. Interview Body
B Language - Don't
do this in your

Crossing your arms in front of you during your
interview sends the message that you are not open to
what the interviewer is saying and you are on the
defensive.

Rather rest your hands loosely clasped on the table in

frnm 'ﬂf you. w.best_-jnb-intewiew.cnm
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What to do while waiting for
an interview.

1. Ask for company materials to

read.

2. Go through your resume again,
be completely familiar with the
details.

3. Read through the job posting
and any research you have done

agad In. www.best-job-inlerview.com
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Avoid danglin

d lst!'ac:ts the interviewer fromwhat you are
saying.

g'4and jangling jewelry. it
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Your resume did not open. Check on this by sending itto a
couple of friends and asking them to open it on their
computers.

Yaur resume could not be read by the Applicant Tracking
System. Avoid fancy fonts. images, graphics and borders
as these all confuse the ATS.

You sent a generic cover lelter that was addressed 1o
"Whom it May Concern”, Find out the name of the right
erson to address your cover letter to and customize it for

he specific job opportunity.
vour contact details were inadequate. Provide a number of
alternatives and make sure you are readlly avallable so the
employer can get hold of you.
——, i it —blmeme mreiidad b tha amnlover.
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E '_ ) The 12 Core Competencies

1. Teamwork 7. Decision Making
2. Communication 8. Initiative

3. Adaptability 9. Work Standards
4. Reliability 10. Problem Solving
5. Motivation 11. Stress Tolerance
6. Integrity 12. Organizing

Scanned by CamScanner



Convince
them you

are a
commiited
and serious
candidate

Only
register
with a
couple of
recruifers

Gel back to

them

promplly
and with

the right
info
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Insider Interview Tips

Avoid sounding desperate

in your job interview.

Making comments like "l really need this
job" and "I don't know what l'll do if | don't
get this" do nol elicit a posilive reponse or
empathy, rather they create awkwardness
and make you appear desperate and
unprofessional.

Confidence and enthusiasm for the job

are attractive qualities, emotional pleas
are not. Display interest and eagermess
but avoid any attempt to manipulate the
interviewer.

www.besl-job-Interview.com
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What do Employers Want
in an Intern?

THE 8 KEY COMPETENCIES

www.best-job-Interview.com
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The 4 RULES OF
RESIGNATION

YGive Falr Notice Keep It Positive U

Be Discreet Stay Productive

www.best-job-Interview.com
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Interview Dress Tips

Wearing a white shirt with
a dark suit indicates an
aptitude for attention to
detail.

This is a good choice when
interviewing for jobs where
detail and accuracy are
essential requirements such as
administrative and accounting
positions.

www.best-job-interview.com
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Are you
overqualified
for this job?

"l would refer to myself as fully qualified,
not overqualified to do the job. | believe

my qualifications will enable me to reach
the expected level of productivity for this
iob faster and with less training. | would

never toke a job | wasn't fully committed

to."

Scanned by CamScanner



Establisiing a
connoetion with

RAP PORT IN YOUR your interviewer
INTERVIEW. is koy to your

SUCCOSE.
1. Before you shake hands , make sure your hands
are warm and dry. Cold and clammy hands are off-
putting.

e good eye contact and call the intery
er name at regular intervals - "I

e interviewer finish speaking befo
interrupting is a rapport-killer.
e of your body language, lean sli

Pin vour chair to show that you are
aged in the conversation.

Scanned by CamScanner



HOW TO WRITE
A GREAT COVER LETTER

imfuafa tL\wse four sections:
(D

introduction - aka: the basics

your skills & experience - bring your resume "to life"

what makes you interested in the opportunity

wrap up and any logistical details

reaa? H\@ M? artio?ef O WIWW prepary.coim
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5 Shoddy Speech Habits to
Avoid in your Interview

1. Avoid meaningless fillers llke "um®”, "you
know" and "like"

2. Sloppy words like "kind of" and "sort of"
make you appear unprofessional

3. Highly-charged negative words like "hate"
convey an impression of poor emotional
maturity |

4, Display confidence by not using words like
"perhaps”, "maybe" and "hopefully”

5. Slang words like "freaking", "my bad" and
"dude” have no place in a job interview

Scanned by CamScanner



1. How did you start out in this industry?
. What skills and qualifications did you have? _
t is the most important skill for this job?
are your main responsibilities here?
o you enjoy most about this job?
e your biggest challenges in the{ob?
portunities have you had in this job?
e the career paths in this industry®
there anyone else | should talk to?

ay | contact you again if | need more advice?
www.best-job-interview.com
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%' Do'a 8 Don'ta

Interview Dress for Men
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How to Make Your
Resume Real

Avoid the over-used phrase -
"Excellent communication skills" -
rather be explicit about how your
communication skills are of real value

in your job. For example:

"Able to explain complex concepts in a clear
and concise manner"

"Able to positively persuade and influence
customers”

"Able to ask the right questions and respond
with accurate information"

Scanned by CamScanner



~ Top Live
GI—-’{P“P 3 intgrriew

o . tips to stand
Interview Tips Badadet

crowd!

Make a good first impression by being polite
and professional with everyone you meet at
e company

clearly and confidently, listen a
't inferrupt other candidates

te with and support other gre
, acknowledge their centrib

sitively to all feedback and g
in a constructive manner

d customized thank you lefters to each
rviewer affer your group interview

PERRDRRT oo
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Make sure you have asked all your questions - "May
| ask you a couple more queslions before we end the
interview?"

Reinforce the posilive - prepare a closing statement
lhat sums up your suilability for the job.

Confirm you have addressed all the interviewer's
concerns - "Is lhere anything else you would like me

lo clarify?"

Express your enthusiasm for the job opportunity
and the company and ask about the nexl step in
the hiring process.

Thank the interviewer, give a firm handshake and
make confident eye contact.

www. besljob-nterview com
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Always ask this
question at the
end of your
inferview.....

a®
I

"What is the next step in the
hiring process?”

... this gives you a time
frame for following up with
the company and
reinforces your interest in
the position.

www. best-job-interview.com
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They exaggerate their skillsand
~ experience in their resumes and job
application

They display a lack of enthusiasm and
l confidence in the interview

it

(A\ The do not focus on their strengths and

f thew value

(‘ (" O They fail to communicate successfully and
:“ 2 = establish rapport with the interviewer

They want to know what the company can
do for them and not what they can do for
 the company
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any job candidates do not bring copies of
their resume to the interview, assuming the
hiring manager has a copy on hand.
Always print a couple of copies of your
resume and put them into a nice folder to
take with you.
This way you can easily refer to your resume
during the interview and provide everyone

involved in the interview with a copy.

Scanned by CamScanner



Ms when we are
Orces fg'"nﬂs of
sciously sitting

relaxing our ar
ms
increases confidence,

Nervous reinf

anxiety. Con
upright and

Research shows faking
confidence through body

language results in actually
feeling less nervous.
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Maximize the impact of the top
half of the first page of your
resume bys:

Including a hard-hitting profile
/ statement that quickly demonstrates
your suitability for the job.

Using relevant and specific
( keywords that grab the reader's
attention.
WWW.BEST-JOB-INTERVIEW.COM
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5 Steps to Take Before
you Accept the

' 'E_'E)-»r
A

t2 2 ¢
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Winning Ways to g\
Answer the Salary \&

Question
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1. | have the job description in front of me, which of these
responsibilities are your immediate priority?

2. How would you define doing an excellent job in this

position®
3. What sort of employee thrives in this company?

4. Are there any areas | need to clarify to confirm my
suitability®

Smart Questions to
Ask in a Phone Interview

Scanned by CamScanner



Good day sir. | Just wanna say
thank you for your post about
Interview questions and
answers. It really helped me to
prepare my interview. Now | have
my first job as a QA Engineer.

p— _— _—

Thank you sir. @@
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n Your questions are an excellent

“ reflection of your interest and
skills.

"Asking appropriate questions throughout the
interview, not just when prompted near its
conclusion, is where many candidates fail. When
you engage an interviewer in conversation that
demonstrates your knowledge of their company,
the job and the candidate they are looking for,
you actively convey your own diligence and
interest-level. Don’t wait to be asked if you have
any questions—engage your interviewer
throughout."

www.besl-job-interview.com
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These are the five questions good job
candidates ask:

)What will the recruit's primary goals be for
the first 2 to 3 months?

)What are the typical attributes of your top
performers?

)What do you like most about working for
this company?

>What are the company's biggest challenges
right now?

)Are there any areas I need to clarify in order
to confirm my suitability for this job?

www.best-job-interview.com
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WHAT ARE YOU DOING
TO IMPROVE EACH DAY ?

88% OF WEALTHY PEOPLE READ FOR 30+
MINUTES PER DAY.

63% OF WEALTHY PEOPLE LISTEN TO
AUDIOBOOKS ON THEIR COMMUTES.

79% OF WEALTHY PEOPLE READ CAREER-
BASED EDUCATIONAL MATERIAL.

“VIA SUCCESS MACAZINE

ON THEIR STUDY OF PEOPLE WHD MAKE MORE THAN 160K PER
YEAN, AND HANVE A NET WORTH OF OVER 531.5 MILLION

& A @
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"Tell Me About Yourself"

When your experience does not
directly apply to the job
opportunity.

"My 4 years experience in hospitality has
taught me a great deal about dealing
with customers. I have developed strong
problem-solving skills, honed my ability
to manage conflict and deal with
demanding individuals and polished my
communication skills. I am Keen to utilize
my passion for excellent customer service
in providing the best possible experience
for your retail clients.”

; mm.'hﬂﬂt-jub-intawi ew.com
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| am no qood at s | can learn 1o do this
betier

This is foo difficult This is just going 1o fake
il more, fime and effort

've never done it Ht's on opporfunity 1o
‘before porn sometning new
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understand
the
question ..
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KNOWLEDGE ETIQUETTE
PREP Increasingly employers are using Skype as a way to screen candidates or conduct the first round

Interview, There are some similarities between Shype interviews and phone interviews; however,
candidates need Lo be more aware of the visual surroundings during a Skype inlerview.

Below are a few tips 1o keep in mind when preparing for a Shype mterview.

THE DAY OF
D O YOUR 1. Justlike preparation for a phone or face-to-lace job interview, do a trial run with a career
counselor, friend, of colleague 1o be sure you are ieady on all fronts. Test the technology
QUESTIONS priot to the interview to ensure the volume is appropriate and no cords are unplugged.

2, Diess asthough you were going to a face-to-face interview. Choase attine that |s

' appropriste tor the type af postion for which you are interviewing. Noutral calors are best
on camera and avold busy patterns. Men need 1o be clean shaven and hair styled and
combed

3 Choowe a witable backgraund for yout nterview, Pay attention 1o the warmth and depth

' ofthe backgreund. For example, a warm woard bookcass in the background is more visually
WHAT TO THE DAY appealing and adds more depth than a Blank white wall. Be sune the background is free of
e e o i clitter and looks rrofessdonal. Choose a location where the lighting is good or add a lamp

WEﬁR BEFORE to iluminate yoursell.

INTERVIEW A s ik e i
B Tip-She...(1).pdf

000

200

[E3 Master..iew.pdf

p—y "

Tip.Sheet for Skype Interviews Y N | . 'II:@[[" You

Increasingly employers are using Skype as a way to screen candidates o conduct the first round g i .|
interview, There are some similarines between Shype interviews and phone interviews; however,
candidates need 1o be mote aware of the visual surtoundings during a Skype interview,

Eelow are a few tips to keep in mind when preparing for a Skype interview.

1, Justlike preparation lora phone or lace to-lace job interview, do a trial run with a career
counselor, friend, or colleague 1o be sure you are ready on all frants. Teat the technology
prior 10 the interview Lo ensure the volume (s approprate and no cords are unplugged.

J00 Job Descriplions for G Personality Types

2. Dressas though you were going to a face-to-face interview, Chaose attire that is <G
appropiiate for the type of position farwhich you are interviewing. Meutra! coioes are best 140+ Best Jabs Lists, Including Jols with (he
on camera and avoid buiy patterns, Men need 1o be clean shaven and hair styled and Best Pay, Fastest Grosth, and Most Openings
combed.

S Mabe the et carver Bl b your peraaality bp;

3‘ Choose a suitalile backgraund for your interview. Pay attention to the warmth and depth Neatistic, nvestigalive, Artisdic, Soctal, | nteepesing,

of the background. For exarmple, a watm wond bookease in the background is more visually i Lomenlional
appealing and aclds more depth than a blank white wall. Be sure the bachground is free of S fteat pobe Bads for mah peesinality ype, argankeed
clutter and loaks professional Choose a location where the lighting is good of add a lamp I earniniis, grvmadli, eiboation bevel, anid s
to Bluminate yoursell. e
doly shesa rigiions i hed wish n @
4_ During the actual Interview, silence your home and cell phanes as well as email alerts and " Wi, Erimatti, r1|l'|p sitions mm u:iu and
n_‘l.?m noises m:ruglrnn:ynur computer that might be heard by the inlerviewer or be a rospesrmitiblities, and whiths needod.

200
o209

ﬁ Tip-She...ws.pdf @ 50 Best.. lity.pdf
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After your interview do's and don'ts:

( Do send a professionally written thank
you note within 24 hours of your interview

with details of your interview, the

X Don't update your social media status
company may well check on you online.

Do let your references know they may be
contacted for information.

Don't be too aggressive in your follow up
and harass the interviewer.

www.best-job-interview.com
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6 Smart Questions to
Ask the Interviewer

\_5@‘:&3 pe I'I;J?'Tu'l:'l:n ce %06:;
\N; @ Lokt measured in this fi’q,é‘:%--"%
QO 0% .&nﬁ Job?

s

[
5‘;{, ff'ﬁ, %J'

%‘Enﬂ" Q 9 o %>

What are the Whatdn ynu What are the

immediate like most cumpanys
challengesa  about working ?gest
recruit faces for this challenges

in this job? company? currently‘?
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HM%WMWMVM o boost
Youh- twnéuﬂehw mﬁf«f
Mkaﬁ aﬂnuﬁgnu}uafhﬂlg%

Candidates can find it hard to verbally express
their strengths. They don't want to sound boastful
or arrogant. One way to feel more comfortable
talking about your strengths 1s to use speech
softeners . For example:

" have afwa_.:a& been Cold thak ... i

') ke €o think that ..."
"/bbg; m%{jm comment, on. ..."

I : : m
www.best-job-inlerview.com
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o Review the job posting and highlight the competencies the
employer is looking for.

Think of good examples of when you have displayed each of
these competencies during your working experience.

Structure your example to include a description of the situation,
the action you took and the outcome.

You can use examples from school and non-work related
activities if necessary.

Q Your example should be specific, relevant, recent and most
Imnurtantw authentic.

Scanned by CamScanner



HOW TO ANSWER

Why are you

interested in COMMON
this position? INTERVIEW
QUESTIONS

3 SIMPLE STEPS TO STRUCTURE YOUR ANSWER.
1. Use your company research to include a few key
factors in your answer.
E IleEL‘[T]‘y' align your skills and experience with the job
requirements. "One aspect that excites me about this
position is the chance to combine my accounts
experience with my supervisory skills"
3. Connect the job opportunity to your long term career
plans. "Tve wanted to be involved in this sort of work for

along time" ‘wwiw.bestjob-interview.com
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g

MOTIVATION -
graduates must be
able to clearly show
why they want to work
for the company. Have
at least 3 good reasons
for applying for this job
opportunity

www best-job-interview.com

= 2

CULTURE FIT - highlight
how your values align
with the organization's
values. Provide
supporting evidence
such as your volunteer
projects and interests.

i d

COMPETENCIES -
companies seek
behaviors that predict
successiul job
performance including
resilience and teamwork
Provide examples that
demonstrate these
desired compeiencies.
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Use social media to follow the
company you are interviewing
with.
Before your interview follow the
y potential employer's facebook and
twitter updates and any other
n social media presence they may
have. You can refer to this in your
interview and use the information
you have picked up to impress.

wv.w.i:nest;juh-fnteruiew.cnm
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| J
40% OF THE IMPRESSION YOU
MAKE COMES FROM YOUR VOICE

_Avoid rising intonations  Get the volume l_ight Munitqf your dalivery speed

Raising your voice
at the end of each
sentence gives the
impression that
you are querying
the information you
have Just provided.

A slight variation in |

volume engages
the interviewer. A
consistent loud
volume is an
assault and a low
volume is baoring.
Mix it up.

Speak clearly
and congcisely,
lake a couple of
seconds pause
before you
respond and
dan't rush
through your
answers.

mm.bat:jﬁh-lntéwlew.cnm
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Share your Knowledge
Work experience
Skills related to job
Career Goal

Examples:

« Sir, az | am a fresher, | have theorelical knowledge but | can do hard w
for my organization. And | will pud all my efforis for the good progress
organiralion. Being punciual and sincere, | can finish the weork given lo r
on tme and try my best (o fullll! all the needs of company frém me.

ERFEGls o ilfaec—mees e e e e el e -l e - - [ Q[T R [ T I ——— e ——_——— e
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company?

+ Tell them what you like
about company

« Relate it to your long-term
career goals

Scanned by CamScanner



Tell me what you
this company?

« Study aboul the company In delalls

+ Daothe background work aboul new
projecls

+ Knowthe names of thelrowners and
pariners

+ Research aboul the company current
Issues

« Updal k ! bout thelr
e Lou Knowecge:

For Example:
it is one of the best lastest growing comg

of the company Is very good. People leel

Scanned by CamScanner



Stralghtforward
Impatient
Sensilive

More talkalive

Trust people very quickly

| can't say no when someone
ask for help

Take decislons vorv auicklv

Scanned by CamScanner



What are your salai

Never share your salary requirement as a
fresher

Experience candidale can share their
eipected salary

Always say as per the company norms lor
the job

Exrampile:

L

| am a Iresher. Salary by not firsl priority To
career and | also wan! o imprave my knowl
expecl » considerable of splary pccording U
which will littill my econamical needs.

| hove 7 yrs of experence in HR lield, My cun
big |ssues for me, Still | am expeclno s
designation and my qualification and expen
slandard ol levelol my personal nni econon

Scanned by CamScanner



e Short term goal
e Long term goal |

Example:
My short term goal is 1o ge!
can utilize my skills and \m

goal is 10 be in respectable




| J
40% OF THE IMPRESSION YOU
MAKE COMES FROM YOUR VOICE

_Avoid rising intonations  Get the volume l_ight Munitqf your dalivery speed

Raising your voice
at the end of each
sentence gives the
impression that
you are querying
the information you
have Just provided.

A slight variation in |

volume engages
the interviewer. A
consistent loud
volume is an
assault and a low
volume is baoring.
Mix it up.

Speak clearly
and congcisely,
lake a couple of
seconds pause
before you
respond and
dan't rush
through your
answers.

mm.bat:jﬁh-lntéwlew.cnm
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Why are you lo
change?

« Thanks lo provious
Organization

« Explain what you learn from
past Job experience

« Share your reason for job
change

« Rolate lo career goals

Example:

| am thankful te my previous org
things from there, According to m
enhance your skllls, knowledge
growth, Your organirallon is the goi

Scanned by CamScanner
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Use social media to follow the
company you are interviewing
with.
Before your interview follow the
y potential employer's facebook and
twitter updates and any other
n social media presence they may
have. You can refer to this in your
interview and use the information
you have picked up to impress.

wv.w.i:nest;juh-fnteruiew.cnm

Scanned by CamScanner



"I'm a perfectionist”

AVOID BORING YE;IJR INTERVIEWER
WITH THIS OLD CLIEHE ANSWERTO
THE "WHAT IS Y@U GREATEST

WEAKNESS" QUESTION.

Discuss a genuine”
provide evidence of hn
overcoming#

Scanned by CamScanner



The highest percentage
of applications move

forward on a Monday. It
decreases by 10% on

Tuesday and gets
progressively worse

through the week until

Sunday which sees no
action.
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* RULES FOR INTERVIEWS

| The 30/2 Rule: Your
bestchance Tora __ .
' successtul interview is to

give answers between 30—
' seconds to 2 minvtes long.
Anythingless-than-30
'seconds appears rushed and
-anything-over-2Z-minvtes——
“will test the interviewer s

Scanned by CamScanner



MISSING THIE
CALL

Not answering
the call at the
set lime reflects
badly on your
professionalism

and seriousness

about the job

opportunity. No
employer wanis
to have o Keep
on rying (o get
hold of you.
Answer when
you say you will.

SOUNDING
UNPREPARED

This includes
not having
coples in front
of you of your
resume, the
job posting,
questions to
ask, answers
{o common
interview
questions and
not having a
pen and paper
to jot down
notes and
detalls.

DRINKING OF

EATING

Chewing or
drinking while
on the call is
one of the
quickest ways
{o display

disinterest

and a lack of
professional
behavior.
Always act as
though you
Were in a face-
fo-face
interview.

ALLLOWING
DISTRACTIONS

Take the callmn
a quiet place
free from
distractions.
Background
noises are off-
putting and
send a
message that
you are not
taking it
serously.
Don't interrupt
the intenviewer
while he or she
is still talking.

Scanned by CamScanner



5 Common Body Language'Mistakes Candidates Make

Don't ignore these non-verbal mistakes

Sending the wrong message in

our inferview can costyouthe job
)) 4 S )4 J ((

Not making sufficient eye contact is the biggest interview
body language mistake you can make.

Failing to smile puts the interviewer off. Insert genuine
smiles throughout your conversation.

Slouching. Sit up straight and display professionalism
and confidence through your pasture.

Fidgeting. Keep your hands still. Playing with items on
1he fable, your hair or your clothing betrays nervousness..

Inappropriate voice tone. Tone includes the volume you
use and the Jevel of emofion you convey. Sound upheat
and warm but don't overdo it.

.
"y A b el b
I 4520 ki i Ml Pt By e g
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Establish a daily routine. | Review your progress Stay in the loop by
Have a set time to get up, regularly. Work out setting up Google alerts,
schedule specific job whats working for you following would-be
search tasks for each and what's not. Adjust employers on Linked In,
day. Keep a record of your activity ’éh".“ "}E“:"F “fgﬂ!l"
Ser sttty accordingly. section of their websites,
y y and attending job fairs.

Scanned by CamScanner



4 Positive Signs Your
Inferview Went Well

Your interview goes over

the allocated time

Yom are asked about
your availahility

Company future plans and
projects are discussed

The interviewer gives a Specific

date for getting back to you

THIS PROBABLY MEANS THAT
YOU ESTABLISHED A GOOD
RAFPORT AND THE INTERVIEWER
}wggm T0 KNOW MORE ABOUT

(T CAN BE GOOD SIGN F YOU ARE
ASKED WHEN YOU COULD START
THE JOB.

CONVERSATION ABOUT SPECIFIC
PLANS (N THE PIPELINEARE A
GOOD INDICATION OF REAL
INTEREST.

A PRECISE TIME SCALE FOR
GETTING BACK TO YOU IS
USUALLY MORE POSITIVE THAN
THE GENERIC "I'LL BE IN TOUCH .
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> TOP PHONE INTERVIEW MISTAKES 7=

ﬁ HOW TO AVOID RUI

MISSING THE
CALL

Not answenng
the call at the
sel time reflects
badly on your
professionalism
and serousness
about the job

opportunity. No

employer wants

to have to keep
on trying to get
hold of you.
Answer when

you say you will.

SOUNDING
UNPREPARED

This includes
not having
copies in front
of you of your
resume, the
|Ob posting,
questions to
ask, answers
{0 common
interview
questions and
not having a
pen and paper
to jot down
notes and
detalls.

DRINKING OR
EATING

Chewing or
drinking while
on the call is
one of the
quickest ways
fo display
disinterest
and a lack of
professional
behavior.
Always act as
though you
were in a face-
to-face
interview.

NING YOUR CHANCES OF GETTING &
THE JOB

ALLOWING
DISTRACTIONS

Take the call in
a quiet place
free from
distractions.
Background
noises are ofi-
putting and
send a
message that
you are not
taking it
seriuuslr.
Don't interrupt
the interviewer
while he or she
is still talking.

www best-job-Interview.con
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Hiring Managers will almost
certainly research you online so
be 100% sure that your social
media profiles match the
information in your resume. Any
discrepancies will put your
application in jeopardy.

Scanned by CamScanner



Include all your contact information on your
resume.

| ' Full name, streel address, cily, slate and zip

, Home phone number, cell number and
L) personal email address [avoid using

your compony email )

Include your name on each page of your resume

~r Set up your voicemail or answering machine so
-y employers can leave o message

Scanned by CamScanner



5 Common Body Language Mistakes' Candidates Make
Don't ignore these non-verbal mistakes

Sending the wrong message in

your inferview can costyou the job
Y G

Not making sufficient eye contact is the biggest interview
body language mistake you can make.

Failing to smile puts the interviewer off. Insert genuine
smiles throughout your conversation.

Slouching. Sit up straight and display professionalism
and confidence through your pasture.

Fidgeting. Keep your hands still. Piaying with items on
the table, your hair or your clothing betrays nervousness.

Inappropriate voice tone. Tone includes the volume you

use and the level of emofion you convey. Sound upheat
and warm but don't overdo it

Scanned by CamScanner



How to Make Your
Resume Real

Avoid the over-used phrase -
"Excellent communication skills" -
rather be explicit about how your
communication skills are of real value

1n your job. For example:

"Able to explain complex concepts in a clear
and concise manner”

"Able to positively persuade and influence
customers”

"Able to ask the right questions and respond

with accurate information” ) _
www.best-job-interview.com
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Bring the right documents to your interview:

submitted for your application, the interviewer
does not want to waste time going through a
new resume

( Take copies of the same resume that you

Have a properly formatted list of references
ready with correct and current contact details

Take a current ID, such as driver's license or
( social security card, you may need to fill out
paperwork that requires this

/" Bring paper and pen, asking the interviewer for
these when you need to make notes creates a

bad impression
www.best-job-interview.com
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"Tell Me About Yourself”

Focus on what interests the
interviewer.

"I have been working as an admin
assistant to the General Manager for just
over 3 years. I started as a Receptionist
and was promoted after 6 months. I am
passionate about learning new skills and I
have completed a number of training
courses. I have developed a strong skill
set including in-depth data management
expertise. I am eager to make full use of
this in a larger working environment."

“www.best-job-interview.com
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Be pleasant to
everyone around

Gres! and be polile to
everyone you come inlo
conloct with . Your
interview starls The
momen! you enfer tha
company.

Adopt confident
b,.i',f language

Research shows thot
mnsdplﬁiy assuming an
upright power pose
resulls ﬁ: both you feeling
more conhident and
coming across as poised.

E with th
" receptionist

Galher more info on the
company by osking the
receplionts! a couple of
questions such as "How
would you describe (he

work environment hereg’

Turn off and put
away your phone

Checking emails and
social media not only
looks unprofessional but
you may see something
that distrocts you and

puls you off your gome.

Scanned by CamScanner



5 Cardinal Rules For
Job Hunting While
Still Employed

Don't tell your colleagues at work that you are job
searching. Be discreet and keep it to yourself.

Do not refer to your job search on your social
media sites.

Let any potential employer know that your job
search should be kept confidential

Schedule job interviews outside of your working
hours.

Don't use the company computer, internet, fax or
phone for your job search activities.

www_bestjob-interview.com
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HOW TO ANSWER

Why are you

interested in COMMON
this position? INTERVIEW
QUESTIONS

3 SIMPLE STEPS TO STRUCTURE YOUR ANSWER.
1. Use your company research to include a few key
factors in your answer.
2. Clearly align your skills and experience with the job
requirements. "One aspect that excites me about this
position is the chance to combine my accounts
experience with my supervisory skills™

3. Connect the job opportunity to '_l,_rn_ur']ung term career
plans. "I've wanted to be involved in this sort of work [or

along time" -www.best-job-interview.com
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Always ask this
question at the
end of your
inferview.....

a®
I

"What is the next step in the
hiring process?”

... this gives you a time
frame for following up with
the company and
reinforces your interest in
the position.

www. best-job-interview.com
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Up to 75% of resumes are
rejected by Applicant Tracking
System programs because they
can’t be read properly.

Always list the names of your employers
first and then the dates you worked there.
This is essential to get past the ATS. When
the ATS sees a date before the employer, it
gets confused and rejects the resume. This
Is how to do it correctly:

Accounts Payable Clerk

Miller Corporation, Raleigh, NC

September 2014 - Date

www.best-job-interview.com
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"Tell Me About Yourself"

When your experience does not
directly apply to the job
opportunity.

"My 4 years experience in hospitality has
taught me a great deal about dealing
with customers. I have developed strong
problem-solving skills, honed my ability
to manage conflict and deal with
demanding individuals and polished my
communication skills. I am keen to utilize
my passion for excellent customer service
in providing the best possible experience
for your retail clients.”

WWW. best-job-interview.com
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PEOPLE PEOPLE

L =3

They Continuously ~ They Think They
Learn New Things Know It All

€)/UsefulGen
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POWERFUL WORDS TO USE
IN A COVER LETTER

1. Initiated <S@. 6. Negotiated
2.Solved | SN \\7 Secured
3. Introduced ~» v ¢ 8. Exceeded

4. Mobilized | Y 9. Launched

5. Enabled ‘*-\_ /' 10. Increased

l:L J ‘ www.bestjob-Interview.com
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Use this fMM mﬁ%vm » o boost

uuh,-tw m

M,{:esﬂ a.fmmﬁ 9&% Af)whg%

Candidates can find it hard to verbally express
their strengths. They don't want to sound boastful
or arrogant. One way to feel more comfortable

ta]king about your strengths 1s to use speech
softeners . For example:

") have aﬂumﬁs& been told. thak, ... i
"D leke o think that ..."
"Mlg; mﬁf&a@m convment on ..."

i : : I
- www.best-job-inlerview.com
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M ERTIFICATE
AN
REFERENCES

Include copies of
your relevant
qualifications and
references. Draw
up a professional
ﬁferencel list of
e people you
have asked fo
. ally provide verpal
submitled references

PEN LIST OF
AND ooD
PARER QUESTIONS

Tak,ealu a

muple of pens 10
take nntm Avoid
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The Star Method

i

L

—-ﬁ-_— — H. — -ﬁil—-—-l — . —

‘ aihaation b=k m'zrmdtﬂhh
apooisE B = BT
why Hmscribing, oot

Sluation: Describe the situation that you werm In -:l'!hu
Lask thal you |'|n|::I-|.t|:I le= '.:||:|:|:||11|;|-I'IEJ'|

Tazk: Whol goal wars Yol working toward?

actlon: Wihot speaific ataps did you tnke and whst wes
your particulpr contribullon?

Result; Describe the owtoome of your aglions And don't
e why nbout king eredl] lor your behaviar
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Are you using powerful verbs in your resume?
Replace common words with strong action
words that grab the reader's attention:

ﬁ- L edve out "Led"dnd tey Controlled, Spedrheaded,
Directed, Oversaw, Influenced, Guided, Orchestrated

Give "Managed"a miss and try Adwinistered, Co-
ﬁ ordindted, Fxecuted, Enabled, Shdped, Motivated

Overhdul "Orgdnized" to Achieved, Delivered,
ﬁw‘fxpedited, Generdted, Produced, Engineered

ﬁ Instead of "Introduced” try Transformed, Revitalized,
Overhduled, Redesxgned, Replaced, Strengthened

Scanned by CamScanner



ﬁ Use the Right Keywords

This will ensure that your resume gets found and
read. Your resume keywords are specific to each
job opportunity and each employer. Recruiters
and potential employers will enter keywords to
search for resumes in databases. These keywords
are usually the essential skills, experience,
qualifications and knowledge required to
perform the job.

Scanned by CamScanner



TOP RESUME TIPS

from Hiring Managers

Avoild exaggerating or tweaking job
titles on your resume. Details can
easlly be verified in a reference check
or during a job interview.

Use the job title you were given, even
1f you feel your position demanded
more than the title indicated and you
should have been called something

else. L
www.best-job-interview.com
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Hiring managers complain about
resumes with poor spelling and
grammar. Spelling can be corrected
with Spellcheck but grammar is a more
tricky issue.

Take your resume to the local library
or school and ask the librarian or a
teacher to check it. People are usually
happy to help job seekers.

Scanned by CamScanner



Don't include your salary history in your
resume:

Including your salary history can negatively
impact on your negotiating power when it

comes to your pay for the job

IF you are asked to include your salary in
your

job application, put a range rather than
a specific amount or use a more generic
statement like "my current salary is in the low-
sixties"
If you do have to include your salary history,
be honest, it is likely to be verifed in a
reference

Scanned by CamScanner



Use powerful action words to

grab the reader's attention ..

Did you change eor modIfy something In
your job? Impress with these words:
Rejuvenated
Overhauled
Strengthened
Upgraded
Transformed
Revitalized
Regenerated

Invigorated
www.,best-job-Interview.com
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TOP RESUME TIPS

Do not include your current
salary or salary expectations in
your resume.

] If your numbers are too modest the employer
may question if you're qualified for the job.

. If your salary is too high your resume will
quickly be dismissed with little consideration.

. A definitive salary on your resume can
weaken your chances of negotiating the

best possible package.
www.best-job-interview.com
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Pen and paper - because taking notes on your
phone is unacceptable

Copies of your resume - 10 copies to be exact
better to many then not enough

A copy of your cover letter - just in case you're
asked about something you included

An iPad - So you can show visual examples of
your work (printed portfolios are archaic)

Cheat sheet game plan - including key words and
examples to get you back on track when you're at
a loss for words.

Business cards - They are great for handing out
to additional people that you meet

Printed questions - It's crucial to ask good
guestions to interviewer. have a hard copy.

Find more tips at www.tmarkpd.com.au

Scanned by CamScanner



Tips for Resumes

Make sure your resume has a filename that is
both clear and professional. Avoid these type
of filenames:

[Resume Upddated.doc

Resume Graham.doc

Jane smith January 201s.doc

My Resume.doc

Your resume filename should include your full
name and the word Resume so the recipient

knows exactly what it is and who it belongs

to. Avoid dates and words like "revised" -
your resume is assumed to be up-to-date.

\/ Christopher Ferris Resume.doc

www.best-job-inferview.com
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Things you really don't need to mention
In your resume:

) Your age or birthday - drawing attention to your
age may encourage the hiring manager to give it
too much weight

p = Irrelevant personal information including details about
kids and spouses, keep it concise and to the point

Your religion or faith - it is not in any way relevant to
your ability to do the job

>Too much detail - do not include high school subjects,

unless you are a school leaver, or a long description
of your first job back in the 80's if you are a more
senior candidate

Scanned by CamScanner



INTERVIEWER TYPE #4:
THE LATE-RUNNING
RUNAWAY TRAIN

Tumblas in fo the room thirty minutes lafa,
owing fo three back-to-back interyiews that moming. Is not fully in
control of their inbox, diary, desk, life . . | you nome it, they'ra
not in control of it.

Hasn't had time to nofice the gaps in your CV;
is aven mare nervous and ill-prepared than you.

Doesn’t know who they’re falking to, and might
be foo busy to remember—unless you wow them.

Since they're ‘winging it’, they 1
will gladly let you do the falking, so falk. Be AL |
effusive and expansive, Show good manners, nuestln:; '

patience and positivity, Josh the whole thing along. You'
3

Scanned by CamScanner



Simple and powerful body language tips for your
job interview

To boost your confidence, assume a power pose

To increase participation, look like you're listening

To encourage collaboration, remove barriers

To connect instantly with someone, shake hands

To stimulate good feelings, smile

To show agreement, mirror expressions and postures
To improve your speech, use your hands

To learn the truth, watch people’s feet

To sound authoritative, keep your voice down

To improve your memory, uncross your arms and legs

Scanned by CamScanner



What's your age?

Scanned by CamScanner



What's the most interesting thing about you that

we wouldn't learn from your resume alone?

Scanned by CamScanner



Do you spend the majarity of your time applying to jobs online?

Do you have an objective statement on your resume?

Does your resume include terms |ike “results-driven” or teamplayer™?

Do you use the same resume for every job to which yolu apply?

Do you use the same cover letter for every job to which you apply?

Does your resume have excessive formatling or dense paragraphs?

Scanned by CamScanner



1- TELL ME ABOUT YOURSELF.

“*1t seems like an easy interview question. It’s
open ended. I can talk about whatever. Right?
“*Wrong .
<*What the hiring manager really wants is a
quick, two- to three-minute snapshot of who you

are and why you're the best candidate for this
position. '

“*Use an example or two to back it up. Always
point back to an example when you have the
opportunity.

“*“Tell me about yourself” does not mean tell me

everything. Just tell me what makes you the
best.

Scanned by CamScanner



4 Positive Signs Your
Interview Went Well

Your interview goes over

the allocated time

You are asked ahout
your availahility ,-

Company future plans and
projects are discussed

The interviewer gives a Specific
date for getting back to you

THIS FROBABLY MEANS THAT
YOU ESTABLISHED A GOOD
RAFPORT AND THE INTERVIEWER
WANTED TO KNOW MORE ABOUT

YOU.

(T CAN BE GOOD SIGN (F YOU ARE
ASKED WHEN YOU COULD START

THE JOB.

CONVERSATION ABOUT SPECIFIC
PLANS (N THE PIPELINE ARE A
GOOD INDICATION OF REAL

INTEREST.

A PRECISE TIME SCALE FOR

GETTING BACK TO YOU (S
USUALLY MORE POSITIVE THAV

THE GENERIC "I'LL BE IN TOUCH".

Scanned by CamScanner



5 TIPS TO CREATE JERuvtes
_ connoction with
RAP PORT mYOUR 3fﬂ1:rhi11t{&n'i{:wm'
INCERVIEW. R

SLCCDSE,.

1. Before you shake hands , make sure your hands
are warm and dry. Cold m1d claimnmy hands are off-
putting.

ke good eye contact and call the interv

or her name at regular intervals - "1
ed that Mr Green ...."

e interviewer finish speaking befo
uiterrupting is a rapport-killer.

of vour body language, lean shi
yvour chair to show that yon are
aged in the conversation.

ead the interviewer's body langunage an
n clues to keep the conversation on
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U CUI CUI )

Job Interview Tips

Close the door
Greet the Interviewer
Be Patient

Don't Apologize too much

Scanned by CamScanner



What to include in
questions about

What do you
do in your

free time?
your leisure time.

Be honest and realistic in your interyview answer
- the interviewer is not expecting you to be
changing the world.

Focus on the interesting things you do in your
spare time such as sport, reading, cooking,
hobbies.

"| like to play basketball - it's good fun and
keeps me active. | enjoy playing as part of a
team and challenging mys_elf to cnnsfunﬂ}f-
improve my game."

Scanned by CamScanner



Core Competencies Tor Teachers

planning and organizing
problem solving

adaptability

fudgment and decision-
B maKing
Y resilience and tenacity
high enerqy level
creativity

Scanned by CamScanner



DPIES -_-f.-r:}i?_,_ CERTIFICATES

BESUME  EREFERENCES

<

include copies of
your relevant
qualifications and
references. Draw
up a professional
reference list of
the people you
have asked to
provide verbal
references

PEN
AND
PAPER

Take_alung' a
plain an
professional
R
cou fpensto
take notes. Avoid
fancy nr silly-
king
nutebnnks and
pens

~ LISTOF
SEEEOD
'QUESTIONS

Scanned by CamScanner



What are your weaknesses?

Always describe a % Ru nes
weakness and what ynUvai‘e Hﬁmg to
. improvelonit. 2 .

5 cnmmnn wnrkplace weakness_

Procrastination’- putting tasks off
x Over-committifig - taking on too much. 1
A www.best-job-interview.com

e
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Your resume did not open. Check on this by sending it to a

couple of friends and asking them to open it on their
computers.

Yaour resume could nol be read b
System. Avoid fancy fonts, im

y the Applicant Tracking
as these all confuse the AT

908€s, graphics and borders

a@
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What to include in
questions about

What do you
do in your

free time?
your leisure time.

Be honest and realistic in your interyview answer
- the interviewer is not expecting you to be
changing the world.

Focus on the interesting things you do in your
spare time such as sport, reading, cooking,
hobbies.

"| like to play basketball - it's good fun and
keeps me active. | enjoy playing as part of a
team and challenging mys_elf to cnnsfunﬂ}f-
improve my game."

Scanned by CamScanner
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The Engineering Career Center’s

GRADUATE

CAREER
HANDBOOK
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careerbuilder:
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Tip. Sheet for Skypeilnterviews

Increasingly employers are using Skype as a way to screen candidates or conduct the first round
interview. There are some similarities between Skype interviews and phone interviews; however,
candidates need to be more aware of the visual surroundings during a Skype interview.

Below are a few tips to keep in mind when preparing for a Skype interview.

1 , Justlike preparation for a phone or face-to-face job interview, do a trial run with a career
counselor, friend, or colleague to be sure you are ready on all fronts. Test the technology
prior to the interview to ensure the volume is appropriate and no cords are unplugged.

2, Dressasthough you were going to a face-to-face interview. Choose attire that is
appropriate for the type of position for which you are interviewing. Neutral colors are best
on camera and avoid busy patterns. Men need to be clean shaven and hair styled and
combed.

3 : Choose a suitable background for your interview. Pay attention to the warmth and depth
of the background. For example, a warm wood bookcase in the background is more visually
appealing and adds more depth than a blank white wall. Be sure the background is free of
clutter and looks professional. Choose a location where the lighting is good or add a lamp
to illuminate yourself.

4, During the actual interview, silence your home and cell phones as well as email alerts and
other noises coming from your computer that might be heard by the interviewer or be a
distraction to you. Keep family members, children and pets away so they are not heard
during the interview. If you are borrowing a room or office for your Skype interview, post a
note on the door, “Interview in progress, please do not disturb,’ to eliminate the risk of
someone walking in on you.

5. Remember to look at the camera on your
laptop or computer, and not at yourself.
Helpful hint: Move the box with your picture
closer to the camera on your computer. Then
you will be looking directly at the interviewer.

6. Career Services offers mock interviews and is
happy to help you practice using Skype. Call
the office at 609-258-3325 to schedule a mock
interview with a career counselor.
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Part of JIST's Best Jobs™ Seres z

300 Job Descriptions for 6 Personality Types
&7

140+ Best Jobs Lists, Including Jobs with the

Best Pay, Fastest Growth, and Most Openings

© Make the best career fit for your personality type:
Realistic, Investigative, Artistic, Social, Enterprising,
or Conventional.

& “Best jobs” lists for each personality type, organized
by earnings, growth, education level, and much
more.

% Job descriptions packed with details on
wages, growth, education required, tasks and
responsibilities, and skills needed.

a Based on the latest
government data

Michael Farr and Lourence Shatkin, Ph.D.
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How Ta Answer the Top 10 Questions You'll Get in Your Interview by Pamela Skillings

Table of Contents

Introduction How to use this guide

Question 1: Tell me about yourself.

Question 2: Why are you interested in this position?

Question 3: Describe your current or most recent job role.
Question 4: Why are you looking for a new opportunity now?
Question 5: What are your strengths?

Question 6: What are your weaknesses?

Question 7: Why do you want to work for us?

Question 8: Where do you see yourself in 5 years?

Question 9: Why are you the best candidate for this job?

Question 10: Do you have any questions for me?

Visit weww.biginterview.com for mare job interview Lralning info www.biginterview.com
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Feariess

INTERVIEWING

How to Win the Job by

Communicating with (Jonfldcnu,

v Dazzle Interviewers in
the First 20 Seconds

v Handle Tough Interview
Questions with Ease

v Command a Salary Up
to 20% Higher

MARKY STEIN
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Job candidates appear to have
brushed up on their résumé skills,
but they’re still struggling to
come off as polished in a
job interview.

It a recent survey ol U8 CFOs, 43% said that they helieve those seeking Common interview mistakes include showing up late, getting tongue-tied, paying
employment make the most mistakes at the intenview stage, up from 32% more attention to a mobile device, and [ailing to fully rescarch the company.
percent in 2010, the last time they asked the question. The nest most common Here's our top tips {br accountancy graduate job internvtew survival,

trouble area is the résumé (or CV), which got 19% of the vote recently but

28% in 2010.
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Preparation and Practice
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GARY SCHINIE
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100 Job Search Tips from FORTUNE 500 Recruiters

Along with Stories from the Recruiting Trenches

‘Wouldn’tit be great if you could'sit down with'a bunch of Fortune 500 recruiters and
find out what the hell'they’re looking for from job candidates? Well, read this book."”

Eve Tahminciogl
Your Gareer columnist, MSNBC.co

“Most job seekers have no idea what recruiters are actually'looking for, which'iswhy

the advice in'this bookis so important!”
Alison Doyl
Job Search Guide, About.co

“This collection of stories and'advice is absolutely brilliant: It should be printed out

and read, multiple times, with a'highlighter!
Jason'Alb
CEO of |ibberJobber.com ant
creator of LinKedin for Job SeeKers, the BV

“This book'is an invaluable resource for job hunters. What could'be better than
hearing directly from recruiters about what they want (and'what they definitely
DON’T'want) from candidates?'Reading this book will give you'a major advantage

in'the job market.”
Lindsey Polla
authorof*Getting from College to Caree
90 Things to'Do Before You |oin the Real\World
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