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The Seven Phases of an Interview
· Phase #1:  Before the Interview

· Phase #2:  Opening Moves

· Phase #3:  Answering Interview Questions
· Phase #4:  Closing the Interview

· Phase #5:  Following Up

· Phase #6:  Negotiating Salary and Benefits

· Phase #7:  Making a Final Decision

· Phase 1: Before the Interview

Before you even meet, the interviewer will form an impression of you.  They may have seen you when you picked up the application or you may have spoken to the interviewer or their assistant on the phone.  They will have seen your resume or other correspondence.  Someone may have told them about you. 
Be aware that what you say on the phone, write on an application or resume, and what others say about you is very important.
Preparing for the interview
1.  Look your best - Dress and Grooming Tips
· Don’t wear jeans, tank tops, or very casual clothing

· Dress up not down

· Be conservative

· Wear clean clothes and shined shoes

· Use only light perfumes or colognes

· Keep hair style simple and nails clean

My Interview Clothes
Discuss the clothes you plan to wear to interviews and/or describe them below.  

2.  Research Before You Go

Know as much as you can about the organization before you go to an important interview.  You should know something about the following things:
· The Organization/Company:


Size, number of employees


Products or services

Reputation, values

· The Interviewer:


Name


Job title and area of responsibility

· The Position:


Qualifications

Salary range and benefits


Duties and responsibilities

3.  Arrival and waiting

Be sure to arrive a few minutes early.  The receptionist’s opinion of you is important.  Be polite and professional 
while you wait for your interview.  If the interviewer is late, wait for 20 minutes, then ask to reschedule.

· Phase 2: Opening Moves

The first few moments of an interview are very important.  If you make a bad first impression, it will be hard to get the job.
· Initial Greeting - Be friendly, shake the interviewer’s hand and use his/her last name in your greeting, as in “It’s good to meet you Ms. Kelly”

· Posture - Sit straight and lean forward to show interest in what the interviewer is    
saying.  Do not cross your arms over your chest as this shows a closed attitude.

· Eye Contact - You look more confident when you look at the interviewer’s eyes while you listen or speak.  Don’t overdo it!
· Distracting Habits - Avoid playing with hair or clothing or saying “you know?”, “like”, or “uhh” over and over.  Do not chew gum or smell of cigarettes!

· Establishing the Relationship - Most interviews begin with a few moments of informal talking.  Interviewers do this to help you relax and to see how you relate to others socially.  During this time try to relax, smile, and be respectful, polite and friendly.
Self Awareness & Self-improvement 

Consider what you have learned about Phase 2 of an interview and what you know about yourself and the way you usually act when you meet people.  
What will you need to do anything different to insure your first impression is a positive one?

Discuss this with your mentor and/or write your answer in the space below

· Phase 3:  Answering Interview Questions
This phase can last from 15 to 45 minutes or more while the interviewer tries to learn your strengths and weaknesses.  Interviewers may ask you almost anything but there a few common questions you can prepare for.  
The interviewer wants to be convinced that you have the work habits, skills, experience, and personality to do a good job and to get along with supervisors, co-workers and customers.  They’re also are looking for warning signs of problems.  

In one survey, employers said that more than 90 percent of the people they interviewed for a job could not answer a problem question.  More than 80 percent could not explain the skills they had for the job.  Obviously, this is a serious problem for most job seekers.  Lack of communication skills will keep many of them from getting a good job.

7 Tips to Answering Questions

1.  Listen carefully and think before you start to answer and don’t be afraid to pause and think of what to say next.
2.  Understand what is really being asked.  Interview questions may be looking for answers to deeper concerns.  If you can guess what the real concern is you will be able to give the right answer.
Most questions relate to these three concerns:
* Can we trust you and depend on you?  

* Are you easy to get along with?   

* Are you a good worker?

3.  Answer the question that is asked and base your answer on your key strengths, personal qualities, and skills.  Give examples to support your statements.

4.  Answer questions briefly.  
5.  Don’t ramble on and on when you have nothing more to say.  
6.  Be honest and genuine.  A good interviewer can tell the difference.
7.  Practice Practice, Practice!  
Practice – The Ten Frequently Asked Interview Questions

1.  Why don’t you tell me about yourself?


2.  Why should I hire you? / What can you bring to this company?


3.  What are your greatest strengths and weaknesses?

4.  Why did you leave those jobs?

5.  Tell me about your last supervisor.  What did you like?  What didn’t you like?


6.  How does your previous experience relate to this job?


7.  What are your plans for the future?


8.  What will your former employer say about you?


9.  What made you want to apply here?




10.  Is there any thing else about you I should know?

Question 1: Why don’t you tell me about yourself?

The interviewer doesn’t want to know your life story! Instead, he or she wants you to tell them how your background relates to doing the job.  They may also want to know if you are well adjusted person with a positive lifestyle.  Don’t get carried away and reveal anything private that will hurt your chances!  Example: “I’ve been sober for one year”  

Write your answer in the space below. Practice answering this with your mentor.   
Question 2: Why should I hire you?

The best answer is to show how you can solve a problem for them, help the business make more money, or provide something else of value that they need.  Think about the most valuable thing you can do for an organization.  That is probably what you should include in your answer.  Now think about the job you want.  What strengths can you bring to that job?  Then answer the question:

Write your answer in the space below. Practice answering this with your mentor.   

Question 3: What are your greatest strengths and weaknesses?
This is a direct question with little hidden meaning. Answer the “strength” part of this question by emphasizing your personal qualities. Be sure to mention at least two of your top job skills.

Write your answer in the space below. Practice answering this with your mentor.   

Talking about weaknesses is something most job seekers don’t handle well. If you tell what you do poorly, you may not get the job. If you say you have no weaknesses, the interviewer will not believe you. Ask yourself what the interviewer really wants to know. He/she wants to know that you are aware of your weaknesses. And that you have learned to overcome them so that they do not affect your work.  List some weaknesses and what you have done to overcome them. 

Write your answer in the space below. Practice answering this with your mentor.   

Question 4: Why did you leave your last jobs?


Employers look closely at resumes and applications for employment history.  They want to see dates that show a history of staying a long time at jobs and of steady advancement over time.  They want to know that you only leave a job if you have a good reason.  They may also have concerns about periods of unemployment.  Take a look at your own resume and practice application.  Most applications ask you why you left your previous jobs.  Be prepared to explain your reasons for leaving each job
REASONS FOR LEAVING A JOB


When you fill out an application form you will be asked why you left your previous jobs.  This list will provide you with some of the terms most frequently used.  The list is divided into the “RED LIGHT” danger zones, and the “GREEN OR YELLOW LIGHT” possibilities that you can explain or discuss in the interview.


Question 5:  Tell me about your last supervisor.  What did you like?  What didn’t you like?
This interviewer hopes to learn about your attitude towards supervisors and how well you respond to supervision.  Your answer can also reveal how respectful and loyal you are.  Be careful!  Never trash old bosses or come across as a complaining or disloyal.

Write your answer in the space below. Practice answering this with your mentor.   

Question 6:  How does your previous experience relate to this job?
This one requires a direct response.  This question is saying, "Can you prove you have the experience and skills for the job?"  Be sure to mention any specific skills or training that will help you do the job.  If you have little or no direct experience then you can talk about your personal qualities, school achievements, and how well you learn new skills.

Write your answer in the space below. Practice answering this with your mentor.   

Question 7:  What are your plans for the future?

This question is really asking whether you are likely to remain on the job. 

This question also asks:


* Will you be happy with the salary?


* Will you leave to raise a family or relocate because of college?


* Do you have a real interest in this kind of work / company?

You will need to practice answering this question.  Try to put yourself in an employer's place.  Try not to bring up anything in your own life situation that some employers might be concerned about.  An example of this would be plans to transfer to a college far away.

Write your answer in the space below. Practice answering this with your mentor.   

Question 8: What will your former employers (teachers or other references) say about you?

The interviewer really wants to know about your personal qualities, work habits, and whether you can be depended on.  Are you easy to get along with?  Are you reliable?

Note: Many interviewers will call your previous employers and references.  So if you are less than honest about problems in previous jobs, you could get caught.

Write your answer in the space below. Practice answering this with your mentor.   

Question 9: 

 What made you decide to apply here?
Employers want to make sure you know what you want.  They know from experience that people who take jobs they don’t like will not last.  They want you to tell them what you will value about the job and what you like about their company.  The best answer is the absolute truth.  If you are interviewing for a job you really want, in a place you really want to work, the answer should be easy.

Write your answer in the space below. Practice answering this with your mentor.   

Question 10: Is there any thing else about you I should know?

You might not think you have anything else left to say--but you better have!  This is your chance to give a last pitch for yourself.  Develop an answer to this question, one that highlights your strengths, skills, enthusiasm, etc. This is also your chance to ask questions of your own.  

Write your answer in the space below. Practice answering this with your mentor.   

When, if, and how to talk about your stay at Rancho and your troubled past.

This is a situation that many of you would like to avoid if at all possible.  In reality there may come a situation when it is unavoidable so it’s best to be prepared.  Some interviewers are very skilled at drawing out this information legally while others may ask an illegal interview question.  Other reasons you may want to discuss it are; 1.) You know a background check will be done, 2.) You gained some excellent work experience and training at Rancho that qualifies you for the job, 3.)  Your work, school, and residence history make it obvious.  


Whatever the reason it may come up so don’t be discouraged!  There are ways to discuss Rancho that avoid disclosing what is none of their business while you turn this “trap” into opportunity to sell yourself.  However you decide to handle this situation be prepared and practice.  

Here are two examples of how a person might discuss Rancho and their troubled past.

Interviewer Question: “I see from your application that your last two jobs were at ‘Rancho San Antonio’ and that two of your references are at that same address.”  “What kind of place is Rancho San Antonio?”

Answer: “Rancho is a residential boys Home in Chatsworth.  I was enrolled there and lived on campus for about a year.  I worked in the Print Shop and as Cooks apprentice in Ranchos cafeteria/dining hall.  It was a great chance to gain work experience”.  

You can see from this answer that everything in the answer is true but it doesn’t give the whole story. It avoids the trap of disclosing more details about your past and only addresses what Rancho is.  The answer also turns the question into a chance to highlight work experience.  One important thing to try and figure out is whether the employer is really unaware or suspects a troubled past and wants to see how honest you are.

There may come a time when discussing your troubled past is unavoidable but don’t be discouraged.  Many employers are more than willing to give an opportunity to young men with records.  The key is to recognize that you’ve come a long way and you have a lot to offer.  If you truly believe this it will show.  It is also important to recognize what the employer is really asking: “Will I be able to trust this person?”

Interviewer Question: Don’t they deal with boys in trouble with the law at Rancho?  Were you put there because of this?

Answer:  “Yes I was.  Two years ago I was having problems at home and at school.  I really wasn’t making wise decisions for myself so everyone agreed it would be the best thing for me.  Now that I’ve graduated I know how right they were.  Rancho helped me catch up in school, resolve my family problems, and I’ve learned how to make good decisions for myself.  I’ve begun to make goals for my future as well.  I plan on going to college in the fall and this job will help me save money for expenses.”

You can see from this answer that it turned out to be an opportunity to impress the interviewer with honesty, self awareness, positive attitudes, and a motivation to achieve goals.  These are all things that employers look for.
Now its time for you to write how you would answer these questions:

About Rancho

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

About your past troubles
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Review all your answers to the questions in this section with your Mentor.
· Phase 4:  Closing the Interview


All good things must end.  You can close an interview as effectively as you begin it.  While this part of an interview is often overlooked, it can make a big difference.  Be sure to:

 

Summarize your key points 



Point out your strengths



Ask for the job



Use the Call-Back Close





The Call-Back Close




1.  Thank the interviewer by name




2.  Express interest in the job and organization




3.  Arrange a reason and a time to call back




4.  Say good-bye

· Phase 5:  Following Up


Once you’ve left the interview it’s over.  Right?  Wrong!  You need to follow up!  This can make the difference between your getting the job and someone else getting it.  Follow up as promised.  If you said you would call back next Tuesday at 9 o’clock, do it.  You will surely impress the interviewed with how well organized you are.

· Phase 6:  Negotiating Salary and Benefits

Salary Negotiation Rule #1:
Never bring up salary until you are being offered the job.

There is a danger in being too quick to bring up pay.  You don’t want the interviewer to think that money is all you are after.  There is also danger of asking for too much and hurting your chances.  There is also a danger of asking for too little and ending up making less then others in the same job.
Salary Negotiation Rule #2
Know the probable salary range in advance

Before the interview, you need to know what similar jobs in similar types of organizations pay.  This will give you an idea of what the position is likely to pay.  To find out ask others in similar jobs.  The library is a good source of salary information.  Ask the research librarian.  You can also call your local state Employment Service’s statistical office.  

Salary Negotiation Rule #3
Bracket your salary range


Some examples of salary Brackets

If They Pay:


You Say:

$7/hour



7 to 8 dollars per hour

$15,000 / year


mid- to upper teens
$9/hour



9 to 10 dollars an hour

Salary Negotiation Rule #4
· Never say no to a job offer before it is made or until 24 hours have passed.

If the money offered is not what you had in mind, say you want to consider the offer and will call back the next day.  You can always turn it down then.  You may also say that if the pay was higher you would take the job.  You can also negotiate starting at the lower rate but getting an increase after a certain time.

Note: Do not negotiate like this unless you are willing to give up the offer. 
· Phase 7:  Making a Final Decision

The interview process is not completely over until you accept a job.  This can sometimes be an easy decision to make.  There are other times when deciding can be very hard.  


Put the positives and negatives (Pros & Cons) of a difficult decision down on paper.  Compare different job offers to see which one is best.  People who use this process ten to make better decisions.  If you make a wrong decision you will probably not stay with the job very long.  An employment record with frequent job changes will hurt your chances in the future. 
RED LIGHT ANSWERS


(AVOID THESE)





FIRED


HURT ON JOB


FORCED TO LEAVE


TOO FAR TO WORK 


TERMINATED


NO POTENTIAL


MUTUAL AGREEMENT


NO BABYSITTER


PERSONALITY CONFLICT


LEFT TOWN


DISSATISFACTION WITH


EMPLOYER OR JOB


PERSONAL PROBLEMS 


INSUFFICIENT SALARY


QUIT


ARRESTED


TARDINESS OR LATE TO WORK


TOO SLOW


COULD NOT DO THE JOB


LONG HOURS


DISAGREEMENT








YELLOW OR GREEN LIGHTS


(YOU CAN EXPLAIN OR DISCUSS)





NEW JOB


PREFER TO DISCUSS IN THE INTERVIEW


PERSONAL REASONS


LAID OFF, LACK OF WORK


TEMPORARY


JOB MISREPRESENTED


CONTRACT ENDED


RESIGNED 


SEASONAL


BETTER OPPORTUNITY


PROMOTIONAL OPPORTUNITY


CAREER CHANGE OR GROWTH


RETURNED TO SCHOOL
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