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Introduction

Over the past few years I have helped thousands of people get the job they wanted. For many people a major difficulty is that they are unskilled in presenting themselves. As a result, they do not always get the jobs they should. And the better people are at their jobs, the less frequently they go to interviews – only poor performers get lots of interview practice!

This book shows you how to present yourself and your skills in the best possible way. Research has shown that interviewers make up their minds very early on in the interview, and that personal chemistry between interviewer and interviewee is more powerful in influencing the recruiter's decision than anything the applicant has achieved! These and other research findings can be used to your advantage.

A GOOD START

Getting an interview is really good news for the job hunter. It means you are almost there. Most people approach an interview with trepidation, thinking of all the reasons why they should not get the job. We call
these 'wooden legs'. Here are some of the more popular wooden legs:

I will not get the job because:


	I'm too old/young

	I'm not/too qualified

	I'm not/too experienced

	I've spent too much/little time in my present job



Whilst some anxiety is reasonable and healthy, to take all your wooden legs with you to the interview is just plain daft.

THE GOOD NEWS is:

1. You get an interview only if the interviewer thinks you can do the job on offer. Do you know any interviewer who would deliberately waste their time on no-hopers? Of course not. What you have achieved or have not and how that relates to the job can be seen from your curriculum vitae. Thus your perceived 'handicaps' have already been accepted as presenting no significant problem.

2. Not every applicant is seen. Most shortlists consist of only five or six people, so you have a one in six chance of being selected. Now you have to work out what it was in your application or CV that made you attractive to the interviewer and plan how to maximise your strong points.

3. Strange as it may seem, research suggests that interviewing is one of the most unreliable management techniques. This can work to your advantage: you can train yourself to present the best possible picture of yourself and your accomplishments. It is important always to tell the truth in an interview but, with forethought, rehearsal and good preparation you
can present what you have to offer in the most positive and attractive way.

4. The majority of managers have not been trained in interviewing skills. This is particularly true of line managers and senior executives. This puts you in an ideal situation to assist your interviewer gain the information you wish to give about yourself. Once you have read, practised and acted on the sugges tions in this book, you will know more about inter viewing than most interviewers. You will be able to enjoy an interview with a professional interviewer and assist those who are not very competent.

Will the interviewer mind you being so skilled? No, it will be a pleasant experience for him or her to interview someone who is so well prepared.

5. You are in total control of the information you give about yourself. The interviewer asks the questions, but you decide how to answer them and what infor mation you will release. The professional interviewer is trained to ask open questions, such as


	Tell me about yourself?

	What do you enjoy in your job?

	Why did you leave that company?

	What brings you here?



All these questions can be answered in a variety of ways depending on what you choose to say and what information you decided to give.

6. With a little thought and planning you can decide what questions you will be asked. Most interviewers are human – they have doubts and concerns, hopes
and fears like everyone else. Look at your application and/or CV through their eyes. Think about their organization and the requirements of the position on offer and then ask yourself 'What questions would I ask?', 'What would my reservations be if I was considering this application for the position and my job depended on it?' (Just think what happens to interviewers who keep hiring the wrong candidate!) Having run through this process you can anticipate the questions and prepare appropriate answers. But remember you must always tell the truth.

No one would run a marathon without training and being sure of the route. As an interviewee, you can train and know the route from your armchair – well, almost!!

In this book there are lots of tips and hints to help you secure the job and/or the promotion you want. An interview, like an examination, is not the fairest or the best way to make judgements about people, but for most managers it is the only method they have. This book will help you to present yourself in the best possible way to help them make the right decision about you.

There are eight major sections:

1: Preparation for the interview

This is to help you prepare for the interview. It will provide you with an understanding of what an interview is from 'the other side of the desk' and ways of looking at yourself from an interviewer's point of view.

Most interviewers naturally focus on meeting their own needs. This part of the book helps you to recognize the employer's viewpoint and needs.

2: Looking and behaving the part

Interviewers have so little information upon which to
make selection decisions that how you look and behave has far more significance than it deserves. This section will help you present yourself in the best possible way.

3: The interview questions – and how to handle them

The main skill of the interviewer is to ask questions. If you cannot answer them appropriately then your chances of success are minimal.

This section will help you understand why different types of questions are asked.

4: The 100 most popular questions asked by interviewers.

These are the most popular questions that interviewers ask. Work through them and you will be ready for any interview.

5: Managing the interview process

It is not what you do that matters, but the way that you do it. This section helps you understand the context of the interview and how best to deliver your answers to the questions.

6: Getting the best deal

There is no point in getting the job and not being rewarded appropriately. This section covers how to negotiate the best deal that your new employer can afford.

7: After the interview

Some more ways of helping yourself get selected even after the interview is over.

8: Postscripts and checklists

Further ideas and lists to help you succeed.
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CHAPTER 1

Preparation

Job offers are won or lost on the thoroughness of the preparations you make for the interview. Before the employer sees you a lot of work has gone into drawing up job targets, job descriptions and person specifications as well as thinking through start rates, reviews and induction arrangements. Some firms, appreciating how costly the wrong appointment can be, will invest significantly in training all those associated with the selection process. You must match this preparation.

Just as you would not run a marathon without a lot of preparation, so the wise applicant will not approach the interview without getting 'interview fit'. Here is how . . .





CHAPTER 2

Pre-Conditioning the

Interviewer

It is well established that the expectations of the interviewer about the candidate formed during the preinterview stage can be self-fulfilling. Interviewers who expect to encounter a strong candidate treat that candidate differently during the interview from the other applicants. The interviewer who expects good answers or positive responses will create opportunities for the candidate to perform well.

Consequently, anything you can do to create the right impression will be valuable. Here are a few ideas:


	A professional-looking CV emphasizing your achievements

	A well-written application form which refers to your CV and/or emphasises your strengths

	A strong covering letter detailing how closely you match the job specification and your USPs (see page 31)

	A positive letter confirming the interview arrangements and how much you are looking forward to the meeting



If the interviewer expects you to be good you will sense
this favourable attitude and be encouraged to try even harder to present your strengths. So help the interviewer help you – use the pre-conditioning strategy in presenting yourself strongly beforehand so that you are perceived to be the best candidate.





CHAPTER 3

Banish 'Wooden Legs'

It is surprising how many people prepare themselves to fail the interview. These are the wooden legs I mentioned earlier and here's a reminder of how they work:


	I'm too old/young

	I'm too experienced/inexperienced

	I'm over/under qualified

	I'm male/female, etc.



  What you should remember is that as you have achieved an interview, your interviewer 
    has accepted whatever limitations you put on yourself. Like everyone else, 
    an interviewer's time is expensive. He or she will invest it in you only if 
    you think you can do the job, so do not be too concerned about your wooden 
    leg – whatever it might be, it is not a problem.

  

PS: I actually worked with a storesperson of some ten years' duration who thought her artificial leg limited her chances of employment. She now works for a major bank in a clerical capacity!





CHAPTER 4

The First Rule of Being an

Interviewee: Don't Answer

Questions

This might come as something of a surprise, but it is one of the most powerful pieces of advice given. Interviewers eat the answers they are fed, so as the interviewee, you must not say anything unless you are prepared to speak to it or expand on what you have said.

  The best advice I can give is: 

  Do Not Answer Questions – Respond to Them

  

In this way you can control the information you release about yourself. In the interview situation, you are 100 per cent in control of what you say. Interviewers can work only on the information you give them, so give them the very best information about yourself.

A politician once greeted the press corps with the words 'Which of you have questions for my answers!'

He knew what information he wanted to release on that occasion and you would do well to be in the same position at an interview – knowing what information you wish to release about yourself.





CHAPTER 5

Use a Career Statement

If you know exactly what sort of job you want or you are going for, then develop a career statement about yourself. This should be used as early as possible in the interview.

A career statement has the advantage of creating the right expectations in the mind of the interviewer, preparing him or her for the information that is to come later.

Here are some examples:


	I am a highly motivated buyer with a proven record of successful negotiating in technical and commercial settings

	I am a young and determined professional, with experience across the wide range of insurance product knowledge, experienced in both sales and marketing of new business and skilled in man management



The statement should be brief and powerful, highlighting all your employment 'trump cards', including skills from previous jobs which, if left to be gleaned from your career history, would not be given enough prominence
in the context of the particular job you applied for.

Work on a career statement can also help answer those open questions which usually occur during the early part of the interview. The question: 'Tell me about yourself is a gift to the well-prepared statement.






End of sample
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