You think the interview is going well. You knew the meeting location ahead of time, and you arrived ten minutes early. You are dressed sharp and your teeth are clean. You came prepared in every way-you have three copies of your resume, a few business cards, two pens and a note pad. You turned off your cell-phone

Why did you leave your last job?

How do you deal with criticism

What are your weaknesses

Where do you see yourself in ten years

How do you deal with authority

What do you think of your previous manager

What is the riskiest thing you have ever done

Transferable Skills Personal Qualities 

Writing Creative 

Editing Self-starter 

Organization Team Player 

Team Leader Excellent Communicator 

Event Planning Attentive to Detail 

Networking Perseverant 

Fast Learner 

Dependable 

                  RESUME 

                 Your resume is your sales brochure.  In many cases it is the only opportunity you 

                 will have  to present yourself to a potential employer.  It must be neat and easy to 

                 read.  Spelling and punctuation errors are fatal.  Have someone you trust proofread 

                 and correct your resume.  Remember that potential employers receive many 

                 resumes The person screening them is usually not a technical specialist.  If they do 

                 not find what they are looking for or think your resume is sloppy, that will be the 

                 end of the line for you.  Using an objective statement limits the scope of 

                 opportunities you will be considered for.  Do not use one.  A summary of skills is 

                 more appropriate, do not use 'I' in your resume, do not include hobbies, interests or 

                 personal information.  A resume should never exceed 2 pages.  The chronological 

                 format is preferred, it starts with your current position and travels back.  It lists 

                 dates, job titles, employer and employer's location for each job.  Many employers 

                 prefer this format because of its familiarity. 

                  JOB RESEARCH 

                 What does the employer do?  What is the corporate culture like?  What are the 

                 challenges facing the industry?  These are clues as to what the employer is looking 

                 for in a candidate.  Research the company. Go to the library for reference books. 

                 Search the internet for company home pages, these are treasure troves of 

                 background information.  Use search engines.  Use every possible resource to 

                 gather information that prepares you thoroughly to understand what the company 

                 does. Use these resources and mention some of the things you learned when you 

                 interview. 

 APPEARANCE 

                 Your appearance is critical. Dress and act appropriately whenever you have 

                 contact with a potential employer.  Every meeting is a chance for you to be 

                 evaluated.  You never get a second chance to make a first impression.  This means 

                 that no matter how casual the meeting (especially breakfast or lunch 'get 

                 togethers')  appears to be, you have an opportunity to make an impression that 

                 counts. Be well groomed and look professional. Don't overdo the make up, 

                 cologne or perfume. While this may seem obvious, employers say appearance will 

                 either disqualify a prospective employee immediately or move the applicant along 

                 to the next level. When in doubt, it's better to dress too conservatively rather than 

                 too casually. Before you walk in, take a few deep breaths to calm your nerves. 

                 Give a firm -- not a limp or bone crushing -- handshake. 

                  DEALING WITH THE RECEPTIONIST OR SECRETARY 

                 You are talking to an important person.  Do not act rude or superior. Be pleasant 

                 and it may pay off.  Be aware that how you treat these gate keepers will affect the 

                 net result of your visit with other important people in the company.  It will also be 

                 communicated to those who make final decisions. 

JOB INTERVIEW 

                 Be positive during your interview.  An employer is only interested in what you 

                 have to offer his company.  If you give the impression that you are only interested 

                 in what the company can do for you, they will lose interest immediately.  A firm 

                 handshake and eye contact are critical.  If you have difficulty looking someone in 

                 the eye, look at the the bridge of their nose.  It will appear that you are looking 

                 them in the eye.  We highly recommend the book 'Knock 'Em Dead', 

                 www.knockemdead.com. Appear confident and relaxed during the interview and 

                 use humor where appropriate, especially to defuse inappropriate or 

                 touchy questions. Avoid stiff, canned speeches. Show respect for the recruiter's 

                 time. If the interview is only 30 minutes, for instance, don't give eight minute 

                 answers. Be aware of your body language. Don't cross your arms or fiddle 

                 nervously with a pen or piece of paper. It's OK to lean forward to make points. 

                 You want to be natural yet convey energy and initiative. 

                 Let the interviewer establish the pace. Don't interrupt or ask questions at this point. 

                 You don't want to come across as overly aggressive. Listen carefully. There will 

                 come a time to ask questions, and this is when you can demonstrate your range of 

                 knowledge about the company, its products and how your skills and experience fit 

                 their needs.  We suggest writing down questions in advance and taking 

                 them with you. Enthusiasm is often the significant factor in hiring. Interviewers 

                 respond to a candidate's enthusiasm about a job. They want team players, yet they 

                 also want someone who comes in with new ideas and eagerness, -- unlikely to be 

                 found in an employee who's had a dozen similar jobs and who may be nearing 

                 burnout. 
 KEEP JOB EXPERIENCE POSITIVE 
                 If there are negative things in your education or employment, be honest.  Don't 

                 dwell on them and do try to put them in as positive a light as possible.  

                 Do not make negative comments about past employers.  You do not want to appear 

                 to be a malcontent. End the interview on a positive note.  If you are interested in 

                 the position, tell the interviewer.  Don't make them try to read your mind.  

                 Remember that your competition is definitely asking for the job.  As you shake 

                 hands good-bye, restate the key message that you want the job. That won't cinch 

                 things, but it will set you apart from the pack, experts say. One good approach is to 

                 say, 'Steve, you've given me a great picture of ABC Company and it  just confirms 

                 in my mind that ABC Company remains my first choice. Working for you is 

                 something I'd really like to do. Thank you for taking the time to meet with me.  If 

                 there's any other information you need, please give me a call.' 

                  FOLLOW-UP 

                 Follow-up with a thank you note (see below). If you are interested in the position, 

                 say so.  The employer is looking for your interest and enthusiasm.  They want 

                 people who want the job. 

                  THANK YOU LETTERS 

                 Now that you have written a resume and done everything right during an nterview, 

                 there is still one important thing to do (no one said this was going to be easy). You 

                 need to write a Thank You Letter. 

                 Sending a Thank You Letter is an important step in the process.  It shows that you 

                 understand and practice good business etiquette.  The letter gives you a chance to 

                 reinforce some of the positive things you said in the interview.  You can also add 

                 anything that you forget to mention in the interview.  Keep it brief! 

                 Here are some things to consider when putting your Thank you letter 

                 together: 

                 Thank the employer for his or her time during the interview; this is, after all, a 

                 thank you letter. 

                 Mention some of the things you learned during the interview, specifically those 

                 things you feel you are qualified to do. For example, 'I was especially excited to 

                 learn that you are looking for someone with ProE design experience. As you may 

                 recall my mentioning, I have over five years of experience designing components 

                 in 3D.' Invite the employer to contact you for more information if necessary. 

                 Mention that you are looking forward to the employer's positive decision. 

How would you describe your personality?

How do you perform under pressure?

What have you done to improve yourself over the past year?

What did you like least about your last position?

Why are you leaving your present company?

What is your ideal working environment?

How would your co-workers describe you?

What do you think of your boss?

Have you ever fired anyone? What was the situation, and how did you handle it?

Are you creative?

What are your goals in your career?

Where do you see yourself in two years?

Why should we hire you?

What kind of salary are you looking for?

What other types of jobs/companies are you considering?

Arrive 15 minutes early. Late attendance is never excusable.

Clarify questions. Be sure you answered the questions the employer really asked

.

Get the interviewer to describe the position and responsibilities early in the conversation so you can relate your skills and your background to the position throughout the interview.

Discuss your qualifications. Stress the accomplishments that are most pertinent to the job.

Conduct yourself professionally. Be aware of what your body language is saying. Smile, make eye contact, don't slouch, and maintain your composure.

Anticipate difficult questions, and prepare in advance so you can turn apparent weaknesses into strengths.

Dress appropriately. Make your first impression a professional one.

Ask questions throughout the interview. An interview should be a mutual exchange of information, not a one-sided conversation.

Listen. This is probably the most important skill of all. By concentrating not only on the employer's words, but also on the tone of his or her voice and body language, you will be able to pick up on the employer's style. Once you understand how a hiring authority thinks, pattern your answers accordingly. You will be able to relate better to him or to her.

dont

Answer vague questions. Rather than answering questions you think you hear, get the employer to be more specific and then respond.

Interrupt the employer. If you don't have time to listen, then neither does the employer.

Smoke, chew gum, or place anything on the employer's desk.

Be overly familiar, even if the employer is.

Wear heavy perfume or cologne.

Ramble. Long answers can make you sound apologetic or indecisive. On the other hand, don't answer questions with a simple "yes" or "no." Explain yourself in detail whenever possible.

Lie. Answer questions as truthfully as possible.

Make derogatory remarks about your present or former employers or companies.

Make sure you answer the following two questions: "Why are you interested in the company?" and "What can you offer?"

Express thanks for the interviewer's time and consideration.

Your ambassador to the work world . It functions for you 24 hours a day, opening doors to opportunities you didn't even know existed. But not all resumes are alike or are used alike today with all the electronic means available to reach your potential employer. Here are the most important issues to consider as you prepare your resume to represent you in the marketplace:  

Write your resume in your own words. It may be challenging - especially if writing ranks among your least favored activities - but if you write your own resume and don't hand it off to someone else you'll be able to be sharp in your interview. No embarrassment not knowing what the resume expert meant when he wrote that smart phrase on your resume! If you do hire an expert to help you, work closely with that person to be sure your resume realistically reflects your abilities and your vocabulary. 

Put your best foot forward. People remember what they see first and last, so place your least important information in the middle. Have an objective or a key word summary or both in the beginning of your resume and end your document with strong content - such as your educational background. 

Tell war stories. Make a list of all the work or volunteer experiences you have had that support your candidacy for the job. Select the best ones and write them so that they show what Problems you've solved, Actions you've taken to do this, and the bottom line Results you've achieved. For example: 

Managed the design, equipment selection, installation, and start-up of a four-aisle, man-aboard storage and order-picking system 35 feet high and 120 feet long, handling 6,000 items. Project was completed on time within the $400,000 budget. 

Use resumes etiquette. The word resume does not belong any place on the document. Never use "I" to start out a sentence. The language of your resume should be specific, clear, succinct, positive, and exciting. Make it easy for someone to contact you. Of course references are available. Doesn’t use valuable resume real estate to say this. 

Know what format to use. The two most commonly used and accepted resume formats are the chronological and the functional. Often elements of both are combined. A chronological resume is most widely used and preferred by recruiters and interviewers. It is good for someone with a consistent work history. A functional resume focuses attention on your accomplishments and is often used more successfully if you are trying to change careers or industries or to downplay gaps in your career. 

Tell the truth. If you lie about your education, job experience or any other element of your work history, you will probably live to regret it. True stories abound of professionals receiving awards, only to have their careers ruined when research revealed that portions of their resumes were fabricated. On the other hand, if a job title you had does not adequately reflect the work you really did, clarify it. "Clerical Assistant" does not tell the scope of responsibilities as well as "Meeting Planning Coordinator." 

Know your audience. Your resume and every interaction in your job search should answer the question to the employer - "Why should I hire you?" Communicate the information necessary to evaluate your ability to do the job. Use language that is appropriate to the industry or field, but be aware that extreme jargon may not speak to those who are intermediaries between you and the ultimate hiring manager. 

Get some objective feedback. Have others who have not worked as closely with the resume as you have read it for accuracy and typographical errors before you submit it. Ask questions about whether the resume communicates what you intended. Does your resume support your claim of being qualified for the job? Does it address the requirements of a specific job description you're after? Does it need to be modified to fit the situation exactly? 

Know your parts of speech. Action verbs are the bedrock of good writing. Use them liberally throughout your resume to communicate your accomplishments: Developed, streamlined, pioneered, implemented, produced - use your word processor's thesaurus to identify alternatives so that you don't need to repeat yourself. Key words are nouns demonstrating essential skills that are most effective for electronic formats, scanned by computers who are the first line screeners: Operations manager, project planning, data analysis. Use a KeyWord Summary at the top of your resuming, choosing the top 20 or 30 words that represent your abilities. 

Hit the highlights. Remember that your resume is only one element of your job search strategy. It's important and needs to get you in the door, yet cover letters, email and fax communications and telephone interactions will extend the conversation and add further evidence of your ability to do the job. Be prepared to give more detail later. Think of your resume as your personal brochure.  

Top 10 Interview Tips 

Great interviews arise from careful groundwork. You can ace your next interview if you: 

Enter into a state of relaxed concentration. This is the state from which great basketball players or Olympic skaters operate. You'll need to quiet the negative self chatter in your head through meditation or visualization prior to sitting down in the meeting. You'll focus on the present moment and will be less apt to experience lapses in concentration, nervousness, self-doubt and self-condemnation. 

Act spontaneous, but be well prepared. Be your authentic self, professional yet real. Engage in true conversation with your interviewer, resting on the preparation you did prior to coming to the meeting. Conduct several trial runs with another person simulating the interview before it actually occurs. It's the same as anticipating the questions you'll be asked on a final exam.  

Set goals for the interview. It is your job to leave the meeting feeling secure that the interviewer knows as much as he or she possibly can about your skills, abilities, experience and achievements. If you sense there are misconceptions, clear them up before leaving. If the interviewer doesn't get around to asking you important questions, pose them yourself (diplomatically) and answer them. Don't leave the meeting without getting your own questions answered so that you have a clear idea of what you would be getting yourself into. If possible, try to get further interviews, especially with other key players.  

Know the question behind the question. Ultimately, every question boils down to, "Why should we hire you?" Be sure you answer that completely. If there is a question about your meeting deadlines, consider whether the interviewer is probing delicately about your personal life, careful not to ask you whether your family responsibilities will interfere with your work. Find away to address fears if you sense they are present.  

Follow up with an effective "thank you" letter. Don't write this letter lightly. It is another opportunity to market yourself. Find some areas discussed in the meeting and expand upon them in your letter. Writing a letter after a meeting is a very minimum. Standing out among the other candidates will occur if you thoughtfully consider this follow up letter as an additional interview in which you get to do all the talking. Propose useful ideas that demonstrate your added value to the team.  

Consider the interviewer's agenda. Much is on the shoulders of the interviewer. He or she has the responsibility of hiring the right candidate. Your ability to do the job will need to be justified. "Are there additional pluses here?" "Will this person fit the culture of this organization?" These as well as other questions will be heavily on the interviewer's mind. Find ways to demonstrate your qualities above and beyond just doing the job.  

Expect to answer the question, "Tell me about yourself." This is a pet question of prepared and even unprepared interviewers. Everything you include should answer the question, "Why should we hire you?" Carefully prepare your answer to include examples of achievements from your work life that closely match the elements of the job before you. Obviously, you'll want to know as much about the job description as you can before you respond to the question.  

Watch those nonverbal clues. Experts estimate that words express only 30% to 35% of what people actually communicate; facial expressions and body movements and actions convey the rest. Make and keep eye contact. Walk and sit with a confident air. Lean toward an interviewer to show interest and enthusiasm. Speak with a well-modulated voice that supports appropriate excitement for the opportunity before you.  

Be smart about money questions. Don't fall into the trap of telling the interviewer your financial expectations. You may be asking for too little or too much money and in each case ruin your chances of being offered the job. Instead, ask what salary range the job falls in. Attempt to postpone a money discussion until you have a better understanding of the scope of responsibilities of the job.  

Don't hang out your dirty laundry. Be careful not to bare your soul and tell tales that are inappropriate or beyond the scope of the interview. State your previous experience in the most positive terms. Even if you disagreed with a former employer, express your enthusiasm for earlier situations as much as you can. Whenever you speak negatively about another person or situation in which you were directly involved, you run the risk (early in the relationship) of appearing like a troubled person who may have difficulty working with others.  

. 
Can you tell me about yourself: education? Work experience?

2. What are your greatest assets? 

3. What are your weaknesses? 

4. What kind of work are you looking for? 

5. What are your career goals? 3 years? 5 years? 

6. Why did you choose our company as a possible employer? 

7. What do you know about our company? 

8. Why do you feel we should hire you? 

9. What interests you most about working for us? 

10. What are the three most important things you look for in a job? 

11. What have your greatest career achievements been? Name 2 or 3. 

12. Would you call yourself creative? Analytical? Explain. 

13. Give an example of how you handle responsibility. 

14. Have you ever hired someone? Fired anyone? 

15. Do you like to manage people? Why? 

16. What kind of person are you? Describe yourself. 

17. What motivates you? 

18. Can you work under pressure? 

19. How do you react to criticism? 

20. What relocation (geographic) constraints do you have? 

21. What did you enjoy most about your last job? 

22. What did you enjoy least about your last job? 

23. What was your major contribution to your last employer? 

24. Why did you leave your former employer? 

25. What criticism would your former employer have of you? 

26. What did you think of your former boss? Was he competent? 

27. What were the main differences between you and your boss? 

28. Why have you changed jobs so frequently? 

29. What would you like to be doing in 5 years? 

30. What salary are you looking for? 

