


Why interviews?

Gterviewer: \

Does he meet the job
requirements?

Could he fit in here?
What would he be able
to contribute?

ﬂnterviewee: \

How do my
accomplishments relate to
this job?

Could I fit in here?

What would | be able to
contribute?

How is this job related to
my career goals?
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Presenter
Presentation Notes
Interviews give the recruiter the opportunity to determine whether you meet the job requirements; whether or not you are a good fit for the team and organisation as well as make an assessment of your potential in terms of your contribution to the organisation.


In short...

Preparation is the key to good interviews
You are marketing yourself as an asset to
the organisation

You have a few seconds to make a good
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first impression
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Presentation Notes
It is valuable for you to remember the following in terms of interviews: preparation is the key to good interviews - this shows your interest in a specific organisation and position. You are marketing yourself as an asset to the organisation - you need to convince someone (or several people) that you can make a contribution. You have a few seconds to make a good first impression, so be careful about managing your image.


Before an
interview...

Research
Rehearse
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Presentation Notes
Before you go to an interview, you need to do research and you need to rehearse.


Research

About the company
About the position

About yourself
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Presentation Notes
Research is important in terms of gathering information about the company, about the position and also about yourself. For example, did you google the company/ organisations's name and read through information such as the mision and vision of the organisation, what services/ products they focus on? What their values are? Did you visit social networks such as LinkedIn to see if there is information about the company and employees? If the job was advertised, make sure that you understand the requirements and recommendations for the position - most of the questions in the interview will be based on these. Have you reflected on your transferable skills and accomplishments and how these are relevant to the position you applied for? Think about other ways in which you can research all of this information (for example, by talking to others).


Rehearse

Interview psych technique
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Presentation Notes
The night before the interview, spend some time with a friend or family member, telling them why you would be the best for the position. Brag about what you can do - the purpose is to put you in the right frame of mind for the interview by boosting your confidence


Rehearse

Visualisation technique
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Presentation Notes
In preparing for the interview, go through the various steps in your mind - what will happen when you arrive? How will you greet the interviewer? What will you do if you feel nervous during the interview? Anticipate the questions which may be asked; think of yourself as confident and self-assured; play the part over and over again until you feel you have truly lived it - visualise your success until it becomes reality


Preparation

Get enough sleep
Make sure you know where you need to

go
Allow time for delays

Arrive 5-10 minutes before the time

Photo credit: watchsmar

Your interview starts when you enter the
building
Switch off your cellphone! (it happens

more than you think)
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Presentation Notes
Make sure that you get enough rest before the interview. Also make sure that you know where you need to go and allow time for delays to get to the venue. Ideally you should arrive 5-10 minutes before the specifed time. Remember that your interview starts when you enter the building - be courteous to everyone you meet since you never know who you are interacting with. Remember to switch off you cellphone - don't even leave it on silent since vibrations and the screen lighting up will also distract you and your interviewers.


"Typical” interview
Greeting
Getting comfortable

Ice breaker question

Background of the company

An outline of the position
Photo credit: Book Madam

Questions about your experience

Questions about your abilities

Questions about your competencies

Invite you to ask questions

Wrap up the interview
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Presentation Notes
A typical interview would consist of some or all of these components: Greeting; Getting comfortable; Ice breaker question (eg Tell me about yourself); Background of the company; An outline of the position; Questions about your experience, abilities and competencies; Invite you to ask questions and wrapping up the interview. However, be prepared for the unexpected.


All about chemistry?

Be a "mirror"
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Presentation Notes
The chemistry or rapport between the job-seeker and the interviewer influences the outcome of the interview. Do you "click" with the interviewer? Is there "flow" to the interview - are you able to effectively communicate how you are the ideal candidate for this position? Try "mirroring" the interviewer - observe the way in which this person is interacting with you. Pay attention to aspects such as speech speed; level of formality vs informality. Also maintain a balance between doing this and being yourself.


Critical success
factors

Positive attitude
Competence

Communication skills

Interpersonal skills
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Confidence

Flexibility

Self-motivation

Teamwork (with independence)

Critical thinking and problem-solving
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Presentation Notes
In addition to your skills and competencies, there are other factors that most employers appreciate. You need to think about how you would be able to link your abilities in terms of these apsects to what you share during the interview.


Behaviourial-
Competency
interviewing

"Could you tell me how you... Provide an
example of how you ..."
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Presentation Notes
Many recruiters use behviourial-competency questions to understand how you would typically deal with common situtions. The question would focus on how you dealt with xyz in the past and specifically identifying your role, how you managed the situation and what the outcome was. 


STAR technique

Situation
Task
Action

Results
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Presentation Notes
Situation: What was the situation? Give brief overview of this.Task: What were the main issues involve with the situation? What needed to be done? What task/s needed to be achieved and what was the desired outcome? What obstacles had to be overcome?Action you took: Describe the action you took - what did you do to complete the task?Results you achieved: What happened? How did the event end? What did you accomplish? What did you learn?An example question: What is your typical way of dealing with conflict? Give me an example.Answer: Situation/ Task: A client was unhappy because her delivery was lateAction: I gathered information about her order and payment from the relevant personnel responsible for orders and payment and informed the client that delivery is confirmed for later that day.Results: The client wrote a letter to the branch manager to congratulate her on my fast and efficient service.


Typical questions

Tell me about yourself

What are your strengths

What are your weaknesses

What are your career goals/ where do

you see yourself in five years?

<
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Presentation Notes
Tell me about yourself: Don't see this as an opportunity to start with when you were a young child. Provide a brief overview of how your experience, education has prepared you for this position. What are your strengths: Use examples (see STAR technique) to provide evidence of your strengthsWhat are your weaknesses: Think about the impact of the information you will share and also how you could share "negative" information about yourself in a positive way. Some approaches include Give a negative that's really a positive: "I am sometimes impatient, which drives me to work excessively."; Give a negative that is really inconsequential and has little to do with how well you would perform the job: "I am not a great speller, so I keep a dictionary handy."; Reveal a trait that once was a weakness, but explain how you overcame it and learned from it. What are your career goals/ where do you see yourself in five years? Stay relevant by sharing your professional goals related to this organisation/ industry.Caution: The perfectionist response is overused.  


YES or NO questions /

Remember to elaborate

oto credit: Leo Reynolds |
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Presentation Notes
YES or NO Questions include Are you a team player?; Are you a goal-oriented person?; Do you handle conflict well?; Do you handle pressure well?Never respond with just "yes" or "no.“  Elaborate -  give specific examples - use the STAR technique to provide information.


Your questions

Some examples:

Can you describe a typical day for someone in this position?
What is the top priority of the person who accepts this job?
How will my performance be measured?

Can you describe the company's management style?

Can you discuss your take on the company's corporate
culture?

How would you describe the company's values?

How would you characterise the management philosophy of

this organisation? Of your department?

Does the organisation support ongoing training and education

Photo credit: Leo Reynolds

for employees to stay current in their fields?
What do you think is the greatest opportunity facing the

organisation in the near future? The biggest threat?
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Presentation Notes
This is a chance for you to follow up on aspects that were discussed during the interview and/ or aspects you came across when you were doing your research about the organisation. You could also use this opportunity to link back to your skills and expertise. Some examples of questions are Can you describe a typical day for someone in this position?What is the top priority of the person who accepts this job?How will my performance be measured?Can you describe the company's management style?However, it is best to be led by your interest in this particular job and organisation and also what has been discussed during the interview.


During the interview

Look interested and enthusiastic
Follow the lead of the interviewer
Answer the question!

Appropriate eye contact
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Ask for clarification
Be authentic and honest
Sit still

Relax
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Presentation Notes
During the interview: Look interested and enthusiastic; Greet the interviewer (or panel); follow the lead of the interviewer: wait to be seated and observe the interviewer in terms of tone of voice and talking speed.  Answer questions directly and provide enough information. Try to maintain appropriate eye contact (don't stare or look away all the time); ; ask the interviewer to clarify/ rephrase a question if you did not understand the question; be authentic (yourself) and honest. It is important not to do anything that may distract the employer: If you struggle to sit still, cross your legs and rest your hands on your lap -  a recruiter will get distracted if you are restless and concentrate on what you are doing, rather than on what you are saying. If you feel stressed, relax your shoulders (tense shoulders look uncomfortable). If you find yourself talking too fast, breathe and slow down. Also, watch out for using your hands too much - this could also distract the interviewer. A special note about panel interviews where there is more than one interviewer - remember to connect with all of the panel members, not just with the one who is asking you the question.


Some deal-breakers

Inappropriate interaction with the
interviewer

Answering "yes" and "no" to all questions
Talking negatively about current or
previous colleagues or employers

Your body language

Asking about salary and benefits

Being late
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Presentation Notes
There are some behaviours that will make a negative impression on most interviewers. Inappropriate interaction with the interviewer include getting personal with the interviewer (for example, "How was your weekend?" and "Do you have children?" and talking about religion and politics. Be aware of how you are sitting - are you projecting interest or disinterest (for example, slouching in your chair or resting your head on your hands could be interpreted as laziness). It is recommended that you do not mention salary and benefits during the first interview, unless the interviewer brings it up.  If you realise that you will be late, then contact the interviewer to inform him or her and also apologise during the interview.


Difficult questions

Be honest and open
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Presentation Notes
Be honest when dealing with difficult questions. For example, being asked why you did not complete grade 12. Give a short reason for leaving, and then add something positive. "I did not do well during my last of school and after consulting with my parents, I decided to find a job to gain some practical experience where I could serve customers. I enjoy dealing with customer complaints and learnt a lot during my first six months at XYZ Discount Store". If you have a criminal record and you are asked about it, you could focus on the positive. For example, "When I was young, I made some wrong choices and I have learnt from my mistakes and I want to be responsible. I want this job so that I can provide for my family because they are very important to me."


After the interview

Reflect

Write a "thank you" note Thank You - Business Insider Interview Inbox X
]

to me [«

Hi Jessica,

| wanted to thank you for meeting with me yesterday. Learning more
about the position and seeing the newsroom in action solidified my
interest in Business Insider. | think it's a place where | could

really hit the ground running, build up excellent clips on the market
and ultimately transition to a full reporter. If you have any other
questions for me, or need me to complete editing/writing tests, please
don't hesitate to reach out. Thank you again and I'm hopeful that soon
I'll be on the Business Insider team.

Cheers,

mail.com
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Presentation Notes
After the interview, it is important for you to think about how it went - what do you think you did well? What would you like to change should you need to go for another interview? What else do you need to do to prepare yourself more effectively for other interviews.Consider writing a "thank you" note that you could e-mail or post to the recruiter. The purpose of the thank you note is to remind the interviewer of your enthusiasm for the organisation and the job and also to re-emphasise your most important attributes or address information that was not shared during the interview. Keep it short and send it about two days after the interview. There are many examples available on the Internet - search for a phrase such as "thank you note after interview examples" to help you get started.


Remember

Be yourself

Believe in your own worth

Get support
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Presentation Notes
Job searching may be a stressful experience for you and it is important for you to think about the support you need to stay motivated and encouraged. Think about starting a "job-search" club with other people who are also searching for jobs so that you could support each other in your search - you could exchange information about jobs, share experiences to learn from each other's successes (and mistakes) and also motivate each other to stay focused.


You may distribute,
remix, tweak,
and build upon this
work, as long as the
original creation is
credited
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http://www.unisa.ac.za/counselling
http://mailto:counselling@unisa.ac.za
http://mailto:counselling@unisa.ac.za
http://bit.ly/askcounsellor
http://bit.ly/askcounsellor

We appreciate
your feedback

We kindly request that you provide us with
feedback about this presentation. Your feedback is
confidential and all feedback will be collated to be
used in reports without identifying you as an
individual. Your feedback will help us to maintain a
high level of service and to continue to improve
our service.

Click on the following link to complete the on-line
feedback form:

http://bit.ly/UFWdIN
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http://bit.ly/UFWdlN
http://bit.ly/UFWdlN
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