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During this workshop will learn:

1 When the interview process begins

1 The types of interviews

I What steps to take prior to the interview

1 How to make a positive first impression

o0 Body language

0 Speech patterns
The most formats of interviews
The most popular interview questions and how to answer them effectively
The difference between a telephone and in-person interview
How to ask questions that demonstrate interest and your skills
How to follow up after the interview.
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STARTER®Ilease introduce yourselfat one other person. Include:
1 Your name
1 How long you have been a parishioner at St. Mark
1 How long you have been in the area
1 Your favorite food

Some of the types of interviews to which you may be invited include:

1. Vetting or Screening Interview: Often conducted over the phone by a Human Resources
representative.
a. Purpose: Find out if you meet the minimum qualifications.
b. May also begin to assess your true interest and your fit.
2. Qualifying Interview: Usually conducted by the hiring manager i i.e. your potential future
boss.
a. Purpose: To assess if you have the basic skills and more importantly if you have
the desire to do the job.
b. That is: desires to do the job in question VS (for example) do any job for now
until something better comes along.
3. Technical I ntervi ew: May be conducted by t
expert. o6
a. Purpose: To determine if you have the skills, experience, knowledge or ability to

learn the job.
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4. Approval I nterview: Often conducted by the hi
a. Purpose: Determine (from their perspective) if you have the desire to work for the
organization doing the work in question and if you have the ability to do the work.
5. Match Interview: Often conducted by your future peers and /or future reports.
a. Purpose: Determine if you will be able to work well within the group and the
company culture.
6. Emotional / Consciousness Interview: Usually rare in entry and mid-level positions.
More common in high level positions and for positions that require dealing with a stress.
a. Purpose: Determine if you have the potential fit into the organization and to the
handle the stress of the position
7. Final Approval Interview: Again rare for entry and mid-level positions. More common in
more senior level positions. Usually conducted by senior level leader T VP, Regional
Director, etc.
a. Purpose: To acquaint this person with you and for you to understand their goals,
etc.

Preparing for the interview
Good preparation involves:

1. Learn all you can about the organization, the position andetherson will be doing the
interview

2. wSPASs (GKS NBadzySQ e2dz aSy il kdbsubyo NAF yAT I
accomplishments.
3.5NBaa |LIIINPLNAFGStey LT LRaarofSz €SNy i

one step above. You cannot go wrong with conservative business clothing.
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4. Plan to arrive at least 15 minutes early. This will give you time to relax, use the
restroom, check grooming, etc.

5. Be prepared to make a good impression with from the moment you make first
contact with someone from the organization upon arrival.

6. Plan to take along:

ahyS 2NJ Y2NB O2LIAS&a 2F @2dz2NJ NBadzysSaQ

b. Examples of your work if doing so does not violate terms of employment of
your current or past organization(s). This is especially true if interviewing with
a competitor in your industry

c. Pen(s) and Paper to take notes during the interview

d. Do not take your cell phone into the interew.

i. NOTE: other than a life threatening iliness, etc of an immediate family
member, nothing is more important at the time than your interview.

7. Be prepared to make a good impression with from the moment you make first contact
with someone from the organization upon arrival. This includes security officers,
receptionists, janitors or just people you pass in a hallway.
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First impressionsAs the interview begins it is important to make a good impression from the
very first moment.

1. Greet the interviewer with a smile and a firm handshake.
2. Make eye contact

3. Be conscious of your body language:
a. Posture: You should stand and walk with your head apd back straight.
b. Sitting: sit erect but not rigid. Lean in toward the interviewer to show interest
in what he or she is saying.
c. b2R @2dzNJ KSIFIR 2 AYRAOFIGS dzyRSNRUGI YRAY 3
comment
d. Avoid:
i. Tapping your feet,
ii. Shifting in yourseat
iii. Folding your arms

iv. Wringing your hands or
v. Biting your lip

4. Ask permission before taking notes
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First Impressions continued:
5. Practice your speech patterns:
a. Listen carefully to everything the interviewer is saying
b. Take moment to think before yoanswer a question
c. Speak in your normal voice paying attention to how you are saying things:
I. Do not speak too loudly,

ii. Do not speak too softly so the interviewer must ask you to repeat every
answer

iii. Do not speak too rapidly.

iv. Modulate your voice to help the iterviewer stay in contact with you.

v. C2NJ SEI YL} SY 5SAaO0ONROS @2dzNJ WodzaAy Sa
way. Turn up the volume and speed just a little to show your
enthusiasm for your actions. And talk about your results by pausing for
a brief momentand then proceeding with enthusiasm at having gotten
good results for your employer.

d. Allow the interviewer to set the pace of the interview. That is:

I. do not rush the interviewer by completing his/her sentences,
ii. answering questions before the interviewer finishes asking them or
iii. do not talk at the interviewer by telling your (life) story regardless of
the question or comment from the interviewer.

Remember that for a few moments while you or thaterviewer are gathering your thoughts
¢ Silence is Golden. Do not talk just to fill the void.
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The Most Common Styles or Formats of Interviews include:
Oneon-One Structured or Unstructured: This type of interview is generally most common. In

the structured type the nterviewer follows a script or list of questions and makes notes of
the answers.

1. The next format or style is the Group or Panel Interview where two or more
interviewers ask questions and take note of the answers.

2. A third common style is the serial (WNRMF RAY Q AYUiSNWASG 6KSNB @&
interviewed by a series of different people.

3. The fourth type of interview is the Behavioral Interview.
a. Behavioral questions can be asked during any of the previously discussed
Interview Formats.
b. Behavioralquestions ask you to think about a situation you have faced on the
job.
c. The interviewer will ask you to describe the situation, identify what actions
@2dz 4221 YR ¢KIFIG NBadzZ 6a &2dz 3200 C2 N
sale you ever made, whatweréd KS OA NDdzYadl yOSaz K24 RAR
d. Many people can quickly think of just the right experience to respond to these
types of questions.
However, respond carefully during these interviews so as not to in any way
breach the confidentiality of pur current or past employers.
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POPULAR INTERVIEW QUESTIONS:
1 Tell me about yourself.

T  Why are you interested in this position?

1  What are the most significant accomplishments in your career?
1 Describe a situation in which your work was criticized?

1 Whichof your past jobs did you like best? Why

1 What are your longrange and shorterm plans/goals?

T What are your top strengths?

1  What are your weaknesses?

1 Why did you leave your last position?

1 What has been your most significant achievement?

o0 Brieflydescribe the business situation
o Tell what Actions you took
o Explain results achieved in measurable terms

1 What are your salary expectations?

1 How long do you think you will stay with us?
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TELEPHONE INTERVEIWINGtesy ofMar Dulik and J.R. LaManmaYaur PAVA

Phone Interviewing Tips

Make sure you’re in a place where you can concentrate without a lot of distractions. Keep
background noise to a minimum. Disable call waiting. Don’t talk on a speakerphone.

Know your comfort zone. For some people, sitting at a desk or table helps them stay focused.
Other people may find it more comfortable to walk around. If you do walk, pre-determine
your route. Don’t walk from room to room.

If you’re sitting at a desk or table, stand up and stretch periodically during the interview. It
will help keep the call going smoothly and help release tension.

Do not chew gum or eat food or anything else that may interfere with your ability to speak
clearly during the interview. Have a glass of water nearby.

Smile, smile, smile — uneasiness and negativity are harder to hide during a phone interview.
Smiling changes the tone of your voice. Make sure you’re in a good mood before the
interview.

Most people speak far too quickly when they’re on the phone. Because a phone conversation
doesn’t give you the ability to interpret body language or facial expressions, everything is
dependent on articulation and tone. (You may want to have a mirror handy so you can
monitor your own facial expressions and body language during the interview.) Be
enthusiastic. Speak s/lowly and articulately. Place emphasis on the right words. Do not ramble
or over explain. Listen. This requires discipline in order to maintain focus.

Make sure you have your resume with you. Have a list of accomplishments available and a
list of key points you want to remember to cover handy for reference. You don’t want your
answers to sound rehearsed but you don’t want to stumble or fumble when answering a
question.

Most interviewers will give you an opportunity to ask questions. Prepare a list of questions
specific to the company, the industry and the position.

Build extra time in your schedule on both the front end and back end of the scheduled phone
interview time in case the interviewer calls earlier than expected or the call lasts longer.

Remember that the ultimate goal of a phone interview is to get an in-person interview.

Make sure you follow-up phone interviews with a thank you note.
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