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                            This document is posted to help you gain knowledge. Please leave a comment to let me know what you think about it! Share it to your friends and learn new things together.
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                            	1. The workshop will cover: How to prepare before an Interview
Prep for appearance Prep for arrival Prep to know the company Prep
to be a STAR (situation, tasks, action result); Questions you need
to know how to answer What to do during an Interview First
impressions Dos and Donts Questions for you Questions for them How
to follow-up after an Interview Following up An Offer! How to
negotiate


2. APPEARANCE Dress for the position Grooming No perfume/colog
ne Minimal jewelry Appropriate fit of clothes 3. APPEARANCEKEY
Question to ask yourself: Is anything about my appearance going to
be a 4. ARRIVAL Do a drive by 10-15 minutes early Realize you are
in the interview the moment you pull into the parking lot 5. KNOW
THE COMPANYWhy do you want to work here? 6. WHAT TO TAKE WITH YOU
Nice portfolio to hold your information Copies of your resume (and
references if asked for them) on nice paper Prompts to help on
interview questions Questions youd like to ask them Any work
samples if it is job relevant Your true self! Listening ears 7.
WHAT NOT TO TAKE 8. BE A STAR Behavioral based interviewing is:
past behavior = future performance Describe past behaviors and
results through: Situation or Task Action Result Practice,
practice, practice Realize you are just having a conversation with
another person- tell your story 9. SAMPLE BEHAVIORAL BASED
QUESTIONS Tell me about at time when you had a conflict with a
co-worker? What was the situation and how did you handle it?
Describe a project you have had to complete at work. When have you
had the opportunity to lead a group or an effort? 10. FIRST
IMPRESSIONS 11. DONT 12. DONT 13. DO 14. DO REMEMBER TO BE A STAR
15. QUESTIONS FOR THEM Contact information/business card Next
steps/how the hiring process will proceed Ask if there is any other
information you can provide them Avoid asking questions about
salary or benefits, especially on the first interview. Save these
questions until an offer is made. 16. FOLLOW UP Send a thank you
note Within 24 hours Handwritten is preferable When it is okay to
call if you havent heard something? 17. YOU GOT AN OFFER! First,
take time to celebrate!Most offers now come in the form, first, as
a contingent offer- you still have the drug screening and
background check to completeComplete your drug screen ASAPWhen
negotiating salary Let them speak first if possible If they ask you
for your requirements, ask them if there is a salary range for the
position If they will not let you know a range for the position,
state a range for yourself so you dont sell yourself too high or
too low 18. ADDITIONAL RESOURCES
http://www.slideshare.net/HorizonPoint www.youtube.com Search for
Horizon Point Consulting, Inc. Then favorites
http://www.athens.edu/career_center/resources.php
www.horizonpointconsulting.com/blog 19. QUESTIONS ?
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