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To the job hunters

We are the job seekers. Finding a job can be a complicated
and tiring process. We often lose momentum if we don’t get
immediate results.

Interview is a key part of the selection process. However
good you appear on paper, it is how you present yourself in
person, how you answer those interview questions. That’s
likely to be decisive in your success. Interview skills are very
important for getting a job. The objective of interview skills is
to prove that you're the best person for the job.

We must maintain motivation. We need to set realistic
expectations. By knowing what to expect, we can plan our
activities accordingly, and progress steadily towards our goals.
Job searching is like a sales job: only activity breeds results.

We need to know how much activity we should invest to
get results. We still grapple with job interview questions.

We come to realize that fluency in English is the key to
success in job hunting.

This book What to Say at Job Interview is intended for you
who are making preparations for job interview.

Whether you are using this book as a guidebook or as
a self-study book, What 1o Say at Job Inserview will help you
develop a practical understanding of Job Interview Questions,
thus turning job interviews into job offers.

It will also help you improve your command of English
for work in local or global firms, thus making performance

appraisals metamorphose into promotions and salary increases.



LI B E e

Even after you have finished using it for study, it will be a
useful reference book to help you answer particular queries you
may have at workplace from time to time.

Aim: This book is to help job-hunters to improve their
performance in job interviews. It is also to help the students
acquire proficiency in Business English language.

Instructions: With its twelve Units concentrating on the
different questions of a job interview. The book takes you on a
guided journey, helping you be well prepared for job interview.

Read the interview questions and you can see two
suggested answers for each question. You can rake the question
most suitable to the occasion and choose the answer that you
think is best. You will then see some questions and answers are
very useful and helpful to your job hunting.

Having some good expressions in mind, you can use your
own words suitable for the job interview. You will then answer
the questions without any hitch. You are most likely to be free
from embarrassment, or being stumped by trick interview
questions. Prepare yourself for your job interview with this Job
Interview Guide.

This book is full of activities to build on your knowledge
of career-related vocabulary and offer some tips on things
like how to come across well in an interview. You can work
your way through this book step by step, from 'overview of
job interview' to 'specific interview questions’. Or you can go
straight to whichever Units are of most interest to you by using
the links at the top of the page.

If you have already followed the guidelines in the book,
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you are more than half way to success at interviews. The key
is to research the job and to create a detailed outline of what
is required, and then plan how you will get the right message
across. It is important to analyze your achievement stories and
plan which ones most effectively illustrate your ability to do the
job. Then listen carefully and relate the questions back to your
key messages.

It isn't always the top candidate who gets the job — it’s
usually the best interview performance. Da the work for the
interview in advance. Spend at least an hour checking out the
organization’s website. Ideally, talk to someone who works
there about the big themes: the skills and attitude expected
at secretary/PA level, and show them in your CV and at the
interview.

Planning a career and rehearsing for a job interview is
definitely worth the effort. It will benefit you a lot. If you do it,
you will certainly find it easier to get offers. Because almost all
the employers like people who know what they are about and
what they want to achieve. Such employees tend to be more
productive and are a more reliable investment.

Whether or not you succeed depends very much on
yourself. A positive attitude is the key to success. This book
may serve as a good introduction to the activity in preparation
for job interview. Brush up your skills before heading off for
job interview. Opportunities are for those prepared. Happy job

hunting and good luck to you!
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