HUMAN RESOURCE MANAGEMENT


INTERVIEW

DEFINITIONS

An interview is a conversation between two or more people (the interviewer and the interviewee) where questions are asked by the interviewer to obtain information from the interview. OR

A formal meeting, in person, for the assessment of a candidate or applicant; A conversation in which facts or opinions are sought; The account of such a conversation; An interrogation of a suspect or party in a police investigation; To obtain an interview with someone; and to have an interview
TYPES OF INTERVIEWS

1. SCREENING INTERVIEW

Companies use screening tools to ensure that candidates meet minimum qualification requirements. Computer programs are among the tools used to weed out unqualified candidates. (This is why you need a digital resume that is screening-friendly. See our resume center for help.) Sometimes human professionals are the gatekeepers. Screening interviewers often have honed skills to determine whether there is anything that might disqualify you for the position. Remember-they do not need to know whether you are the best fit for the position, only whether you are not a match. For this reason, screeners tend to dig for dirt. Screeners will hone in on gaps in your employment history or pieces of information that look inconsistent. They also will want to know from the outset whether you will be too expensive for the company.


Some tips for maintaining confidence during screening interviews:

· Highlight your accomplishments and qualifications. 

· Get into the straightforward groove. Personality is not as important to the screener as verifying your qualifications. Answer questions directly and succinctly. Save your winning personality for the person making hiring decisions! 

· Be tactful about addressing income requirements. Give a range, and try to avoid giving specifics by replying, "I would be willing to consider your best offer." 

· If the interview is conducted by phone, it is helpful to have note cards with your vital information sitting next to the phone. That way, whether the interviewer catches you sleeping or vacuuming the floor, you will be able to switch gears quickly
	2. INFORMATION INTERVIEW

	On the opposite end of the stress spectrum from screening interviews is the informational interview. A meeting that you initiate, the informational interview is underutilized by job-seekers who might otherwise consider themselves savvy to the merits of networking. Job seekers ostensibly secure informational meetings in order to seek the advice of someone in their current or desired field as well as to gain further references to people who can lend insight. Employers that like to stay apprised of available talent even when they do not have current job openings, are often open to informational interviews, especially if they like to share their knowledge, feel flattered by your interest, or esteem the mutual friend that connected you to them. During an informational interview, the jobseeker and employer exchange information and get to know one another better without reference to a specific job opening. 

 

This takes off some of the performance pressure, but be intentional nonetheless:

· Come prepared with thoughtful questions about the field and the company. 

· Gain references to other people and make sure that the interviewer would be comfortable if you contact other people and use his or her name. 

· Give the interviewer your card, contact information and resume. 

· Write a thank you note to the interviewer. 

	3. DIRECTIVE STYLE INTERVIEW

	In this style of interview, the interviewer has a clear agenda that he or she follows unflinchingly. Sometimes companies use this rigid format to ensure parity between interviews; when interviewers ask each candidate the same series of questions, they can more readily compare the results. Directive interviewers rely upon their own questions and methods to tease from you what they wish to know. You might feel like you are being steam-rolled, or you might find the conversation develops naturally. Their style does not necessarily mean that they have dominance issues, although you should keep an eye open for these if the interviewer would be your supervisor.

 

Either way, remember:

· Flex with the interviewer, following his or her lead. 

· Do not relinquish complete control of the interview. If the interviewer does not ask you for information that you think is important to proving your superiority as a candidate, politely interject it.  

	4.  MEANDERING STYLE INTERVIEW

	This interview type, usually used by inexperienced interviewers, relies on you to lead the discussion. It might begin with a statement like "tell me about yourself," which you can use to your advantage. The interviewer might ask you another broad, open-ended question before falling into silence. This interview style allows you tactfully to guide the discussion in a way that best serves you.

 

The following strategies, which are helpful for any interview, are particularly important when interviewers use a non-directive approach:

· Come to the interview prepared with highlights and anecdotes of your skills, qualities and experiences. Do not rely on the interviewer to spark your memory-jot down some notes that you can reference throughout the interview. 

· Remain alert to the interviewer. Even if you feel like you can take the driver's seat and go in any direction you wish, remain respectful of the interviewer's role. If he or she becomes more directive during the interview, adjust. 

· Ask well-placed questions. Although the open format allows you significantly to shape the interview, running with your own agenda and dominating the conversation means that you run the risk of missing important information about the company 

	5. STRESS INTERVIEW

	Astounding as this is, the Greek hazing system has made its way into professional interviews. Either employers view the stress interview as a legitimate way of determining candidates' aptness for a position or someone has latent maniacal tendencies. You might be held in the waiting room for an hour before the interviewer greets you. You might face long silences or cold stares. The interviewer might openly challenge your believes or judgment. You might be called upon to perform an impossible task on the fly-like convincing the interviewer to exchange shoes with you. Insults and miscommunication are common. All this is designed to see whether you have the mettle to withstand the company culture, the clients or other potential stress.


Besides wearing a strong anti-perspirant, you will do well to:

· Remember that this is a game. It is not personal. View it as the surreal interaction that it is. 

· Prepare and memorize your main message before walking through the door. If you are flustered, you will better maintain clarity of mind if you do not have to wing your responses. 

· Even if the interviewer is rude, remain calm and tactful. 

· Go into the interview relaxed and rested. If you go into it feeling stressed, you will have a more difficult time keeping a cool perspective.  

	6.  BEHAVIORAL INTERVIEW

	Many companies increasingly rely on behavior interviews since they use your previous behavior to indicate your future performance. In these interviews, employers use standardized methods to mine information relevant to your competency in a particular area or position. Depending upon the responsibilities of the job and the working environment, you might be asked to describe a time that required problem-solving skills, adaptability, leadership, conflict resolution, multi-tasking, initiative or stress management. You will be asked how you dealt with the situations.


Your responses require not only reflection, but also organization. To maximize your responses in the behavioral format:

· Anticipate the transferable skills and personal qualities that are required for the job. 

· Review your resume. Any of the qualities and skills you have included in your resume are fair game for an interviewer to press. 

· Reflect on your own professional, volunteer, educational and personal experience to develop brief stories that highlight these skills and qualities in you. You should have a story for each of the competencies on your resume as well as those you anticipate the job requires. 

· Prepare stories by identifying the context, logically highlighting your actions in the situation, and identifying the results of your actions. Keep your responses concise

	7. GROUP INTERVIEW

	Interviewing simultaneously with other candidates can be disconcerting, but it provides the company with a sense of your leadership potential and style. The group interview helps the company get a glimpse of how you interact with peers-are you timid or bossy, are you attentive or do you seek attention, do others turn to you instinctively, or do you compete for authority? The interviewer also wants to view what your tools of persuasion are: do you use argumentation and careful reasoning to gain support or do you divide and conquer? The interviewer might call on you to discuss an issue with the other candidates, solve a problem collectively, or discuss your peculiar qualifications in front of the other candidates. 

 

This environment might seem overwhelming or hard to control, but there are a few tips that will help you navigate the group interview successfully:

· Observe to determine the dynamics the interviewer establishes and try to discern the rules of the game. If you are unsure of what is expected from you, ask for clarification from the interviewer. 

· Treat others with respect while exerting influence over others. 

· Avoid overt power conflicts, which will make you look uncooperative and immature. 

· Keep an eye on the interviewer throughout the process so that you do not miss important cues.  

Editor's Note:

For additional tips on group or panel interviews, please refer to the following additional articles:

· Panel Interview Mistakes to Avoid 

· How to Survive and Excel in a Group Interview 

	8.  FOLLOW UP INTERVIEW

	Companies bring candidates back for second and sometimes third or fourth interviews for a number of reasons. Sometimes they just want to confirm that you are the amazing worker they first thought you to be. Sometimes they are having difficulty deciding between a short-list of candidates. Other times, the interviewer's supervisor or other decision makers in the company want to gain a sense of you before signing a hiring decision.


The second interview could go in a variety of directions, and you must prepare for each of them. When meeting with the same person again, you do not need to be as assertive in your communication of your skills. You can focus on cementing rapport, understanding where the company is going and how your skills mesh with the company vision and culture. Still, the interviewer should view you as the answer to their needs. You might find yourself negotiating a compensation package. Alternatively, you might find that you are starting from the beginning with a new person. 

 

Some tips for managing second interviews:

· Be confident. Accentuate what you have to offer and your interest in the position. 

· Probe tactfully to discover more information about the internal company dynamics and culture. 

· Walk through the front door with a plan for negotiating a salary. 

· Be prepared for anything: to relax with an employer or to address the company's qualms about you. 


9.  EXIT INTERVIEW

An exit interview is a meeting between an employee who has resigned or been terminated and the company's Human Resources department. The reason companies conduct exit interviews is to get feedback about the job the employee held, the work environment, and the organization. 

10. TELEPHONE INTERVIEWS

Employers use telephone interviews as a way of identifying and recruiting candidates for employment. Phone interviews are often used to screen candidates in order to narrow the pool of applicants who will be invited for in-person interviews. They are also used as way to minimize the expenses involved in interviewing out-of-town candidates. 

While you're actively job searching, it's important to be prepared for a phone interview on a moment's notice. You never know when a recruiter or a networking contact might call and ask if you have a few minutes to talk. Review these tips, then take a look at our phone interview tips video for more advice on how to pull off your phone interview without a hitch. 

Be Prepared to Interview 

Prepare for a phone interview just as you would for a regular interview. Compile a list of your strengths and weaknesses, as well as a list of answers to typical phone interview questions. In addition, plan on being prepared for a phone conversation about your background and skills. 

· Keep your resume in clear view, on the top of your desk, or tape it to the wall near the phone, so it's at your fingertips when you need to answer questions. 

· Have a short list of your accomplishments available to review. 

· Have a pen and paper handy for note taking. 

· Turn call-waiting off so your call isn't interrupted. 

· If the time isn't convenient, ask if you could talk at another time and suggest some alternatives. 

· Clear the room - evict the kids and the pets. Turn off the stereo and the TV. Close the door. 

· Unless you're sure your cell phone service is going to be perfect, consider using a landline rather than your cell phone to avoid a dropped call or static on the line. 

Practice Interviewing 

Talking on the phone isn't as easy as it seems. I've always found it's helpful to practice. Have a friend or family member conduct a mock interview and tape record it so you can see how you sound over the phone. Any cassette recorder will work. You'll be able to hear your "ums" and "uhs" and "okays" and you can practice reducing them from your conversational speech. Also rehearse answers to those typical questions you'll be asked. 

During the Phone Interview 

· Don't smoke, chew gum, eat, or drink. 

· Do keep a glass of water handy, in case you need to wet your mouth. 

· Smile. Smiling will project a positive image to the listener and will change the tone of your voice. 

· Speak slowly and enunciate clearly. 

· Use the person's title (Mr. or Ms. and their last name.) Only use a first name if they ask you to. 

· Don't interrupt the interviewer. 

· Take your time - it's perfectly acceptable to take a moment or two to collect your thoughts. 

· Give short answers. 

· Remember your goal is to set-up a face-to-face interview. After you thank the interviewer ask if it would be possible to meet in person.

After the Interview: 

· Take notes about what you were asked and how you answered. 

· Remember to say "thank you." Follow with a thank you note which reiterates your interest in the job.

JOB INTERVIEW TIPS
An interview gives you the opportunity to showcase your qualifications to an employer, so it pays to be well prepared. The following information provides some helpful hints.

Preparation:
· Learn about the organization. 

· Have a specific job or jobs in mind. 

· Review your qualifications for the job. 

· Be ready to briefly describe your experience, showing how it relates it the job. 

· Be ready to answer broad questions, such as "Why should I hire you?" "Why do you want this job?" "What are your strengths and weaknesses?" 

· Practice an interview with a friend or relative. 

Personal appearance:
· Be well groomed. 

· Dress appropriately. 

· Do not chew gum or smoke. 

The interview:
· Be early. 

· Learn the name of your interviewer and greet him or her with a firm handshake. 

· Use good manners with everyone you meet. 

· Relax and answer each question concisely. 

· Use proper English—avoid slang. 

· Be cooperative and enthusiastic. 

· Use body language to show interest—use eye contact and don’t slouch. 

· Ask questions about the position and the organization, but avoid questions whose answers can easily be found on the company Web site. 

· Also avoid asking questions about salary and benefits unless a job offer is made. 

· Thank the interviewer when you leave and shake hands. 

· Send a short thank you note following the interview. 

Information to bring to an interview:
· Social Security card. 

· Government-issued identification (driver’s license). 

· Resume or application. Although not all employers require a resume, you should be able to furnish the interviewer information about your education, training, and previous employment. 

· References. Employers typically require three references. Get permission before using anyone as a reference. Make sure that they will give you a good reference. Try to avoid using relatives as references. 

· Transcripts. Employers may require an official copy of transcripts to verify grades, coursework, dates of attendance, and highest grade completed or degree awarded. 

50 COMMON INERVIEW QUESTIONS AND ANSWERS

1. Tell me about yourself:
The most often asked question in interviews. You need to have a short statement prepared in your mind. Be careful that it does not sound rehearsed. Limit it to work-related items unless instructed otherwise. Talk about things you have done and jobs you have held that relate to the position you are interviewing for. Start with the item farthest back and work up to the present. 

2. Why did you leave your last job?
Stay positive regardless of the circumstances. Never refer to a major problem with management and never speak ill of supervisors, co- workers or the organization. If you do, you will be the one looking bad. Keep smiling and talk about leaving for a positive reason such as an opportunity, a chance to do something special or other forward- looking reasons. 

3. What experience do you have in this field?
Speak about specifics that relate to the position you are applying for. If you do not have specific experience, get as close as you can.

4. Do you consider yourself successful? 
You should always answer yes and briefly explain why. A good explanation is that you have set goals, and you have met some and are on track to achieve the others.

5. What do co-workers say about you?
Be prepared with a quote or two from co-workers. Either a specific statement or a paraphrase will work. Jill Clark, a co-worker at Smith Company, always said I was the hardest workers she had ever known. It is as powerful as Jill having said it at the interview herself.

6. What do you know about this organization?
This question is one reason to do some research on the organization before the interview. Find out where they have been and where they are going. What are the current issues and who are the major players? 

7. What have you done to improve your knowledge in the last year?
Try to include improvement activities that relate to the job. A wide variety of activities can be mentioned as positive self-improvement. Have some good ones handy to mention. 

8. Are you applying for other jobs?
Be honest but do not spend a lot of time in this area. Keep the focus on this job and what you can do for this organization. Anything else is a distraction.

9. Why do you want to work for this organization?
This may take some thought and certainly, should be based on the research you have done on the organization. Sincerity is extremely important here and will easily be sensed. Relate it to your long-term career goals. 

10. Do you know anyone who works for us?
Be aware of the policy on relatives working for the organization. This can affect your answer even though they asked about friends not relatives. Be careful to mention a friend only if they are well thought of. 

11. What kind of salary do you need?
A loaded question. A nasty little game that you will probably lose if you answer first. So, do not answer it. Instead, say something like, That's a tough question. Can you tell me the range for this position? In most cases, the interviewer, taken off guard, will tell you. If not, say that it can depend on the details of the job. Then give a wide range.

12. Are you a team player?
You are, of course, a team player. Be sure to have examples ready. Specifics that show you often perform for the good of the team rather than for yourself are good evidence of your team attitude. Do not brag, just say it in a matter-of-fact tone. This is a key point. 

13. How long would you expect to work for us if hired?
Specifics here are not good. Something like this should work: I'd like it to be a long time. Or As long as we both feel I'm doing a good job.


14. Have you ever had to fire anyone? How did you feel about that? 
This is serious. Do not make light of it or in any way seem like you like to fire people. At the same time, you will do it when it is the right thing to do. When it comes to the organization versus the individual who has created a harmful situation, you will protect the organization. Remember firing is not the same as layoff or reduction in force. 

15. What is your philosophy towards work?
The interviewer is not looking for a long or flowery dissertation here. Do you have strong feelings that the job gets done? Yes. That's the type of answer that works best here. Short and positive, showing a benefit to the organization. 

16. If you had enough money to retire right now, would you?
Answer yes if you would. But since you need to work, this is the type of work you prefer. Do not say yes if you do not mean it. 

17. Have you ever been asked to leave a position?
If you have not, say no. If you have, be honest, brief and avoid saying negative things about the people or organization involved.

18. Explain how you would be an asset to this organization.
You should be anxious for this question. It gives you a chance to highlight your best points as they relate to the position being discussed. Give a little advance thought to this relationship. 

19. Why should we hire you?
Point out how your assets meet what the organization needs. Do not mention any other candidates to make a comparison.

20. Tell me about a suggestion you have made.
Have a good one ready. Be sure and use a suggestion that was accepted and was then considered successful. One related to the type of work applied for is a real plus.

21. What irritates you about co-workers?
This is a trap question. Think real hard but fail to come up with anything that irritates you. A short statement that you seem to get along with folks is great.

22. What is your greatest strength? 
Numerous answers are good, just stay positive. A few good examples: Your ability to prioritize, Your problem-solving skills, Your ability to work under pressure, Your ability to focus on projects, Your professional expertise, Your leadership skills, Your positive attitude 

23. Tell me about your dream job.
Stay away from a specific job. You cannot win. If you say the job you are contending for is it, you strain credibility. If you say another job is it, you plant the suspicion that you will be dissatisfied with this position if hired. The best is to stay genetic and say something like: A job where I love the work, like the people, can contribute and can't wait to get to work. 

24. Why do you think you would do well at this job?
Give several reasons and include skills, experience and interest.

25. What are you looking for in a job?
See answer # 23 

26. What kind of person would you refuse to work with? 
Do not be trivial. It would take disloyalty to the organization, violence or lawbreaking to get you to object. Minor objections will label you as a whiner. 

27. What is more important to you: the money or the work?
Money is always important, but the work is the most important. There is no better answer.

28. What would your previous supervisor say your strongest point is?
There are numerous good possibilities: 
Loyalty, Energy, Positive attitude, Leadership, Team player, Expertise, Initiative, Patience, Hard work, Creativity, Problem solver

29. Tell me about a problem you had with a supervisor.
Biggest trap of all. This is a test to see if you will speak ill of your boss. If you fall for it and tell about a problem with a former boss, you may well below the interview right there. Stay positive and develop a poor memory about any trouble with a supervisor. 

30. What has disappointed you about a job?
Don't get trivial or negative. Safe areas are few but can include:
Not enough of a challenge. You were laid off in a reduction Company did not win a contract, which would have given you more responsibility.

31. Tell me about your ability to work under pressure. 
You may say that you thrive under certain types of pressure. Give an example that relates to the type of position applied for.

32. Do your skills match this job or another job more closely?
Probably this one. Do not give fuel to the suspicion that you may want another job more than this one.

33. What motivates you to do your best on the job?
This is a personal trait that only you can say, but good examples are: Challenge, Achievement, Recognition

34. Are you willing to work overtime? Nights? Weekends?
This is up to you. Be totally honest.

35. How would you know you were successful on this job?
Several ways are good measures:
You set high standards for yourself and meet them. Your outcomes are a success.Your boss tell you that you are successful

36. Would you be willing to relocate if required?
You should be clear on this with your family prior to the interview if you think there is a chance it may come up. Do not say yes just to get the job if the real answer is no. This can create a lot of problems later on in your career. Be honest at this point and save yourself uture grief.

37. Are you willing to put the interests of the organization ahead of your own?
This is a straight loyalty and dedication question. Do not worry about the deep ethical and philosophical implications. Just say yes.

38. Describe your management style.
Try to avoid labels. Some of the more common labels, like progressive, salesman or consensus, can have several meanings or descriptions depending on which management expert you listen to. The situational style is safe, because it says you will manage according to the situation, instead of one size fits all.

39. What have you learned from mistakes on the job?
Here you have to come up with something or you strain credibility. Make it small, well intentioned mistake with a positive lesson learned. An example would be working too far ahead of colleagues on a project and thus throwing coordination off. 

40. Do you have any blind spots?
Trick question. If you know about blind spots, they are no longer blind spots. Do not reveal any personal areas of concern here. Let them do their own discovery on your bad points. Do not hand it to them. 

41. If you were hiring a person for this job, what would you look for?
Be careful to mention traits that are needed and that you have.

42. Do you think you are overqualified for this position?
Regardless of your qualifications, state that you are very well qualified for the position.

43. How do you propose to compensate for your lack of experience?
First, if you have experience that the interviewer does not know about, bring that up: Then, point out (if true) that you are a hard working quick learner.

44. What qualities do you look for in a boss?
Be generic and positive. Safe qualities are knowledgeable, a sense of humor, fair, loyal to subordinates and holder of high standards. All bosses think they have these traits. 

45. Tell me about a time when you helped resolve a dispute between others. 
Pick a specific incident. Concentrate on your problem solving technique and not the dispute you settled.

46. What position do you prefer on a team working on a project?
Be honest. If you are comfortable in different roles, point that out.

47. Describe your work ethic.
Emphasize benefits to the organization. Things like, determination to get the job done and work hard but enjoy your work are good.

48. What has been your biggest professional disappointment?
Be sure that you refer to something that was beyond your control. Show acceptance and no negative feelings.

49. Tell me about the most fun you have had on the job.
Talk about having fun by accomplishing something for the organization.

50. Do you have any questions for me?
Always have some questions prepared. Questions prepared where you will be an asset to the organization are good. How soon will I be able to be productive? And what type of projects will I be able to assist on? Are examples.

And Finally Good Luck

QUESTIONS ASKED BY EMPLOYERS
· What are your long range and short range goals and objectives, when and why did you establish these goals and how are you preparing yourself to achieve them? 

· What specific goals, other than those related to your occupation, have you established for yourself? 

· What do you see yourself doing five years from now? 

· What do you expect to be earning in five years? 

· What do you really want to do in life? 

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

· Why did you choose the career for which you are preparing? 

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

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

· How would you describe yourself? 

· How do you think a friend or professor who knows you would describe you? 

· What motivates you to put forth your greatest efforts? 

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

· Why should I hire you? 

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

· How do you determine or evaluate success? 

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

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

· What qualities should a successful manager possess? 

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

· What two to three accomplishments have given you the most satisfaction? Why? 

· Describe your most rewarding college experience. 

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

· Why did you select your college or university? 

· What led you to choose your field of major study? 

· What college subjects did you like best? Why? Least? Why? 

· If you could do so, how would you plan your academic study differently? Why? 

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

· Do you have plans for continued study? An advanced degree? 

· Do you think that your grades are a good indication of your academic achievement? 

· What have you learned from participation in extra-curricular activities? 

· In what kind of work environment are you most comfortable? 

· How do you work under pressure? 

· In what part-time or summer jobs have you been most interested in? Why? 

· How would you describe the ideal job for you following graduation? 

· Why did you decide to seek a position with this company? 

· What do you know about our company? 

· What two or three things are most important to you in a job? 

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

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

· Are you willing to travel? 

· Do you have a geographical preference? Why? 

· Will you relocate? Does relocation bother you? 

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

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

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

· What have you learned from your mistakes? 

· What were your major courses of study in school? Why did you choose those courses? 

· What was the most important thing you learned in school? 

· Why did you decide to go to this University? 

· Do you plan to finish your college degree while you are working? 

· Did school meet your expectations? How did you pay for your college education? 

· To what extent do your grades reflect how much you learned? 

· What were your major responsibilities at your last job? At the one before that? 

· Which of your previous jobs did you like (or dislike) most? Why? 

· What was the most rewarding experience at work? What do you find most satisfying in a job? 

· What was your single most important accomplishment for the company in your last job? 

· Why did you leave your last job? Why do you want to change jobs? 

· What was the toughest problem you had to solve? How did you solve it? 

· Why do you want to work for this company? 

· This job means you will have to relocate; what problems do you foresee, if any? 

· This job has a lot of travel; how will you handle that? 

· After reading a description of the job, how do you see yourself fitting in with this job? 

· What skills did you learn at your last job that you can use here? 

· Why do you want to work for our company? 

· How do you think your education will help you on this job? 

· What would you do if you were fired in two years? 

· If you went to work for us today, what job would you like to hold in three years? 

· How long do you plan on staying with us? 

· What kinds of additional education, formal or informal, do you think you need to meet your career goals? 

· What do you know about our company? 

· Why did you choose our company? 

· What are your career goals? 

· Where do you expect to be in your career within five years? 

· What are your educational goals? 

· What future training do you plan in connection with your career goals? 

· What are your lifetime goals? 

· What do you know about the position you are interviewing for? 

· What skills, experience, and training do you have that makes you qualified for this job? 

· What other positions have you had that qualify you for this position? 

· What have you contributed to your past employers that saved the company time, money, or enhanced its image? 

· How many promotions did you receive at your last or present company? 

· Why were you given these promotions at your present or last company? 

· How many raises were given at your last position? Why were you given them? 

· What did you learn in your last three positions? 

· Why do you want to change careers? 

· Have you had any supervisory or administrative experience? Please tell me more about it. 

· What management style do you prefer? 

· How are your people-management skills? Can you give me one or two examples? 

· How well do you communicate in writing and orally? Give me some examples. 

· Can you meet deadlines? If so, give me an example. 

· Give me an example of a decision you made that benefited your company. 

· What motivates you? 

· How do you best motivate others? 

· What clubs do you belong to? 

· What volunteer work do you do or have you done in the past? 

· What awards or honors have you received? 

· What are your hobbies? 

· What do you do in your spare time? 

· What are your salary requirements? 

· Have you ever done consulting work? If so, why and for whom? 

· Have you written any articles for a professional journal, magazine, or newspaper? 

· What civic organizations do you belong to? 

· What professional associations do you belong to? 

· What major strength do you feel you have that would make you a great (Manager, Sales Representative, Accountant, Analyst, etc)? 

· Describe a situation where your work or an idea was criticized. 

· Have you done the best work you are capable of doing? 

· What problems do you have getting along with others? 

· I'm not sure you're suitable for the job, what do you think? 

· Tell me about something you are not proud of. 

· What are some of the things your supervisor did that you disliked? 

· What aspects of your job do you consider most crucial? 

· What is your energy level like? Describe a typical day. 

· Why do you want to work here? 

· What kind of experience do you have for this job? 

· Are you willing to go where the company sends you? 

· What did you like/dislike about your last job? 

· What is the least relevant job you have held? 

· What would you like to be doing five years from now? 

· What are your biggest accomplishments? 

· How do you organize and plan for major projects? 

· What is your greatest strength? 

· What are your outstanding qualities? 

· What interests you most about this job? 

· What can you do for us that someone else can't do? 

· Describe a difficult problem you have had to deal with. 

· What would your references say about you? 

· Can we check your references? 

· What was the last book you read (or movie you saw)? How did it affect you? 

· How do you handle tension? 

· How long have you been looking for a position? 

· Have you ever been fired? 

· How does this job compare with others you have applied for? 

· How do you take direction? 

· Rate yourself on a scale of one to ten. 

· What kinds of things do you worry about? 

· What is the most difficult situation you have faced? 

· What are some of the things that bother you? 

· What have you done that shows initiative? 

· How interested are you in sports? 

· Do you prefer working with others or alone? 

· Explain your role as a group/team leader. 

· How would you define a conducive work atmosphere? 

· Define cooperation. 

· What difficulties do you have tolerating people with different backgrounds and interests from yours? 

· In hindsight, what have you done that was a little harebrained? 

· What would you do when you have a decision to make and no procedure exists? 

· What kinds of decisions are most difficult for you? 

· Tell me about the problems you have had living within your means. 

· What area of your skills/professional development do you want to improve at this time? 

· Are you willing to take calculated risks when necessary? 

· See this pen I am holding, sell it to me. 

· What is the worst thing you have heard about our company? 

· How do you handle rejection? 

· Tell me about a time when you put your foot in your mouth. 

· What interests you least about this job? 

· What do you feel is a satisfactory attendance record? 

· What are some of the things you find difficult to do? Why do you feel that way? 

· What kind of people do you like to work with? 

· What kind of people do you find it difficult to work with? 

· How have you successfully worked with this difficult type of person? 

· How would you evaluate me as an interviewer? 

· We have tried to hire people from your major before, and they never seem to work out. What makes you different? 

· Do you like routine tasks/regular hours? 

· What have you done that shows initiative and willingness to work? 

· What do you think determines progress in a good company? 

· Do you think grades should be considered by first employers? 

· Why do you think you would like this type of work? 

· What would your ideal career position be? 

· Do you consider yourself a leader, and if so, give me some examples of your leadership abilities? 

· Do you consider yourself a better manager or a better implementer? 

· What are your most significant achievements? 

· Have you had any international experience? Do you speak or write in any foreign language? 

· What can you offer us? 

· Have you ever fired employees, and if so, how did you handle terminations? 

· What do you feel is the most difficult responsibility that a manager/executive must perform? 

· What is your definition of success and according to this definition, how successful have you been in your career? 

· What are your long and short range plans? 

· What were your favorite courses in school? Who were your favorite professors and why? 

· Did you prepare your own resume? 

· How long have you been engaged in your job search? 

· Have you had any specific offers? 

· Why haven't you found a position before now? 

· What do you know about this company, and where did you find this information? 

· How do you spend your time when you are not working? 

· If you could begin your career over again, what would you do differently? 

· How much do you think this position is worth? 

· What is the hardest job you have ever performed? 

· Do you object to taking psychological tests? 

· What contributions do you think that you could make to this company? 

· You seem overqualified for this position, what do you think? 

Additional Questions You May be Asked
Work History Questions:
· I noticed that you were working for (your last job was with) ____. Why did you decide to work there? 

· What exactly do (did) you do there? 

· What do (did) you like about that job and company? 

· What do (did) you not like? 

· How do (did) you get along with your supervisor there? 

· How do you think he or she would rate you? 

· Would he or she recommend you for another job? 

· What qualities do you look for in a supervisor? 

· What type of people do you like to work with? 

· Tell me about your successes in that job. 

· Was your work ever criticized? If so, in what way? What did you do to improve? 

· What kind of setting do you like to work in quiet or noisy? Alone or with others? 

· In doing your job, do you think it's more important to finish quickly or do the work exactly right? 

Education Questions:
· I see you went to _________. Why did you pick that school? 

· Would you go there again? If not, why? Where would you go instead? 

· What do you feel were the most significant things you got out of going there? 

· How did you happen to major in _________? 

· Would you choose the same curriculum again? If not, what would you choose instead? 

· In what subjects did you do best? 

· What subjects gave you the most trouble? 

· What was your overall average for class standings? 

· Did you have any part-time jobs while you were going to school? 

· How will your degree help you succeed in our company? 

· Why aren't your grades higher? 

Self-Evaluation Questions:
· How do you feel you can contribute to this company? 

· What do you hope to gain from working here? 

· What do you feel are your outstanding qualities? 

· When you analyze yourself in relation to work and other people, do you find areas that need improvement? If so, how would you go about it? 

· What are your short and long range career objectives? 

· Why do you want to change jobs? 

· What will your last supervisor tell me are your two strongest/weakest areas? 

· Tell me about a time when you had to delay finishing a task because you didn't have enough information to come to a good decision. 

· Describe the best supervisor you've ever had. 

· What do you really want to do in life? 

· Have you ever hired or fired anyone? 

· How would you describe yourself? 

· Would you like to have your boss's job? 

· Describe the kind of people that annoy you most. What type of people do you like working with? 

· What interests you about this position? 

· Give an example of a time when you were able to effectively communicate with another person even though that person may have disliked you? 

· Why do you want to work here? 

· Give an example of a time when you were able to build motivation in your co-workers or those you supervised. 

· Why should I hire you rather than someone else for this position? 

· How do you feel about your career progress to date? 

· Give an example of a problem you had at work and tell me how you solved it. 

· How has your past experience trained you for this career? 

· What did you do on your last job in order to help build teamwork? 

· What did you dislike/like about your last job? 

· What are two things you wish to avoid in your next job? 

· Describe an important goal that you've set in the past, and tell me about your success in reaching it. 

· What kinds of decisions are hard for you? 

· Give an example of a time when you had to be relatively quick in coming to a decision. 

· Describe the most significant written report/presentation that you had to complete. 

· Tell me some specific techniques you used on your last job in order to improve your organizational and time management skills. 

· What is the most creative work-related project you've been involved in? 

· How do you work under pressure? 

· Tell me about a time when you had to go above and beyond the call of duty in order to get a job done. 

· What have you learned from your mistakes? 

· Describe a time on any job when you've confronted problems/stresses that tested your coping skills. 

· Give me an example of a specific occasion when you conformed to a policy that you didn't agree with. 

· What motivates you in a job and in personal life? 

· What role do you take in a group situation? Give examples. 

· Give an example of how you performed in a team situation. 

· What are the biggest issues facing our industry and company today? 

· What would you do to improve our company's position? 

· What research have you done on our firm and our industry? 

· Are you results oriented? Give some examples. 

· How have you developed your interpersonal skills? Are they good? 

· Describe your problem solving skills. 

· Give me an example of a complex problem you solved. 

· Give me an example of when you have failed and how you responded. 

· Can you work under pressure? Give an example. 

· What type of salary are you worth and why? 

· What are the five biggest accomplishments of your life? 

· How long would it take you to make a contribution to our company? 

· If you could change something in the course of your life, what would you change? 

· How would you rate yourself as a manager? As a worker? 

· What were the development steps on your last performance appraisal? 

· What new goals have you set for yourself? Why did you choose these? 

· What did you think of your last boss? 

· What did your subordinates think of you? 

· Why haven't you obtained or accepted a job so far? 

· What features of your previous jobs did you like and dislike? 

· Describe your ideal picture of success. 

· What interests you most about our position? 

· What was the last book you read? 

· What did you do on your last vacation? 

· Wouldn't you be better off in a bigger (smaller) organization? 

· Are you a leader? Give examples. 

· Describe your personality. 

· How have you increased profits in your past jobs? 

· What qualities do you look for in hiring people? For this job? 

· Describe the ideal employee. 

· How have you improved yourself recently? 

· What were your responsibilities in your campus activities? 

· Describe your study habits. 

· How do you change your style to work with people at all levels, from Vice Presidents to Secretaries? 

· What other firms are you talking to and why? 

· How would you decide between job offers from us and one of our competitors? 

· What have you learned from your past jobs? 

· What skills do you bring to us and how can you put them to work? 

· Describe the time period and circumstances when you became self-supporting. 

· Describe a goal you have set in the past and how successful have you been in working towards its accomplishment. 

· Describe a time when you were under pressure to fulfill a commitment you made to do something in spite of difficulties. 

· Describe a situation in which one of your decisions was challenged in a group. How did you react? 

· Were you able to achieve the results you wanted? 

· Describe a time when you had to be persuasive in getting your ideas across. 

· Give me a question that you've never heard a recruiter ask you and you want to hear. 

· Describe a situation in which you found yourself to be an analytical and thorough problem solver, and by solving the problem achieved good results. 

· Describe when you used facts/figures to support your story to obtain a significant accomplishment in an important matter. 

· It's hard to get a new idea accepted by others. Describe when you have had to do this. 

· What are some things about yourself that you would like to improve? 

· In order to be effective as a negotiator, it's important to not only be able to analyze your competition, but also be able to compromise. Describe an experience in negotiating that reflects your ability to compromise. 

· Describe steps you have taken to address problem areas in some important matter. 

· What are two or three things you would still like to learn in this field? 

· What skills do you rely on most in your everyday work? 

· What kind of training do you feel you would benefit from? 

· How much supervision do you normally receive? Prefer? 

· What kind of things come most naturally to you? Describe your biggest success. 

· How do you feel about working in an unstructured environment? Why? 

· What do you like most about your present job? What do you like least about it? 

· What kinds of things give you the greatest satisfaction in your work? Least satisfaction? 

· What steps have you taken in the last few years to develop your skills? 

· In your opinion, what makes you different from the other applicants? 

· What have been the most significant accomplishments in your life so far? 

· What sort of decisions are easy for you to make? What sort of decisions are difficult for you to make? 

· If we hire you for this job, what would we need to do to bring you up to speed? 

· What has been your biggest frustration? 

· If I spoke to a friend, what characteristics of yours would he or she like to see you change? 

· To what extent would you say that your last job was a learning experience? Why? 

· What changes have you dealt with in your current position? Describe the risks that you have taken in your last job, and tell me the outcome of these risks. 
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