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Foreword
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Introduction

Considering the importance of our career to our life, we can never pay too
much attention to the job interview. )
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Jobs that are interesting, challenging, and stimulating can add much to the
quality of our lives. Since most of us spend more of our waking hours engaging
in work than participating in any other activities, enjoying what we are doing for
a living is vital to our sense of happiness and self-fulfillment. Our work has a lot
to do with our self-image. Much of how we feel about ourselves is connected
with our work. If we enjoy our work and are good at what we are doing, we feel a
sense of pride, achievement, and energy. But on the other hand, if we find our
work uninteresting, dif ficult, or unrewarding, these positive feelings will give
way to feelings of doubt, insecurity, lack of self-confidence and loss of pride.
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In addition, how we feel about our work not only affects ourselves, but also

those around us. If our negative feelings from the unhappy job continue for a




long time, we will feel the stress, depression and even hostility. Sooner or later,

this will affect our relationship with those for whom we care the most.
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Then, what should we do if we find we can not enjoy oixr work and that it is
unrewarding and even causes a lot of unhappiness? We should not worry a lot,
nor should we just give up. Here, a more positive attitude is better. In fact, we
can change all of that if we really want to. We are living in a dynamic and
diver sified world which affords us unprecedented number of opportunities to
pursue change and happiness. And job change can often be the means to pursue
happiness, and good interviewing skills are the tools for helping us making it
come true.
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In this book, you are going to learn a lot about job interview skills which

are widely believed to be able to help you get a stimulating and rewarding job

in a company or other kind of organization where you will be enjoying working.
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Before the Interv




To go for a job interview with the hope of winning a job offer, the least
thing you should do is to go off to it with an empty mind, with little or no
advance knowledge about either the company or the job for which you will be
. interviewed. You can not afford to leave such an important occasion to chance.
Just as an old saying goes, “Chance favors the prepared mind” , nothing could
be more true than this in the case of the employment interview. Winning a good
job is no matter of luck, it is a matter of gbod planning and advance preparation.
Before the job interview you need to devote some time and make serious effort
to research and get prepared for the job interview.
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Next are the things that you need to know or to do before you go to any job

interview.
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Job interviews are all about making the best matches. Both the company
and the job-seeker want to determine whether there is a correct match between
them. Normally the hiring or selection interviews are conducted by operation

managers, department heads or executives. They know what qualifications are
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needed for the position and what other factors are required to keep the department

working smoothly.
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To know what type of interview you will be encountering helps a lot for you
to better handle it. It can reduce the nervousness and help to ease your mind. So
before the job interview, do some advance work and gé.t to know what type of
interview you are going to have. I oM 7ev0. 18182
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Generally speaking, there are three types of interviews. Thzy‘?mélude
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Telephone interviews F8iE Eik ;‘% B g x fhed

Telephone interviews are often used for the purpose of screemng candldates'
initially. Sometimes if a candidate lives a great dlstance ﬁqm the 'olfﬁ‘ces pf the
company, it may not be practical to attend prehmmary ;rll'terin‘éws im person In
this case, an interview can be conducted over the telephone. Also some compames
use telephone interviews as a selecting process to eliminate the weaker candldates

ok il 8N10- 10-90 O
early on.
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Treat this kind of interview like any other. It is nothing special except that
you can not see the interviewers face to face. But you need to remember to have

a copy of the job description, your resume and covering letter at hand in case an




employer calls and wants to conduct a phone interview without advance notice.
Since the interviewer can not see you in person, the way you can impress them is
through your speaking manner on the phone. You should speak in a clear voice,
answer the interviewer’s questions precisely and try to be brief without talking
too much. Your manner shéilld be professional and self-confident, yet friendly.
Feel free to ask questions in the interview, but never bring up salary or benefits
issues on the phone. An on-site interview is the appropriate time to discuss money
issues. But you should also keep in mind and be prepared that some employers
may discuss salary over the phone just to weigh your level of interest in the
position. ( For tips on answering salary related questions, please refer to Section
A of Chapter Three.)
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One-on-one interview —3f—&i& %

This is a traditional interview where a candidate speaks face-to-face with
one interviewer. It is about two people sitting down to have a conversation with a
particular purpose: to determine whether there is a natural fit between the inter-
viewer, the applicant and the job available. ‘

XA G B A 2 FERX R Iy 2Ceh 1 i B AR B 1 X T
ZRK T —DHEE: BEEIRE . REERIBE RO =R BA R,



n Before the Interview i
BRA

This type of interview focuses on skills and abilities relating to the position.

In the conversations, the interviewer tries to get a picture of your abilities to
judge whether you are capable enough to \p‘erform in the position, and he/she is
also looking to see how you would fit in'with the corporate culture. So you must
be well prepared to talk about yourself in detail. The interviewer usually will not
be satisfied if you only say “I am very detail-oriented” or “Iam an analytical
problem-solver” . If you don’t immediaféiyf'Oﬁ'er more information about the
above claims, the interviewer will probe further. So before this kind of interview

you must be prepared to present good examples to back up your past successes in
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Actually, this type of interview begins well before any questions are asked.
It begins the moment you and the interviewer initially meet—this is the crucial
nonverbal judgment. At this moment, the interviewer is sizing you up: Are you
dressing appropriately? Are you clean and tidy? Is the handshake firm and
comfortable? Through all these details the intei',vieiveﬁ formed his/her first
impression of you. And the next interview will be based a lot on this impression.
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Sometimes, ‘in one-on-one conversation, there will be a succession of
interviews within the same company. The process may begin with the human
resources department, then move on to an interview with a prospective boss, or
~ hiring manager. It may then continue to include CEO if the position you apply
for is a high level one.
A, — X B W AT LR — RN . B ST BB AT SRR TR

TR, ARG AR H SRR VB, a0 SRR H I A B 55 R 15 38
ARER AR HATE

Group interview S mEiX 3

In a group interview, a job-seeker gathers together with other job candidates
to meet with the interviewers. It allows many people to be assessed at the same
time.
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Group interviews do not follow the traditional question and answer format.
The form can be as simple as a presentation about the company and a description
of the job available conducted by the company. Then usually there will be an
open group discussion and question and answer session. This will be the
company’s good chance to initially screen candidates, by observing how individuals
behave and stand out among their peers. Interviewers will likely observe your
attire, manners and body language, communication skills and group interaction
and participation.
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Other matters aside, the interviewers will especially favor candidates who

have meaningful questions, because it shows that the candidates are truly interested
in the job and maybe worth one-on-one interviews later. This is a great chance to
stand out among the group, as some candidates will arrive unprepared. So in
order to formulate meaningful questions to ask, you need to study the job .
description and research the company beforehand. This can be of great help. '
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Some companies take group interview to another level, by conducting some
activities. They involve a group of candidates working together to solve a pmhh‘}m
or agree on a decision through simulating a working environment. OIImﬁy\}glll
involve candidates to discuss or express ideas/opinions on a specific topwpmng
all these activities, candidates will be observed by a number of o,bs(ervferg;‘ Many
skills like interpersonal, persuasion, communication, teamwork,glﬁaﬁjcw}dp,
organizational and stress management will be measured. & 5 o sy A S
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During group interview activities, it’s better to be among the leaders than

the followers, or at minimum, an active participant instead of a casual observer.
Yet you should also avoid talking too much without active listening to others.

Your nonverbal communication like volume of voice, facial expression, eye
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contact, posture, etc deserves very close attention. Besides, too much conscious-
ness of the presence of observers should be avoided. So maybe a beforehand
rehearsal with friends or family members is a very good way to prepare for this.

TERM IS s, VRl R ARG AE A R RSBk, s 2
DRALIZARA BN S 5 E AR RS o B st S S 315 K
ZMURS TAFANIT o VRS DR E C AP IR | TR« RIS I S A
SRS AN ZHINERAEG MR E . EMEXL, FeH
A G i B R MR AR I I

__Panel Interview /NATR 5

In a panel interview (also called committee interview), you will meet with
several interviewers at one time. Many of them will be your supervisors and
colleagues. The interview panel can also consist of top level CEOs if the position |
you apply for is a high-level one. You will be asked questions from all the panel
members.
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The panel interview is stressful and this is why organizations use it: to see
the candidate’s reaction to stress. Another purpose of the panel interview is to
measure how you interact with different people, especially your future bosses,
work peers, or both.
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So besides all the common preparations you need to do before the interview

like, dressing properly, researching the company, rehearse presenting your suc-



