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Saddleback Career Coaching - One on One

Guide to Conducting an Effective Interview
Key Points Summary for Discussion


Step 1: Before the Interview – Self Assessment
· Do I know the salary range of the position before the interview?
· Does the job pay enough to cover your monthly bills?
· Am I taking a career step back because I need a job? 
· How far am I willing to commute to a job every day?
· Is this the right size company for me? (Start-up, Mid-cap, Large)
· Can I actually do this job (Risk Level)?
· Does the job title meet my expectations?
· How will you answer the question “What is your current salary”?
Position your “Salary” vs. “Compensation” requirements
Step 2: Before the Interview – Preparation
· Prepare your “Power Stories” (Describe Problem, Action, Result).
· “Mapping” (your needs – my skills) Power Stories to the job requirements.
· Preparing for the “cliché” questions; “What’s your greatest strength”, etc.
· Studying the company personnel and culture – know something about the person you are going to be interviewing with (Use LinkedIn, Google search, etc.).
· Have a prepared “Exit Statement” – why did you leave your job?
· Prepare “Proof Points” to demonstrate accomplishments (Certificates, awards, etc.).
Spend a minimum of 2 to 4 hours preparing for an interview!
Step 3: Off to the Interview – Preparation
· Dress appropriately for the interview – Be conservative if you are not sure of the proper business attire.
· Bring all relevant materials (copies of your resume, proof points, etc. – do not assume they will copies of your resume).
· Arrive before the scheduled interview time to collect your thoughts and composure before going in (it’s better to be in the parking lot early than arriving late due to traffic). 
· Enter the building on time for the scheduled interview.
· Be positive and greet everyone with a smile.
A positive attitude is key to winning the interview
· Prepare your mental attitude with your own “game face” worn during the entire interview process – never let the employer know you are nervous and don’t appear stressed.
· Use the Disney attitude; “the happiest person on Earth”.
· Be positive – no negativity of any kind is allowed in the interview.
· DO NOT criticize past employers or display hostility or aggression.
· DO NOT appear emotional or subjective – no one wants to hire an emotional or negative person.


Step 4: Conducting the Interview
The Greeting:
· Greet the interviewer with a firm handshake and look them in the eye (don’t look down or look distracted – this shows lack of self-confidence).
· Establishing a “Human Connection” is very important.
· Ask if you can take notes- this will allow you to use a “cliff notes” reminder of your power stories – if they say no, put the book away.
· Sit up straight with good posture.
· Look around the room at trophies, awards, photos, etc., as these may be good topics of conversation.
The Conversation
· Lead the conversation by being personable. Many interviews are won in the first 5 minutes.
· Ask the interviewer about themselves. “How long have you been with the company”, etc.
· Don’t get too personal.
· Let the interviewer speak. The more they talk, the better it is for you.
· The interview is about getting the interviewer to bond with you. Don’t oversell yourself with too much information about you.
· Keep the interview conversational rather than just responding to questions.
· The most important question to ask early in the interview; “If you could describe the ideal candidate for this position, what skills and experience would that person have?”. 
· Be a good listener. LISTEN CAREFULL TO THE QUESTION and answer it as asked – do not interpret what they are asking.
· Don’t lie; make derogatory remarks about your former employer or other employees.
· Don’t ramble on with your answers. Follow what you rehearsed with your power stories during preparation.
· Never fill in dead air. It is ok to have a pause and think.
· Avoid starting discussion about salary, vacation, etc., until later in the process when you receive an offer or it is relevant question from the interviewer. 
The Close
· Be sure to get a business card to capture the spelling and e-mail for follow-up.
· Closing questions are a very important part of the interview. They show that you are a logical thinker with attention to detail.
· Some examples:
· Is this a newly created position? If yes, ask why. 
· What do you see as the most important long range goals for this new position?
· What do you see as the immediate priorities in this position?
· Like any sale, the close is very important so you know where you stand. Your last question should be to ask for the position:
· “Bill, have I demonstrated that I have all the skills and experience required for the position and can you let me know what you think of me as a candidate?”. 
· At this point, listen for the “BUT” – this provides a last chance opportunity to rebut a key issue that might not get you the job. 
Step 5: After the Interview
· Immediately after the interview (in the car in the parking lot), make notes of all the people you met with and what was discussed. This will help you refer back to the discussions for your thank you response.
· Prepare your thank you note / letter as soon as possible. A long delay shows a lack of interest or works at a slow pace.
· Your thank you can be a mailed letter, an e-mail or a hand written card. Do not send the same response or e-mail to multiple people. Keep in mind that e-mails have “spam” filters.
· Be sure to continue communication until they let you know the position status whether you were selected or not. 
[bookmark: _GoBack]Remember: “It is not the best qualified candidate that gets the position; it’s the one who interviews best!”
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