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			Successful job interviews

			
					Problem: how can you win over a potential employer during a job interview?

					Uses: performing well during job interviews is a skill that can be learnt. Leaving things to chance will get you nowhere: in order to impress your interviewer, you need to prepare effectively.

					Professional context: job search, career change, request for a promotion.

					FAQs:	What should I say during a job interview?

	Do I have to answer every question?

	What should I wear?

	Can I lie during an interview?

	How should I talk about a negative experience?

	How should I approach the interview if I have no professional experience, or if I am an older candidate?

	How can I stand out from other candidates?




			

If your CV and cover letter have attracted a recruiter’s attention, you have already cleared the first hurdle, but you are still one candidate among several: now it is up to you to prove to the interviewer that you are the right person for the job.

Very few people go into a job interview completely relaxed. Many candidates are scared that they will be judged harshly, that they will not be able to express themselves well enough and, more generally, that they will not be good enough. Given the feeling of failure and the financial consequences that accompany a rejection, especially now that jobs are in relatively short supply, these fears are far from unfounded.

What many people do not realise is that job interviews are stressful for the recruiter too. In the current economic climate, hiring someone new costs the company money, and it is in their best interests to pick the right person. A candidate who understands this will take care to constantly reassure the interviewer, inspire confidence in them and show them that they are the right fit for the role.

Lisa did not finish her studies and soon found an interesting job which she held for several years. However, she pushed herself too hard, developed health problems and was forced to give it up. One year later, her health has improved but she is scared that the fact that she does not have a degree will hold her back. Nonetheless, she has decided to go back to work and is practicing her interview skills: she gives thoughtful answers, speaks clearly and calmly and takes care of her appearance. In the space of a fortnight, she gets four interviews and is offered the job at the end of all of them. She now has the luxury of choosing the employer who is best for her, and opts for a chocolate company located near her house. Even though she is based in an economically depressed region, she has found a fulfilling job thanks to the effort she put into her interview skills, which made her shine as a candidate.

		


		
			Effective interviews: the basics

			A job interview is a challenge and, provided that you really want the job, you have a lot at stake.

			The recruiter starts evaluating you from the moment you arrive, and they will make a mental note of all the positive and negative points throughout the interview. Their list of positives will include everything likeable and reassuring about you, your skills and qualities, and your powers of persuasion. Their list of negatives will comprise all the times you hesitated, gave a poor answer or responded evasively. Watch out, because a single item in this list can put you out of the running, if it is something that the recruiter deems critical.

			Contrary to popular belief, employers are not sadists who take pleasure in tormenting candidates by asking them trick questions. They just want to know who they are dealing with. In other words, they want to know who you are, what skills you have and how you react in given situations, and the only way to find out this information is to interview you.

			Preparing for the most frequently asked questions will give you peace of mind as you approach your interview. It is better to think about the questions that the interviewer is likely to ask you than to hope that they will not ask you a particular question, as this obviously will not stop them from asking it. Even worse, you may end up so fixated on the question that you bring it up anyway even though the interviewer never asked you.

			It goes without saying that it is the employer who leads the interview, as they are the one asking the questions. It is up to the candidate to give responses that are neither too short (as this forces the recruiter to ask follow-up questions and turns the interview into something of an interrogation) or too long (as the interviewer may lose interest partway through the answer). Structured responses make the candidate appear thoughtful and trustworthy. When an interview is going well, it is more like a conversation, with each person talking a similar amount.

			The most common questions

			“Tell me about yourself”

			This question comes up in almost every interview and, although it is not meant to be a trap, it throws many candidates off balance, perhaps because they are not used to talking about themselves. Whatever the reason you struggle with this question, avoid simply telling the interviewer your name and reciting your CV, since you have already given them this information and they may even have it in front of them. One winning strategy is to explain how your professional trajectory relates to the position on offer, and to emphasise your motivations by talking about why you want to pursue this direction rather than any other.

			“Why do you want to work for this company?”

			Many candidates just want to earn a living (and there is nothing wrong with that!) and are not overly concerned about the company, as long as they have a job. The employer’s point of view is completely different. They are not trying to hire someone for the sake of it: they want to find someone who has the right skills for the job and who they can count on.

			If you want to give a good answer to this question, you must be well-informed about the company you are applying to. Look for information online, check out their offices before the interview or call them. Being unable to answer questions about the company will seriously dent your credibility, while doing your research and demonstrating your enthusiasm for the business will win you a lot of points. Your response to this question shows how passive or proactive you are.

			“Why do you want to leave your current job?/Why were you let go from your last job?”

			This question is more or less delicate depending on whether your contract ended as planned or you came into conflict with your employer. Keep your answer short and emphasise your interest in the job you are applying for now.

			
				
					Something to avoid

					Never badmouth your former employers. You can describe the situation as neutrally and objectively as possible, but even if your old boss treated you appallingly, now is not the time to bring up your resentment, and criticising your old company will make you seem overly negative.

				

			

			“Why do you want to work in this sector in particular?”

			This question aims to test your motivation and check that your skills match up with what the employer is looking for. The interviewer is looking for someone who has thought carefully about their choice and is committed to their work. We all have our own preferences and talents, and since you are claiming that you are prepared to spend eight hours per day at this job, you should be able to explain why you have chosen this sector in particular.

			“Why should we hire you?”

			Or, why you rather than any other candidate? Even if the interviewer does not ask you this question directly, you can be sure that they are thinking it, so make sure that you give them an answer. It is not enough to say that you are the best candidate, as the employer only has your claim to go on and is unlikely to be convinced by it. You should show, not tell: the job requires particular experience, skills and qualities, and it is up to you to demonstrate that you have them. This is a delicate exercise, so practice is vital!

			“What are your long-term goals?”

			The answer to this question will differ depending on the job. In theory, it is good to be ambitious, as employers like candidates who know who they are and where they are going. However, make sure you do not take things too far – do not tell the person interviewing you that you want their job!

			Unless you are just looking for a temporary job to pay the bills, in which case you should talk about your short- and medium-term goals, do not mention your plans to leave the company, especially if you have another project on the side.

			“What is your greatest strength?/What are your three greatest strengths?”

			This is the ideal question to sell yourself! Choose qualities that you possess and that are crucial for the role you are applying for. If you applied in response to a job posting, reread the job description and use it to prepare your answer.

			Avoid mentioning qualities like punctuality, which do nothing to help you stand out from other candidates. Arriving late to work is bad, and getting there on time is a basic expectation. Furthermore, remember that if you claim to be “dynamic”, “proactive” or “motivated”, it is not enough to just say it; you also have to demonstrate this with your attitude.

			
				
					Extra information

					Be specific when you talk about your qualities by giving examples from your experience and particular situations. For example, if you are applying for a role in accountancy, do not simply say “I am meticulous”, but illustrate your claim with an example of a time when you did meticulous work and this helped your company. Similarly, if you want to work in the social services sector, instead of saying “I am a good listener”, talk about a situation where your listening skills helped a person in difficulty.

					
							For example, a candidate can persuade the interviewer by saying: “I am very organised. I file all my documents as I go along, so my colleagues can find them straight away. I even arrange all the shirts in my wardrobe by colour”.

							Another could say: “I am a good listener and communicator. During my internship, I dealt with an irate customer by letting them tell me about their situation and then explaining the reasons for their wait. They then apologised and even ordered from us again.”

					

					This approach makes your answers vastly more persuasive. Giving an example shows that you can really demonstrate these qualities, which is far more convincing than simply saying that you have them.

				

			

			“What is your greatest weakness?/What are your three greatest weaknesses?”

			This question is more delicate than the previous one. Mentioning a weakness that has nothing to do with the job you are applying for (for example, saying “I am greedy” when you are applying to work as an IT specialist) is completely useless for the interviewer. Nor can you mention weaknesses that will be worrying for the employer, such as “I am easily distracted” if you want to work in security, or “I am very talkative” if the role includes a confidentiality clause. The challenge is to highlight some areas where you could improve and stress the fact that you are working on them.

			The STAR method is particularly useful here:

			
					Situation – describe a situation that you have experienced;

					Task – describe the work you had to do;

					Action – describe what you did;

					Result – describe the results you obtained.

			

			
				
					Examples

					
							“I’ve always liked people, but I used to be very shy and I struggled to talk to them. I signed up for an improv class, and since then I’ve been more comfortable dealing with customers. I now enjoy persuading people, and last year I was given a bonus because my sales figures went up 7% from the year before.”

							“I used to be too laid-back at work and I tended to put all my tasks off until the next day without really thinking about the consequences. I started looking into time management techniques and now I plan all my work.”

							“I like being right, and I’m naturally stubborn. I know this is one of my weaknesses, so I’ve learnt to listen to other people and I’m now prepared to accept their views if they put forward good arguments. As a result, I enjoy teamwork much more now.”

					

				

			

			The STAR method can be used for any question that you can respond to by talking about a particular situation.

			“What are your expectations in terms of salary?”

			Do not tell them that salary does not matter to you or that you are prepared to accept whatever they offer you. Strangely, although many job seekers are looking for a position for a host of reasons, including (if not primarily) financial reasons, they generally only have a vague idea of what salary to ask for. Asking for the salary you want is part of being assertive, and not paying any attention to it makes you seem naïve.

			If you cannot negotiate your salary, look for information online or through your trade union. If you can negotiate, do your research and always suggest a salary bracket to the employer in order to open a discussion. If you only put forward a single figure, you risk getting a flat refusal. Instead, show the employer that you are flexible and open to different possibilities.

			“What are you looking for in a job?”

			This question is about your values. Salary is far from the only criterion that influences your career and job choices. Our values, which we generally acquire very early on and which tend to change little over the course of our lives, drive us and shape our choices. From the employer’s point of view, you will be more motivated and work more effectively if you agree with the company’s values. Furthermore, you will feel far better if you get up every morning to do a job that you are well suited to as part of a team working on projects based on shared values. You have everything to gain by being honest. That said, you may want to stress different values depending on the company or sector you are applying to.

			“What do you do in your free time?”

			This is a friendly question. It allows the interviewer to find out about your interests, get a better idea of your personality and work out if you are more introverted or extroverted (if you will be working as part of a team).

			Be cautious if you bring up any political or religious activities: these could be a great help or a great hindrance depending on whether or not the interviewer shares your affiliations.

			Luck also plays a role in this question: if by chance the employer shares one of your hobbies, this could play in your favour and make them more sympathetic to you.

			“Do you have any questions?”

			Your answer to this should always be yes! Questions are a sign of interest that should come naturally to you if you are really enthusiastic about the position. Do not ask (or at least do not open with) questions about the salary or other benefits, but rather ask for information about the company’s current projects, the people you will be working with, any company-specific tools, and so on.

			Delicate questions

			Delicate questions are generally about gaps in your CV or health problems.

			Employers do not like to see gaps in your CV: they are looking for someone who is active and trustworthy, and any breaks are liable to worry them. At the same time, they are still human beings, and they understand that finding a job is not easy and that people may have difficulties at one point or another in their lives. Honesty is therefore the best policy, as long as you do not play the victim.

			Some candidates think that it is better to pursue education or training courses than to do nothing. Although this is generally true, you should watch out, because many employers do not see time spent in education or training as equivalent to time spent working. While it is a good thing to pursue further training and to indicate this on your CV, year and years of study may be counterproductive, because this is all time that you are off the job market.

			Many employers will be understanding if you took time off work to raise your children, or if it took you a long time to find a job in a struggling sector, as long as you do not talk about it in a self-pitying tone.

			Many candidates are unsure whether or not they should tell an employer that

			
			The interviewer

			
			
					Cold and distant. They do not show any signs of friendliness, and may not even shake your hand. In general, candidates are afraid of this type of interviewer because they do not feel comfortable around them and do not receive the approval they are desperate for. Even so, do not draw any hasty conclusions: the interviewer may just be trying to stay objective, and in spite of their apparent frostiness, they may be inwardly impressed and offer you the job.

					Friendly and welcoming. This interviewer greets you with a big smile, does everything they can to put you at ease and may even confide in you. This is nice, but do not let it fool you. The interviewer may genuinely like you, or it could all be an act and they could have taken you out of the running early on, in spite of their apparent friendliness.

					Strict and meticulous. This type of interviewer is realistic, pragmatic and efficient. They calculate how much you are going to make and cost them. If your CV is not completely clear, they will take as long as they need to go through your career year by year.

					Didactic and talkative. They do not ask you many questions and spend a great deal of time explaining exactly what your work will be like if you accept the job. They listen carefully to your answers, and will often talk to you about their impression of you.

					Multiple interviewers. In some situations, you will not be responding to one person, but to a panel of interviewers with different personalities. You will need to tread carefully, especially as there will be rapport and dialogue between the various people. The atmosphere may be relatively relaxed, or it could be more rigid (especially if there are procedures to respect).

			

			
		

OEBPS/Images/9782808004947_coverMarketing.jpg
SUCCESSFUL JOB
INTERVIEWS

eed to win over






OEBPS/Images/9782808004947_title.jpg
SUCCESSFUL JOB
INTERVIEWS

Everything you need to win over
recruiters

Written by Claude Matoux
Translated by Rebecca Neal






OEBPS/Images/EN-COACHING-promo-newformat.jpg
S50MINUTES.com

PROPEL
YOUR BUSINESS FORWARD!

NETWORKING

=3 |
‘Ef‘fective CV Writing

www.50minutes.com





