Interview Game Plan

Step 1: The Job 
Each job announcement or job advertisement may include any combination of a description of the job, job applicant qualifications and desired qualities.  The description, qualifications and desired qualities are the keys to preparing for the interview.  On a job announcement or job advertisement, these keys may be found under headings such as:  

· Position 
· Qualifications 
· The Duties 
· The Requirements
Sample Job Descriptions

SALES REP - ENTERTAINMENT INDUSTRY 40 - 45K plus car allowance - Sydney 

We are looking for a hip, intelligent, enthusiastic sales person to join our client's small team. You will have proven sales experience and be an achiever, you will be self motivated and well presented, you must be passionate about the entertainment business. Be available to travel and have your own car. Immediate start send resume and photo to….

PERSONAL ASSISTANT 
38- 40K  Sydney inner city 

Mature minded person required for position as Personal Assistant to a very busy MD. Must have experience as a PA with film / TV and Theatre background. Must have typing speed of 50wpm minimum, with advanced computer skills. We are looking for a warm person with strong industry knowledge Immediate start

ACCOUNTANT / QUALS NOT ESSENTIAL $ neg – Sydney

One of Australia’s leading entertainment companies about to list on the ASX is in need of an experienced Accountant for immediate start. 

Must have entertainment industry experience - such as production accounting and be a creative person. This environment is not traditional and requires a flexible and self motivated person. Qualifications well regarded but not essential Must have MYOB advanced level

Marketing Manager $neg

You must have previous client-side exp of marketing low cost retail consumables. Role offers total responsibility for managing budget spend on advertising & marketing to trade & consumer for this fast growing independent company. Also website development, POS promotional, new product development & launches. Fantastic opportunity.
Knowledge - information applied directly to the performance of a function.  For example, supervision is a knowledge.

Skills - learned acts

Abilities - performance of behavior that you can see. 

Try to identify the Knowledge, Skills, Abilities listed in the above job descriptions.

Step 2:  Interview Game Plan
· Make a positive and professional first impression by being assertive and giving a firm handshake to each interviewer and addressing each interviewer as they are introduced.
· Reinforce your professionalism and your ability to communicate effectively by speaking clearly and avoiding "uhs", "you knows", and slang.
· Use positive words.  Instead of "if", "I think", "I feel" and "I wish" use "when", "I am" and "I would" 
· Establish rapport by relating to each interviewer. Note the wording that is used by each interviewer and when appropriate use similar words. Maintain eye contact with each of the interviewers throughout the interview.
· Sit comfortably. Sit erectly, but don’t sit stiffly or sprawl over the chair.
· Don't expect the interviewers to have confidence in you, if you don't have confidence in yourself.  Project confidence and a positive attitude.  Maintain awareness of your voice, posture, energy level, and enthusiasm. Make hand gestures to emphasize important points, but avoid distracting gestures or making too many hand gestures.
· Smile confidently, but not to the point where you would appear to be too casual.  Smiling will also help you relax and establish a rapport with the interviewers.
· Manage weaknesses or barriers so that they appear to be indications of your strengths.
· Be attentive. Listen to each question carefully and don’t interrupt.  If you aren't sure of what is being asked, politely request that the question be repeated.
· Close the interview with a strong closing statement of your qualifications for the job.
· Thank the interviewers.  Shake their hands individually and thank each interviewer by name.
· Practice, practice, practice. One practice interview is not enough. If you have somebody help you, have at least three practice interviews. You'll be able to use their feedback to correct mistakes, strengthen weaknesses, and build upon strengths
· Review your Interview Wraps from previous interviews.  Use your experience from previous interviews to help you on this interview.
Step 3 - Interview Questions

You're going to be asked about: 

· What you know - about your work experience, education, training, goals, character, personal qualities, the job that you're seeking, the company that you're interviewing for, and the knowledges required to perform the job that you're seeking.
· Identify a problem or issue - given a situation, find the problem or issue.  The question may focus on a situation that you've handled in the past or how you would handle a hypothetical situation.
· Identify a solution - given the problem or issue, how do you proceed?  The question may focus on a problem or issue that you've handled in the past or how you would proceed in a hypothetical situation.
Sample Questions

Here is a list of sample interview questions job-seekers can expect, especially at first, more traditional interviews. 

Prepare answers to these questions, but don't memorize your answers so that you come off sounding like a robot; in other words, be prepared for these questions and have an outline or script ready, but don't worry about remembering your answers word-for-word. 

1. What are your long range and short range goals and objectives? 

2. What specific goals other than those related to your occupation, have you established for yourself for the next ten years? 

3. What do you see yourself doing five years from now? Ten years from now? 

4. What do you really want to do in life? 

5. What are your long-range career objectives? 

6. How do you plan to achieve your career goals? 

7. What are the most important rewards you expect in your business career? 

8. What do you expect to be earning in five years? 

9. What did you choose the career for which you are preparing? 

10. Which is more important to you, the money or the type of job? 

11. What do you consider to be your greatest strengths and weaknesses? 

12. How would you describe yourself? 

13. How do you think a friend or professor who knows you well would describe you? 

14. What motivates you to put forth you greatest effort? 

15. How has your college experience prepared you for a business career? 

16. Why should I hire you? 

17. What qualifications do you have that make you think that you will be successful in business? 

18. How do you determine or evaluate success? 

19. What do you think it takes to be successful in a company like ours? 

20. In what ways do you think you can make a contribution to our company? 

21. What qualities should a successful manager possess? 

22. Describe the relationship that should exist between the supervisor and those reporting to him or her? 

23. What two or three accomplishments have given you the most satisfaction? Why? 

24. Describe your most rewarding college experience? 

25. If you were hiring a graduate for this position, what qualities would you look for? 

26. Why did you select your college or university? 

27. What led you to choose you field or major study? 

28. What college subject did you like best? Why? 

29. What college subject did you like least? Why? 

30. If you could do so, how would you plan your study differently? Why? 

31. What changes would you make in your college or university? Why? 

32. Do you have plans for continued study? An advanced degree? 

33. Do you think that your grades are a indication of your academic achievement? 

34. What have you learned from participating in extra-curricular activities? 

35. In what kind of work environment are you most comfortable? 

36. How do you work under pressure? 

37. In what part-time or summer jobs have you been most interested? Why? 

38. How would you describe the ideal job for you following graduation? 

39. Why did you decide to seek a position in this company? 

40. What do you know about our company? 

41. What two or three things are most important to you in your job? 

42. Are you seeking employment in a company of a certain size? Why? 

43. What criteria are you using to evaluate the company for which you hope to work? 

44. Do you have a geographic preference? Why? 

45. Will you relocate? Does relocation bother you? 

46. Are you willing to travel? 

47. Are you willing to spend at least six months as a trainee? 

48. Why do you think you might like to live in the community in which our company is located? 

49. What major problem have you encountered and how did you deal with it? 

50. What have you learned from your mistakes? 

Step 4 - Interview Answers
The questions may be straightforward or combine the above.  For example,  "Tell us about a safety issue at your current job.  How did you handle the issue and what reports were you required to file?"   

Your goal is to provide an answer that not only answers the question, but also reinforce your qualifications for the position.  

People prepare for job interview questions in many ways.  Often people will write specific answers to as many specific questions as possible and memorize the answers.  

Key success points to remember: 

· Be concise, logical and to the point.  Use short sentences.
· The most qualified person to do a job is someone who has already done the job.  If you were to hire someone to fix the plumbing in your house, who would you hire?  Someone who has never fixed the plumbing or someone who has?  As you answer the interview questions, cite your work and life experiences in examples to reinforce to the interviewers that you've already done what they're looking for, and you've done it successfully.
· Do you know the company and the job that you're interviewing for?  Check financial sources, annual reports, and news media for information on the company, their culture and current events.  If possible, visit the company, their stores or offices to get a sense of the culture and dress code.   

· What salary are you seeking?  What's the appropriate salary for the job that you're seeking, for your geographic area and for your industry.  Check Salary.com for free salary information
· Don't use limiting words, such as only or just.  For example, I "only" supervise five employees.  You're making an assumption that five employees is a small number.  The fact is that you don't know what the interviewers consider as a small number and what is a large number.
· Use appropriate wording. You won’t receive extra points for every word that has more than 10 letters. Use technical terms only when appropriate to the question.  
· Use action words.  Here's just a sample:

accomplish


lead

achieve


manage

coordinate


negotiate

delegate


organize

develop


prioritize

direct 



recommend

establish


reduce

evaluate


reorganize

execute


resolve

expedite


review

expand


revitalize

implement


supervise

improve


train

increase


transform

initiate



upgrade

introduce

implement

Step 5 - Inappropriate Questions
Be aware that State and Federal anti-discrimination laws prohibit certain questions 

Here are examples of inappropriate topics and questions:

Age:  What’s your age? 

Childcare:  Do you have after school care?
Conditions of work: Does your family approve of your travel?
Criminal Record: When was the last time you were arrested?
Ethnic origin of last name: Is your last name Japanese?
Gender:  Are you female?
Language:  Do you speak English at home?
Marital Status: Are you divorced?
Name/Title: Is that Ms. or Mrs.?

National origin: Are you Chinese or Japanese?

Race:  What race are you?

Relatives:  Is your husband employed?
Religion: Are you Catholic?

Residence:  How can you handle the long commute?
Sexual preference: Are you gay?
Step 6:  Interview Day Preparation 

· If you've followed the Interview Success Plan, you should be ready by the day before the interview.  For most people, we recommend completing your preparation the day before the interview.
· Get your rest. 
· Don’t get distracted or excited by little things, don’t schedule meetings over controversial issues, or do anything that might break your concentration. 
· Taking into account the time of your interview and traffic, go early to find parking and make sure that you have money for parking meters. 
· Dress appropriately.  If you're applying for a job where you haven't worked before, visit the offices of facilities.  See what other employees in positions similar to the one that you're seeking are wearing.  Dress at least at that level or higher.  Don't visit on a Friday, you may find yourself dressing for casual Friday.
· Be early.  If the interviewers are ahead of schedule, they'll appreciate the opportunity to get an early start.
Step 7 - Interview Game Plan
Many books are available that discuss interview behavior.  Among the best and least expensive sources are the guidelines available through your organization's personnel office.  Why?  Because the guidelines are often the basis for formal training in the organization.
Step 8 - Interview Wrap
The Interview Wrap captures the important points of your interview.  This probably wasn't your first interview and it probably won't be your last interview. If you want to improve, learn from this interview and use what you learn on future interviews.

· Write down the questions. 
· Review your responses. What would you have worded or answered differently?  Why would you have answered differently?  And what would be a more appropriate answer?
· Review your own behavior during the interview.  Did you fidget?  Use any "uh's" or "you know's"?  Did you smile?  Did you use hand gestures to emphasize important points?
· Did you establish a rapport with the interviewers?  How did they act during the interview?
