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1 - GOALS:    

Goals of the Interview
· Start with the right frame of mind and attitude, which is to interview to win (i.e. receive an offer).  If you don't receive an offer, you don't have any decisions/choices to make - they've been made for you. 
· Present your qualifications, which include your "hard skills" and "soft skills" (i.e. your work experiences and personal qualities) as honestly and effectively as you can (i.e. always using relevant examples to support what you say)   
· Learn as much about the company and position as you possibly can during the interview process.  This will help you make the best decision/choice for yourself if, and when, you receive an offer.

2 - TARGET MARKETING (i.e. selling)

Your Relevant Skills/Qualifications

· A few things to keep in mind as you prepare for your interview: 
1. You are marketing the one thing you know better than anyone else in the world: yourself 
2. Be prepared to market the one product you know better than anyone else (i.e. yourself) as if you were trying to convince the people you will meet and interview with to commit to purchase/invest in your product (i.e. you, which is the combination of your "hard' skills" and "soft skills," your accomplishments and your perceived potential).  Show up ready to present and discuss the facts (i.e. examples to support what you say) about your "hard skills" and "soft skills," and relevant accomplishments.    
3. Be enthusiastic and passionate about presenting yourself-if you can't be enthusiastic about presenting the one thing you know best (i.e. yourself) you can't expect others to become enthusiastic about you (i.e. which means making you an offer, or put in other words, deciding to commit and invest the time and money to hire and develop you over time).          
· In an interview, you want to use the limited one-on-one time you will have with each interviewer to drive home your most relevant skills and experiences. To do this effectively, you must first understand (i.e. know what targets to aim at) what the interviewer believes are his most important requirements (i.e. relevant technical skills, personal skills and accomplishments) for him to consider you as a strong and well-qualified candidate -if you don't understand these first, you will be making your best guesses and assumptions about what is most important/relevant for the interviewer to know about you, which might not be accurate.  
· Don't be too aggressive and jump right into the interview trying to get the interviewer to share/reveal this information to you at the onset of the interview. But do ask them to give you an overview of what the most important pressing matters are for the role and the most critical needs for the role.   Remember, you're the interviewee not the interviewer, let him set the pace of the interview.  Relax and answer his questions (always using examples to support your answers/responses, see the next section below about why this is so important).
· When you know the time is right for you to ask questions (i.e. you've answered a lot of his questions, and/or he offers to answer any questions you might have) you should then concentrate on getting the following questions answered at a minimum.  This will help you gain a clearer understanding of what he believes are the most relevant/critical/important skills and accomplishments to possess, and it will help you to take aim and target market (i.e. honestly sell) your skills better and more effectively (and by asking these questions you will also walk away with a much better understanding of the position too):
1. What must the candidate hired for this position jump-in and accomplish immediately in this position (i.e. over the first 3 to 6 or 9 months?)  What will the candidate hired for this position most likely need to accomplish beyond these immediate needs once the immediate needs are met or satisfied?
2. What do you believe are the most important skills, work experiences and accomplishments a candidate must possess to be successful in this position?  Why?
3. What do you believe are the most important personal skills and characteristics for a candidate to possess to be successful in this position, and to be a fit for your company's environment/culture?  Why?  
4. What other criteria do you consider very important when you're evaluating a candidate for this position?  Why?  

(Remember: you must pose these 4 questions, in a manner comfortable for  you, and to everyone you interview with-if you don't do this with everyone you're assuming every person you meet with thinks and communicates the same exact way (i.e. has the same responses to all of these questions, and here’s your responses the same way) but  they don't.  See comments in the Multiple Meetings section below)     

Be prepared to respond to the interviewer that asks why you are asking these questions-some interviewers are not accustomed to interviewees asking them very specific questions to get them to explain more, and better, what they are looking to for in a candidate.  Once again, you're asking these questions so that you can gain a much better/clearer understanding of the position's responsibilities/qualifications, so that you can better understand the criteria, both technical and personal, that are being used to evaluate someone as a potential candidate/fit.  And, asking these questions will help you determine and share with him your "on-target" and relevant skills, experiences, accomplishments and personal characteristics with him more effectively in the limited time you have to interview with him.

3 - EXAMPLES:

Using Examples to explain and Sell your relevant skills, experiences, accomplishments. and to Support Your Answers/Responses to their Questions

· Prepare specific examples of your experiences, accomplishments and personal skills, which will help to explain and support (i.e. prove factually) what you will say in response to the interviewers' questions about the same (and intelligently market/sell what you possess in each of these areas).  Remember, it's more important and powerful to prove what you've done and are capable of doing through real world examples vs. surface talk (i.e. proven factual accomplishments/actions speak a lot louder than just words)
· Think and write down examples that clearly explain and support everything you've written on your resume (i.e. your experiences, responsibilities, accomplishments.).  It's easier for the interviewers/people to understand and relate to examples, e.g., describe your employer(s) business, where your area fits into the company, what area and who you report to, what your area does, specifically what you do now and what you've done in the past.

· Think and write down what you believe are your best relevant technical/scientific/medical and personal skills.  Think and write down examples that you can use to support and prove these through factual examples (note: by thinking and writing down your examples you're combining mental and physical energy-i.e. writing-to help you put these examples at the forefront of your mind, which will hopefully help you recall them quicker at the right moments in time, and you have a physical list/summary you can visually review again and again in preparation for the interview).      

· Think and write down the accomplishments that you are most proud of in the positions you have held, and be ready to explain in detail how you achieved these accomplishments.

· If you don't have the skills, or the skills you possess are weaker/lighter in the areas most important to the interviewer, be prepared to discuss actual work situations where you didn't have the required skills/experiences desired by your employers/bosses and how you successfully completed these new responsibilities by using your intelligence, determination and work ethic (i.e. here's how/what you did to accomplish the tasks assigned to you even though you didn't have the ideal requirements and past experiences). 

4 - MULTIPLE MEETINGS ON THE SAME DAY:

Avoid leaving your multiple interviewers with the impression that you're not interested in the position/opportunity

· It's not unusual for you, the interviewee, to feel like you're constantly repeating the same answers and posing the same questions over and over again as you meet more and more people throughout the day.  You must repeat yourself-once again, every interviewer is a new audience that doesn't know what you did or didn't share/ask with the other interviewers.  You must be thorough with everyone, otherwise you run the risk of leaving them with the wrong impressions, i.e. that you're not interested, that you’re not that motivated, that you’re not that intelligent because you gave them brief or surface answers, or you exercised poor judgment by failing to recognize/realize you must thoroughly interview/market yourself with everyone you meet.         
· Treat each new person you meet as the first interview of the day - You must absolutely target sell/market (see Target Marketing section) yourself to every new person you meet with, no exceptions.
· Be aware of maintaining your energy level.  If they offer you an opportunity to take a restroom break or a cup of water, take it even if you don't feel/believe you need it at that moment.  It's easier to maintain your energy level by taking advantage of these little breaks/hydrating throughout the day vs. trying to regain your energy level once you've detected it has decreased.      

5 - RESEARCH THE COMPANY:
· At a minimum, visit the company's web site to learn more about the following: 

· An overview of the company's business 

· An overview of the company's overall products 

· An understanding of the company's mission/vision 

· An understanding of the company's history. 

· Recent events/news about the company.    

· Available bios about the people you will be meeting with (Google or search linkedin.com)  

6 - QUESTIONS ABOUT THE POSITION, OPPORTUNITY, & COMPANY:
· Prepare questions that are important to you and that will help you understand the company's business, its products, its pipeline, and its prospects for the future.  (General rule of thumb: be prepared to respond to the interviewer that asks you why you want to know the answers to any or all the questions you're asking-if you're not prepared to answer why you're asking the question, don't ask that particular question) 
· Prepare questions that will help you understand the responsibilities and expectations of the position you are interviewing for. 
· Prepare questions that will help you understand what the future growth, learning, and advancement opportunities might be with the company if you do a great job for them. 

    Examples: 
1. I want to make a good long term career decision. May I ask you . . . 
2. What is about the company that convinced you to join it and/or stay throughout the years?
3. How would you describe the management philosophy of the firm? 
4. How would you describe the company culture, work environment?
7 - REASONS FOR LOOKING FOR A NEW POSITION:
· Explain why it makes sense for you to move to a new company/position in terms of why this will help you advance your skills and career and contribute more to your new employer. 
· Avoid any negative talk about your employer, manager(s), position --- (negative talk only reflects negatively on you) 
· Be prepared to answer questions about why you left your previous positions, and why you accepted your previous positions.  Once again, avoid any negative talk that will reflect negatively on you.

8 - AVAILABILITY TO BEGIN A NEW POSITION:
· Be ready to discuss when you can begin a new position (remember, over 90% of professionals, whether at the staff or Executive Management level, start their new position 2 to 3 weeks after accepting an offer--anything beyond 3 weeks is out of the ordinary and typically raises concerns).

9 – SALARY:
How to respond without over or under-pricing your skills
· Don't initiate any conversations about money or benefits.  If they initiate a conversation about money or benefits, it's OK to explore these areas further with them.
· Be honest and let them know what your current total compensation package is (base salary and bonus).
· The best answer is a fair  wage for what I do and  with consideration for the overall package 
· Avoid stating a salary amount you want (i.e. a specific dollar amount) - You might say something too high (and not receive an offer because they think you want too much money) - or - you might say something lower than they are thinking and you will receive a lower offer.
· Typically, hiring managers take the information below into very serious consideration before arriving at an amount to offer a candidate vying for their position (note: typically we don't have a very clear picture of this information until we get closer to the offer stage):
1. Internal equity, i.e. what are other people/professionals currently working for the company in a similar role/position currently earning 
2. External competition, i.e. what are other candidates vying for the position earning and expecting as a fair and competitive compensation
10 - END OF INTERVIEW:
Understanding and Overcoming Concerns
· Before leaving any meeting, ask the interviewer "Do you have any more questions, and do you have any concerns about my background or experience" - If you don't ask, you won't know if they do or don't.
· Address the concerns honestly (you will find in many instances that their concerns are unfounded because they misunderstood something you said, or you didn't get a chance to share with them some other relevant experiences you have).

Your Final Comments
· If you are excited and interested in the position, let them know - You're honest and genuine enthusiasm can help ignite more enthusiasm on their part in you.

Next Step & Timing

· Ask them what the next step in the interviewing process is, and when they expect to take that next step. This is information you will most likely want to know if you have a high interest in the position and they are the best to answer it for you - It's also another way of showing genuine interest and enthusiasm for the position on your part).

· Do NOT ask the interviewer if you did well!
11 – INTANGIBLES:
Non-verbal things you do that make an impact
· Professional attire/dress (Even though most companies have a casual dress code, I recommend you wear a suit or professional business outfit.)
· Body language (i.e. Sit squarely facing the interviewer, maintain good eye contact, and don't distract the interviewer by taking notes during the interview.).
· Preparation - Being ready to interview (i.e. Prepare examples that you believe will best target market (sell) your most relevant experiences. Preparing for all the areas noted above.)

12 - REFERENCES- OF THEY ASK FOR IN ADVANCE:
· Prepare a list of professional references that you can give them and that they can contact, just in case they ask you for references (current and past managers and supervisors are best and then peers).

· Make sure the people you use as references know that you are looking for a new position and that they might be contacted (They will be a much better reference for you if they know they will be contacted and they have a little time to think ahead about what they will say about you).

13 - FEEDBACK:
Call me as soon as possible to share your feedback with me (the good, the bad and the ugly).  The sooner I receive your feedback, the sooner I can communicate it to the Company and get their feedback to share with you.  
Office: 972-960-1305 ext. 
14 - THANK YOU NOTES:
· Try to obtain a business card from everyone you meet so that you can send them a timely follow-up thank you note.  Having their business card will provide you with the correct spelling of their name, their title and email address.
· We highly suggest you have someone review your thank notes before sending/emailing them to ensure there are no spelling or grammatical errors.  It's difficult to be both author and editor, have someone else give your thank you notes a quick review (we will gladly do this for you) 

· Relax - You're prepared - Enjoy the interview!

15 - EMPLOYMENT APPLICATIONS:
· Completing an employment application is unfortunately a required step for most, if not all, companies to satisfy many legal and governmental requirements.  If they, the company, do not obtain this information from you they can potentially face one or more major legal issues down the road.  
· Be very accurate and complete with the information you provide. We can't overemphasize this enough.
· Be very accurate and complete especially regarding employment dates (i.e. starting date month/year and ending date month/year), titles, educational degrees and compensation.  Most companies verify employment dates, titles, degrees, certifications, compensation and more based upon the information you put on your employment application.
· Be prepared (and save time).  Create and bring a document that summarizes the information most commonly required on an employment application, e.g. employer names, employment dates, titles, bosses/supervisors names, compensation, reasons for leaving, degrees/education dates.  This document is a separate document that is not a resume; it is simply a document that will help you to accurately, completely and easily fill-out the employment application.      
· Arrive early to complete an employment application as an initial step in the interview process.  Allow yourself enough time to arrive at the interview location--a good general rule-of-thumb is to arrive approximately 15 minutes before your scheduled interview-and, have the receptionist hold-off announcing you to your first interviewer until approximately 5 minutes before your scheduled interview (you don't want to make your first interviewer feel rushed to meet you sooner than prearranged/planned time). 
· Once again, make sure you have the following information handy:
1. Exact dates of employment by employer and by position, i.e. month and year you started with employer/held a position, and month and year your employment/position ended.  Most companies will verify this information prior to or shortly after extending an offer.     
2. Compensation: current compensation (please note that most companies verify compensation through a third party vendor or by requesting a copy of your last pay stub prior to or when an offer is extended).  
3. References: names, titles, business relationship (i.e. supervisor, peer), phone number and/or email address.  Most hiring managers prefer using immediate supervisors/bosses as references.  Please indicate on the application if any of the references should not be contacted yet, and don't provide their phone numbers or email addresses for these references you do not want contacted yet.

· Don't do the following:
1. Write on the employment application "see resume" for information requested on the employment application. 
2. Leave blanks (this is only acceptable if you are not certain of the exact/correct/accurate information requested).
3. Provide inaccurate information that will only create problems/issues later during the background check phase of the hiring process, and can result in withdrawal of a pending or extended offer. 
4. Give the receptionist, HR assistant or any others asking you to complete an employment application any reason to feel you are upset, disappointed, put out.(i.e. "giving them attitude") because you have to complete an employment application (remember: you are being judged by everyone from the moment you arrive at the company, and it's important to make a positive impression on everyone because 1) it's the right & professional thing to do, and 2) you just don't know how much weight anyone's opinion might or might not carry, so, don't put yourself at risk-assume everyone's opinion is critical to the hiring decision. 
