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Guide to Successful Interviews

Congratulations on being invited to attend this interview!  First of all, relax and enjoy the opportunity to investigate an opportunity to launch your career forward an important step.  By having Systems Research Group involved in the process, our client already knows that you are a great candidate for the position.  No one is going to interrogate you during this visit.  It is really an opportunity to compare notes with another professional in your industry to see if there is mutual benefit to get together.

Whether you have been a professional in sales all your life, or have never sold a thing, an interview is a sales opportunity to sell the product that you know the best – you!  Please plan your interview with as much diligence as you would a major sales presentation.  The “order” that you get out of this meeting could be worth hundreds of thousands of dollars to you over the years!

Quick Start

1. Be sure that you know how to get there and with whom you are to meet.  A great place to obtain directions is Yahoo!
2. Bring a current copy of your resume and a list of accomplishments that you have performed in the past three years (commission statements, projects that you have managed, a professional portfolio, etc.).  Need help with your resume?  Click here.

3. Be prepared to make a presentation on your background.  Don’t rely on the interviewer to drag information out of you.

4. Start the interview with a question about what the interviewer would like to accomplish as his or her top objective in the meeting.

5. Prepare a one-page synopsis of your life (where you grew up, family, accomplishments in school, awards, hobbies and interests) to show an increasing level of accomplishments in your personal life.  This will help you to organize your thoughts for when the interviewer wants to know about you outside of the office.  Our “Hero Statement” will help you to summarize both your professional and personal accomplishments.

6. Prepare a one-page synopsis of your professional career that highlights strong accomplishments, awards, and other special recognition.  This will help you to prepare the “elevator pitch” on your most important product – you!

7. Prepare a one-page synopsis on the last two jobs that you have had that discusses the details of your day-to-day working environment.

8. Prepare ten hardball questions that you can ask of your interviewer about the company and the particulars of the job.

9. Be prepared to ask the interviewer for the job at the conclusion of the interview (even if you don’t yet think you want it).  Those people that don’t ask for the job usually don’t get it!

10. Ask for a candid appraisal of how you fared during the interview.  Ask about your competition.

11. Find out what the next step is.  Gain agreement to proceed to this next step.

12. Send a thank you letter, citing reasons that you should win this position.

13. Call to follow up with your recruiter immediately after your interview.  Beat the interviewer to us so that we can handle any objections that might have come up.

14. Smile, relax and think about how exciting the move to this new position will be!

Things to keep in mind prior to your interview:

· What you do between 8 - 5 is not important to your future company. What you accomplished during your time there is all that matters. Don't substitute activity for achievement!

· Your new company does not care what you think of yourself.  They are only interested in whether you are the best person for this job.

· Your new company is not interested in how well you think you have done in your last job -- only how you demonstrated your ability to handle progressively more important or more responsible duties.

· Your new company does not want to hear about problems that you've faced -- only the solutions that you found.

· Employers are not trained to be interviewers. It is to your advantage to prepare for the interview so that the company can have all of the information necessary to make a decision about you.

To achieve an interview that has the best possible results:

1.Bring a proper attitude. 

2. Research corporate and job information.

3. Rehearse, rehearse, rehearse!

4. Show up for the interview.

5. Follow-up.

Preparation for Interview

Preparation is the first essential step toward a successful interview.  Company inter​viewers are continually amazed at the number of applicants who drift into their offices without any apparent preparation and only a vague idea of what they are going to say.  Thus, it is important to:

Know the exact place and time of the interview, the interviewer's full name, the correct pronunciation, and his/her title and responsibility.

Find out specific facts about the company:  where its headquarters, offices and other facilities are located, what its product or services are, what its growth has been, and what its growth poten​tial is for the future.  The Internet is one of the finest sources of information.  Take a few minutes to review the firm’s web site and review other sources for financial performance and industry trends.  Your Systems Research Group recruiter can give you additional sources to review.

Prepare, in advance, the questions that you will ask during the interview.  Remember that an inter​view is a two-way Street.  The employer will try to determine through questioning if you have the qualifi​cations neces​sary to do the job.  You must determine through questioning whether the company will give you the oppor​tunity for the growth and development you seek.
Probing questions you might ask:


a)
A detailed description of the position?


b)
Reason the position is available?


c)
Anticipated indoctrination and training?


d)
Earnings of successful people their first year and subsequent years?


e)
Company growth plans?


f)
The next step?

Dress in conservative business attire.  A business suit for both men and women is most applicable.  Never wear sports clothes for an interview.  It never hurts to dress better than your interviewer, but it is inappropriate to be under-dressed for the occasion.  Even in today’s casual business attire environment it is not appropriate to dress casually for an interview unless invited to do so prior to the meeting.

Prepare two one-page documents about yourself:

· The first document should include a one-page synopsis of your life.  This document will be used to tell the company about your life-path and give him/her interesting personal backgrounds that will acquaint the interviewer with your lifestyle and culture.

· The second document is designed to give a synopsis of your career.  Use this document to help you to organize your thoughts about your career accomplishments.

· Neither of these documents will be given to your interviewer.  It is simply a means to get concrete ideas across in a very concise and well thought out fashion.

Prepare to make the change

· Make the determination if you have the courage to leave your job.

· Be certain that you are magnetized to a stronger situation instead of being pushed out by the negatives.

· Visualize your resignation.

The Interview

You are being interviewed because the interviewer wants to hire people -- not because he wants to trip you up or embarrass you.  Through the interaction that will take place during the interview, he/she will be searching out your strong and weak points, evaluating you on your qualifications, skills, and intellec​tual qualities.  He/she will probe deeply to determine your attitudes, aptitudes, stability, motivation, and matu​rity.

Some Do's and Don'ts concerning the interview:

1.
Do plan to arrive on time or a few minutes early.  Late arrival for a job inter​view is never excus​able.

2.
If presented with an application, do fill it out neatly and completely.  If you have a resume, pre​sent it to the interviewer upon request.

3.
Do greet the interviewer by his/her surname.  ("Hello, Ms. Smith or Mr. Jones")

4.
Do wait until you are offered a chair before sitting.  Sit upright in your chair, lean forward slightly towards the interviewer, look alert and interested at all times.  Be a good listener as well as a good talker.  Smile!

5.
Do shake hands firmly, if offered.

6.
Don't smoke even if the interviewer smokes and offers you a cigarette.  Do not chew gum.

7.
Do look a prospective employer in the eye while you talk to him/her.

8.
Do follow the interviewer's leads. Try to get the interviewer to describe the position and du​ties to you early in the interview so that you can relate your back​ground and skills to the position.

9.
Don't answer questions with a "yes" or "no".  Explain whenever possible.  Tell those things about yourself which relate to the situation.


10.
Do make sure that your good points get across to the interviewer in a factual, sincere manner.  Keep in mind that you alone can sell yourself to an interviewer.  Make him/her realize the need for you in his/her or​ganization.

11.
Do be prepared to answer typical questions like:  For hat type of job are you look​ing?  What are your strengths?  Your weaknesses?  What do you know about our company?  Why did you choose your current company and job?  What are your qualifi​cations?  What would make you more successful than other people applying for this job?

12.
Don't lie.  Answer questions truthfully, frankly, and as to the point as possible.

13.
Don't ever make derogatory remarks about your present or former employers or companies.

14.
Don't "over answer" questions.  The interviewer may steer the conversation into politics or eco​nomics.  Since this can be a ticklish area, it is best to answer the questions honestly, trying not to say any more than necessary.

15.
Don't inquire about salary, vacations, bonuses, retirement, etc., on the initial interview unless you are positive that the interviewer is interested in hiring you.  If the interviewer asks what salary you want, indicate that you're more interested in the opportunity than a specific salary, and name a fair figure.

16.
Do always conduct yourself as if you are determined to get the job you are dis​cussing.  Never close the door on opportunity.  It is better to be in a position where you can choose from a number of jobs -- rather than only one.

17.
And remember: PMA -- Positive Mental Attitude!

Prepare yourself to answer questions like:

1.
Why would you like to work for our company?

2.
How much money do you hope to earn five years from now?  Ten years from now?

3.
What job in our company do you want to work toward?

4.
What do you know about our company?

5.
What interests you about our products or services?

6.
Why would you consider leaving (or why did you leave) your present employer?

7.
Can you get recommendations from previous employers or customers?

8.
What have you learned from some of the jobs that you have held?

9.
What do you like about your job?  What do you dislike?

10.
What have you done that shows initiative and willingness to work?

11.
What is your major weakness?

12.
What do you think determines a person's progress in a good company?

13.
Are you willing to relocate?

14.
How do you spend your spare time?  What are your hobbies?

15.
Have you saved any money?  Do you have any debts?

16.
What type of books or periodicals do you read?

Closing the Interview

1.
If you want the position, ask for it!  Ask for the next interview if the situation demands.  If the interviewer offers the position to you, and you want it, accept it on the spot.  If you wish some time to think it over, be courteous and tact​ful in asking for that time.  Set a definite date when you can provide an answer.

2.
Don't be discouraged if no definite offer is made or specific salary discussed.  The interviewer will probably first want to communicate with others in his/her organization, or interview more ap​plicants, before taking further action.

3.
If you get the impression that the interview is not going well and that you have already been re​jected, don't let your discouragement show.  Once in a while an interview​er who is genuinely in​ter​ested in you may seem to discourage you in order to test your reaction.

4.
Thank the interviewer for his/her time and consideration of you.  If you have an​swered the two ques​tions uppermost in his/her mind: (a)  Why are you interested in his/her company? and (b)  What can you offer?,  you have done all that you can.

After the Interview

Epilogue:  Why Job Seekers Are Rejected

Frank S. Endicott, Northwestern University Director of Placements, recently completed a survey of the 205 top firms to discover why the eager job seeker is turned down after his/her initial interview.  These were the most common criticisms:

1.
Poor personality and manner — lack of poise, poor presentation of self, lack of self confidence, timid, hesitant approach, arrogance, conceit.

2.
Poor job record for no reason.  Excessive "job hopping.”.  No career direction.

3.
Poor personal appearance and careless dress.

4.
Lack of enthusiasm and interest, no evidence of initiative.

5.
Lack of goals and ambition; does not know his/her interest; uncertainty and indeci​sion.

6.
Unrealistic salary demands; more interest in salary than opportunity; unrealis​tic about promo​tion to top jobs.

8.
Lack of maturity, no leadership potential.

9.
Lack of preparation for the interview -- failure to get information about the company and there​fore unable to ask intelligent questions.

10.
Lack of interest in the company and the type of job offered.

11.
Excessive interest in security and benefits.  "What can you do for me?" attitude.

12.
Poor scholastic record without reasonable explanation for low grades or lack of completion.

Remember, your interview should be an enjoyable experience for both you and your inter​viewer; an opportunity for each of you to learn something about each other, and to benefit from the experience.  Relax and enjoy yourself!

Good luck from Systems Research Group!

http://www.systemsresearchgroup.com
P.O. Box 230661

Encinitas, CA  92023-0661

(760) 436-1575

Interview Presentation
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Preparing yourself for your interview is like preparing for a sales call.  Anticipating the questions that you will receive and getting ready to present your best qualities while preparing to handle objections is the key to winning an outstanding career move.

Opening the Interview

Mr./Ms. Interviewer, what would you like to accomplish during our meeting today?
Your Life Story

Can you tell me a little bit about yourself?
Tell the company about your life-path and give him/her interesting personal backgrounds that will acquaint the interviewer with your lifestyle and culture.  Be sure to include special achievements, awards, and recognitions.

	Tell your life story here:




Your Career History

What have you done for your current company?
Give a synopsis of your career.  Use this document to help you to organize your thoughts about your career accomplishments.  Talk about specific accomplishments, promotions, awards, etc.

	Tell your career story here:




Top Ten Questions

Do you have any questions that you would like to ask?
You will be asked a lot of questions about your background.  It’s only fair that you ask some tough questions of your own.  List your top ten questions about the company here:

	My Top Ten Questions:




Handling Compensation

What is your compensation now and what would you like to earn with us?
Don’t be evasive, but use this phrase to deflect the question away from compensation and place it upon accomplishments and a good match.

Thank you for asking about compensation.  Are you prepared to extend an offer today?

While compensation is important to me, the match between your requirements and my qualifications is more important to me at this point.  If we both agree that we offer each other something strong by my joining your firm, I am prepared to consider your strongest offer.
� EMBED Unknown  ���
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