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The Job Interview
 http://www.wcupa.edu/
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Interview Progression
 • Interview preparation
 • The interview
 • Post-interview
 http://www.wcupa.edu/
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Preparation (Interviewee)
 • Research the Company– Know the company’s
 business/industry– Know company values– Read the company website, the
 annual report and recent news articles
 http://www.wcupa.edu/

Page 4
                        

Preparation (Interviewee)
 • Research the job/position– Review job description (if available)– Develop a list of skills/attributes needed to
 succeed in the job– How have you successfully demonstrated
 these skills/attributes in the past?
 http://www.wcupa.edu/

Page 5
                        

Preparation (Interviewee)
 • Prepare answers to probable questions – Create active, positive, concrete answers to
 likely questions (find likely questions in text, online, in books, etc.)
 – Use specific examples to support answers– Use company lingo and/or appropriate
 technical jargon
 http://www.wcupa.edu/
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• Prepare answers to probable questions using the PAR Methodology
 •Problem (or situation)•Action•Result
 Preparation (Interviewee)
 http://www.wcupa.edu/
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• Using the PAR methodology– Describe a challenging, work related
 situation or problem– Describe the actions you took to resolve the
 situation or complete the task– Describe the positive results of your actions.
 Preparation (Interviewee)
 http://www.wcupa.edu/

Page 8
                        

Preparation (interviewee)
 • Develop a list of 5-7 questions to ask interviewer– Industry trends/challenges– Career path/future opportunities– Expectations/environment– About the company
 http://www.wcupa.edu/
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What not to do in a job interview
 
 
 http://www.wcupa.edu/
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Preparation (Interviewee)
 • Common interviewing questions and how to respond
 
 
 http://www.wcupa.edu/
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Preparation (Interviewee)
 • Other common interview questions– What do you know about our company?– Why do you want to leave your current job?– Do you set goals for yourself?– Have you ever worked with someone who is difficult
 to get along with?– Do you like to work in teams?– How do you organize your day?– Tell me about a boss that was difficult to work for.
 http://www.wcupa.edu/
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The Interview
 • Dress and Appearance
 • Punctuality
 • Do’s and Don’ts
 http://www.wcupa.edu/
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The Interview
 Don't let this happen to you!
 • Dress and Appearance
 
 http://www.wcupa.edu/
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The Interview
 • Dress and Appearance– Conservative two-piece business suit – Dark blue or grey is best
 http://www.wcupa.edu/
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The Interview
 • Dress and Appearance– Conservative long-
 sleeved shirt/blouse • white is best• pastel next best
 http://www.wcupa.edu/

Page 16
                        

The Interview
 • Dress and Appearance – Conservative tie– Small patterns – Avoid bring colors
 http://www.wcupa.edu/
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The Interview
 • Dress and Appearance– Clean, polished conservative shoes – Women – low to moderate heel
 http://www.wcupa.edu/

Page 18
                        

The Interview
 • Dress and Appearance– Empty pockets, no bulges
 or tinkling coins – Carry light briefcase or
 portfolio case
 http://www.wcupa.edu/
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The Interview
 • Dress and Appearance– Clean, trimmed fingernails – Minimal cologne or perfume – No visible body piercing (nose rings, eyebrow
 rings, etc.) or tattoos– No gum, candy, or cigarettes
 http://www.wcupa.edu/

Page 20
                        

The Interview
 • Punctuality – Arrive 10 minutes early or you’re late.– Travel to location ahead of time– Locate parking in advance– Allot extra time
 http://www.wcupa.edu/

Page 21
                        

The Interview
 • Do’s and Don’ts – Bring copies of résumé, pad of paper and pen– Silence anything that makes noise– Smile– Give a good handshake– Thank the interviewer
 http://www.wcupa.edu/
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Post Interview
 • Thank you note within 24 hours– Handwritten notes are preferred– Keep note short – Proof-read
 http://www.wcupa.edu/
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Preparation (Interviewer)
 • Learn about the interviewee– Read the interviewee’s résumé ahead of time– Use Google, Facebook or MySpace
 http://www.wcupa.edu/

Page 24
                        

Preparation (Interviewer)
 • Plan the Opening – Establish rapport
 • Discuss general interest topics• Discuss something from candidate’s résumé
 – Give brief orientation• Give your name• State format of interview and approximate length• MAYBE give overview of job
 http://www.wcupa.edu/

Page 25
                        

Preparation (Interviewer)
 • Plan the Question/Answer Phase– Determine general question areas based on
 position requirements– Plan specific questions to assess each
 general area• Closed and Open-ended• Behavioral • Traditional
 http://www.wcupa.edu/

Page 26
                        

Preparation (Interviewer)
 • You are interviewing for a sales job. The salesperson will work from home and is required to sell video conferencing software to businesses. The sales person must travel within an assigned tri-state territory and meet established sales quotas. – List 5 general areas you want to ask about.– Now determine 3-5 specific questions which will help
 you rate the candidate’s ability to meet the general areas you have identified.
 http://www.wcupa.edu/

Page 27
                        

Preparation (Interviewer)
 • Record & Rate Interviewee Answers– Needed to comply with EEOC regulations.
 • Plan the Closing Phase– Give interviewee a chance to ask questions– Summarize the interview process
 http://www.wcupa.edu/

Page 28
                        

Preparation (Interviewer)
 • Ask Lawful Questions– All questions must be job-related– The same basic questions must be asked of
 all applicants– See illegal questions – p. 248-249
 http://www.wcupa.edu/

Page 29
                        

Preparation (Interviewer)
 • Listen Carefully to the Interviewee
 • Clarify and Verify Responses– Ask a question if you don’t understand the
 interviewee’s response– Verify the response by paraphrasing
 http://www.wcupa.edu/
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