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Step 1

| Want to Work in Bravo

— Going to an Interview

I, Tom Huang, want to work for Bravo, a well-known group
company. I visit the company website, learn about its present
development, and read many instructions on going to an
interview. Finally, I succeed in acquiring a job for Bravo. My
experiences, including interview strategies and problem

solutions, will lead you to ideal jobs in this competitive world.

Objectives

By the end of this unit, you should be able to
write an amazing cover letter

write a wonderful resume

become familiar with typical interview questions

properly prepare for coming interviews

e e e

write an impressive interview thank-you letter
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Part One Brainstorming

1. The following are some useful words and expressions. You

may test yourself by covering the right column with a piece

of paper and vice versa.

Z
SFANER
==

N B
JER
ERE
WA E
i

TAE
&N A
HFEE
fai
&, B
b

R

go to / take part in a job interview
interview somebody

recruiters, interviewers
interviewee

employ somebody, hire
employer

employee

occupation, career, employment
work, job, business
self-introduction

cover letter

resume, curriculum vitae(CV)
be suited for / be qualified for
major, fields of specification

qualification

2. Here are some things you should never put in your CV or

resume.

The following are some things you should never put in

your CV or resume:

Titles(Ff3k)—Don’t write “Resume,” “CV,” “Curriculum
Vitae” or “Fact Sheet” as a heading for your CV.
Abbreviations(4§#% 13 ) — Everything looks so much more

-2-



Step 1 I Want to Work in Bravo

professional if written in full. The only exception for using
abbreviations is for educational attainments or postal code. If
you do abbreviate, then do it throughout the CV—not in just
one or two places.

Reason for leaving(#HR/R H)—Don’t say why you are
leaving your job; there’s really no point. If you do mention your
reasons, it could be to your own disadvantage.

References(/ 4 A\ )—1t is unprofessional to list names of
references on a CV—if an employer is going to offer you the
job, they will ask for references further down the line.

Salaries( T #)—Please leave out the salary you are on or
what you are expecting to be paid. If your salary is too high or
too low, you won’t even get to the interview stage.

Jargon( T 1§ ) — Don’t assume that your prospective
employer will understand what you have written. Try to keep
your writing as non-technical as possible.

Photographs, Age, Religion, Race, Nationality(fF8 /i, 4
W, F=H, MK, EHEE)—In the 1950’s, people used to add a
photo to their CV—but that day is long gone. Also, don’t
mention your age, religion, race or your nationality.

Exaggerations(%5Kk)—Don’t exaggerate your education,
skills or accomplishments. It could cost you your job later if
your employer finds out your CV wasn’t true.

3. Good sentences for job hunting.
I am calling to see if the position advertised in the
paper has been filled.

I am calling about your ad in the paper.

-3.
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I noticed your ad in last week’s paper

Hello, my name is Nancy. [ was wondering if you are
hiring at this time.

Hello, my name is Mary. I noticed you had a help-wanted
sign on your window.

Hello, are you hiring now?

Hello, do you have any openings at this time?

Do you know if you will have any other openings soon?

Can you tell me a little more about the position?

What time is good for you? Can we have a face-to-face
talk?

I am willing to do whatever is necessary to perform this job
to your high standards.

I always have a winning attitude.

I"d like to send my resume.

Thank you for your time.

Please call me back as soon as you get further information.
Please drop me a line if it is convenient for you.

I will be available at any time.

Part Two Cases for Solution

Case One
Overview

Seemingly innocent questions can trip you up. For instance,

-4-



Step1 I Want to Work in Bravo

in response to the question, “Why do you want to work here?”
occasionally people say things like:

I don’t know, or

Because it seems like a good place to work, or

Its a great growth opportunity for me.

Others at least attempt a thoughtful response:

I've worked in this industry for 15 years and have been
very successful. I feel 1 can make a difference in your
organization. I have a proven track record in leadership. I've
read in the paper that your company is having some problems,
and with my experience as a Director of Marketing, I can help
straighten those oult.

While that answer may seem impressive and appear to
suffice, on a scale of 1 - 10, it ranks about a 4!

Wonder why? Discuss with your colleagues and friends,
and try to offer a better answer.

Diagnosis

The last answer shows no research, no thought, and no
consideration. It provides no specific examples of previous
accomplishments and fails to reference information relevant to
the prospective job. It’s very “me” focused. It sounds generic
and could suffice for any number of companies. Overall, it’s
unimpressive.

The tricky part about this question is that it’s often asked
fairly soon in the interview process, before you know enough
about the company — solely from the interview — to answer.

The reason for this question and its timing is precisely to see

-5-
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how much thought and preparation you have put into your
search and where you are applying.

Tips

When you receive an interview, don’t just sit back and wait
for the appointed day to arrive. Use the time to research the
company. Merely to hope that an interview has a positive result
is not enough. Such an attitude forfeits your ability to drive up
the probability of a positive outcome.

In the interview, tell the interviewer what you’ve learned
about the company, and why it scems appealing to you.
Specifics are key here.

Relate chosen examples from your- experience to the
position, the company, their focus, and their market. Look to
your personality and what motivates you and how that relates to
any details you learned from the ad, your recruiter, your friend
who referred you, or from wherever you learned of this
opportunity.

For instance, perhaps their ad stated that they were looking
to establish a marketing department from the ground up. There’s
your answer: you thrive on growth, challenges and making
things happen, along with examples of how you have grown,
established, or done market development in a parallel situation.
Share what you can do and why you feel you can contribute to
and benefit the company. Always remember, this question is
about how you can benefit the company, not how the company
can benefit you.
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Case Two
Overview
“Tell me something about yourself.”
This is a question that most interviewees expect and it is
the most difficult to answer as well. One could answer this
open-ended question in a myriad of ways.

To begin, try to give your version of the answer.

Diagnosis

The key to answering this question, or any other interview
question, is to offer a response that supports your career
objective. You shouldn’t respond with comments about your
hobbies, spouse, or extra curricular activities! Actually, there is
a purpose behind asking each question in the interview. Every
question is used to differentiate your skills, experience, and
personality with that of the other candidates. An interviewer
wants to determine if what you offer will mesh with the

organization’s mission and goals.

Tips

Follow the steps as outlined below to ensure your response
will grab the interviewer’s attention.

& Provide a brief introduction. Introduce attributes that
are key to the open position.

& Provide a career summary of your most recent work
history. Your career summary must support your job objective
and it must be compelling. Keep your response limited to your
current experience. Don’t go back more than 10 years.

-7



AHXET TS

BERBIRGAFHEA

& Tie your response to the needs of the hiring
organization. Don’t assume that the interviewer will be able to
connect all the dots. It is your job as the interviewee to make
sure that the interviewer understands how your experience is
transferable to the position he or she is seeking to fill.

& Ask an insightful question. By asking a question you
gain control of the interview. However, don’t just ask a question
for the sake of asking. Be sure that the question will engage the
interviewer in a conversation. As an added benefit, your
question will help to alleviate the stress you may feel.

Case Three
Overview

“What is your biggest weakness?”

This is another difficult interview question that
interviewers seemingly ask just to make you nervous! The way
you handle it might be as important, if not more important, as
what you actually say. Many candidates fail on this question.

How would you handle this difficult question?

Diagnosis

Your dilemma is how to answer this question without
making it appear that you have a weakness which might prevent
you from getting hired. The purpose of asking this question is
primarily to see how you handle a stressful question and only
peripherally how you actually respond to it. You shouldn’t
answer by revealing your greatest work-related weakness, since

you then might not get the job! Instead, you can tell them

-8-
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something that isn’t directly related to the job position.

Tips

Here are some guidelines for responding when an
interviewer asks about your biggest weakness:

& Answer the question honestly. It’s always the best to
answer any interview question honestly, but this is an especially
important one. Making up a weakness that isn’t really a
weakness will most likely be very noticeable to the interviewer.
If they think you are lying, they may ask you for another
weakness, which will cause you even more trouble in trying to
think of one off the top of your head.

4 Don’t mention a big weakness that could cost you the
job. Your goal here isn’t to lie, of course; it’s simply to present
yourself as best as you can. We all have weaknesses, but that
doesn’t mean we tell an interviewer everything.

4 Don’t evade the question. Also, be careful about
giving a cliché weakness, i.e. “I work too hard,” and then
quickly stating how you deal with it. That looks too scripted and
the interviewer has probably heard it a million times before.
Admitting a real weakness but then stating what you are doing
to improve yourself is preferable, i.e. “My presentation skills
are not as strong as 1'd like, so 1 signed up for weekend
presentation skills classes and also joined a Toastmasters’
club.”

& Keep your answer factual and brief. Typically, stress
questions that put us on the spot tend to cause us to ramble on
and speak for longer than we should, especially if we’re already

-9.



