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The Goal of Interviews

When most people think about interviews, they picture a onesided question-and-answer
interrogation—a stressful, out-of-control, unpredictable situation. As with all aspects of the job search,
you should take a proactive approach to your meeting with the employer. A proactive appointment or
meeting is never one-sided. You both interact as equals. Remember that you asked for this meeting,
therefore you should be prepared to be an active participant in it.

The initial goal of your meeting with the employer is NOT to get you a job. Instead, at first you want
to get to know each other and see if there is potential for an employment relationship. However, if
you find that this is a good opportunity for you, then pursue it aggressively. The tools presented in
this guide will maximize your chances of getting the job offer.

Key Interviewing Activities

There are several steps that are critical to successful interviewing. The more you can incorporate
each of these into your interviews, the more confident and successful you will be with them. The
following six interviewing steps are the key to your success:

Build rapport to get them on your side.
Proactive selling by asking questions.
Evaluate the opportunity.

Responsive selling by answering questions.

Deal with their concerns.

Get a commitment.

1. Build Rapport

Rapport is essential to your interviewing success. People generally do not hire simply the most
qualified person. If they did, they would make hiring decisions based primarily on resumes. Instead,
they hire the person that they believe they would most like to work with long-term.

More than assessing skills, interviews are an opportunity for employers to get to know job candidates’
personalities and interaction styles. Ideally, you want to create a relaxed, friendly, cooperative
environment.

There are four basic ways to build rapport with the interviewer:
1. Researching the organization before the meeting
2. Projeting an attractive appearance and a positive attitude
3. Asking questions that focus on the employer
4. Being a good listener
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2. Proactive Selling

Proactively asking questions gives you the opportunity to analyze the employers situation and goals
SO that you can focus your comments on what matters to him/her.

Don't wait until the end of the meeting to ask the interviewer questions. Ask them up front and
throughout your time together.

Ask questions to gather information about the following three areas:

The Organization

The Position

Type of
Person

On the next page are questions grouped in these three categories. You can use these to help
formulate questions you would like to get answered during an interview.

The second page following has core values that you will also want to consider in creating your
guestions. You need to be sure that you really will “fit” in the organization’s values and be comfortable.
Otherwise, what might look like a great job could turn into a bad dream that you will soon choose
to leave.
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Questions to Ask in an Interview

Check those guestions below you would prefer to use in your interviews.

The Organization

= What are the companys strengths and weaknesses compared to its competition?

= Describe your company’s management style and type of employee who would fit it?

= What is the companys policy on providing seminars, workshops, and training so employees can
keep up their skills or acquire new ones?

= What is your organization’s policy on transfers to other cities?

= Could you explain your organizational structure?

= What are the problems and opportunities of the organization? (Help employers to recognize
problems, if they haven't already:.)

= What is important to the employer? You need to know this so that you can focus your comments
on the employers priorities. Don't talk about things they don't care about.

The Position

= How important does upper management consider the function of this department/position?
= Why is this position available?

= How will my leadership responsibilities and performance be measured? By whom?

= What are the day-to-day responsibilities of this job?

= What kind of work can | expect to be doing the first year?

= What particular computer equipment and software do you use?

= What percentage of routine, detailed work will | encounter?

= How much opportunity is there to see the end result of my efforts?

= Who will review my performance? How often?

= How much guidance / assistance is available to individuals in developing career goals?
= How much opportunity will | have for decision-making in my first assignment?

= What are the most important duties of the position?

= What goals will the employer set for this position over the next 12 months?

The Type of Person

= Can you describe the ideal employee?

= What are some of the skills necessary for someone to succeed in this job?
= What are the characteristics of the ideal candidate?

= What is your image of a good employee?
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Sell Yourself

Once you have identified the employers needs, the next step in proactive selling is to volunteer a
STAR (STory Action Result) that demonstrates your ability to offer a solution to those needs.
You should describe your abilities in terms of STARS (stories and examples) for two main reasons:

= STARS offer proof (evidence) to support your ideas.

= STARS set you a part from the crowd and make you more memorable. Some tips for using
STARS:

= Preface your STAR with a statement such as, “Solving problems is one of my strengths. Let me
give you an example...(STAR).”

= Keep your STAR short and concise.
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3. Evaluate the Opportunity

As you gather information, you should evaluate the attractiveness of the opportunity. Specifically,
you should analyze yourself to determine the following:

1. Your ability to do the job. Are you able to solve the problems and capitalize on the opportunities
of the employer?

2. Your enthusiasm for this opportunity. Are these the kinds of challenges you are looking to solve?
Is this position in line with your career goals?

Ability + Enthusiasm = Good Fit

If you are lacking in either confidence to do the job or enthusiasm, go back and ask more
questions. If you are still lacking, seriously consider bowing out and not proceeding with the
meeting. This will earn you respect and prevent you from embarrassing yourself by trying to sell
yourself for a job for which you are not qualified.

Your Ideal Environment
Think about what your ideal work environment looks like . . . be sure this position and company

fits what you are really looking for. If you feel that this is a good opportunity for you, however, be
sure to clearly convey your confidence and enthusiasm.

Enthusiasm does not mean desperation!

4. Responsive Selling by Answering Questions

Don't expect employers to automatically recognize that you are a good fit for their organization. You
need to actively sell your abilities and attitude during the meeting. You should be as prepared as
possible for any situation you may encounter.

Lets focus on strategies for dealing with common tough interview questions and creating powerful
answers to these questions that allow you to sell yourself.

There are five sections (Ask your Notus Career Management Coach about getting access to these.)
= Salary questions.

= Questions about motives or aspirations.

= Questions that should be answered with a STAR.

= Negative questions.

= Risk-reducer questions - alleviate the employers concerns about hiring you.

In each section, you will have the opportunity to consider the question, understand better what the
employer is really looking for, consider some suggestions for addressing the question, and read a
sample answer.
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You will then pick one of the questions and create your own answer for what you consider the
toughest question in the section.

One question that you often encounter but does not fit in one of the categories is Not a question
at all, but the statement, “Tell me about yourself.” We will use this to show how the sections are
structured on the following pages.

5. Dealing with Concerns

As potential employers get to know you and your possible contributions, it is common for them to
have some concerns about you. They may be worried about how well you'll fit with their organization.
They may be worried about your work values, enthusiasm, skills and abilities, or your background.

Whether any of these concerns are valid or not, it is your responsibility to address them. Not dealt
with, they may raise enough doubts for the employer to not make a job offer. Address these concerns
by asking for feedback.

Get Feedback

Often during interviews, you will be asked questions that have a right and a wrong answer. For
instance, suppose you are interviewing for a management position. A normal question would be,
“Have you ever supervised someone before?” The right answer, of course, is, “Yes!”

However, what if you haven't been a manager before? In that circumstance, you should ask for
feedback. For instance, “No, | havent. Does that concern you?”

You need to ask for feedback, so you can deal with any concerns that might arise from these types
of right/wrong questions. You will learn more information on how to deal with these concerns using
the ARTS techniqgue.

After you've discussed a number of issues together, ask the employer a question such as the
following:

= Have | answered all your questions? Is there anything else you need to know about me?
= Did | answer all the questions you have about my education?

= Do you know everything you need to know in order to make a decision?

= What questions do you have about my ability to do this job?

getnotus.com

Motus Career Management. All Rights Eeserved.




Corporate Office - Five Centerpointe Drive, Suite 400, Lake Oswego, Oregon 97035 800.431.1990 Toll Free

Exercise: XWhat are Your Liabilities? Potential Liabilities

Asking for concerns implies that you are prepared to deal with ~ ®=  Overqualified
them. To do this effectively, you must prepare in advance. = Ynderqualiied

. Y . " Lacking up-to-date technical skills e
Don't try to deal with them “on the fly. Undergmgloyed

= Presently unemployed
The first step is for you to list out all the possible concerns =  Misemployed
employers may have about you. Take a few minutes to list "  SelfFemployed

e = Lacking industry experience
out any potential liabilities you may have. - Lacking promotions

= Lacking good references

= Burned out

= Career has peaked out

= In a declining industry

= Don't have enough work experience
Experience is in other disciplines e
Have a record of too many jobs &
Made lateral job shifts

= Lack ambition

= Present earnings are relatively low &
Work history has employment gaps
Have insufficient formal education
Education is unrelated

= Were terminated from previous job(s)
& May be considered too young

= May be considered too old

= Academic record was mediocre &
Didn't hold many jobs in college &
Had few activities in college

= Not enough experience in large
firms & Not enough experience in
small firms & Haven't shown much
leadership & Have made slow
financial progress € Haven't been
frequently promoted & Too much of a
specialist

= Too much of a generalist

= Have been in your job too long

= Previous earnings were too high &
Don't know the geographical area

= Not enough supervisory experience

getnotus.com

2007 Motus Career Management. All Rights Eeserved.




Corporate Office - Five Centerpointe Drive, Suite 400, Lake Oswego, Oregon 97035 800.431.1990 Toll Free

ARTS - Dealing with Liabilities

Once you have listed all of your potential liabilities, you need to prepare a response for each of them.
To do this, you can use a method called the “ARTS” technique. ARTS is an acronym that stands for
Acknowledge-Redirect-Test-Support.

ARTS will help you to avoid becoming defensive, build a more positive personal chemistry with the
employer, and deal effectively with the most difficult liabilities.

This technique has four simple steps. Step 1 is based on the recognition that whenever anyone raises

a concern, the personal interaction tends to get somewhat emotional. The first thing you want to
do, therefore, is to relieve the tension in order to maintain good feeling and rapport.

Step 1: Acknowledge the Employers Concern

Start by acknowledging the employers concern. This keeps you from sounding defensive. Be sure
not to agree or disagree, but to acknowledge. An example of how this might be done:

‘I can understand your concern. If | were in your position, | might be concerned about that as
well.”

Step 2: Redirect from Qualifications to Underlying Attributes

Step 2 is based on the recognition that if you have a liability there is little change it. You can't change
your past experience or education.

However, beneath each concern about your qualifications is an underlying one of two attributes:

1. Your Abilities.
2. Your Attitude.

For example, if the employer raised the concern that “your experience is in a different industry,” the
underlying concern is that you might take a long time to learn the business.

Therefore, you should redirect the conversation toward the underlying attribute—the “real concern”—
and away from the surface qualification. Redirecting should go something like this:

“When you say you're worried about [my qualification], what is the underlying concern?”

Please note that redirecting ends with a question, asking if your interpretation is correct. That gives
the employer the opportunity to reaffirm that you are correct, which helps build a dialogue in the
conversation and prevents you from doing all the talking. Also, in case you have misinterpreted, it
gives the employer the opportunity to tell you so.
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Step 3: Test with an “If-Then” Question

Step 3 is a simple question. You ask the employer IF you could show that you possess the underlying
attributes, THEN would he/she be interested in an example. Your test question should go something
like this:

“If I could show you that | have this [ability/attitude], would that alleviate your concern about [my
qualifications]?”

Step 4: Support with a STAR

When you get a positive response, you can then proceed to Step 4. Here you should use a STAR that
helps to support and illustrate your answer. Then you should end with a feedback question that asks
whether the employer feels better about the concern.

6. Get a Commitment

If you want to get a job offer from employers, then you must ask for a commitment from them. The
commitment you want is to get to the next step in the employers hiring process.

Different employers have different hiring procedures, so you must first get as much information as
possible about their process. Specifically, you need to know what, when, and with whom is the next
step. To gather this information, ask questions such as the following:

= Will you be interviewing other candidates?

= Will you be having second interviews?

= Will you be conducting them or will someone else?

= When will that happen?

= What is your time frame for making a decision?

= Will you be making that decision or is there anyone élse | need to meet with?

= [f] haven't heard back by [date] then I'll give you a call just to see where we're at, okay?

Once you understand the next step, you must ask to get to that step. It is absolutely critical to ask for
a commitment. Keep in mind the following principle:

IF YOU DON'T ASK FOR IT, YOU WON'T GET IT!

Be clear and straightforward when asking for the commitment:

= Will you have me back for a second interview?

= Will you recommend me for an interview with that person?

= [s there anything keeping you from offering me this position?

= [ think you should make me an offer. How do you feel about that?




