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“Careers 2.0 Workshop”


“How To Interview Like A Pro”

Learning Objectives
Upon completion, participants will be able to:

· Define at least 4 different types of interviews (and articulate their purpose form the employer’s perspective).

· Demonstrate the CARS method for preparing accomplishment statements.

· State in your own words 3 ways to prepare for an interview.

I: Your Job Search is a Sales & Marketing Campaign

By now you know that your job search is actually a sales and marketing campaign. You are trying to “sell” your ability to help a company achieve its business goals. Since that’s the case, then interviews are actually sales calls.  To be good at interviewing, then, you need to know how to be a good sales person.  The good news is that you only have to make one sale – one really important sale!

Sales people know that a sales call is about accomplishing four things:

1) “Qualify” the customer by finding the “pain.”

2) Build anticipation for your product by spotlighting the pain.

3) Provide a solution via your services or products.

4) Close the sale (or establish the next steps).

Each person you meet with in the sales process has different needs, so a big part of what you want to do is to listen for the needs they are expressing. 

Interviewing is a process of finding the needs of the interviewer and providing yourself as the solution (if appropriate).  Interviews should be a two-way conversation.  That means YOU are conducting the interview, just as much as the person who is interviewing you.

II: 5 Types of Interviews

There are at least 5 different types of interviews you will be involved in.  Because you are making a sales call, it’s important to understand these people are and what their needs are.  Your goal is not to close the sale at every interview.  Instead, it is simply to define the next step and get the next interview.

1) Phone Screening 

· Formal interview to see if you match “the description” 

· Often by phone 

· Usually conducted by internal recruiters or HR
What is the purpose from the standpoint of THIS interviewer?
· screen OUT candidates
· narrow a long list

· send a few ‘qualified’ candidates on to hiring manager
2) Recruiter
· External (usually)

· Experienced at screening candidates 

· Makes quick judgments 

· Likes a concise, clear resume that fits exactly 

· May be rather direct, even abrupt (“jilted lover”)
· Knows their client’s culture
What is the purpose from the standpoint of THIS interviewer?
· Gets paid for the right match -- wants to avoid a mismatch. 

· Send the right candidates forward (look good!)

3) Hiring Manager 

· Wants to know if you can solve problems and get the job done 

· Sometimes has to sell you (and the position) to Sr. Management 

· Concerned about fit with the team 

· May rely on input from others

What is the purpose from the standpoint of THIS interviewer?
· Doing the right thing
· Not looking bad to their superiors
4) Peers/Team Members/Direct Reports 

· See how your skills compare with others in the group 

· Ascertain competencies 

· Make recommendations to decision-maker 

· May see candidate as a competitive threat

What is the purpose from the standpoint of THIS interviewer?
· “Will you fit here?”
5) Senior Executives/President/Founder 

· Conceptual thinkers – sees the big picture
· “Don’t waste my time!”

· Concerned how you will fit into the culture 

· May want you to be a change agent (“Danger, Will Robinson…”
· May want to brag (tell how he or she built the business)
What is the purpose from the standpoint of THIS interviewer?
· Has a problem and wants to know if YOU can solve it.
Knowing who you are interviewing and understanding THEIR needs is critical to taking the next step in the  

III: Preparing for the Interview

1) How to Prepare for an Interview

· Dress conservatively – easier to take off a tie than put one on if you don’t’ have it. I’m not sure what the female equivalent is, but I’m sure you do if you are of that gender.

· ARRIVE EARLY!

· Treat everyone with respect – especially the people at the front desk.

· Be prepared – Who are you talking to? What is their role?  What do THEY need from this interview?

· For phone screening interviews – stand up, land line, quiet room, mirror, dress up! Be sure to keep your notes in front of you during the phone screen. 

· Be Conversational

· Be prepared – Sample Behavioral Interview Questions

· What questions will YOU ask?

· How will you answer the question: “Tell me about your strengths and weaknesses?”

· Offer help . . . even if it is someone else!!!

2) Use the CARS Methodology

· Overview

· Condition

· Activity

· Resolution

· Statement

· Examples
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