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Job Interviews

A job interview is a type of employment test that involves a conversation between a job applicant and the
representative of the employing organization. Interviews are one of the most popularly used devices for employee
selection. Interviews vary in the extent to which the questions are structured, from totally unstructured and free-
wheeling conversation to a set list of questions which each applicant is asked. Structured interviews are more

valid than unstructured.
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Useful Words and Expressions

absenteeism n.BREHFE
aggressive a A HBUOHY
bonus n¥4
compensation n. 3
devotion n.ZE R
efficiency nRUF
intelligence n&7

loyalty n. B
manager URZ35
opportunity nHlEz
personality n.PERE
responsibility n. B3¢
satisfaction n =
strength nARLH
welfare n A& F
educational background HEE=
educational history =451

human relation NS F S
interpersonal skill ANBR3EAERE )
needs for self-actualization THARMTE
personal interest W IE
public responsibility FHETHUE
scarce capacity RENARRE
work efficiency TAHER%E
work experience TAEZL
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Section A Preparation

A good beginning is half-done. Taking a job interview usually involves a lot of ground work
to do. The interviewees will have to get themselves well prepared concerning both themselves

and the position they aim at.

There is so much information available on the Internet, so make the most of it and find out

Job Interview

as much as you can about the company. Look for their website and have a search for news items
and see if there are any discussion boards or blogs which may be relevant. This really is the
easy bit, so give yourself every chance by making sure you know as much about the company as
possible. Avoid what happened to one candidate who was told, when he announced how keen he
was to work for the Commission for Racial Equality, that it was great but this was a completely
different organization! Not a great start to the interview.

Review your experience. Look back at your c.».' and work experience and remind yourself
of what your key achievements have been. Have
a think about how you would describe each role
you have taken — what did you do, what were your
responsibilities and what did you achieve? This is the
time to get really positive and to think about selling
yourself. Many people find this concept difficult and
worry they are showing off. A way to deal with this

is to imagine how a colleague would describe you, or
your manager or even your best friend.

Come up with examples. Next check the application form or job specification and make a
note of all the qualities and skills they are looking for. These are sometimes called competencies.

It is important to make sure you have an example from your past where you have displayed the
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relevant competency. Everyone can say they have great communication skills, but you must have
an example to back it up.

Practice and feedback. It’s all very well having all those great examples in your head, but
unless you’ve practiced saying them, they may not come out the way you intended. Make a list of
probable questions which you can base on the competencies or find specimen questions either on
their site, or on the Internet. Find someone to do a mock interview® for you such as a colleague,
a friend or your partner or you may want to consider some professional coaching. Ask them
for feedback. How are you coming across’? Are your answers well-structured? Are you using
relevant examples? Are you selling yourself?

If you are not able to set up a mock interview, then you can just ask the questions yourself,
but do practice the answers out loud and if possible record yourself. Then you can review your
answers and make sure you are coming across as you want to.

(439 words)

1#% H : http://www.interview-skills.org.uk/interview-preparation/how-to-prepare-for-a-job-interview.htm

@ Notes

l.cv. T
2. mock interview FRA iR,
3. come across iE2E

Before a big interview, most people will spend time to prepare answers for likely interview

questions. This is useful and can get you prepared for
the basics. The trouble is that the interviewer is not
looking for answers that are already on your resume,
they want to hear something that adds to it. You have
to realize that a successful interview isn’t a cross-
examination, it’s a conversation. If you want to break

out of the question or answer ping-pong match, you

should aim to sprinkle' some interesting information
about yourself in the shape of stories.
The story needs to have a clear beginning, middle and end. You don’t want your anecdotes’

to be too long, so aim to be able to deliver the story within 60 seconds if required. There is no
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need to put more details in there, if it’s an interesting story you can be sure the interviewer will
ask you about it and there is your chance to elaborate.

In order to tell a really memorable story, you will have to make it original. People want to
hear about your out-of-the-box way’ of doing things, your imaginative and clever methods to
reach goals. The interviewer has heard a few stories in their day, so make sure yours are special
and they will go down a treat’.

Another really important aspect is to remember to listen carefully to the interviewer’s
questions. Make sure you understand exactly what they are asking and what type of story should
be applied. The kiss of death to your interview would be you telling story after story when all
they asked was whether you wanted coffee or tea. Remember that an interview is very much like
a sales meeting, you are selling yourself and you have to put the focus on the employer and their
needs as opposed to your ego.

There are 7 kinds of stories you can start working on, all tailored to the needs of the
employer:

Tell the story about yourself. This is the obvious one and perhaps you will have this one
prepared already. This should contain the basics as where you are from, where you went to school
or university and your most recent positions. You should include where you are heading and most
importantly what value you can add to your next employer. This is the kind of story that tends to
get a bit long, as everyone loves to talk about themselves.

How you can make money or save money. You will be hired for your ability to make or
save money for the employer. Demonstrate how you did this in the past with an anecdote of how
you became the top sales representative or how you found an ingenious way to cut the phone
budget by a third.

Are you a team player? Being able to work in a team is essential in any company
nowadays. Prepare a story for how you helped the team to achieve a great goal or how you
organized a trip to Italy and increased the team spirit so that nobody has left that team ever
since.

Are you a hard working man? Every boss wants a hard worker on their team. Assuming
this is you, prepare a story of how you went the extra mile for
your company and client. This can be you working evening
or weekends and really making a sacrifice for the good of the
common goal.

In it for the long run. With young generation changing

jobs like flipping TV channels, the employer will want to

know that you intend to stay in this role for the foreseeable
future. Tell a story of how others left your team but you made the decision to stick by your
manager and see the project through, obviously ending with why now is the natural time for you
to move on.

Take your great challenge. The time you faced an enormous challenge and it took you
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some time to get through the trials and hardships. In the end your ingenuity helped you overcome
it and you are now stronger than ever, with new skills that nicely transfer to the job you happen to
be interviewing for.

You will be asked about how you have resolved a conflict, how you dealt with a massive
blow, how you reacted under pressure. Prepare short stories around these topics which are all
designed to demonstrate how you can deal with the negatives and turn them into something
positive.

In all of these stories, you want to throw in what actions you took, what skills you used and
what results you achieved. Make sure these three elements are very clear so that the interviewer
can take nice little notes on your remarkable abilities.

Don’t wait until next time an interview comes up, start working away on your stories today.
In order to put on an excellent performance in your next job interview, you will have to practice
your new skill at every given opportunity. I am convinced your anecdotes will come in handy in
other everyday situations as well.

(859 words)

f# H : http://www.interview-skills.org.uk/interview-preparation/how-to-prepare-for-a-job-interview.htm

@ Notes

1. sprinkle 7/, 1

2. anecdote kI

3. out-of-the-box way ke o] B ) S i
4, go down a treat 4 NJEEH =

Q@ Exercises

I. Retelling
Directions: Read Text A & Text B carefully, and try to retell how to prepare for a job interview
in your own words.
IL. Pair-work
Directions: Work in pairs. Discuss and answer the following questions.
1. Is it unethical to lie about your qualifications on your c.v.?
2. How can good communication between managers and staff potential problems at work?

3. What are reasonable grounds for firing anyone?



