INTERVIEW TIPS

Be Prepared –  

Bring a copy of your resume with you in a portfolio/presentation folder. (Available at any office supply or stationary store).

Do research on company (if they have a web site, study it!), think through answers to questions, have objectives in mind.  Ask them to describe the job duties.

Be prepared to answer the following questions:

· Tell me about yourself (2-3 minute overview of your work history)

· What is your greatest strength?

· What is your biggest weakness? (Hint: never give them anything bad – they usually use it against you.) Use something that can be construed as a strength, such as “I can never be organized enough; I am always looking at ways to improve my efficiency.”

· Where would you like to be in five years? (This is a job-related question – not personal!)

· What is the worst situation you’ve had to overcome, and how did you handle it?
Know Your Accomplishments!
I cannot stress this enough.  - State the reasons that you feel you are good for that
      particular job.   Also make any other relevant points, such that you are looking to 

      find a company that has the opportunity for long-term growth and advancement.

      Be prepared to give VERY detailed answers to detail specific questions.  Interviewers frequently  

      comment on candidate’s “One word/one sentence answers.  They weren’t specific enough”.

      Be prepared to give actual NUMBERS on your accomplishments and knowledge.

      If your resume states “reduced costs by 25%”, you’d better be prepared to tell specifically how you  

      accomplished this.  You should know your costs (ie:  landfill dumping costs, labor, # of pulls per day 
      for roll-off, # lifts per day for FEL, etc.)  Know your safety record!  How did you accomplish this?

      When meeting for a face to face interview with a prospective employer, you must be prepared to 

      tell him or her how you got to your bottom line.
Be Aware – If interviewer seems distracted or non-attentive, suggest rescheduling the

      appointment for a more convenient time.  The way they treat a candidate is probably

      the same way they would treat you as an employee.

Be Energetic – The employer wants a candidate with real enthusiasm and team spirit.  Employers frequently comment that although the candidate had the right experience, “He/she lacked a sense of urgency”.  You’ll want to be sure to present your best self, including your high level of energy, enthusiasm and “sense of urgency”.

Be On Time – Be a few minutes early to take the opportunity to look at any company 

      newsletters or product information that may be posted.  Also read any awards that

      may be hanging on the walls.

Be Well Groomed – Always dress in professional business attire for an interview –

      women with stockings and closed-toed shoes, men with suit, tie and socks.  Hiring

      decisions are made very early in an interview.

Be Interested – Ask questions about the exact job duties, training schedule, and time

      frame they expect you to be up and running on your own.  Money is always the last

     issue raised, and may not even be discussed until a final interview.  If not specified,

     (such as a base + commission package) ask what range you can expect your first year.

About Your Last Employer – Never EVER talk your previous employers down.  It’s better

to focus only on your job duties and experience gained with previous employers with whom

you’ve had a negative experience, avoiding actual negative comments about them.

Ask For The Job!!   I cannot stress this enough. Tell the interviewer that you are very
interested in the position, and ask them if they'd mind if you call them in 2 or 3 days to follow up if you have not heard back from them yet (then do it!) .   Ask  what the interview process will entail.  If possible, suggest sitting in with another employee for half a day to get a feel for the job.  Ask for the interviewer’s business card.  Ask when they will be letting you know their decision.  Thank them for their time.

Follow Up!  Send a thank you card the same day to each person you spent time with. 

      Also follow up by phone if you have not heard from them by the time specified.

      It is imperative to follow up with your recruiter ASAP after your interview with the client  

      company.
      Your recruiter can “make or break” a deal – and really give you a hand in gaining employment with this    

      company.
DISCUSSING A JOB OFFER

Listen to the entire compensation package.  Be clear as to how long it takes before you are eligible to participate in any medical or 401K benefits.  Discuss any overtime or traveling required, and ask if it is compensated or part of the salary.  Are there any performance bonuses?  Ask for a copy of any commission or bonus schedules.

If the compensation offered is lower than what you were expecting, ask politely if they are open to increasing the salary.  You may say that it is lower than what you were expecting, and give them any reasons why you are justified in asking for more money.  If they are firm on the starting salary, ask if they will review you in 3 months for an increase.  If not, ask when you might expect an increase.  There are other points you may negotiate if an increase in salary is not an option: an extra week’s vacation, additional benefits or partial coverage for spouse or family, expense account, or a pre-set salary increase effective on a specific date.

Ask to have the job offer in writing.  It is reasonable to ask them for time to think it over and discuss it with your family if you require it.  You may also want to sit in for a day on the job before making your decision.  You can speak with other employees and get their candid remarks on the company and its management style.  Do not take more than 24 hours to make your decision – this shows the company you are not interested.

Thank them and promise them an answer in 24 hours, then get back to them before that time!

Call your recruiter and be certain to keep them up to speed as things progress!  Remember, they’re on your side and they can HELP you get the job!
MISTAKES THAT MAY COST YOU THE JOB

Poor personal appearance: needs haircut, unpressed suit, dirty fingernails, unshined shoes, even bad breath! 

Lack of interest or enthusiasm

Overemphasis on money – interested only in the best dollar offer

Condemnation or badmouthing of past employers

Failure to look at interviewer when he or she is talking

Monopolizing the interview in a domineering manner– the interviewer likes to be the one

in control

A weak or limp handshake, or a vise-like handshake – should be firm and friendly

Unwilling to go to work at location needed

Arriving late for an interview

Failure to express thanks for an interviewer’s time

Ask few or no questions about the job

Evasive responses or making excuses in answers to questions.  Be prepared to give detailed answers to detail specific questions.  Interviewers frequently comment on candidates “One word/one sentence answers.  They weren’t specific enough”.
Overaggressive or superior know-it-all manner

Inability to express yourself clearly – Poor diction, slang, mumbling, speaking too low or

too fast

Lack of planning for a career – no goals or purpose

Lack of confidence or poise – nervous or ill at ease

Failure to pay attention in the interview, letting your eyes wander
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Unwilling to start at the bottom – expects too much too soon

Lack of tact – discussion of personal matters not related to the job

Lack of courtesy or maturity

Lack of vitality – slouchy walk, lounging in the chair

Indecision – weak answers to questions

Merely shopping around – no particular interest in the job at this time

Wants job only for short time

No particular interest in the company or industry

Intolerant

Inability to take criticism

Lazy – interested only in the unchallenging, easy job aspects

