How To Ace aJob Interview

EXT TO pub-

lic speak-
ing, most people
think that endur-
ing a job inter-
view isone of the
most stressful hu-

man experiences.

1wouldn't quibble with that. How-
ever, alot of people not only manage
to master the art of effective inter-
viewing as they go about job search-
es, but actually grow to enjoy the in-
terview' experience.

Good thing! Job interviews are
something we al have to deal with
from time to time in our careers. So, it
pays to know how to handle yourself
effectively when you're sitting across
the desk from a prospective employ-
er. Indeed, knowing how to navigate
the terrain of job interviews can pay
off big time for your career, land you
a better job than the one you initially
interview for, and position you for
the job success and satisfaction you
deserve.

How do you ace a job interview?
Here are some tips.

Recognize that when you interview
for a job. employers are looking for
evidence of four things: your ability to
do the job, your motivation, your
compatibility with the rest of the orga-
nization, and your self-confidence. If
you understand how all those things
play into an interviewer's questions
(and an employer's hiring decisions),
you'll have a better chance of getting
hired.

Often the first thing an employer
wants to know is, "Will you fit in?"
Presuming a company has seen your
resume ahead of time and invited you
for an interview, it may assume you
have certain skills. Now they want to
know, "Will you be compatible with
everyone else that works here?"

Fitting in is a real hot button for
employers. That's because it's expen-
sive to go through the rehiring
process if someone doesn't work out.

Along with determining compati-
bility, employers want to know that
you're motivated to do a job. And.
they want to know why you want to
work for their organization. So be

ready with career highlights that illus-
trate why hiring you would be a good
decision for the organization. Show-
case your talents as an instructional
designer for example, or tell the inter-
viewer about the process improve-
ment efforts you've put in place in
your current job that ensure continu-
ous refinement of training courses.
Concise ora vignettes like these can
make a great impression on inter-
viewers.

Throughout the interview, breathe
deeply, speak slowly, and focus on
projecting yourself confidently. This
is important. Employers want to see
self-confidence in job seekers. A lot
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of job seekers are too modest. They
downplay their accomplishments.
Don't embellish or exaggerate, but
don't be a shrinking violet either. Re-
hearse ahead of time the answers to
key questions that you expect to be
asked, especially that all-time fa-
vorite: "Tell me about yourself."

Some other points to keep in
mind:

Before the interview, do some re-
search on the company you're inter-
viewing with. That will enable you to
demonstrate knowledge of the com-
pany when you meet the interviewer.
It may also prompt questions that
you'll want to get answers to. even as
questions are being asked of you.

There are lots of research options.
You can tap into the Internet and pull
down everything from company pro-
filesto Dun and Bradstreet financial
reports. You can tak to friends or co-
workers that may know something
about the organization. And don't for-
get to watch the paper for late-break-
ing developments about the compa-
ny. (If you read in the paper the day
of your interview that your prospec-

tive employer is about to file Chapter
11, you may want to think twice
about working there!)

Arrive for the interview early
enough to go to the restroom to
check yourself out. The last thing you
want is to arrive for your interview
beaded with sweat, having just sprint-
ed there from the subway stop two
blocks away.

Once in the interview, concentrate
on making a pleasant and strong first
impression. Eighty percent of the first
impression an interviewer gets of you
is visual—and it's formed in the first
two minutes of the meeting! So. men.
wear a well-made suit, crisply
starched white or blue shirt, and pol-
ished shoes. Women, you can get
away with more color than men, but
dress conservatively in dresses, or
jacket and skirt combinations. Wear-
ing a colorful scarf is a good way to
weave in color, but keep jewelry to a
minimum.

Asyou answer questions, be sure to
emphasize as often as you can the rea-
sons why your skills, background, and
experience make you agood fit for the
job that you're interviewing for.

After the interview, immediately
send a thank-you note to the inter-
viewer. Thisis a critical point of inter-
view etiquette. Many job candidates
eliminate themselves from competi-
tion for a job because they don't do
this.

Finaly, learn from every job inter-
view you have. Don't be hard on
yourself if things don't go your way.
Even job interviews that don't go well
can be great learning experiences.
And in my own life, | can look back
on interviews where I'm glad | didn't
get the job!

If you'd like more information on
how to do well in interviews, | rec-
ommend the book, Go Hire Yourself
an Employer by Richard Irish (Dou-
bleday/Anchor).

Richard Koonce isa speaker, a career
coach, and the author of Career Power!
12 Winning Habits To Get You From
Where You Are to Where You Want to
Be (AMACOM. 1994). Phone 703/536-
8568; e-mail cpower @astd.org.
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