Navigating the Interview
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mployers are assessing:

» Your personality

» Your communication skills

» Your appearance

» Your fit with the organization
» Your strengths & weaknesses
* Your attitude

» And, verifying your resume

*You are also assessing the
employer as well for fit.

Screening interviews:

» May be the firs in a serles of interviews and are used o
determine if you have the basle qualifications.

Onc-on-one interviews:
» The mest commen type of interview

Pane! interviews:
b The interview is conducted by a group.

Group Interviews:
» Applicants for the position are Interviewed as a group,




» Job: knowledge of the
specifics of the position

» Seif-knowledge: your skills,
knowledge & experience and
how they relate to the
position

» Knowledge of your career
field

» Knowledge of the company
(very importanc}

2/24/2015

Researching the Positi

To prepare for your interview you should:
» Know the position description inside and out!
This Is the foundation for your preparation,
» Know the preferred/required skills, education, and training.

» If appropriate, request more detatled information.
Many employers post abbreviated position descriptions.

Researching the employe

-

Visit employer web sites.

Scarch for articles online on newspaper, business or
professional publication sites (Cregonlan, The Business Journal,
‘Willamette Week, New York Times, Wall Street Journal). -
Access resources in the Millar Library or the Multhomal
County Library; ask a reference librarian. -

Use social medla sites like Faceboaok, Twitter, Linkedin,

If the organization Is too small and you can't find information,
research the industry.

YOU MUST RESEARCH THE EMPLCYER because interviewers will ask

yau spacifieally “why do you want to work for us?" This |s your chance to
show you have dene your hemework and you are a geod fit for the: position.

¥ Know thair mission, valuos, clionts, products, . . .
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-7 Identifying relevant :
education, experience & skills

Yhen identifying relevant education:

» Identify relevant courses and projects.

Yhen identifying rclevant experience:

+ Consider volunzeer and pald work experience, campus and
community activities, academic projects, and internships.

When identifying refevant skdlls:

» Identify skills sought by the employer and then Identify where you
gained' chose skilis (e.g. voiunteer and pald work experience,
campus actlvities, academic projects, and internships).

Bas'i'c‘:;._l,’['ips_fpi the Intemew

%

Arrive |5 minutes early

AT4

Bring extra copies of your resume

Y

Bring =mmples of work that may be of Interest to the

interviewer

¥ Preparc questions to ask the Interviewer

¥ Wear appropriate, professional artire

# Bring 2 notepad and pen for notemking

> Shake hands firmiy and smile

# Know the interviewer's name

Every question is essentially is asking:
“Why should | hire you?”"

Mest Common open-ended questions you might
hear:

* Tell me about yourseff.
* What are your strengths?
* What are your weaknesses?




;I‘gu: Me About Yqur'sifé‘lfr i

= Response should be approxirmately [-2 minutes long
= Talk abeut your relevant education, experience, and
skills,
"= Express enthusiasm for the oppertunity 1o Interview
faor the position

**Even though employers can see your resume,
this is your chance to communicate and highlight
aspects of yourself to employers that rejate to the
job.
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W'h'af ::u'.eE your si_:n_::_lgths"’"

» What are your greatest strengths?

» Offer three strengths that relate specificaily to the positon.

» Choose one strength and give an exampie using 5-A«R to
support it

\ What isf‘y@‘b'_t_zr.:greé:'tcsf weakness.

» What is your greatest weakness?

+ Do not choose 2 weakress that Is connected to 2 major
component of the job to which you are appiying.

» Mention a weakness that you are working on or will work ort.
Share steps that you have or will take to imprave on your
wealqess.




Behavioral interviews

» Most employers will ask 2 mix of open-ended questions
and behavioral questions.

» Behavioral questions ask about past experiences that
demenstrate future performance.

» Questions begin with “tell me about 2 time when...” or
“give an example of ..." )

» Deseribe:"Situation, Action, Results”
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» Situation: Describe a situation in which you
demonstrated the ability to successfully utilize a
specific skill.

» Action: Describe the actions you tock.

» Result: Describe the result of your actions.

- it

am able to organize a project from the idea stage
through implementation: -

Situation: There are many homeless families in our

community, | came up with the idea and helped to

organize a food drive to reduce food insecurity.

Action: Qur goal was to gather a ton of food during a
three-day weekend. | set up the meeting schedule and
heiped to break our goals into acrion steps. | also
recruited and coordinated 25 volunteers and was
responsible for all marketing efforts (e.g. flyers,
newspaper ad)

Results: We exceeded our goal by 300 Ibs.




Tell Me About a Time-.

» Tell me about 2 time when you faced a challenge.

» Give an example using $-A-R to support it.
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Positive self referenc

» Avoid phrases like " | only have a 3.1 GPA™,

» Omly discuss your strengths - do not offer a weakness

urless directly asked for one.

» I you are giving specific examples, you will not feel as

though you are bragging.

» Speak in the first person,"| am proud of the work | did

there...”

Responding to Interview Questions

¥Yvhen responding to interview questions:

Pause before respending.

Ask for clarification if needed.

Present themes,

Give complete answers.

Use active listening skills and maintain good eye contact
Be positive, enthusiastic, and relaxed.

Be hanest with your responses.

Give specific examples of how you demonstrated the skill.
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» Eye contact

» Posture

» Smiling and gestures

» Handshakes

> Voice modulation

-

Have questions about the pesition and the organization
preparcd.

-

Further clarification abeut the posftion: responsibilities,
projects, travel :

v

Further clarification on the department goals, carger paths,
wraining offered

-

Further clarification about the plans, expansion, direction
of the organization

-

The timeline for a hiring decision

‘Ai'ter};_t::ilié-'intem

» Send a follow-up letter within 24 hours of the interview.

*» Do an assessment of your performance and wark to
strengthen any areas of weskness.

¥ Apply for another job.




Interview thank you letter
» Opticns: typed, emailc'd.. r;and-wﬁtten letters

» View a sample @ httpdiwvww.pdxedu/careers/interviewing

» Send it as soon as possible, ideally right away!

» Opening: Express your apprechtion for the Interview: Include the
date of Interview.

» Middie: Highlight any shdlis you wanz te bring to the employess
attention. |dentlfy something geod that happened at the Interview or
provide additional Infarmation.

+ Closing: Emphasize your interest In the position and make a
smtement of actlen,
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Dear Mr. Kippstein:

| upgre:i:m:d the chance to interview for the suff accountane position
on Qetober 23,2013, 1 am very impressed with the oppertunities
wailable at Ace International.

i wag especially fascirated by the cost accounting methods used by your
firm, partheularly the <esz bénefit study thar originally led to your
decision to manuficture construction equlgmmr. As | mentioned durin;
aur interview, my coursework at Pertand State Universiy concengrat
an cost benefit analysis. That coursewaork, in addition ta my experience
in managerial aceounting, will make me an effective and productdve
employee for your company,

After speaking with you on Tuesday, | am even mare Interested in
purzuing a career with Ace International. | will call you later this wack
to discuss the next step In the interview process.

Sincerely,

» Idencify 5 situations reievant to the job/position announcement
and prepare your stories, using the SAR method. Practice
these prior to the intervicw. :

» Develop strong responses to the 3 most common questions:
“Tell me about yourself” “What are your strengths?™
“Tell me a weakness”

b Know the job description inside and cut (and haw you fit with
these requirements) and research general infermation about
the employer, before the interview

» Practice Practice Practice!

|
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» Effective Inserviewing Workshop

» Video- recoded interviews,

¥ Appointments for any specific interviewing ¢oncerns andfor
practice.

Advising % Career Scrvices: 503-725-4005
www,pdx.edu/advising-careerservices
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. Other Resources’







Portland State

UNIVERSITY

OPEN-ENDED INTERVIEW QUESTIONs ~ AdVising & Career Services

Tell me about yourself.

What are your sirengths? Weaknesses?

How Is your previous experience applicable to this position?

What do you know about our organization?

Where da you see yourself in five years? Ten years?

What kind of compensation are you looking for?

Why are you interested in this job?

Why should | hire you?

Why did you choose your major? -‘What do you like about it?

10. What was your favorite class? Least favorite? Why?

11. How do you determine or evaluate success?

12. How would you describe yourself? How would someone else describe you?
13. What kind of personal characteristics ars necessary for success in this field?
14. Why de you feel you would be good at.....7

15. Do you have plans for furiher study?

16. Do you think grades are a good indicztor of success?

17. How do you werk under pressure?

18. How do you deal with conflict?

19. What was the biggest obstacle you have overcome?

20. What twa or three things are most important to you in a job?

21. How do you feel about relocation?

22. Are you wiling to travel? To work overfime?

23. In what kind of environment are you most comfortable?

24, Describe the kind of relationship that should exist between a supenisor and supervisee.
25. Describe your ideal job?

26. What accomplishments are you particularty proud of?
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BEHAVIORAL INTERVIEW QUESTIONS

1.

= © NSO RN

12.

13.
14,
18.

16.
17.
18.

Can you think of a {ime when you were successful in building a cohesive team? What did the team accomplish? What role
did you play?

Tell me about a ime when you had to cope with strict time demands or deadlines. Give a specific example.

Give me an example that demonstrates your ability to organize and maintain a system of records fo facilitate your work.
Please describe for me a time when you demonstrated your ability to balance multiple, competing responsibilities.

Can you describe the most challenging situation you've ever had to deal with and how you dealf with it?

Describe a situation in which someone was unhappy with your performance and how you responded.

Describe a situaticn in which you've shown a great deal of initiative.

Can you give me an example of when you demonstrated your ability fo be a self-starter?

Can you give me an example of you leadership ability?

. Please describe a time when you worked with 2 strong sense of urgency to complete a projest. Describe the situation, what

action you fook, and why it was urgent.

. Describe a time when you reached z decision by organizing and rev1ew1ng the facts, weighing the options, and using your

good judgment.

Think about a situation where your Ilstemng skills helped you be a better communicator. Describe what happened and how
you handled t.

Describe a time when the goals of & project you were working on changed before the project was complete. What did you do?
Please share with me an example of a time when you demonstrated your problem solving skills.

Please tell me about a time when your final understanding of what your professor, employer or coworker needed was

different from your inifial impression.

Please tell me about the most important work or college prOJect you directed that required a clear focus on quality.

Please tell me about the situation that best illustrates your ability to work collaboratively with a diverse group of people.

Please describe your most effective effort to create or promote a positive image for a work/group you joined.
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