plan of action to recover from it? • What was your most recent achievement/accomplishment? • Do you have an experience which may prove good for your career? • What class of boss you have always dreamt of? • What additional qualifications, abilities do you have than that of other candidates?
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IBPS E
 XAM
 S• What were the important or most vital contributions which you have done in your previous organization? • How would be your dream company? And how would you like to work there? • Could you please explain your management style of working? • What suggestion would you give if some other person/candidate has been opted for this position? • Would you please explain me about your current employer and your colleagues? • If you were selected for this job, what would be the first assignment you would be interested for? Always try to remember try to make a first and last good impression as it would last long and may be the reason to grab you the job.
 SUCCESSFUL INTERVIEW TIPS However before you step to the door, keep in mind to following some successful interviews tips Research & Do's • Know the company/Bank and the position you have applied for. Go through their Web-Site, use online search engines like Google and Yahoo. Try to get information like company's range, success stories, case studies, products and services. And also the company's CFO, CEO's, Marketing Heads, Etc • Practice interview sessions with friends or in front of the mirror. • Note yourself the day & time of the interview. Try to make it before the scheduled time • Prepare what you need to speak in the interview. Update yourself with your strengths, achievements, short term goals, the reason for job change, etc., • Try to link your resume with your current job as well as the job which you have applied for. • Dress professionally. • Be on time. Arrive before schedule so that you can relax and concentrate on what to speak. • Carry your additional resume copies with the basic interview tools like a note pad, a pencil or a pen. • Carry a list of points which you have highlighted and revise it. • Even after the interview note down the important points which you had spoken or listened. Or note down the names of the interview panel. • Always try to listen as it gives time to plan yourself of what to speak or answer, however remember one thing that you need to listen carefully as later you need to respond according to it. • Give examples or scenarios of the things which you need to explain. • Never argue nor comment. • As the interviewer sometime tries such things to check your patience • Always try not to say bad about your current employer as if you say then the interviewer would
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IBPS E
 XAM
 Sbelieve that tomorrow you would speak the same way about him • Try to show your seriousness in your job, career and this company by asking genuine questions. 8 • End of the interview try to ask the business cards for a future contact. • After the interview send a thanking letter and highlight the contributions you can make for a specific role/position Revise what you have learned from this interview. What were the mistakes you have done if any, how did the interviewer look while you were answering. • Keep this entire thing in mind before and after the interview Following are some Faq's in an interview • Tell me something about yourself • Why are you interested in this job? • Do your experiences suit this job? • Why do you judge you're self as successful? • How do your fellow-colleagues describe about you? • Describe/tell me something about this organization? • What were your major/greatest achievements? • Do you prefer individual work or team work and why? • How would you prove yourself to be an asset for this organization? • What are your supreme/biggest strengths? Explain your weakness? • What are you exactly looking for a job like this? • What was the best thing which your previous boss said? • Would you be able to work in stress/demands? • How would you analyze/compute your success? • Would you be to travel expansively? • What is your management approach? • If you were hiring for this job, what would you look for? • How do you compensate yourself as you don't have sufficient experience? • Finally, do you want to ask any questions?
 SUBJECT OF STUDY You are expected to know your subjects which you have studied in the past such as in Intermediate, Graduation and Post-Graduation. Recently completed courses are likely to be the focus of attention. Hence your own subject knowledge is quite important. It is often found that candidates shift from science stream to Humanities in graduation and post graduation. Be sure you have valid reasons to explain your position before the interviewers. Sometimes you opt additional subjects for the written examination. You will have to justify the choice of that particular
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 Ssubject. Prepare hot topics on the following headings : 1. Economic issues: Such as Union Budget, Railway Budget, Economic Survey, Exam Policy, RBI Credit Policy, Fiscal policy, mega mergers in corporate, banking sectors etc. 2. National: Hot topics of national importance, bilateral relations. 3. International: Important news on international level, especially those concerning INDIA. 4. Sports: such as various tournaments, championship, individual and team records. 5. Awards: Literature, Film National, Sports including International awards. 6. General Topics: Election, Government. Final Tips 1. Subscription to Any Banking Magazine is a must for GK and General Awareness. 2. Select one national newspaper in English and read carefully. 9 3. Note down headlines every day. 4. Always spare a few minutes with your friends for discussing current topics. PARTS OF A RESUME A resume must have following parts: HEADING : The heading of a resume includes contact information. Usually it contains candidates' name, email address, mobile number, phone number (with area code) and full permanent address (with pin code). This may also contain other contact information such as fax number etc if needed. OBJECTIVE: It should be a specific one sentence focused statement expressing his career goals in relation to the targeted position. It should convey interest in the job candidate is seeking. If one is writing resume for all purpose jobs, then he/she should express general career goals. Some of the examples are: 1. To work as a system manager in a leading IT company where I'll have the platform and the opportunities to use my experience with .NET, SQL and HTML. 2. Seeking a good position in project management. 3. Challenging position in a VLSI company for project management. PROFESSIONAL SUMMARY: This part is included in the resume if the candidate is having good experience in the position he/she is applying for. For fresher this part is excluded. EDUCATION : In this part specific details of candidate's education should be expressed. The candidate must mention school/university name, location of school and the marks obtained. One can mention details of metric, +2, graduation marks and post graduation marks (if any).
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IBPS E
 XAM
 SPROJECTS : The projects done by the person which are of significance to the job help in creating a good image. Also discussion of the projects mentioned in the resume also gives an opportunity to the candidate to display his knowledge in the interview. But one must carefully write the relevant projects. Only those projects in which the candidate has confidence & expertise must be mentioned. While mentioning the projects, the candidate must start with a good heading and then a brief explanation of the project. SPECIAL SKILLS & ABILITIES : In this part of the resume the candidate's special skills, abilities can be mentioned which are of the significance to the job. The examples can be speaking skills, computer skills etc. one must write only relevant skills. ACTIVITIES & INTERESTS : The extracurricular work, hobbies and interests can be mentions in this part. ACHIEVEMENTS : The achievements and awards of the candidate create the impression of an achiever on the employer. This part also includes the scholarships etc. REFERENCES : Sometimes we need to specify references from the persons who know the work of the candidate. While mentioning the reference name of the reference with designation, email address and phone number must be mentioned. TIPS Good readability : The resume design should be simple and clear. The focus should be on the readability. Proper highlighting : The candidate must highlight the significant information & the things which the candidate wants the employer to read. The candidate can BOLD the words to highlight the things. 10 Professional look : The professional look must be given to the resume. The proper font size and writing style should be used to create such look. Errors : The candidate should be very careful about any mistakes in the resume. This may create a wrong impression. The candidate must stress upon the grammar, spellings, vocabulary etc. Details : The enough details should be given in the resume about everything. Nothing should look incomplete in the resume. At the same time the details should not be too much. 11
 SAMPLE RESUME MOHIT KUMAR
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IBPS E
 XAM
 SOBJECTIVE : To gain advanced knowledge and technical expertise in the banking field and to contribute to the same. EDUCATIONAL QUALIFICATIONS : 2011: COLLEGE (Up to 6th Semester): B.E from _______ College, ______City 1st Semester 2nd 3rd 4th 5th 6th CGPA Year of passing: Completed +2 from _______ School, __city with __%. Year of passing: Completed 10th from_______ School, __city with __%. TRAINING AND PROJECT(S) UNDERTAKEN (WITH GOOD ATTENTION SEEKING PROJECT HEADING AND SOME EXPLANATION FOR BETTER UNDERSTANDING SIMILAR TO AS GIVEN) • SUMMER TRAINING: Completed four weeks summer training in the field of _____________ at __________Institute, ___city (_______time period). CURRENT PROJECT (if any) : • PROJECT: Presently working on a project where we have to design a system for ___________etc EXTRA CURRICULAR ACTIVITIES : • Active member of ______ CLUB, _______ COLLEGE and did ___________ as being a member • Was an active member of ________ COMMITTEE of _____fest • Have also played ________sports in ________ competitions OTHER ACHIEVEMENTS : • Was awarded with a trophy by____________ for __________in year______ • Scholarship from ______ for ___ in year_____. PERSONAL DETAILS : • Date of Birth : • Sex : • Father's Name : • Mother's Name : • Correspondence Address : • Contact Number : • E-mail ID : (professional looking e mail id) DECLARATION I _____ hereby state that the above mentioned details are all true to the best of my knowledge and I am wholly and solely responsible for any discrepancies involved. (Signature) __________________ 12
 General Guidelines in Answering Interview Questions Everyone is nervous on interviews. If you simply allow yourself to feel nervous, you'll do much better. Remember also that it's difficult for the interviewer as well. In general, be upbeat and positive. Never be negative.
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IBPS E
 XAM
 SRehearse your answers and time them. Never talk for more than 2 minutes straight. Don't try to memorize answers word for word. Use the answers shown here as a guide only, and don't be afraid to include your own thoughts and words. To help you remember key concepts, note down and review a few key words for each answer. Rehearse your answers frequently and they will come to you naturally in interviews. As you will read in the accompanying report, the single most important strategy in interviewing, as in all phases of your job search, is what we call: "The Greatest Executive Job Finding Secret." Find out what people want and then show them how you can help them get it. Find out what an employer wants most in his or her ideal candidate and then show how you meet those qualifications. In other words, you must match your abilities, with the needs of the employer. You must sell what the buyer is buying. To do that, before you know what to emphasize in your answers, you must find out what the buyer is buying... what he is looking for. And the best way to do that is to ask a few questions yourself. You will see how to bring this off skillfully as you read the first two questions of this report. But regardless of how you accomplish it, you must remember this strategy above all before blurting out your qualifications; you must get some idea of what the employer wants most. Once you know what he wants, you can then present your qualifications as the perfect "key" that fits the "lock" of that position. Other important interview strategies: • Turn weaknesses into strengths (You'll see how to do this in a few moments.) • Think before you answer. A pause to collect your thoughts is a hallmark of a thoughtful person. As a daily exercise, practice being more optimistic. For example, try putting a positive spin on events and situations you would normally regard as negative. This is not meant to turn you into a Pollyanna(positive thinking person) but to sharpen your selling skills. The best salespeople, as well as the best liked interview candidates, come off as being naturally optimistic, "can do" people. You will dramatically raise your level of attractiveness by daily practicing to be more optimistic. Be honest...never lie. Keep an interview diary. Right after each interview note what you did right, what could have gone a
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 XAM
 Slittle better, and what steps you should take next with this contact. Then take those steps. Don't be like the 95% of humanity who say they will follow up on something, but never do. About the questions... You might feel that the answers to the following questions are "canned", and that they will seldom match up with the exact way you are asked the questions in actual interviews. The questions and answers are designed to be as specific and realistic as possible. But no preparation can anticipate thousands of possible variations on these questions. What's important is that you thoroughly familiarize yourself with the main strategies behind each answer. And it will be invaluable to you if you commit to memorize a few key words that let you instantly call to mind your best answer to various questions. If 13 you do this, and follow the principles of successful interviewing presented here, you're going to do very well.
 Question 1 : Tell me about yourself TRAPS : Beware about 80% of all interviews begin with this "innocent" question. Many candidates, unprepared for the question, skewer themselves by rambling, recapping their life story, delving into ancient work history or personal matters. BEST ANSWER : Start with the present and tell why you are well qualified for the position. Remember that the key to all successful interviewing is to match your qualifications to what the interviewer is looking for. In other words you must sell what the buyer is buying. This is the single most important strategy in job hunting. So, before you answer this or any question it's imperative that you try to uncover your interviewer's greatest need, want, problem or goal. To do so, make you take these two steps : 1. Do all the homework you can before the interview to uncover this person's wants and needs (not the generalized needs of the industry or company) 2. As early as you can in the interview, ask for a more complete description of what the position entails. You might say: "I have a number of accomplishments I'd like to tell you about, but I want to make the best use of our time together and talk directly to your needs. To help me do, that,
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IBPS E
 XAM
 Scould you tell me more about the most important priorities of this position? All I know is what I (heard from the recruiter, read in the classified ad, etc.)" Then, ALWAYS follow-up with a second and possibly, third question, to draw out his needs even more. Surprisingly, it's usually this second or third question that unearths what the interviewer is most looking for. You might ask simply, "And in addition to that?..." or, "Is there anything else you see as essential to success in this position?: This process will not feel easy or natural at first, because it is easier simply to answer questions, but only if you uncover the employer's wants and needs will your answers make the most sense. Practice asking these key questions before giving your answers, the process will feel more natural and you will be light years ahead of the other job candidates you're competing with. After uncovering what the employer is looking for, describe why the needs of this job bear striking parallels to tasks you've succeeded at before. Be sure to illustrate with specific examples of your responsibilities and especially your achievements, all of which are geared to present yourself as a perfect match for the needs he has just described.
 Question 2 : What are your greatest strengths? TRAPS : This question seems like a softball lob, but be prepared. You don't want to come across as egotistical or arrogant. Neither is this a time to be humble. BEST ANSWER : You know that your key strategy is to first uncover your interviewer's greatest wants and needs before you answer questions. And from Question 1, you know how to do this. Prior to any interview, you should have a list mentally prepared of your greatest strengths. You should also have, a specific example or two, which illustrates each strength, an example chosen from your most recent and most impressive achievements. Then, once you uncover your interviewer's greatest wants and needs, you can choose those achievements from your list that best match up. 14 As a general guideline, the 10 most desirable traits that all employers love to see in their employees are: 1. A proven track record as an achiever...especially if your achievements match up with the employer's greatest wants and needs. 2. Intelligence...management "savvy".
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 XAM
 S3. Honesty...integrity...a decent human being. 4. Good fit with corporate culture...someone to feel comfortable with...a team player who meshes well with interviewer's team. 5. Likeability...positive attitude...sense of humor. 6. Good communication skills. 7. Dedication...willingness to walk the extra mile to achieve excellence. 8. Definiteness of purpose...clear goals. 9. Enthusiasm...high level of motivation. 10. Confident...healthy...a leader.
 Question 3 : What are your greatest weaknesses ? TRAPS : Beware - this is an eliminator question, designed to shorten the candidate list. Any admission of a weakness or fault will earn you an "A" for honesty, but an "F" for the interview. PASSABLE ANSWER : Disguise strength as a weakness. Example : "I sometimes push my people too hard. I like to work with a sense of urgency and everyone is not always on the same wavelength." Drawback : This strategy is better than admitting a flaw, but it's so widely used, it is transparent to any experienced interviewer. BEST ANSWER : (and another reason it's so important to get a thorough description of your interviewer's needs before you answer questions).Assure the interviewer that you can think of nothing that would stand in the way of your performing in this position with excellence. Then, quickly review your strongest qualifications. Example : “Nobody's perfect, but based on what you've told me about this position, I believe I'd make an outstanding match. I know that when I hire people, I look for two things most of all. Do they have the qualifications to do the job well, and the motivation to do it well? Everything in my background shows I have both the qualifications and a strong desire to achieve excellence in whatever I take on. So I can say in all honesty that I see nothing that would cause you even a small concern about my ability or my strong desire to perform this job with excellence". Alternate strategy (if you don't yet know enough about the position to talk about such a perfect fit): Instead of confessing a weakness, describe what you like most and like least, making sure that what you like most matches up with the most important qualification for success in the position, and what you like
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 Sleast is not essential. Example : Let's say you're applying for a teaching position. "If given a choice, I like to spend as much time as possible in front of my prospects selling, as opposed to shuffling paperwork back at the office. Of course, I long ago learned the importance of filing paperwork properly, and I do it conscientiously. But what I really love to do is selling (if your interviewer was a sales manager, this should be music to his ears)
 Question 4 : Tell me about something you did - or failed to do - that you now feel a little ashamed of. 15 TRAPS : There are some questions your interviewer has no business asking, and this is one. But while you may feel like answering, "none of your business," naturally you can't.Some interviewers ask this question on the chance you admit to something, but if not, at least they'll see how you think on your feet. Some unprepared candidates, flustered by this question, unburden themselves of guilt from their personal life or career, perhaps expressing regrets regarding a parent, spouse, child, etc. All such answers can be disastrous. BEST ANSWER : As with faults and weaknesses, never confess regret. But don't seem as if you're stonewalling either. Best strategy : Say you harbor no regrets, then add a principle or habit you practice regularly for healthy human relations. Example : Pause for reflection, as if the question never occurred to you. Then say, "You know, I really can't think of anything." (Pause again, then add): "I would add that as a general management principle, I've found that the best way to avoid regrets is to avoid causing them in the first place. I practice one habit that helps me a great deal in this regard. At the end of each day, I mentally review the day's events and conversations to take a second look at the people and developments I'm involved with and do a double check of what they're likely to be feeling. Sometimes I'll see things that do need
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 Smore follow-up, whether a pat on the back, or maybe a five minute chat in someone's office to make sure we're clear on things…whatever." "I also like to make each person feel like a member of an elite team, like the Boston Celtics or LA Lakers in their prime. I've found that if you let each team member know you expect excellence in their performance…if you work hard to set an example yourself…and if you let people know you appreciate and respect their feelings, you wind up with a highly motivated group, a team that's having fun at work because they're striving for excellence rather than brooding over slights or regrets."
 Question 5 : Why are you leaving (or did you leave) this position ? TRAPS : Never badmouth your previous industry, company, board, boss, staff, employees or customers. This rule is inviolable: never be negative. Any mud you hurl will only soil your suit. Especially avoid words like "personality clash", "didn't get along", or others which cast a shadow on your competence, integrity, or temperament. BEST ANSWER : (If you have a job presently) If you're not yet 100% committed to leaving your present post, don't be afraid to say so. Since you have a job, you are in a stronger position than someone who does not. But don't be coy either. State honestly what you'd be hoping to find in a new spot. Of course, as stated often before, you answer will all the stronger if you have already uncovered what this position is all about and you match your desires to it. (If you do not presently have a job.) Never lie about having been fired. It's unethical - and too easily checked. But do try to deflect the reason from you personally. If your firing was the result of a takeover, merger, division wide layoff, etc., so much the better. But you should also do something totally unnatural that will demonstrate consummate professionalism. Even if it hurts, describe your own firing - candidly, succinctly and without a trace of bitterness - from the company's point-of-view, indicating that you could understand why it happened and you might have 16 made the same decision yourself.
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 SYour stature will rise immensely and, most important of all, you will show you are healed from the wounds inflicted by the firing. You will enhance your image as first-class management material and stand head and shoulders above the legions of firing victims. For all prior positions : Make sure you've prepared a brief reason for leaving. Best reasons: more money, opportunity, responsibility or growth.
 Question 6 : “ Silent Treatment ” TRAPS : Beware - if you are unprepared for this question, you will probably not handle it right and possibly blow the interview. Thank goodness most interviewers don't employ it. It's normally used by those determined to see how you respond under stress. Here's how it works: You answer an interviewer's question and then, instead of asking another, he just stares at you in a deafening silence. You wait, growing a bit uneasy, and there he sits, silent as Mt. Rushmore, as if he doesn't believe what you've just said, or perhaps making you feel that you've unwittingly violated some cardinal rule of interview etiquette. When you get this silent treatment after answering a particularly difficult question , such as "tell me about your weaknesses", its intimidating effect can be most disquieting, even to polished job hunters. Most unprepared candidates rush in to fill the void of silence, viewing prolonged, uncomfortable silences as an invitation to clear up the previous answer which has obviously caused some problem. And that's what they do - ramble on, sputtering more and more information, sometimes irrelevant and often damaging, because they are suddenly playing the role of someone who's goofed and is now trying to recoup. But since the candidate doesn't know where or how he goofed, he just keeps talking, showing how flustered and confused he is by the interviewer's unmovable silence. BEST ANSWER: Like a primitive tribal mask, the Silent Treatment loses all it power to frighten you once you refuse to be intimidated. If your interviewer pulls it, keep quiet yourself for a while and then ask, with sincere politeness and not a trace of sarcasm, "Is there anything else I can fill in on that point?" That's all there is to it.
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 Question 7 : Why should I hire you ? TRAPS: Believe it or not, this is a killer question because so many candidates are unprepared for it. If you stammer or adlib you've blown it. BEST ANSWER : By now you can see how critical it is to apply the overall strategy of uncovering the employer's needs before you answer questions. If you know the employer's greatest needs and desires, this question will give you a big leg up over other candidates because you will give him better reasons for hiring you than anyone else is likely to…reasons tied directly to his needs. Whether your interviewer asks you this question explicitly or not, this is the most important question of your interview because he must answer this question favorably in his own mind before you will be hired. So help him out! Walk through each of the position's requirements as you understand them, and follow each with a reason why you meet that requirement so well. Example : "As I understand your needs, you are first and foremost looking for someone who can 17 manage the sales and marketing of your book publishing division. As you've said you need someone with a strong background in trade book sales. This is where I've spent almost all of my career, so I've chalked up 18 years of experience exactly in this area. I believe that I know the right contacts, methods, principles, and successful management techniques as well as any person can in our industry." "You also need someone who can expand your book distribution channels. In my prior post, my innovative promotional ideas doubled, then tripled, the number of outlets selling our books. I'm confident I can do the same for you." "You need someone to give a new shot in the arm to your mail order sales, someone who knows how to sell in space and direct mail media. Here, too, I believe I have exactly the experience you need. In the last five years, I've increased our mail order book sales from Rs.36,00,000 to Rs.52,800,000, and now we're the country's second leading marketer of scientific and medical books by mail." Etc., Every one of these selling "couplets" (his need matched by your qualifications) is a touchdown that runs up your score. IT is your best opportunity to outsell your competition.
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 SQuestion 8 : Aren't you overqualified for this position? TRAPS : The employer may be concerned that you'll grow dissatisfied and leave. BEST ANSWER : As with any objection, don't view this as a sign of imminent defeat. It's an invitation to teach the interviewer a new way to think about this situation, seeing advantages instead of drawbacks. Example : "I recognize the job market for what it is - a marketplace. Like any marketplace, it's subject to the laws of supply and demand. So 'overqualified' can be a relative term, depending on how tight the job market is. And right now, it's very tight. I understand and accept that." "I also believe that there could be very positive benefits for both of us in this match." "Because of my unusually strong experience in ________________ , I could start to contribute right away, perhaps much faster than someone who'd have to be brought along more slowly." "There's also the value of all the training and years of experience that other companies have invested tens of thousands of dollars to give me. You'd be getting all the value of that without having to pay an extra time for it. With someone who has yet to acquire that experience, he'd have to gain it on your nickel." "From my side, there are strong benefits, as well. Right now, I am unemployed. I want to work, very much, and the position you have here is exactly what I love to do and am best at. I'll be happy doing this work and that's what matters most to me, a lot more that money or title." "Most important, I'm looking to make a long term commitment in my career now. I've had enough of job-hunting and want a permanent spot at this point in my career. I also know that if I perform this job with excellence, other opportunities cannot help but open up for me right here. In time, I'll find many other ways to help this company and in so doing, help myself. I really am looking to make a long-term commitment." NOTE : The main concern behind the "overqualified" question is that you will leave your new employer as soon as something better comes your way. Anything you can say to demonstrate the sincerity of your commitment to the employer and reassure him that you're looking to stay for the longterm will help you overcome this objection.
 Question 9 : Where do you see yourself five years from now ?
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 STRAPS : One reason interviewers ask this question is to see if you're settling for this position, using it 18 merely as a stopover until something better comes along. Or they could be trying to gauge your level of ambition. If you're too specific, i.e., naming the promotions you someday hope to win, you'll sound presumptuous. If you're too vague, you'll see rudderless. BEST ANSWER : Reassure your interviewer that you're looking to make a long-term commitment…that this position entails exactly what you're looking to do and what you do extremely well. As for your future, you believe that if you perform each job at hand with excellence, future opportunities will take care of themselves. Example : "I am definitely interested in making a long-term commitment to my next position. Judging by what you've told me about this position, it's exactly what I'm looking for and what I am very well qualified to do. In terms of my future career path, I'm confident that if I do my work with excellence, opportunities will inevitable open up for me. It's always been that way in my career, and I'm confident I'll have similar opportunities here."
 Question 10 : Describe your ideal company, location and job. TRAPS : This is often asked by an experienced interviewer who thinks you may be overqualified, but knows better than to show his hand by posing his objection directly. So he'll use this question instead, which often gets a candidate to reveal that, indeed, he or she is looking for something other than the position at hand. BEST ANSWER : The only right answer is to describe what this company is offering, being sure to make your answer believable with specific reasons, stated with sincerity, why each quality represented by this opportunity is attractive to you. Remember that if you're coming from a company that's the leader in its field or from a glamorous or much admired company, industry, city or position, your interviewer and his company may well have an "Avis" complex. That is, they may feel a bit defensive about being "second best" to the place you're
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 Scoming from, worried that you may consider them bush league. This anxiety could well be there even though you've done nothing to inspire it. You must go out of your way to assuage such anxiety, even if it's not expressed, by putting their virtues high on the list of exactly what you're looking for, providing credible reason for wanting these qualities. If you do not express genuine enthusiasm for the firm, its culture, location, industry, etc., you may fail to answer this "Avis" complex objection and, as a result, leave the interviewer suspecting that a hot shot like you, coming from a Fortune 500 company in New York, just wouldn't be happy at an unknown manufacturer based in Topeka, Kansas.
 Question 11 : Why do you want to work at our company? TRAPS : This question tests whether you've done any homework about the firm. If you haven't, you lose. If you have, you win big. BEST ANSWER : This question is your opportunity to hit the ball out of the park, thanks to the indepth research you should do before any interview. Best sources for researching your target company :Annual reports, the corporate newsletter, contacts you know at the company or its suppliers, advertisements, articles about the company in the trade press.
 Question 12 : What are your career options right now? TRAPS : The interviewer is trying to find out, "How desperate are you?" BEST ANSWER : Prepare for this question by thinking of how you can position yourself as a desired 19 commodity. If you are still working, describe the possibilities at your present firm and why, though you're greatly appreciated there, you're looking for something more (challenge, money, responsibility, etc.). Also mention that you're seriously exploring opportunities with one or two other firms. If you're not working, you can talk about other employment possibilities you're actually exploring. But do this with a light touch, speaking only in general terms. You don't want to seem manipulative or coy.
 Question 13 : Why have you been out of work so long? TRAPS : A tough question if you've been on the bench(have taken gap) a long time. You don't want to seem like damaged goods. BEST ANSWER : You want to emphasize factors which have prolonged your job search by your
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 Sown choice. Example : "After my job was terminated, I made a conscious decision not to jump on the first opportunities to come along. In my life, I've found out that you can always turn a negative into a positive IF you try hard enough. This is what I determined to do. I decided to take whatever time I needed to think through what I do best, what I most want to do, where I'd like to do it…and then identify those companies that could offer such an opportunity." "Also, in all honesty, you have to factor in the recession (consolidation, stabilization, etc.) in the (banking, financial services, manufacturing, advertising, etc.) industry." "So between my being selective and the companies in our industry downsizing, the process has taken time. But in the end, I'm convinced that when I do find the right match, all that careful evaluation from both sides of the desk will have been well worthwhile for both the company that hires me and myself.
 Question 14 : Tell me honestly about the strong points and weak points of your boss (company, management team, etc.)… TRAPS : Skillfull interviewers sometimes make it almost irresistible to open up and air a little dirty laundry from your previous position. BEST ANSWER : Remember the rule: Never be negative. Stress only the good points, no matter how charmingly you're invited to be critical. Your interviewer doesn't care about your previous boss. He wants to find out how loyal and positive you are, and whether you'll criticize him behind his back if pressed to do so by someone in this own company. This question is your opportunity to demonstrate your loyalty to those you work with.
 Question 15 : What good books have you read lately? TRAPS : As in all matters of your interview, never fake familiarity you don't have. Yet you don't want to seem like a dullard who hasn't read a book since Tom Sawyer. BEST ANSWER : Unless you're up for a position in academia or as book critic for The economic Times, you're not expected to be a literary lion. But it wouldn't hurt to have read a handful of the most recent and influential books in your profession and on management. Consider it part of the work of your job search to read up on a few of these leading books. But make sure they are quality books that reflect favorably upon you, nothing that could even remotely be
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 Sconsidered superficial. Finally, add a recently published bestselling work of fiction by a world-class author and you'll pass this question with flying colors.
 Question 16 : Tell me about a situation when your work was criticized. TRAPS : This is a tough question because it's a more clever and subtle way to get you to admit to a 20 weakness. You can't dodge it by pretending you've never been criticized. Everybody has been. Yet it can be quite damaging to start admitting potential faults and failures that you'd just as soon leave buried. This question is also intended to probe how well you accept criticism and direction. BEST ANSWERS : Begin by emphasizing the extremely positive feedback you had throughout your career and (if it's true) that your performance reviews have been uniformly excellent. Of course, no one is perfect and you always welcome suggestions on how to improve your performance. Then, give an example of a not-too-damaging learning experience from early in your career and relate the ways this lesson has since helped you. This demonstrates that you learned from the experience and the lesson is now one of the strong points in your suit of armor. If you are pressed for a criticism from a recent position, choose something fairly trivial that in no way is essential to your successful performance. Add that you've learned from this, too, and over the past several years/months, it's no longer an area of concern because you now make it a regular practice to…etc. Another way to answer this question would be to describe your intention to broaden your master of an area of growing importance in your field. For example, this might be a computer program you've been meaning to sit down and learn… a new management technique you've read about…or perhaps attending a seminar on some cutting-edge branch of your profession. Again, the key is to focus on something not essential to your brilliant performance but which adds yet another dimension to your already impressive knowledge base.
 Question 17 : What are your outside interests ? TRAPS : You want to be a well-rounded, not a drone. But your potential employer would be even
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 Smore turned off if he suspects that your heavy extracurricular load will interfere with your commitment to your work duties. BEST ANSWERS : Try to gauge how this company's culture would look upon your favorite outside activities and be guided accordingly. You can also use this question to shatter any stereotypes that could limit your chances. If you're over 50, for example, describe your activities that demonstrate physical stamina. If you're young, mention an activity that connotes wisdom and institutional trust, such as serving on the board of a popular charity. But above all, remember that your employer is hiring your for what you can do for him, not your family, yourself or outside organizations, no matter how admirable those activities may be.
 Question 18 : The "Fatal Flaw" question TRAPS : If an interviewer has read your resume carefully, he may try to zero in on a "fatal flaw" of your candidacy, perhaps that you don't have a college degree…you've been out of the job market for some time…you never earned your CPA, etc. A fatal flaw question can be deadly, but usually only if you respond by being overly defensive. BEST ANSWERS : As every master salesperson knows, you will encounter objections (whether stated or merely thought) in every sale. They're part and parcel of the buyer's anxiety. The key is not to exacerbate the buyer's anxiety but diminish it. Here's how… Whenever you come up against a fatal flaw question : 21 1. Be completely honest, open and straightforward about admitting the shortcoming. (Showing you have nothing to hide diminishes the buyer's anxiety.) 2. Do not apologize or try to explain it away. You know that this supposed flaw is nothing to be concerned about, and this is the attitude you want your interviewer to adopt as well. 3. Add that as desirable as such a qualification might be, its lack has made you work all the harder throughout your career and has not prevented you from compiling an outstanding track record of achievements. You might even give examples of how, through a relentless commitment to excellence, you have consistently outperformed those who do have this qualification. Of course, the ultimate way to handle "fatal flaw" questions is to prevent them from arising in the first place. You will do that by following the master strategy described in Question 1, i.e., uncovering the

Page 26
                        

IBPS E
 XAM
 Semployers needs and them matching your qualifications to those needs. Once you've gotten the employer to start talking about his most urgently-felt wants and goals for the position, and then help him see in step-by-step fashion how perfectly your background and achievements match up with those needs, you're going to have one very enthusiastic interviewer on your hands, one who is no longer looking for "fatal flaws".
 Question 19 : How do you feel about reporting to a younger person (minority, woman, etc) ? TRAPS : It's a shame that some interviewers feel the need to ask this question, but many understand the reality that prejudices still exist among some job candidates, and it's better to try to flush them out beforehand. The trap here is that in today's politically sensitized environment, even a well-intentioned answer can result in planting your foot neatly in your mouth. Avoid anything which smacks of a patronizing or an insensitive attitude, such as "I think they make terrific bosses" or "Hey, some of my best friends are…" Of course, since almost anyone with an IQ above room temperature will at least try to steadfastly affirm the right answer here, your interviewer will be judging your sincerity most of all. "Do you really feel that way?" is what he or she will be wondering. So you must make your answer believable and not just automatic. If the firm is wise enough to have promoted people on the basis of ability alone, they're likely quite proud of it, and prefer to hire others who will wholeheartedly share their strong sense of fair play. BEST ANSWER : You greatly admire a company that hires and promotes on merit alone and you couldn't agree more with that philosophy. The age (gender, race, etc.) of the person you report to would certainly make no difference to you. Whoever has that position has obviously earned it and knows their job well. Both the person and the position are fully deserving of respect. You believe that all people in a company, from the receptionist to the Chairman, work best when their abilities, efforts and feelings are respected and rewarded fairly, and that includes you. That's the best type of work environment you can hope to find.
 Question 20 : On confidential matters…
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 STRAPS : When an interviewer presses you to reveal confidential information about a present or former employer, you may feel it's a no-win situation. If you cooperate, you could be judged untrustworthy. If you don't, you may irritate the interviewer and seem obstinate, uncooperative or overly suspicious. 22 BEST ANSWER : Your interviewer may press you for this information for two reasons. First, many companies use interviews to research the competition. It's a perfect set-up. Here in their own lair, is an insider from the enemy camp who can reveal prized information on the competition's plans, research, financial condition, etc. Second, the company may be testing your integrity to see if you can be cajoled or bullied into revealing confidential data. What to do? The answer here is easy. Never reveal anything truly confidential about a present or former employer. By all means, explain your reticence diplomatically. For example, "I certainly want to be as open as I can about that. But I also wish to respect the rights of those who have trusted me with their most sensitive information, just as you would hope to be able to trust any of your key people when talking with a competitor…" And certainly you can allude to your finest achievements in specific ways that don't reveal the combination to the company safe. But be guided by the golden rule. If you were the owner of your present company, would you feel it ethically wrong for the information to be given to your competitors? If so, steadfastly refuse to reveal it. Remember that this question pits your desire to be cooperative against your integrity. Faced with any such choice, always choose integrity. It is a far more valuable commodity than whatever information the company may pry from you. Moreover, once you surrender the information, your stock goes down. They will surely lose respect for you. One President we know always presses candidates unmercifully for confidential information. If he doesn't get it, he grows visibly annoyed, relentlessly inquisitive, it's all an act. He couldn't care less
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 Question 21 : Would you lie for the company ? TRAPS : This another question that pits two values against one another, in this case loyalty against integrity. BEST ANSWER : Try to avoid choosing between two values, giving a positive statement which covers all bases instead. Example : "I would never do anything to hurt the company.." If aggressively pressed to choose between two competing values, always choose personal integrity. It is the most prized of all values.
 Question 22 : Looking back, what would you do differently in your life ? TRAPS : This question is usually asked to uncover any life-influencing mistakes, regrets, disappointments or problems that may continue to affect your personality and performance. You do not want to give the interviewer anything negative to remember you by, such as some great personal or career disappointment, even long ago, that you wish could have been avoided. Nor do you wish to give any answer which may hint that your whole heart and soul will not be in your work. BEST ANSWER : Indicate that you are a happy, fulfilled, optimistic person and that, in general, you wouldn't change a thing. 23 Example : "It's been a good life, rich in learning and experience, and the best it yet to come. Every experience in life is a lesson it its own way. I wouldn't change a thing."
 Question 23 : Could you have done better in your last job ? TRAPS : This is no time for true confessions of major or even minor problems. BEST ANSWER : Again never be negative. Example : "I suppose with the benefit of hindsight you can always find things to do better, of course, but off the top of my head, I can't think of anything of major consequence." (If more explanation seems necessary) Describer a situation that didn't suffer because of you but from external conditions beyond your control. For example, describe the disappointment you felt with a test campaign, new product launch, merger, etc., which looked promising at first, but led to underwhelming results. "I wish we could have known
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 Question 24 : Can you work under pressure ? TRAPS : An easy question, but you want to make your answer believable. BEST ANSWER : Absolutely (then prove it with a vivid example or two of a goal or project accomplished under severe pressure.)
 Question 25 : What makes you angry ? TRAPS : You don't want to come across either as a hothead or a wimp. BEST ANSWER : Give an answer that's suited to both your personality and the management style of the firm. Here, the homework you've done about the company and its style can help in your choice of words. Examples : If you are a reserved person and/or the corporate culture is coolly professional: "I'm an even-tempered and positive person by nature, and I believe this helps me a great deal in keeping my department running smoothly, harmoniously and with a genuine esprit de corps. believe in communicating clearly what's expected, getting people's commitment to those goals, and then following up continuously to check progress." "If anyone or anything is going off track, I want to know about it early. If, after that kind of open communication and follow up, someone isn't getting the job done, I'll want to know why. If there's no good reason, then I'll get impatient and angry and take appropriate steps from there. But if you hire good people, motivate them to strive for excellence and then follow up constantly, it almost never gets to that state." If you are feisty by nature and/or the position calls for a tough straw boss. "You know what makes me angry? People who (the fill in the blanks with the most objectionable traits for this type of position) people who don't pull their own weight, who are negative, people who lie…etc."
 Question 26 : Why aren't you earning more money at this stage of your career? TRAPS : You don't want to give the impression that money is not important to you, yet you want to explain why your salary may be a little below industry standards. 24 BEST ANSWER : You like to make money, but other factors are even more important. Example : "Making money is very important to me, and one reason I'm here is because I'm looking to
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 Smake more. Throughout my career, what's been even more important to me is doing work I really like to do at the kind of company I like and respect. (Then be prepared to be specific about what your ideal position and company would be like, matching them as closely as possible to the opportunity at hand)
 Question 27 : Who has inspired you in your life and why? TRAPS : The two traps here are unpreparedness and irrelevance. If you grope for an answer, it seems you've never been inspired. If you ramble about your high school basketball coach, you've wasted an opportunity to present qualities of great value to the company. BEST ANSWER : Have a few heroes in mind, from your mental "Board of Directors" - Leaders in your industry, from history or anyone else who has been your mentor. Be prepared to give examples of how their words, actions or teachings have helped inspire your achievements. As always, prepare an answer which highlights qualities that would be highly valuable in the position you are seeking.
 Question 28 : What was the toughest decision you ever had to make? TRAPS : Giving an unprepared or irrelevant answer. BEST ANSWER : Be prepared with a good example, explaining why the decision was difficult…the process you followed in reaching it…the courageous or effective way you carried it out…and the beneficial results.
 Question 29 : Tell me about the most boring job you've ever had. TRAPS : You give a very memorable description of a very boring job. Result? You become associated with this boring job in the interviewer's mind. BEST ANSWER : You have never allowed yourself to grow bored with a job and you can't understand it when others let themselves fall into that rut. Example : "Perhaps I've been fortunate, but that I've never found myself bored with any job I have ever held. I've always enjoyed hard work. As with actors who feel there are no small parts, I also believe that in every company or department there are exciting challenges and intriguing problems crying out for energetic and enthusiastic solutions. If you're bored, it's probably because you're not challenging yourself to tackle those problems right under your nose."
 Question 30 : Have you been absent from work more than a few days in any previous position? TRAPS : If you've had a problem, you can't lie. You could easily be found out. Yet admitting an attendance problem could raise many flags. BEST ANSWER : If you have had no problem, emphasize your excellent and consistent attendance
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 Srecord throughout your career. Also describe how important you believe such consistent attendance is for a key executive…why it's up to you to set an example of dedication…and why there's just no substitute for being there with your people to keep the operation running smoothly, answer questions and handle problems and crises as they arise. If you do have a past attendance problem, you want to minimize it, making it clear that it was an 25 exceptional circumstance and that it's cause has been corrected. To do this, give the same answer as above but preface it with something like, "Other than being out last year (or whenever) because of (your reason, which is now in the past), I have never had a problem and have enjoyed an excellent attendance record throughout my career. Furthermore, I believe, consistent attendance is important because…" (Pick up the rest of the answer as outlined above.).
 Question 31 : What changes would you make if you came on board ? TRAPS : Watch out! This question can derail your candidacy faster than a bomb on the tracks - and just as you are about to be hired. Reason : No matter how bright you are, you cannot know the right actions to take in a position before you settle in and get to know the operation's strengths, weaknesses key people, financial condition, methods of operation, etc. If you lunge at this temptingly baited question, you will probably be seen as someone who shoots from the hip. Moreover, no matter how comfortable you may feel with your interviewer, you are still an outsider. No one, including your interviewer, likes to think that a know-it-all outsider is going to come in, turn the place upside down and with sweeping, grand gestures, promptly demonstrate what jerks everybody's been for years. BEST ANSWER : You, of course, will want to take a good hard look at everything the company is doing before making any recommendations. Example : "Well, I wouldn't be a very good doctor if I gave my diagnosis before the examination. Should you hire me, as I hope you will, I'd want to take a good hard look at everything you're doing
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 Sand understand why it's being done that way? I'd like to have in-depth meetings with you and the other key people to get a deeper grasp of what you feel you're doing right and what could be improved. "From what you've told me so far, the areas of greatest concern to you are…" (Name them. Then do two things. First, ask if these are in fact his major concerns. If so then reaffirm how your experience in meeting similar needs elsewhere might prove very helpful). Question 32 I'm concerned that you don't have as much experience as we'd like in… TRAPS : This could be a make-or-break question. The interviewer mostly likes what he sees, but has doubts over one key area. If you can assure him on this point, the job may be yours. BEST ANSWER : This question is related to "The Fatal Flaw" (Question 18), but here the concern is not that you are totally missing some qualifications, such as CPA certification, but rather that your experience is light in one area. Before going into any interview, try to identify the weakest aspects of your candidacy from this company's point of view. Then prepare the best answer you possible can to shore up your defenses. To get past this question with flying colors, you are going to rely on your master strategy of uncovering the employer's greatest wants and needs and then matching them with your strengths. Since you already know how to do this from Question 1, you are in a much stronger position. More specifically, when the interviewer poses as objection like this, you should… 1. Agree on the importance of this qualification. 2. Explain that your strength may be indeed being greater than your resume indicates because… 3. When this strength is added to your other strengths, it's really your combination of qualifications that's most important. 26 Then review the areas of your greatest strengths that match up most favorably with the company's most urgently-felt wants and needs. This is powerful way to handle this question for two reasons. First, you're giving your interviewer more ammunition in the area of his concern. But more importantly, you're shifting his focus away from this one, isolated area and putting it on the unique combination of strengths you offer, strengths which tie in perfectly with his greatest wants.
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 SQuestion 33 : How do you feel about working nights and weekends ? TRAPS : Blurt out "no way, Jose" and you can kiss the job offer goodbye. But what if you have a family and want to work a reasonably normal schedule? Is there a way to get both the job and the schedule you want? BEST ANSWER : First, if you're a confirmed workaholic, this question is a softball lob. Whack it out of the park on the first swing by saying this kind of schedule is just your style. Add that your family understands it. Indeed, they're happy for you, as they know you get your greatest satisfaction from your work. If however, you prefer a more balanced lifestyle, answer this question with another: "What's the norm for your best people here?" If the hours still sound unrealistic for you, ask, "Do you have any top people who perform exceptionally for you, but who also have families and like to get home in time to see them at night?" Chances are this company does, and this associates you with this other "top-performers-who-leave-not-later-than-six" group. Depending on the answer, be honest about how you would fit into the picture. If all those extra hours make you uncomfortable, say so, but phrase your response positively. Example : "I love my work and do it exceptionally well. I think the results speak for themselves, especially in … (mention your two or three qualifications of greater interest to the employer. Remember, this is what he wants most, not a workaholic with weak credentials). Not only would I bring these qualities, but I've built my whole career on working not just hard, but smart. I think you'll find me one of the most productive people here. I do have a family who likes to see me after work and on weekends. They add balance and richness to my life, which in turn helps me, be happy and productive at work. If I could handle some of the extra work at home in the evenings or on weekends, that would be ideal. You'd be getting a person of exceptional productivity who meets your needs with strong credentials. And I'd be able to handle some of the heavy workload at home where I can be under the same roof as my family. Everybody would win."
 Question 34 : Are you willing to relocate or travel ?
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 STRAPS : Answer with a flat "no" and you may slam the door shut on this opportunity. But what if you'd really prefer not to relocate or travel, yet wouldn't want to lose the job offer over it? BEST ANSWER : First find out where you may have to relocate and how much travel may be involved. Then respond to the question. If there's no problem, say so enthusiastically. If you do have a reservation, there are two schools of thought on how to handle it. One advises you to keep your options open and your reservations to yourself in the early going, by saying, "no problem". Your strategy here is to get the best offer you can, then make a judgment 27 whether it's worth it to you to relocate or travel. Also, by the time the offer comes through, you may have other offers and can make a more informed decision. Why kill of this opportunity before it has chance to blossom into something really special? And if you're a little more desperate three months from now, you might wish you hadn't slammed the door on relocating or traveling. The second way to handle this question is to voice a reservation, but assert that you'd be open to relocating (or traveling) for the right opportunity. The answering strategy you choose depends on how eager you are for the job. If you want to take no chances, choose the first approach. If you want to play a little harder-to-get in hopes of generating a more enticing offer, choose the second.
 Question 35 : Do you have the stomach to fire people? Have you had experience firing many people? TRAPS : This "innocent" question could be a trap door which sends you down a chute and lands you in a heap of dust outside the front door. Why? Because it's real intent is not just to see if you've got the stomach to fire, but also to uncover poor judgment in hiring which has caused you to fire so many. Also, if you fire so often, you could be a tyrant. So don't rise to the bait by boasting how many you've fired, unless you've prepared to explain why it was beyond your control, and not the result of your poor hiring procedures or foul temperament. BEST ANSWER : Describe the rational and sensible management process you follow in both hiring and firing.
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 SExample : "My whole management approach is to hire the best people I can find, train them thoroughly and well, get them excited and proud to be part of our team, and then work with them to achieve our goals together. If you do all of that right, especially hiring the right people, I've found you don't have to fire very often. "So with me, firing is a last resort. But when it got to be done, it's got to be done, and the faster and cleaner, the better. A poor employee can wreak terrible damage in undermining the morale of an entire team of good people. When there's no other way, I've found it's better for all concerned to act decisively in getting rid of offenders who won't change their ways."
 Question 36 : Why have you had so many jobs ? TRAPS : Your interviewer fears you may leave this position quickly, as you have others. He's concerned you may be unstable, or a "problem person" who can't get along with others. BEST ANSWER : First, before you even get to the interview stage, you should try to minimize your image as job hopper. If there are several entries on your resume of less than one year, consider eliminating the less important ones. Perhaps you can specify the time you spent at previous positions in rounded years not in months and years. Example : Once in front of the interviewer this question comes up, you must try to reassure him. Describe each position as part of an overall pattern of growth and career destination. Be careful not to blame other people for your frequent changes. But you can and should attribute certain changes to conditions beyond your control. Example : Thanks to an upcoming merger, you wanted to avoid an ensuing bloodbath, so you made a good, upward career move before your department came under the axe of the new owners. 28 If possible, also show that your job changes were more frequent in your younger days, while you were establishing yourself, rounding out your skills and looking for the right career path. At this stage in your career, you're certainly much more interested in the best long-term opportunity. You might also cite the job(s) where you stayed the longest and describe that this type of situation is what you're looking for now.
 Question 37 : What do you see as the proper role/mission of… …a good (job title you're seeking); …a good manager;
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 S…an executive in serving the community; …a leading company in our industry; etc., TRAPS : These and other "proper role" questions are designed to test your understanding of your place in the bigger picture of your department, company, community and profession….as well as the proper role each of these entities should play in its bigger picture. The question is most frequently asked by the most thoughtful individuals and companies…or by those concerned that you're coming from a place with a radically different corporate culture (such as from a big government bureaucracy to an aggressive small company). The most frequent mistake executives make in answering is simply not being prepared (seeming as if they've never given any of this a thought)…or in phrasing an answer best suited to their prior organization's culture instead of the hiring company's. BEST ANSWER : Think of the most essential ingredients of success for each category above - your job title, your role as manager, your firm's role, etc. Identify at least three but no more than six qualities you feel are most important to success in each role. Then commit your response to memory. Here, again, the more information you've already drawn out about the greatest wants and needs of the interviewer, and the more homework you've done to identify the culture of the firm, the more on-target your answer will be.
 Question 38 : How could you have improved your career progress ? TRAPS : This is another variation on the question, "If you could, how would you live your life over?" Remember, you're not going to fall for any such invitations to rewrite person history. You can't win if you do. BEST ANSWER : You're generally quite happy with your career progress. Maybe, if you had known something earlier in life (impossible to know at the time, such as the booming growth in a branch in your industry or the corporate downsizing that would phase out your last job), you might have moved in a certain direction sooner. But all things considered, you take responsibility for where you are, how you've gotten there, where you are going and you harbor no regrets.
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 SQuestion 39 : What would you do if a fellow executive on your own corporate level wasn't pulling his/her weight…and this was hurting your department? TRAPS : This question and other hypothetical ones test your sense of human relations and how you might handle office politics. 29 BEST ANSWER : Try to gauge the political style of the firm and be guided accordingly. In general, fall back on universal principles of effective human relations - which in the end, embody the way you would like to be treated in a similar circumstance. Example : "Good human relations would call for me to go directly to the person and explain the situation, to try to enlist his help in a constructive, positive solution. If I sensed resistance, I would be as persuasive as I know how to explain the benefits we can all gain from working together, and the problems we, the company and our customers will experience if we don't." POSSIBLE FOLLOW-UP QUESTION : And what would you do if he still did not change his ways? ANSWER : "One thing I wouldn't do is let the problem slide, because it would only get worse and overlooking it would set a bad precedent. I would try again and again and again, in whatever way I could, to solve the problem, involving wider and wider circles of people, both above and below the offending executive and including my own boss if necessary, so that everyone involved can see the rewards for teamwork and the drawbacks of non-cooperation." "I might add that I've never yet come across a situation that couldn't be resolved by harnessing others in a determined, constructive effort."
 Question 40 : You've been with your firm a long time. Won't it be hard switching to a new company? TRAPS : Your interviewer is worried that this old dog will find it hard to learn new tricks. BEST ANSWER : To overcome this objection, you must point to the many ways you have grown and adapted to changing conditions at your present firm. It has not been a static situation. Highlight the different responsibilities you've held, the wide array of new situations you've faced and conquered. As a result, you've learned to adapt quickly to whatever is thrown at you, and you thrive on the stimulation of new challenges.
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 Question 41 : May I contact your present employer for a reference? TRAPS : If you're trying to keep your job search private, this is the last thing you want. But if you don't cooperate, won't you seem as if you're trying to hide something? BEST ANSWER : Express your concern that you'd like to keep your job search private, but that in time, it will be perfectly okay. Example : "My present employer is not aware of my job search and, for obvious reasons; I'd prefer to keep it that way. I'd be most appreciative if we kept our discussion confidential right now. Of course, when we both agree the time is right, then by all means you should contact them. I'm very proud of my record there.
 Question 42 : Give me an example of your creativity (analytical skill…managing ability, etc.) TRAPS : The worst offense here is simply being unprepared. Your hesitation may seem as if you're having a hard time remembering the last time you were creative, analytical, etc. BEST ANSWER : Remember that you should commit to memory a list of your greatest and most recent achievements, ever ready on the tip of your tongue. 30 If you have such a list, it's easy to present any of your achievements in light of the quality the interviewer is asking about. For example, the smashing success you orchestrated at last year's trade show could be used as an example of creativity, or analytical ability, or your ability to manage.
 Question 43 : Where could you use some improvement? TRAPS : Another tricky way to get you to admit weaknesses. Don't fall for it. BEST ANSWER : Keep this answer, like all your answers, positive. A good way to answer this question is to identify a cutting-edge branch of your profession (one that's not essential to your employer's needs) as an area you're very excited about and want to explore more fully over the next six months.
 Question 44 : What do you worry about ? TRAPS : Admit to worrying and you could sound like a loser. Saying you never worry doesn't sound credible. BEST ANSWER : Redefine the word 'worry' so that it does not reflect negatively on you. Example : "I wouldn't call it worry, but I am a strongly goal-oriented person. So I keep turning over
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 Question 45 : How many hours a week do you normally work ? TRAPS : You don't want to give a specific number. Make it to low, and you may not measure up. Too high, and you'll forever feel guilty about sneaking out the door at 5:00. BEST ANSWER : If you are in fact a workaholic and you sense this company would like that: Say you are a confirmed workaholic, that you often work nights and weekends. Your family accepts this because it makes you fulfilled. If you are not a workaholic : Say you have always worked hard and put in long hours. It goes with the territory. In one sense, it's hard to keep track of the hours because your work is a labor of love, you enjoy nothing more than solving problems. So you're almost always thinking about your work, including times when you're home, while shaving in the morning, while commuting, etc.
 Question 46 : What's the most difficult part of being a (job title)? TRAPS : Unless you phrase your answer properly, your interviewer may conclude that whatever you identify as "difficult" is where you are weak. BEST ANSWER : First, redefine "difficult" to be "challenging" which is more positive. Then, identify an area everyone in your profession considers challenging and in which you excel. Describe the process you follow that enables you to get splendid results and be specific about those results.
 Question 47 : The "Hypothetical Problem" TRAPS : Sometimes an interviewer will describe a difficult situation and ask, "How would you handle this?" Since it is virtually impossible to have all the facts in front of you from such a short presentation, don't fall into the trap of trying to solve this problem and giving your verdict on the spot. It will make your decision-making process seem woefully inadequate. BEST ANSWER : Instead, describe the rational, methodical process you would follow in analyzing this problem, who you would consult with, generating possible solutions, choosing the best course of action, and monitoring the results. Remember, in all such, "What would you do?" questions, always describe your process or working methods, and you'll never go wrong. 31
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 SQuestion 48 : What was the toughest challenge you've ever faced? TRAPS : Being unprepared or citing an example from so early in your life that it doesn't score many points for you at this stage of your career. BEST ANSWER: This is an easy question if you're prepared. Have a recent example ready that demonstrates either: 1. A quality most important to the job at hand; or 2. A quality that is always in demand, such as leadership, initiative, managerial skill, persuasiveness, courage, persistence, intelligence, etc.
 Question 49 : Have you consider starting your own business? TRAPS : If you say "yes" and elaborate enthusiastically, you could be perceived as a loose cannon in a larger company, too entrepreneurial to make a good team player or someone who had to settle for the corporate life because you couldn't make a go of your own business. Also too much enthusiasm in answering "yes" could rouse the paranoia of a small company indicating that you may plan to go out on your own soon, perhaps taking some key accounts or trade secrets with you. On the other hand, if you answer "no, never" you could be perceived as a security-minded drone who never dreamed a big dream. BEST ANSWER : Again it's best to: 1. Gauge this company's corporate culture before answering and… 2. Be honest (which doesn't mean you have to vividly share your fantasy of the franchise or bedand- breakfast you someday plan to open). In general, if the corporate culture is that of a large, formal, military-style structure, minimize any indication that you'd love to have your own business. You might say, "Oh, I may have given it a thought once or twice, but my whole career has been in larger organizations. That's where I have excelled and where I want to be." If the corporate culture is closer to the free-wheeling, everybody's-a-deal-maker variety, then emphasize that in a firm like this, you can virtually get the best of all worlds, the excitement of seeing your own ideas and plans take shape combined with the resources and stability of a well-established organization. Sounds like the perfect environment to you.
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 SIn any case, no matter what the corporate culture, be sure to indicate that any desires about running your own show are part of your past, not your present or future. The last thing you want to project is an image of either a dreamer who failed and is now settling for the corporate cocoon or the restless maverick that will fly out the door with key accounts, contacts and trade secrets under his arms just as soon as his bankroll has gotten rebuilt. Always remember: Match what you want with what the position offers. The more information you've uncovered about the position, the more believable you can make your case.
 Question 50 : What are your goals ? TRAPS : Not having any or having only vague generalities, not highly specific goals. BEST ANSWER : Many executives in a position to hire you are strong believers in goal-setting. (It's one of the reasons they've achieved so much). They like to hire in kind. 32 If you're vague about your career and personal goals, it could be a big turnoff to many people you will encounter in your job search. Be ready to discuss your goals for each major area of your life: career, personal development and learning, family, physical (health), community service and (if your interviewer is clearly a religious person) you could briefly and generally allude to your spiritual goals (showing you are a well-rounded individual with your values in the right order). Be prepared to describe each goal in terms of specific milestones you wish to accomplish along the way, time periods you're allotting for accomplishment, why the goal is important to you, and the specific steps you're taking to bring it about. But does this concisely, as you never want to talk more than two minutes straight before letting your interviewer back into the conversation.
 Question 51 : Sell me this stapler…(this pencil…this clock…or some other object on interviewer's desk). TRAPS : Some interviewers, especially business owners and hard-changing executives in marketingdriven companies, feel that good salesmanship is essential for any key position and ask for an instant demonstration of your skill. Be ready. BEST ANSWER : Of course, you already know the most important secret of all great salesmanship -
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 S"find out what people want, then show them how to get it." If your interviewer picks up his stapler and asks, "sell this to me," you are going to demonstrate this proven master principle. Here's how: "Well, a good salesman must know both his product and his prospect before he sells anything. If I were selling this, I'd first get to know everything I could about it, all its features and benefits." "Then, if my goal were to sell it you, I would do some research on how you might use a fine stapler like this. The best way to do that is by asking some questions. May I ask you a few questions?" Then ask a few questions such as, "Just out of curiosity, if you didn't already have a stapler like this, why would you want one? And in addition to that? Any other reason? Anything else?" "And would you want such a stapler to be reliable? Hold a good supply of staples?" (Ask more questions that point to the features this stapler has.) Once you've asked these questions, make your presentation citing all the features and benefits of this stapler and why it's exactly what the interviewer just told you he's looking for. Then close with, "Just out of curiosity, what would you consider a reasonable price for a quality stapler like this…a stapler you could have right now and would (then repeat all the problems the stapler would solve for him)? Whatever he says, (unless it's zero), say, "Okay, we've got a deal."
 Question 52 : "The Salary Question" - How much money do you want? TRAPS : May also be phrases as, "What salary are you worth?"or, "How much are you making now?" This is your most important negotiation. Handle it wrong and you can blow the job offer or go to work at far less than you might have gotten. BEST ANSWER : For maximum salary negotiating power, remember these five guidelines: 1. Never bring up salary. Let the interviewer do it first. Good salespeople sell their products thoroughly before talking price. So should you. Make the interviewer want you first, and your bargaining position will be much stronger. 33 2. If your interviewer raises the salary question too early, before you've had a chance to create desire for your qualifications, postpone the question, saying something like, "Money is important to me, but is not my main concern. Opportunity and growth are far more important. What I'd rather do, if you don't mind, is explore if I'm right for the position, and then talk about money. Would that be okay?" 3. The #1 rule of any negotiation is: the side with more information wins. After you've done a thorough job of selling the interviewer and it's time to talk salary, the secret is to get the employer talking about what he's willing to pay before you reveal what you're willing to accept. So, when asked about salary, respond by asking, "I'm sure the company has already established a salary
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 Srange for this position. Could you tell me what that is?" Or, "I want an income commensurate with my ability and qualifications. I trust you'll be fair with me. What does the position pay?" Or, more simply, "What does this position pay?" 4. Know beforehand what you'd accept. To know what's reasonable, research the job market and this position for any relevant salary information. Remember that most executives look for a 20- 25%$ pay boost when they switch jobs. If you're grossly underpaid, you may want more. 5. Never lie about what you currently make, but feel free to include the estimated cost of all your fringes, which could well tack on 25-50% more to your present "cash-only" salary.
 Question 53 : The Illegal Question TRAPS : Illegal questions include any regarding your age…number and ages of your children or other dependents…marital status…maiden name…religion…political affiliation…ancestry…national origin…birthplace…naturalization of your parents, spouse or children…diseases…disabilities…clubs…or spouse's occupation…unless any of the above are directly related to your performance of the job. You can't even be asked about arrests, though you can be asked about convictions. BEST ANSWER : Under the ever-present threat of lawsuits, most interviewers are well aware of these taboos. Yet you may encounter, usually on a second or third interview, a senior executive who doesn't interview much and forgets he can't ask such questions. You can handle an illegal question in several ways. First, you can assert your legal right not to answer. But this will frighten or embarrass your interviewer and destroy any rapport you had. Second, you could swallow your concerns over privacy and answer the question straight forwardly if you feel the answer could help you. For example, your interviewer, a devout Baptist, recognizes you from church and mentions it. Here, you could gain by talking about your church. Third, if you don't want your privacy invaded, you can diplomatically answer the concern behind the question without answering the question itself. Example: If asked, "Do you plan to have children?" you could answer, "I am wholeheartedly dedicated to my career", perhaps adding, "I have no plans regarding children." (You needn't fear you've pledged eternal childlessness. You have every right to change your plans later. Get the job first and then enjoy all your options.) Most importantly, remember that illegal questions arise from fear that you won't perform well. The best answer of all is to get the job and perform brilliantly. All concerns and fears will then varnish,
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 Question 54 : The "Secret" Illegal Question TRAPS : Much more frequent than the Illegal question (see Question 53) is the secret illegal question. 34 It's secret because it's asked only in the interviewer's mind. Since it's not even expressed to you, you have no way to respond to it, and it can there be most damaging. Example : You're physically challenged, or a single mother returning to your professional career, or over 50, or a member of an ethnic minority, or fit any of a dozen other categories that do not strictly conform to the majority in a given company. Your interviewer wonders, "Is this person really able to handle the job?"… "Is he or she a 'good fit' at a place like ours?"… "Will the chemistry ever be right with someone like this?" But the interviewer never raises such questions because they're illegal. So what can you do? BEST ANSWER : Remember that just because the interviewer doesn't ask an illegal question doesn't mean he doesn't have it. More than likely, he is going to come up with his own answer. So you might as well help him out. How? Well, you obviously can't respond to an illegal question if he hasn't even asked. This may well offend him. And there's always the chance he wasn't even concerned about the issue until you brought it up, and only then begins to wonder. So you can't address "secret" illegal questions head-on. But what you can do is make sure there's enough counterbalancing information to more than reassure him that there's no problem in the area he may be doubtful about. For example, let's say you're a sales representative who had polio as a child and you need a cane to walk. You know your condition has never impeded your performance, yet you're concerned that your interviewer may secretly be wondering about your stamina or ability to travel. Well, make sure that you hit these abilities very hard, leaving no doubt about your capacity to handle them well. So, too, if you're in any different from what passes for "normal". Make sure, without in any way seeming defensive about yourself that you mention strengths, accomplishments, preferences and affiliations that strongly counterbalance any unspoken concern your interviewer may have.
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 SQuestion 55 : What was the toughest part of your last job? TRAPS : This is slightly different from the question raised earlier, "What's the most difficult part of being a (job title…)" because this asks what you personally have found most difficult in your last position. This question is more difficult to redefine into something positive. Your interviewer will assume that whatever you found toughest may give you a problem in your new position. BEST ANSWER : State that there was nothing in your prior position that you found overly difficult, and let your answer go at that. If pressed to expand your answer, you could describe the aspects of the position you enjoyed more than others, making sure that you express maximum enjoyment for those tasks most important to the open position, and you enjoyed least those tasks that are unimportant to the position at hand.
 Question 56 : How do you define success…and how do you measure up to your own definition? TRAPS : Seems like an obvious enough questions. Yet many executives, unprepared for it, fumble the ball. BEST ANSWER : Give a well-accepted definition of success that leads right into your own stellar collection of achievements. Example : "The best definition I've come across is that success is the progressive realization of a worthy goal." 35 "As to how I would measure up to that definition, I would consider myself both successful and fortunate…"(Then summarize your career goals and how your achievements have indeed represented a progressive path toward realization of your goals.) achieve. I think those qualities have built many more fortunes that all the lotteries put together."
 Question 57 : Looking back on your last position, have you done your best work ? TRAPS : Tricky question. Answer "absolutely" and it can seem like your best work is behind you. Answer, "no, my best work is ahead of me," and it can seem as if you didn't give it your all. BEST ANSWER : To cover both possible paths this question can take, your answer should state that you always try to do your best, and the best of your career is right now. Like an athlete at the top of his game, you are just hitting your career stride thanks to several factors. Then, recap those factors,
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 Question 58 : Why should I hire you from the outside when I could promote someone from within? TRAPS : This question isn't as aggressive as it sounds. It represents the interviewer's own dilemma over this common problem. He's probably leaning toward you already and for reassurance, wants to hear what you have to say on the matter. BEST ANSWER : Help him see the qualifications that only you can offer. Example : "In general, I think it's a good policy to hire from within - to look outside probably means you're not completely comfortable choosing someone from inside. "Naturally, you want this department to be as strong as it possibly can be, so you want the strongest candidate. I feel that I can fill that bill because…(then recap your strongest qualifications that match up with his greatest needs)."
 Question 59 : Tell me something negative you've heard about our company… TRAPS : This is a common fishing expedition to see what the industry grapevine may be saying about the company. But it's also a trap because as an outsider, you never want to be the bearer of unflattering news or gossip about the firm. It can only hurt your chances and sidetrack the interviewer from getting sold on you. BEST ANSWER : Just remember the rule - never be negative - and you'll handle this one just fine.
 Question 60 : On a scale of one to ten, rate me as an interviewer. TRAPS : Give a perfect "10," and you'll seem too easy to please. Give anything less than a perfect 10, and he could press you as to where you're being critical, and that road leads downhill for you. BEST ANSWER : Once again, never be negative. The interviewer will only resent criticism coming from you. This is the time to show your positivism. However, don't give a numerical rating. Simply praise whatever interview style he's been using. If he's been tough, say "You have been thorough and tough-minded, the very qualities needed to conduct a good interview." If he's been methodical, say, "You have been very methodical and analytical, and I'm sure that approach results in excellent hires for your firm." In other words, pay him a sincere compliment that he can believe because it's anchored in the behavior
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 BANKING INTERVIEW QUESTIONS Bank interviews are basically based on four areas: 1. Bio-data 2. Subject 3. Bank Terms 4. GK (Current Affairs) 5. Computers (Basics) 1. Bio-data : About your family, about your town, about your studies, about your achievements, about your father's working department, about your hobby, and any past work experience if you have. 2. Subject : Candidate must have complete knowledge of the subject what he has studied. Any question can be asked in the subject. Prepare your subject especially basics. 3. Bank Terms : If you are going for bank interviews basic banking knowledge is necessary. The following basic banking terms will help the candidate. 4. GK : Be thorough with current affairs from past three months. Recent awards, Major issues, Sports related questions, State Governors and Chief ministers, Countries, Capitals, Currencies etc..,. 5. Computers : Be thorough with basic computer terminology. Example : What is DOS, What is WWW, What is LAN, etc.., If you have any certificate, it will be an added advantage to the candidate. 1. What is bank? Ans. Bank is financial institution which accepts deposits from the public for the purpose of lending. 2. Types of banks? Ans. 1. Nationalized banks, Private Banks, Foreign banks, Regional rural banks 2 Co-operative banks, Industrial banks etc.., 3. What is a nationalized bank? Ans : Banks which are owned and run by government of India are called as nationalized banks. Example : Canara bank, syndicate bank, Vijaya bank, etc.., There are total 20 nationalized banks. State bank of India has got 7 subsidiaries they are State bank of Hyderabad, State bank of Mysore, State bank of Travancore, State bank of Indore, State bank of Sourashtra, State bank of Bikaner, state bank of Jaipur. 4. When banks are nationalized? Ans : In 1969 : 14 banks were nationalized. In 1980: 6 banks were nationalized. 5. What is a Private bank? Ans : Banks which are owned and run by individuals are called private banks. Example: karnataka bank, karurvysya bank, lakshmivilas bank etc.., 6. What are foreign banks? Ans : Banks which are foreign originated [based] are called foreign banks
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 SExample : Citi bank, YES bank etc.., 7. What is RBI [Reserve Bank of India], when it is established and what are its functions? Ans : RBI established in 1935, its head office in Mumbai. Present Governor of RBI "D.Subba Rao". 37 Its functions : 1. Issues currency notes 2. Acts as bankers bank 3. Maintains foreign exchange reserves 4. Maintains CRR and SLR RBI is also called as "bankers bank", because all banks will have a/c's with RBI. It provides funds to all banks hence it is called as BANKERS BANK. 8. What is RRB'S (regional rural banks)? Ans : Main purpose of RRBs is to improve banking habit in rural areas and save formers from money lenders. RRBs works under supervision of NABARD (National Bank for Agriculture and Rural Development). NABARD head office is at MUMBAI. Example of RRB'S: Pragathi grameena bank, Rayalaseema grameena bank etc. Every grameena bank is sponsored by a nationalized bank. Example: Pragathi grameena bank is sponsored by "Canara bank". Share capital in RRB's: Central government: 50% Sponsored bank: 35% State government: 15% 9. What are co-operative banks? Ans. The main purpose of co-operative banks is to co-operate small scale industries, and to provide small loans. Example : Bellary dist co-op bank etc. 10. What are industrial banks? Ans. The main purpose of industrial banks is to provide big loans to large scale industries. Examples: IDBI bank, Industrial bank of India etc.., 11. Types of accounts in banks? Ans. Savings bank account [SB a/c]: The main purpose of SB a/c is to encourage small savings from the public. Interest paid on SB a/c is 3 percent. Any individual can open SB a/c. An Indian residing at abroad can open a NRI a/c. NRI represents non-resident Indians. Current account : It's a running and active account. No interest is paid on current a/c. Current accounts can be opened on firm names. Even individuals can also open current a/cs. But on firm names you cannot open SB a/c. Fixed Deposit account : Amount is kept for a fixed period. Higher rate of interest will be paid on this
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 Sa/c. Recurring deposit [RD a/c] : A fixed amount can be deposited in monthly installments. Interest rate is same as fixed deposits. 12. What is Cheque? Ans. Cheque is a negotiable instrument containing conditional order to pay sum of money to the person mentioned on it or to the bearer of the instrument. 13. What is crossing? Ans. Two parallel lines drawn on the top left corner of the cheque. 14. What is account payee cheque? Ans. Account payee cheques can be routed only through accounts. 38 15. What is a post dated cheque? Ans. The date on the cheque beyond today's date then cheque becomes post dated. 16. What is stale cheque? Ans. Cheque is valid for six months. If the date on the cheque is before six months, then the cheque becomes stale cheque. 17. What is a mutilated cheque? Ans. It is a damaged cheque. 18. What is At Par cheque? Ans. It is payable anywhere in India. 19. What is Multi city cheque? Ans. A cheque which is payable in any branch of a particular bank. 20. What is Repo rate? Ans. The rate at which RBI lends money to other banks. Present repo rate 7.25 percentage. 21. What is Reverse Repo rate? Ans. The rate at which RBI pays interest to the banks. Present Reverse Repo rate 6.25 percentage. 22. Which bank is called as Central bank? Ans. RBI is also called as Central bank. 23. What is Internet banking? Ans. Banking through internet. 24. What is Inflation? Ans. It is a state where money looses the value hence prices will go up (or) Decreasing the value of money. 25. What is Deflation? Ans. It is opposite to inflation. Money will have more value. Here the products loose the value. 26. What is Debit cum ATM card? Ans. The customer can deposit and withdraw cash by means of magnetic ATM card. 27. What is ATM? Ans. Automatic Teller Machine.
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 S28. What are PLR and BPLR? Ans. PLR - Prime Lending Rate. BPLR - Basic Prime Lending Rate. 29. What is Credit card? Ans. Credit card is a plastic instrument that can be used for the purchase of goods and services. You can buy the services and then pay the cash to the bank. Limits will be fixed based on the net worth of the customer. Leading credit cards: VISA, MASTER. 30. What is an NRI a/c? Ans. NRI stands for "Non Resident Indian". An Indian who is residing in abroad can open an SB a/ c in Indian banks. These accounts are called NRI a/cs. 31. What are CRR and SLR? Ans. CRR: Cash Reserve Ratio - It is the ratio of physical cash that every bank has to keep with RBI. SLR: Statutory Liquidity Ratio - It is the ratio of liquid assets that every bank has to k e e p with RBI. 39 32. What are RTGS and NEFT? Ans. RTGS: Real Time Gross Settlement. NEFT: National Electronic Fund Transfer. These two are the two methods through which funds can be transferred from one bank to another bank. 33. What is NPA? Ans. NPA: Non Performing Asset: When a loan becomes bad then it becomes NPA. 34. What is online banking? Ans. Nothing but any where banking. A customer can operate his account from any branch of a particular bank. " Know about the bank for which you are attending the interview " Some general questions : 1. Why do you choose banking as your career? 2. Are you ready to work in rural place? 3. What are your strengths and weaknesses? 4. Ten years down the line where would you see yourself? 5. Do you read news paper? What is today's news? 6. Why should we give this job to you ? NAME & SURNAME 1. Can you explain the meaning of your name? 2. Your surname appears to be unusual and unheard, could you explain? 3. Your father has Choudhary as surname. How is that you have not inherited the same? 4. You are prepared to inherit your father's property whereas you are discarding his surname? 5. What is the harm if your surname or name depicts your caste? After all, marriages and voting's are fixed on caste basis, Don't you agree?
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 S6. Your name has similarity to that of such-and-such great man, what about his qualities? PLACE OF ORIGIN 7. You belong to this (XYZ) district which we believe is the most backward district of your state. What according to you are the main reasons of its backwardness? 8. Name and explain some of the development programmes of the government in your district. 9. If you are posted in the district (XYZ) what would be your priorities in terms of plan and actions? 10. You come from the state which has the lowest per capita income followed by the highest population growth. Can you explain the reasons? 11. Where would you prefer your posting ----in a backward state or in your home state? 12. Do you think growth of agriculture depends on literacy? 13. Your state is going to be divided into two parts. Do you approve for it? 14. What is the harm in dividing your state into three parts? This will ensure faster development. 15. A new class of rural rich is emerging very rapidly. Suggest few steps to organize their wealth in the main structure of national economy HOBBIES 16. You have mentioned traveling as your hobby. How often do you travel? 17. On being selected you will not be able to carry on with your hobby of traveling, will you? 18. Traveling is curse and not a pleasure in our country. Please comment. 19. Recently one of the Indian States has become International Tourists' choice. Do you know that? 40 20. You have mentioned social service as your hobby. Is there any possibility of integration of social service and banking service? 21. Whom would you hold responsible ----- politicians, bureaucrats or public ---- for the poor state of affairs as far as Social service is concerned? 22. In which way can banking sector contribute towards social service in the society? 23. What is an NGO? How does it function? 24. Sports being your hobby, do you think the match - fixing episode has virtually wiped out public interest in cricket matches? 25. How can you pursue your gardening hobby in a metropolitan city as there is hardly any space left? ACADEMIC QUALIFICATION (GENERAL TYPE QUESTIONS) 26. You have consistently good academic records including a Doctorate. Why don't you join teaching profession?
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 S27. You are an engineer from a premier Institution. In fact, banking job may not be suitable to you. Don't you consider it as a national loss? 28. Throughout your academic career you have a science background, whereas banking service is a commercial job. How can you find it suitable? 29. You have did first division in school, high second class in class XII, and second class in Graduation. It is in-fact in descending order. What if this continues even in your job. 30. You have changed from Science Stream to Humanities in Graduation securing drastically low marks in graduation. Your decision was wrong, do you agree? 31. We find your academic results quite inconsistent and varying from 50% to 59%. Can you explain the reasons for the same? BANKING & MISCELLANEOUS 32. Which is more important for banks -- social obligations or commercial progress? Can you differentiate between the two? 33. As far as consumer banking is concerned, foreign banks are putting up new challenges to the Indian Banks. Do you agree? Why? 34. How do banks differ from Financial Institutions? 35. What is Institutional Finance? 36. What is the basic difference between Mutual Funds' and Banks ? 37. What significant role does RBI play in controlling banks in our country ? 38. Why do banks still charge interests on loans if they are to abide by socialistic principle 39. How many banks were nationalized? What was the basis of nationalization? 40. What is poverty line? How is it calculated? 41. What are NPAs? Why was there so much concern over it? 42. What do you know about DRI scheme? 43. Have you ever heard the phrase "Commanding Heights"? 41 44. Mention a few important roles of the rural banks in your area. 45. What are your strengths and weakness? 46. Where do you desire to see yourself after 20 years? 47. Are you confident that you will be selected? 48. What will you plan to do if you are not selected? 49. Who is the person in your life who has inspired and influenced you to a very great extent? 50. Why are some of the nationalized banks doing extremely well while some are doing extremely bad? 51. What are the risks involved in opening the doors for the foreign companies in the Insurance sectors? 52. Explain few positive foreign impacts of Foreign Banks on Indian banking system.
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 S53. Do you think our rural sectors are being neglected due to the complications between the foreign and the Indian Banks? 54. What is disinvestment policy? Should we open, also this door to, the foreign organizations? 55. Name three public sector units which are running in profit? 56. As a PO, how will you tackle the strong union of clerks; who are sometimes reluctant to work? 57. What are the advantages and disadvantages of computerization in banks? 58. What do you know about merchant Banking? 59. What is telemarketing? Can it be useful to the public sector banks?
 BANKING AND SOME GENERAL QUESTIONS ASKED IN BANKING AND OTHER INTERVIEWS 1. Why do you choose your career in Banking Industry? Banking is one kind of Sector which gives Social recognition , Self respect, Financial Independence above all the best service sector to help the people in need 2. Have you attended any of the interviews? If yes, when and of which firm or bank? Put on your past interview experience if any 3. 5 years down the line where would you see yourself in our Bank? If one is attending an clerical interview the answer would be Asst manager , if one attending officer interview the answer would be manager 4. Who are your role models and why? Specify any of your role models names and what's their uniqueness you like in them for ex: Mrs. Sudha Narayan Murthy known for her simplicity and high thinking 5. What if your posted in any rural area? The answer would obviously be yes if you really need a job this question is quoted just to test your zeal to enter the organization 6. Do you have a bank account ? Always care to reply yes as this is minimum relation a candidate needs to have with any bank to gain some banking knowledge preferably savings bank account known as sb a/c 42 7. According to you what the current value added services does any bank render to its customer Internet banking, sms banking, ATM, online banking, Insurance etc 8. Which is the first swadeshi bank of India Punjab National bank (1895) 9. What is PIN in an ATM Personal Identification number 10. Who is the current Governor of RBI Dr. D Subbarao 11. How many nationalized banks are there 20 including SBI 12. Name the subsidiaries of SBI
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 SState bank of mysore, state bank of Hyderabad, state bank of Bikaner and jaipur , state bank of Patiala , state bank of travancore( while state bank of indore and saurashtra have merged with SBI) 13. How many types of banks are there in India a. Public sector units of Nationalised banks b. Private sector banks c. Foreign banks d. Co operative banks e. RRBs( Regional Rural Banks) 14. What is the current SB rate of interest, CRR, SLR, Bank rate ? 15. Do you read newspapers what is today's headlines 16. Did you visit our branch in your place ? 17. How do you think your education background will suit the banking job 18. What do you know about our bank Refer the bank's website before the interview and collect information like Total business, no of branches, ATMs, products and services, Chairman of the bank, Logo etc 19. What are your hobbies ? Be careful in answering this question as the later questions will be asked on your hobby 20. Which the largest Public sector bank and Pvt sector bank State bank of India and ICICI Bank Ltd.
 ABOUT GROUP DISCUSSION Many companies conduct group discussion after the written test so as to check on your interactive skills and how good you are at communicating with other people. The GD is to check how you behave, participate and contribute in a group, how much importance do you give to the group objective as well as your own, how well do you listen to viewpoints of others and how open-minded are you in accepting views contrary to your own. The aspects which make up a GD are verbal communication, non-verbal behavior, conformation to norms, decision-making ability and cooperation. You should try to be as true as possible to these aspects. 43 What is the normal duration of a GD ? A GD is generally of 15-20 minutes duration. How many panel members are there to evaluate ? There are usually 3-4 panel members to evaluate. Is there time given for preparation after the topic is given and before starting the GD ? Usually some time (2-5 minutes) is given to collect one's thoughts, but there could be instances when this does not happen, so it is best not to bank on this.
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 SShould I address the panel or the group members ? Don't ever make the mistake of addressing the panel members. The GD is between you and the other members, not the panel members. You must avoid even looking at the panel members while the GD is in progress. Just ignore their existence. What is the seating arrangement like ? It could be semi-circular, or circular, or seating alongside a rectangular table, depending upon the venue. It is best not to bother about trivial issues like this, which you have no control over. How should I address the other group members ? If you are initiating the discussion, you could do so by collectively addressing the group as "Friends". Subsequently, you could use names (if the group has had a round of self-introduction prior to starting the discussion and you remember the names) or simply use pronouns like "he" or "she". Suppose I have a lot to say on the topic, should I say all of it ? You would not be looked upon favorably if you kept speaking all the time and did not listen to anyone else. Contrary to the misconception, the person who talks the most is not necessarily the one who is judged the best. The quality and not the quantity of your contribution is the success factor. Should I encourage2 others to speak up ? Do not directly put someone who is consistently silent on the spot by asking him/her to speak up. If someone has been trying to speak and has a good point but is cut off constantly, you may encourage him/her to continue with her point as you would like to hear her out. Are the group members supposed to keep track of the time or will the panel keep track ? It would be good if you are conscious of the time, but not to the point of getting so distracted looking at your watch that you do not contribute to the discussion. TIPS FOR GROUP DISCUSSION 1. Always be the initiator and concluder of the GD then being a participant. 2. But if you are participant always try to be the most vital/key participant. 3. Put points firmly and always try to get others support too. 4. If you find that the discussion as going off-track then never loose an opportunity to bring it back to stream this is the best point to score max. 5. Try to keep latest information on the topic. 6. Be very polite, people may try to provoke you to get more points but try to keep cool. 7. Most important don't wait for your turn to speak when discussion is on. Interrupt politely if you want to put forward your points.
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 S8. Last but not the least keep an eye on the time given for discussion. Score points by wrapping up the discussion if you feel that the discussion is heating but the time is going to be over. 44 9. During conclusion, do end with the conclusion note,that shows your leadership quality. Best scoring points are : 1. Initiation of discussion, 2. Always keeping/trying to keep discussion on track 3. Conclusion on time 4. Your capability to keep your cool and listen as well as putting your points.
 GROUP DISCUSSION TOPICS WITH ANSWERS Now the campus recruitment has started in many colleges, here comes another important step in acquiring that elusive step towards selection - Group Discussions. W epresent here a few topics that we have collected which we think will certainly help you all. These are topics that are generally asked or are likely to be asked. Along with the topics we have also given the broad points along which these topics can be discussed. 1. Is coalition politics here to stay ? The.following-points-could-be-discussed-under-this-topic: Nature of coalition politics. Indecisiveness of elections. No particular party is getting the peoples mandate. Advantage of coalition politics in enabling formation of government. Flipside of coalition politics- a party with a handful of seats become powerful. Government falls before tenure. Fresh elections each time. Suggest a way out of this problem, for e.g.: once a party pledges support to a coalition, it will not withdraw its support until it has watched a governments performance for at least three years...etc The future -will it only have coalitions ,emerging political trends...etc... 2. Does India need a dictator ? The following points could be discussed under this topic: The current political structure. Drawbacks of it. Bureaucracy, layers in decision making, anarchy. Dictatorship would mean centralized power and faster decision making. But, country run on whims and fancies of an individual. Freedom on individuals could be clamped etc....Present a balanced argument for and against and take up your position on the issue. 3. Is India moving away from a secularist state ? The following points could be discussed under this topic: Define secularism. Constitution calls our country such a state, but how things have changed over the last 50 years. Spread of nationalism. Division into majority and minority groups-e.g. benefits
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 Sgiven to minority groups perceived as a threat by others. Role of non-tolerant neighbors in fuelling fundamentalism. It is a passing phenomenon. We have the national character to overcome this....Points along these lines can be discussed. 4. Education in India or the lack of it. The following points could be discussed under this topic: Discuss current education system. Discuss our sociological structure. Poverty which forces kids to drop out to supplement family income. Vicious circle-poverty due to lack of education and vice versa. Suggest solutions to get out of this-for e.g., governments are doing a commendable job with the midday meal schemes but we need more of such efforts. Going down further , why restrict it to government alone? Why cannot private people, NGOs and other voluntary bodies come forward to do the same? How about tapping corporate funds for such causes etc..... 5. What ails Indian sports ? The following points could be discussed under this topic: 45 A nation of 950 million, we fail to produce great champions barring the occasional Vishwanathan Anand or Geet Sethi. Sports system steeped in bureaucracy. Overriding popularity of cricket leading to neglect in other sports. Traditionally, sports not accorded much importance by us as a career. Need to develop sports from the primary school level-"catch em young". Various incentives to be given to budding sportsmen like academic credits, sports in lieu of a few other subjects etc. Development of sports infrastructure, making.it.amenable.and.affordable...etc..... 6. The Age of Information. The following points could be discussed under this topic: Today a plethora of sources to provide information-Newspapers, radio, Television, Internet etc. Information available at the touch of a button. Greater decision making power to the individual. Also easier decision making for the individual. Information is the key to ones success today. One who is more informed forges ahead. The flipside-information overkill. At times deciding is tough due to too much information ...etc..... 7. Is Philosophy just arm chair theory ? (This is an example of an abstract topic which is thrown up to students once in a while by theexaminers) The following points could be discussed under this topic: Talk what you know about this topic . Talk of its relevance in day to day life( or irrelevance if you feel so..). Talk of its influence in literature e.g. Influence of Kant on the romantic poets especially Wordsworth or of Bacon , Voltaire et al on the "Enlightenment" period etc. Talk of its influence in politics e.g. Influence of Nietzsche on Hitler and subsequent genocide during Nazi regime etc. Talk of ethics and morals and their importance in life,talk of Indian philosophy,the Gita . Discuss
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 Swhether we use any of these in our lives and their importance in moulding our values...etc... 8. Success is all about human relations. The following points could be discussed under this topic: The most important skill for success in to have people on your side. One can get a lot of work done by superiority and hierarchy but one cannot be a leader of men unless one maintains excellent human relations. Its importance not only in professional life but personal life too. Knowledge and expertise does one no good if one cannot maintain proper.human.relations...etc..... 9. Borderless worlds-Dreams or reality ? The following points could be discussed under this topic: Globalization of business. Opening up of the various economies. Cross cultural exchanges. More and more people getting an opportunity to work in different lands among different peoples and absorbing a bit of their values and culture. This leads to greater tolerance and understanding of others' problems. The other side-people despite all this have nationalistic and regionalist chauvinism. A world divided into first, second and third worlds. People still talk of "their" economy and not world economy. Europe has shown a step in this direction with EU but its feasibility remains to be seen. So while people clamor for globalization, they still think only in terms of their national interests...etc... 10. Quality is a myth in India. The.following.points.could.be.discussed.under.this.topic: The Indian products and manufacturing techniques. Why are we unable to sustain against global competition. Our mindset towards quality. Indian attitude of "chalta hai" which leads to an undemanding customer which in turn lets people get away with substandard products and services. Today competition is forcing our industry to adhere to global standards so we are getting there in terms of quality. Examples of our software industry which is recognized for its ability to meet 46 global standards etc. Since the topic is general, we can extrapolate it to our quality of life-the air, the water, the facilities we have, the infrastructure we have, the services we get and put up with ....etc...... 11. Education and success Is there a correlation ? The following points could be discussed under this topic: This is a topic which provides ample scope for dialectics. One can argue for and against it. One of the best examples is Bill Gates who went on to become the richest man in the world despite dropping out of hid education. Closer home we have the example of Dhirubhai Ambani. What a person learns and what he really wants to do have no correlation many a times. A person succeeds only if he likes what he does. The argument for education will be that, in practice, it is
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 Syour marks and qualifications that open doors for you. While one can become successful without education, education brings about richness in one's life. One is able to appreciate many facets of life due to the extended knowledge that education provides. It opens a new window and provides a different perspective towards things, ability to distinguish between ethical and unethical, moral and amoral ....etc....... 12. We don't learn from history, we repeat it. The following points could be discussed under this topic: Relevance of history. Reminder of our past telling us what to do and what not to do. Still we have numerous examples which have occurred again and again for e.g. Time and again we have had innumerable wars and bloodshed, Hitler made the same mistake as Napoleon and Napoleon in turn the same ones as Alexander and all the three wanted to rule the world, countries making similar mistakes in world war II as they did during world war I ....etc.... But despite this there are also many examples which have not been repeated (or rather not brought out to the fore as they were not repeated). This could mean we have indeed learnt from history and avoided those mistakes. In fact that has been the purpose of teaching history so as not to repeat them. Today fear of war is directly due to the record history places before us...etc.... 13. Indian villages our strength or our weakness ? The following points could be discussed under this topic: A typical Indian villages and its myriad problems. Lack of basic amenities and infrastructure. Their contribution to the economy both in goods and services visa-vis their urban counterparts. They could be even bigger drivers of our economy if they are made self reliant by improving infrastructure and reducing the general disparities between cities and villages ...etc 14. A grarian Economy in India boon or bane The following points could be discussed under this topic: Speaking for the topic one can argue the following- time and again it has made us self reliant in food. This increases our bargaining power tremendously in the world economy. Internally also food prices can be kept low and this will have a direct bearing on inflation. This would bolster the economy and provide us freedom from world bodies and other nations. Against the topic-agrarian economy is at the mercy of climatic conditions. A bad summer, monsoon, or winter could bring the nation down. It will have a spiral effect as increased prices will lead to inflation and problems associated with it. World bodies and other nations will dictate terms..etc.... 15. If there were no armies in the world...... The following points could be discussed under this topic: Wishful thinking indeed! It would be the key element for world peace. There will be no instrument
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 Sto wage a war. It will also remove fear and distrust among various nations. We won't have a defence budget. This means more funds channelised into other productive areas. Reduced terrorism 47 and very little separatist groups But the disadvantage could be imposition by one group, anarchy, laissez faire politics, lawlessness...etc... 16. Do we need a global policeman ? The role of some countries in "disciplining" others. Assuming on itself to decide what is right and what is wrong for the whole world. Bullying others into submission by its sheer economic power. Overriding the brief of world bodies in world politics Suggest alternatives like more authority to world bodies like UN etc which is more representative of everyone's interests. More assertiveness to be shown by other nations to such policing nations. Making more nations self reliant so that we have less of "Big Brother" Syndrome....etc..... 17. Indian customs-are we in a time warp? The following points could be discussed under this topic: Some undesirable practices over a long time. Dowry- prevalent even among the educated class, Sati- recent example of a lady in North India, Child marriages-still prevalent in backward areas etc. Reason on why we still follow such customs. Traditional subjugation of women-present even in big cities among upper class society. Allied problems due to such customs-intolerance, fundamentalism, exploitation, etc Suggest ways out of this like education the masses, indicating the outmodedness and irrelevance of such practices today...etc... 18. "How green was my valley........"Are we paying the price of nature? The following points could be discussed under this topic: As everyone tries to be one up on the other in the race for industrialization, deforestation is taking place on a large scale. This effect is more pronounced in developing countries. It has made a perceptible difference in the last 50 years with rising temperatures. Global warming. Greenhouse effect. Ozone layer depletion. El Nino type effects. Similarly it has affected other living beingsboth plant and animals driving many of them to extinction etc... But people have realized it now. A lot of NGOs and voluntary bodies are working on it. Infact there is even a Greens party in Germany which has been winning elections using the environmental plank...etc.... 19. Management Education-Is it necessary to succeed in business
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 SThe following points could be discussed under this topic: This is again a topic where we can have for and against arguments. There are many examples of great visionaries and leaders in business who have succeeded without any formal management education. People have simply done it by their will, passion and desire. But management education has also produced many bigwigs. A management education gives a perspective towards analysis and problem solving. It enables one to take decisions in a scientific manner, it enables you to handle the stress and strains of a demanding job...etc... 20. The role of NGOs in economics and politics The following points could be discussed under this topic: NGOs have become very powerful today. They have a major role to play in politics as they swerve peoples opinion. They enjoy a lot of support and goodwill of the people. They can also make or break a business. They protect the interests of the people and represent a collective voice against anything that goes against their interests. Most of the times NGOs are more capable in securing a fair deal for the general good. Also the NGOs have shown that they are in a better position to handle social issues than most governments. 21. NGOs - Do they serve peoples interests or are they pressure groups ? 48 22. Death of Socialism 23. Role of women in development 24. Kids today are not what they used to be 25. Casteless India - A pipe dream 26. Should Trade Unionism be banned in India 27. Repeated elections - Should taxpayers pay for it ? 28. Indian bureaucracy - foundation strengths or colonial hangovers ? 29. In India, the whole is less than the parts - Do we lack in team spirit ? 30. Generation X - Drivers of our future or are they our lost souls ? 31. Do we need a cut in the defense budget ? 32. "Dot.com" companies - Is there room for everyone ? 33. Artificial Intelligence - Will man be ever replaced by machines ? 34. If I were to choose my person of the millennium... 35. The entire world is a stage.... 36. When managers become Hamlets... 37. If Patel were our first Prime Minister....... 38. Materialism - Have we sold our souls to the Devil ? 39. You've come a long way, baby - The rise and rise of feminist power. 40. Role of ethics in tobacco industry, liquor industry etc. 41. Should gambling be legalized in India ? 42. Are we unfit for Democracy ? 43. Survival tools for the new millennium 44. Examinations - has it killed education 45. Cultural Invasion through the air waves 46. Should doctors be tried in Consumer Courts
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 S47. Abortion and Euthanasia - Is it morally right for society 48. Are beauty pageants necessary ? 49. The relevance of Gandhism today 50. India and the WTO 51. Did India handle the hijack issue properly ? 52. Is E-Commerce the best thing for India 49
 COMMON MISTAKES IN GD Wise men learn from others mistakes, while the less fortunate, from their own. Here's a list of the most common mistakes made at group discussions: Emotional outburst Ramya was offended when one of the male participants in a group discussion made a statement on women generally being submissive while explaining his point of view. When Ramya finally got an opportunity to speak, instead of focusing on the topic, she vented her anger by accusing the other candidate for being a male chauvinist and went on to defend women in general. What Ramya essentially did was to • Deviate from the subject. • Treat the discussion as a forum to air her own views. • Lose objectivity and make personal attacks. • Her behaviour would have been perceived as immature and demotivating to the rest of the team. Quality Vs Quantity Gautam believed that the more he talked, the more likely he was to get through the GD. So, he interrupted other people at every opportunity. He did this so often that the other candidates got together to prevent him from participating in the rest of the discussion. • Assessment is not only on your communication skills but also on your ability to be a team player. • Evaluation is based on quality, and not on quantity. Your contribution must be relevant. • The mantra is "Contributing meaningfully to the team's success." Domination is frowned upon. Egoism Showing off Krishna was happy to have got a group discussion topic he had prepared for. So, he took pains to project his vast knowledge of the topic. Every other sentence of his contained statistical data - "20% of companies; 24.27% of parliamentarians felt that; I recently read in a Jupiter Report that..." and so on so
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 Sforth. Soon, the rest of the team either laughed at him or ignored his attempts to enlighten them as they perceived that he was cooking up the data. • Exercise restraint in anything. You will end up being frowned upon if you attempt showing-off your knowledge. • Facts and figures need not validate all your statements. • It's your analysis and interpretation that are equally important - not just facts and figures. • You might be appreciated for your in-depth knowledge. But you will fail miserably in your people skills. Such a behavior indicates how self-centered you are and highlights your inability to work in an atmosphere where different opinions are expressed. Get noticed But for the right reasons Srikumar knew that everyone would compete to initiate the discussion. So as soon as the topic - "Discuss the negative effects of India joining the WTO" - was read out, he began talking. In his anxiety to be the first to start speaking, he did not hear the word "negative" in the topic. He began discussing the ways in which the country had benefited by joining WTO, only to be stopped by the evaluator, who then corrected his mistake. 50 • False starts are extremely expensive. They cost you your admission. It is very important to listen and understand the topic before you air your opinions. • Spending a little time analyzing the topic may provide you with insights which others may not have thought about. Use a pen and paper to jot down your ideas. • Listen! It gives you the time to conceptualize and present the information in a better manner. Some mistakes are irreparable. Starting off the group discussion with a mistake is one such mistake, unless you have a great sense of humor. Managing one's insecurities Sumati was very nervous. She thought that some of the other candidates were exceptionally good. Thanks to her insecurity, she contributed little to the discussion. Even when she was asked to comment on a particular point, she preferred to remain silent. • Your personality is also being evaluated. Your verbal and non verbal cues are being read. • Remember, you are the participant in the GD; not the evaluator. So, rather than evaluating others and your performance, participate in the discussion. • Your confidence level is being evaluated. Decent communication skills with good confidence are a must to crack the GDs. Focus on your strengths and do not spend too much time thinking about how others are superior or
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 HOW IS EVALUATION DONE IN GROUP DISCUSSION ? Winners' skills Group discussion is an important dimension of the selection process. Any institute requires students to work with others for effective functioning. Therefore, people skills are an important aspect of any MBA program. In today's context, the educational institutes and organizations are interested in team players rather than individual contributors. During the Group Discussion, the panel essentially evaluates the candidate's potential to be a leader and also his/her ability to work in teams. Remember that institutes are typically on the look out for candidates who will inspire to lead and succeed and for that you need to be a good team player. Here is a sample list of skills assessed during a group discussion: Leadership Skills : Ability to take leadership roles and ability to lead inspire and carry the team along to help them achieve group's objectives. Example : To be able to initiate the group discussion, or to be able to guide the group especially when the discussion begins losing relevance or try to encourage all members to participate in the discussion. Communication Skills : The participating candidates will be assessed in terms of clarity of thought, expression and aptness of language. One key aspect is listening. It indicates a willingness to accommodate others views. Example : To be able to use simple language and explain concepts clearly so that it is easily understood by all. You actually get negative marks for using esoteric jargons in an attempt to show-off your knowledge. 51 Interpersonal Skills : Is reflected in the ability of the individual to interact with other members of the group in a brief situation. Emotional maturity and balance promotes good interpersonal relationships. The person has to be more people centric and less self-centered. Example: To remain cool even when someone provokes you by with personal comment, ability to remain objective, ability to empathize, non-threatening and more of a team player. Persuasive Skills :
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 SAbility to analyze and persuade others to see the problem from multiple perspectives without hurting the group members. Example : While appreciating someone else's point of view, you should be able to effectively communicate your view without overtly hurting the other person. Problem Solving Skills : Ability to come out with divergent and offbeat solutions and use one's own creativity. Example : While thinking of solutions, don't be afraid to think of novel solutions. This is a high- risk high-return strategy. Conceptualizing Skills : The ability to grasp the situation, take it from the day to day mundane problem level and apply it to a macro level. Example : At the end of the discussion, you could probably summarize the findings in a few sentences that present the overall perspective. Don't be disheartened if you don't make it after your first group discussion. The best possible preparation for a group discussion is to learn from one's past mistakes.
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