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Before and After the Interview

EikRE

2 1. Ten Most Important Things to Do

The ten most important things to do during an interview are as follows:
1. Make a good first impression

Show you’ve done research on the company

Sell yourself to the company

Avoid sounding self-congratulatory

Show loyalty to previous employer or teachers and professors

Talk about your strengths

Talk about your weaknesses

Talk about your career history

©©Now AW

Dress to impress

10. Project the right image

Let’s have a look at each one in turn:

1. Make a good first impression

You never get a second chance to make a good first impression so you need to
get it right first time. An interviewer usually hires people he likes and he knows
within the first few seconds whether he likes what he sees and hears. So you have

to look professional, credible, and courteous. Smile. Shake hands.

2. Show you’ve done research on the company

Find out as much as you can about the company where you are applying for a
job. What goods or services do they provide? How long have they been
established? Read articles about it; interview people who work there. Perhaps you

can look at the company’s website or find some information on the Internet.
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3. Sell yourself to the company

Everything you do during the interview will be noticed. Not only what you
say, but how you say it. If you fidget and seem ill at ease, or if you are uncertain
of yourself, the interviewer will make a mental note of this. Be confident, give it
your all, and most importantly, try to control the interview to your advantage,

accentuating the benefits you have to offer.

4. Avoid sounding self-congratulatory
No one likes a braggart. It is fine to be aware of your achievements but a little

humility goes a long way. Always seek to praise others more than yourself.

5. Show loyalty to previous employer or teachers and professors

No matter what you privately thought of your previous employer or teachers
and professors you need to highlight their good points and show your loyalty to
them. Employers know that if you say bad things about your previous employer or

teachers and professors then you will probably say bad things about them too.

6. Talk about your strengths
Everyone has strengths but not everyone knows what they are. You need to
make certain you know them so that you can explain their relevance to the position

you are seeking. If in doubt, ask some close friends or colleagues.

7. Talk about your weaknesses

Everyone has weaknesses too but in a job interview you must select one that is
not too bad and also state what you are doing to minimize or eliminate it or how
you are turning it into a strength. ( What is a weakness in one position may be a

strength in another. )

8. Talk about your career history
If you have been employed before then employers want to know where you
have been and where you envisage going. You need to have some idea of where

your career will eventually take you.
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9. Dress to impress

Dress appropriately for the interview. The aim here is not to be too formal or
too informal or even eccentric. If the job is for a foreign company don’t wear
traditional Chinese dress. It may be suitable for some occasions but not for an
interview. A man should wear a suit and tie, if applying for an office job, while a
dress or suit would be appropriate for a woman. Choose your clothes, shoes and
accessories the previous evening. Wear something comfortable but appropriate and
acceptable. Aim to be neat and tidy. Ladies need to take special care in what
clothes they wear. If you wear sexy or revealing clothes then you will probably be
treated accordingly. So think carefully about the type of clothes you will wear for

the interview.

10. Project the right image

Will you fit into the corporate culture? Are you clean, tidy, and hardworking?
Can you represent the company at its best? Are you more concerned about what
you can do for the company than what the company can do for you?
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2. Types of Interview

It used to be that a single face-to-face interview was enough, but now in
today’s fast-paced and highly competitive job market, things have radically
changed. There are now many different kinds of interviews that a prospective

employee might face.

Online or written interview
This basically asks the same sort of questions that you would be asked in a
face-to-face interview, you may be given a time limit in which to answer. In that

case make sure you answer all the questions.

Email interview

The great advantage of an email interview is that it gives you time to think
about your answers. However, one disadvantage is that you may make mistakes. It
is a good idea to check your email before you press send. You could even print it
out beforehand to further check it.

Telephone interview

An interview by telephone may be conducted because the candidate and
interviewer are separated by too far a distance to conveniently meet. The
interviewer will have your résumé in front of him. You need to do the same and
also have your answers already prepared as well as some questions to ask. You

need to make sure that you listen carefully and speak clearly.

Serial interview

Candidates are put through a series of interviews. The initial interview is
relatively simple and is intended primarily to screen out unqualified applicants. The
first round of questions is geared at determining the technical qualifications and
abilities of the candidate. If an applicant makes it through the first interview , he or

she is called in for a second, more intense interview.
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A variety of leading questions will be used to uncover the applicant’s
personality and ability to be a team player. Serial interviews are quite common for
positions of responsibility and authority, especially managerial jobs.

Sequential interview

The candidate undergoes a series of interviews, only this time each interview
is conducted by a different interviewer. The purpose is to have many interviewers
judge the candidate. The decision to hire will be a group decision based upon the
opinion of all those who interviewed the applicant. This method of interview is
frequently used for a position that requires the employee to interact with two or
more people.

Panel interview

The applicant is interviewed by a panel, rather than one interviewer. The
panel will usually consist of those people whom the candidate will be responsible to
if he or she gets the job. The panel interview serves the same purpose as the

sequential interview, the difference being that all interviewers are present at the
same time.

Group interview

In this type of interview two or more candidates are interviewed together by
one or more interviewers. This method is employed to compare the applicants face-
to-face and in many instances used to see which one will exert a leadership role
over the others.

There are also Assessment Centres where a select group of candidates are
asked to perform a series of tasks as teams or pairs and then individually.

<10 -
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2 3. Interview Format

The interview basically consists of 5 parts:

1. Greetings and small talk

2. Interviewer asks general questions about you and your experience

3. Interviewer asks more specific questions about how you would handle certain
situations

4. You ask questions about the company and job

5. Conclusion

4. Interview Preparation

Interviews usually fall into two categories: formal and informal. Conversations
with friends or similar spontaneous dialogues in which there is direct questioning
are examples of informal interviews. A formal interview, on the other hand, is a
scheduled event. You may be interviewed when you apply for a job or for
admission to university. Good speaking and listening skills are needed when you
are the person being interviewed.

l 4.1 Preparing for a job interview

When you go for a job interview, you will have two main objectives. First,
of course, you’ll want to make a good impression on your prospective employer.
Recent studies have shown that employers quickly size up interviewees within the
first few seconds of meeting. Therefore, it is vital to make a good first impression.
Remember that you never get a second chance to make a good first impression.
Second, you’ll want to get information about the job and the organization.

I 4.2 Planning for a job interview

1. Have an alternative.

The essence of successful job-hunting is having alternatives.
¢ Alternative ways of describing what you do.

¢ Alternative avenues of job-hunting.
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