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An interview is a form of public speaking as well as a two
—way communication. One important purpose is to get infor-
mation for the interviewer to evaluate whether you are qualified
and suitable for that jcb. Meanwhile you, the applicant, should
also be informed whether the job is the one you want. For ex-
ample, a hotel has special management requirements which may
require frequent overtime work. If you do not like this or can
not meet this requirement, give up the idea of working at such
a job.
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In order to get necessary information, you must be careful-
ly prepared to ask questions as well as to answer questions. The
guideline for this preparation is to show your personality, intel-
ligence, creativity, knowledgeableness and confidence, but re-

member ; do not try to impress by showing off or trying to hide

something. Be yourself it is the best way.
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Another preparation which should be done is your appear-
ance. The appearance of employees will affect the clients' feel-
ings and this will in turn affect the image of the corporation. As
a result, managers are conscious of good appearance. So you
should be well prepared in this respect. Males should wear suits
with shirts and tie while for females a tailored dress in dark col-
or, light make-up and neat hairstyle should be appropriate. For
all applicants, clean and tailored dressing leads to better effect
than fashionable dress-up. One thing is for sure, you should

dress as well as possible, but never be better than the inter-

5



viewer. Since he (she) is in the power position, if you are
flashily dressed, you could be in trouble over getting considera-
tion for the job. Bear in mind, how you look signifies how you
regard yourself and your duty. A good appearance will create a
good first impression.
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Information acquisition is also an important aspect of
preparation before an interview. Try to get as much informa-
tion as possible about the corporation in advance. Every corpo-
ration looks similar, but in fact each corporation has its special
style such as business scope, or groups of clients. If you can
point out these specialisties correctly during the interview, the
interviewer will feel that this person is really interested in this
corporation. Such information, especially for some famous cor-
porations, Can be obtained from libraries, newspapers, friends
or employees working in that corporation. Cordially address the
interviewer by his (her) name will make him (her) happy and
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leave a deep impression on you.
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All preparations should be thoroughly made. When the in-
terview is drawing close, do not be nervous. Il you are, take
a deep breath, and make every effort to calm yourself.
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From the moment you open the door, you should be sure
to carry yourself well. The impression you give to the inter-
viewer should be based on forethought, which means you have
thought about it before and really care about this interview.
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Greet the interviewer first and give your name clearly.

Usually the interviewer starts the interview with a casual chat
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to help you relax. So you should take this opportunity to coor-

dinate your thoughts, tongue and behavior. Do not g0 tO ex-

tremes loud laughters, for example, nor should an applicant
be have too seriously. Many Chinese applicants appear extreme-
ly serious or “stonefaced”, which could make foreigners feel un-
comfortable. A genuine smile is the best.
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After the introduction and courteou chatting, the inter-
view will become a series of questions and answers. Usually, it
can be divided into two parts. One is questions asked by the in-
terviewer, the other is questions asked by you. If you want to
know more about the corporation, do not worry. At the end
you will have the opportunity to ask.
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In this section, the interviewer tries to gain as much infor-

mation as possible about you. You should answer clearly, hon-
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