Building Skills for a Successful Job Search

SESSION #4

Delivering Your Best Self:
Ensuring an Effective Interview

This workbook is intended to serve as a companion to the workshop presented at the Career Transitions
Center of Chicago by Sharon Krohn.
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Introduction
Three Stages of Job Search
The three stages of the job search process are:
Stage 1

Personal Discovery & Assessment,

Stage 2

Planning & Development and

Stage 3

Action and Ongoing Diligence

The process is not linear. However, it can begin inside and quickly move outward as you gain
focus and clarity, engaging all your resources to support your search.

STAGE ONE
Personal Discovery & Assessment
Identify your strengths, skills, interests, values
Explore career options
Research individuals, companies, organizations, & jobs
Network
STAGE TWO
Planning & Developments
Gains Focus & Fine Tuning
Specify top career options
Develop supporting stories, resumes & marketing
Practice stories, presentation, informational interviews
Network
STAGE THREE
Action & Ongoing Diligence
Outreach & informational interviews
Optimize job interviews
Negotiate salary and employment terms
Network
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Delivering Your Best Self: Ensuring An Effective Interview
Workshop Agenda
Building Skills Series – Career Transitions Center of Chicago

Workshop Agenda
1. Building Interview Confidence
2. Presentation
3. Preparation & Practice


What the interviewer wants to know



Types of interviews, types of questions



Most effective preparation
•

STAR Stories

4. Ageism
5. Introduction to Salary Negotiation
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Building Interview Confidence

Confidence is the Key to Successful Interviewing
Confidence Builds Presence
With
Presentation – Words, appearance, body language
Preparation – Know your strengths, the Job, the company, the answers to commonly
asked questions, YOUR STORIES
Practice – Write down your stories and responses. Edit. Repeat until they are second
nature
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Building Interview Confidence
Your mindset influences
how you show up
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What Does the Interviewer Want to Know?

Can you do the job?
Will you be a good ﬁt for the organization?
Do you fit the salary parameters?
Do you have growth potential?
Are you likeable?
Do you want the job and why?
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Two Types of Interviews
Not all interviews are hiring interviews. Informational Interviews are
essential to your job search or career transition:
•

Informational Interviews
You become a type of interviewer by asking open-ended questions to
learn about a company, job or industry

•

Hiring Interviews
You are being interviewed for a position or a potential position
70% of jobs are won through Networking and Informational
Interviewing
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Informational Interviews

Securing the Meeting
• Send a request via email or Linked In; follow up with a phone call.
• Email
1st Paragraph – Mention how you got their name and why you are reaching out.
2nd Paragraph – Highlight your background.
3rd Paragraph – Ask for brief informational interview and thank them in advance for consideration.

Preparation
•
•
•
•

Focus on the purpose of the meeting/conversation (about learning and making a connection).
Research background, company, industry trends, etc.
Prepare 3–5 open-ended questions. What can you learn? What do you want to know?
Brieﬂy your background and career objective, emphasizing transferable skills.

Structure
• First focus on Developing Rapport - People tend to help people they like or with whom they have a
connection. Break the ice by discussing your mutual friend/contact.
• Explain purpose of the meeting citing your interest in area, industry, or company.
• Be a good listener; it’s all about learning.
• Identify needs and opportunities in a company or industry.
• Practice your STAR Stories
• Listen for names of people who you might contact.
• Ask for referrals to others who could add insight/input.
• Consider ways you could reciprocate.

Follow Up
• Write a thank you.
• Stay in Touch. Update them on progress.

CAREER TRANSITION CENTER | Building Skills for a Successful Job Search

10

Tips for Informational Interviews
Setting up an informational interview
Don’t focus on yourself, focus on them. Compliment, intrigue and make the person you are
contacting feel generally good.
• Instead of: I want to talk to you because
Say: I know you are an expert in this ﬁeld, I was hoping you would discuss…
• Instead of: Mary said I should contact you because…
Say: Mary said you’re among the most respected people in the ﬁeld & might be willing
to give me some advice…
• Instead of: I’m looking for a job and wanted to get…
Say: Since you’re an expert in the industry, I was hoping you could point me in the
right direction…
• Instead of: I’ve been really upset lately because of the economy and I thought you could give
me…(this approach should be used only with your therapist)
Say: You’re probably the best source for ways to manage the diﬃcult economy I thought
you could advise me….

Sample informational Interview Questions
•
•
•
•
•
•
•
•
•
•
•
•
•

What do you find most satisfying about your job and field?
What are commonly used titles for your position?
What changes are occurring in your field and/or company?
What personality attributes, talents and skills would serve someone in your field/job?
What kinds of interaction do you have with colleagues, managers, clients, etc?
What is the potential for growth? (In the job, in the field)
What’s a typical day like?
What education, certification and other requirements serve this type of work?
Distinguish between desirable and indispensable.
What is your work environment like? Describe the culture.
Do you belong to a professional association/How would I contact?
What books or trade publications do you recommend reading to learn more?
Any words of advice?
Who could you refer me to for additional perspective?
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Hiring Interviews

There are a variety of hiring interview types, including:
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Virtual Interviews
Phone Screening Interviews
Video Interviews
Telepresence interviews
Online Interviews
Recorded Interviews
In-Person Interviews
Recruiter Interviews
Group/Panel Interviews
Hiring Manager Interviews
Formal Presentations
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Virtual Interviews
Phone Screening Interview Tips
A phone screening interview alone usually cannot get you hired, but can definitely get you rejected.

Preparation: emphasize the ways in which you specifically meet needs as detailed in the job
description.
Let the interviewer know how interested you are; “I’m very excited about this position, when
can we meet.”
Purpose: To screen you out. To determine if you are qualiﬁed to move to the next step.

All about the facts.
Important to be succinct and at your best
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Group or Panel Interviews
• Conducted with multiple interviewers simultaneously
• Purpose: to gain multiple opinions from a common interview; determine fit with a group;
and to see how you handle speaking with several people at once. To save time.

Keys to Success
• Try to identify who will participate in advance so you can be prepared.
• Shake hands with all participants entering/exiting the interview.
• Ask for business cards; arrange to identify each participant.
• Use eﬀective Presentation Style.
• Maintain eye contact with individual asking/responding to questions.
• Bring extra copies of resume to ensure that all participants have your “marketing brochure”
with experience, skills and accomplishments.
• Be care not to favor the most senior person in the group by only looking at that person

All Panelists Want the Same Thing
• A candidate who has personal qualities and experience integral to performing the job
• A candidate who demonstrates ability to get along well with others and is a good ﬁt with
organizations culture

Myth: The best candidate always gets the job!
Reality: The candidate who sells him/herself most effectively gets the job!
— Carole Martin, Boost Your interview IQ

CAREER TRANSITION CENTER | Building Skills for a Successful Job Search

15

Types of Interview Questions

General Questions
Request specific information
•

“…tell me about yourself…”

Behavioral Questions
An interview technique that focuses on a candidate’s past experiences, behaviors, knowledge,
skills and abilities by asking the candidates to provide specific examples of when he or she has
demonstrated certain behaviors or skills as a means of predicting future behavior and
performance.
•

“…tell me about a time…”

Situational Questions
An interview technique that gives the interviewee a hypothetical scenario and focuses on a
candidate’s past experiences, behaviors, knowledge, skills and abilities by asking the candidate to
provide specific examples of how the candidate would respond given the situation described
•

“…how would you handle…”
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The Basic Types of Interview Questions
Sample Questions Highlighting Three Interview Techniques
Questions Addressing: Business Acumen
1. Behavioral Questions
 Tell me about a time you used your knowledge of the organization to get an idea
approved.
 Tell me about a time you used financial, industry and economic environment data to
support a successful project.
 What have you done in your position at other companies that made a difference to the
business and for which you believe you will be remembered?
2. Situational Questions
 You’re new to an organization. How do you go about learning how that organization
works?
 You’ve been approached with a new idea for your department. How do you go about
determining the feasibility and possible success of that idea?
 If you were given the responsibility to start a new department from scratch, what are the
basics that you would need to consider?
3. General Questions
 What difference does it make to organize departments I a centralized versus decentralized
way? Do you have a preference?
 What role does a “corporate culture” play in the success of a company?

Questions Addressing: Collaboration & Interpersonal Skills
1. Behavioral Questions
 Give me an example of a time when you had to deal with a difficult co-worker. How did
you handle the situation?
 Describe a difficult time you have had dealing with an employee, customer or co-worker.
Why was it difficult? How did you handle it? What was the outcome?
 Describe a time when you were instrumental in creating a good relationship with another
department within your company.
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2. Situational Questions
1. You are a committee member and disagree with a point or decision. How will you
respond?
2. If someone asked you for assistance with a matter that is outside the parameters of your
job description what would you do?
3. General Questions
 Tell me about yourself
 What would your last boss say about how you collaborate with others?
 What do you think of your last boss?
 Describe how you like to be managed and the best relationship you’ve had with a previous
boss.
 If I asked your previous/current co-workers about you, what would they say?
 Tell me about yourself
 What do you know about this company?
 How would you describe yourself?
 What are your strengths?
 What are your weaknesses?
 Why did you leave your last job?
 How did you get along with your last manager?
 Where do you see yourself in five years?
 How would your peers/subordinate/last manager describe you?
 Tell me about a situation you wished you’d handled differently?
 Describe what you see as your strengths related to this job/position. Describe what you
see as your weakness related to this job/position.
 If we offer you this position, what contributions would you expect to make during the first
three months on the job?
 Why should we hire YOU?
 If the position required it, would you be willing to travel?
 If the position required it, would you be willing to relocate?
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 If you were offered this position, when would you be available to start?
 Now that you have learned about our company and the position you are applying for, what
hesitation or reluctance would you have in accepting this job if we offer it to you?
 Tell me anything else you would like us to know about that will aid us in making our
decision.
 What questions would you like to ask me?

From Society of Human Resource Management

10 Most Commonly Asked Interview Questions (from Monster.com)
1. What are your weaknesses?
"What are your weaknesses" is one of the most popular questions interviewers ask. It is also the most dreaded
question of all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away from personal
qualities and concentrate on professional traits: "I am always working on improving my communication skills to be a
more effective presenter. I recently joined Toastmasters, which I find very helpful."
2. Why should we hire you?
Answer "Why should we hire you" by summarizing your experiences: "With five years' experience working in the
financial industry and my proven record of saving the company money, I could make a big difference in your
company. I'm confident I would be a great addition to your team."
3. Why do you want to work here?
By asking you, "Why do you want to work here?" the interviewer is listening for an answer that indicates you've
given this some thought and are not sending out resumes just because there is an opening. For example, "I've
selected key companies whose mission statements are in line with my values, where I know I could be excited about
what the company does, and this company is very high on my list of desirable choices."
4. What are your goals?
When you're asked, "What are your goals?" sometimes it's best to talk about short-term and intermediate goals
rather than locking yourself into the distant future. For example, "My immediate goal is to get a job in a growthoriented company. My long-term goal will depend on where the company goes. I hope to eventually grow into a
position of responsibility."
5. Why did you leave (or why are you leaving) your job?
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If an interviewer asks, "Why did you leave (or why are you leaving) your job?" and you're unemployed, state your
reason for leaving in a positive context: "I managed to survive two rounds of corporate downsizing, but the third
round was a 20% reduction in the workforce, which included me."
If you are employed, focus on what you want in your next job: "After two years, I made the decision to look for a
company that is team-focused, where I can add my experience."
6. When were you most satisfied in your job?
The interviewer who asks, "When were you most satisfied in your job?" wants to know what motivates you. If you
can relate an example of a job or project when you were excited, the interviewer will get an idea of your
preferences. "I was very satisfied in my last job, because I worked directly with the customers and their problems;
that is an important part of the job for me."
7. What can you do for us that other candidates can't?
Emphasize what makes you unique when you're asked, "What can you do for us that other candidates can't?". This
will take an assessment of your experiences, skills and traits. Summarize concisely: "I have a unique combination of
strong technical skills, and the ability to build strong customer relationships. This allows me to use my knowledge
and break down information to be more user-friendly."
8. What are three positive things your last boss would say about you?
It's time to pull out your old performance appraisals and boss's quotes to answer the question, "What are three
positive things your last boss would say about you?". This is a great way to brag about yourself through someone
else's words: "My boss has told me that I am the best designer he has ever had. He knows he can rely on me, and he
likes my sense of humor."
9. What salary are you seeking?
When you're asked, "What salary are you seeking?" it is to your advantage if the employer tells you the range first.
Prepare by knowing the going rate in your area, and your bottom line or walk-away point. One possible answer
would be: "I am sure when the time comes, we can agree on a reasonable amount. In what range do you typically
pay someone with my background?"
Tell me About yourself. ….
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Tell Me About Yourself… What Does This Mean?
WHY SHOULD BE HIRE YOU???
• Highlight experience.
• Relate 3–5 skills key to the position and aligned with the job description (and how they

helped you be successful in previous positions).
• Perhaps something unique about you.
• Explain why you want the job and how you will contribute/solve problems.

Draft your response:

Use Descriptive Adjectives (in lieu of superlatives)
• Collaborative

• Organized

• Dedicated

• Punctual

• Dependable

• Relationship-Builder

• Hard-Working

• Self-Starter

• Independent

• Task-oriented

• Motivated
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Handling “What are your weaknesses?”
For many, the most dreaded question.
• Highlight how you learned from your experience
• Be succinct.
• Underscore a distinction and accentuate the positive.
• Routine work.
• Working alone.
• Work too hard.

Draft your response:
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Hiring Interviews (continued)

Developing Responses to Behavioral & Situational Questions

The best way to prepare for Behavioral and Situational Questions, is to
make the unpredictable predictable, by arming yourself with a
treasure trove of anecdotes or case studies that highlight your best
self in action.

CAREER TRANSITION CENTER | Building Skills for a Successful Job Search

24

Build YOUR STAR Story Repertoire

Your stories should demonstrate how closely your skills and experience align with the
target job. Come prepared with A Dozen Stories, that include the following

Five or Six Stories that highlights each of your key strengths required in the
target job.
A story that demonstrates how you overcame challenge or adversity
A story that demonstrates how you learned or grew
A tell me about yourself story…
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STAR Stories Worksheet
Name of Story:

Strength You Are Highlighting:

S

What was the Situation you faced?

T
A

Task & Actions – What did YOU do?

R

Results – What were your quantifiable results?
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Identifying Your Strengths
Using consistent/prevalent behavior to indicate ﬁt and future success
1. Look at the list of competencies. Check those that you have successfully exhibited.
2. Emphasize your top ﬁve competencies that are most closely aligned with the requirements
of the job in your STAR Stories that you will present in your interview.
Communication Skills
Oral Communication
Formal Presentation
Written Communication
Decision Making Skills
Analysis/Problem Assessment
Job Design
Innovation
Judgment/Problem Solving
Organizational Awareness
Risk Taking
Safety Awareness
Fitness for Work Skills
Physical Health/Ability
Knowledge Skills
Continuous Learning
Keyboarding
Technical/Professional Knowledge
Leadership Skills
Developing employees/Talent
Inﬂuencing/Individual Leadership
Meeting Facilitation/ Leadership
negotiation
Persuasiveness/Sales Ability
Strategic Leadership
Team Building
Teamwork/Collaboration
Visionary Leadership
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Performance Management Skills
Coaching
Delegate Authority/Responsibility
Follow up
Interacting with others
Information Monitoring
Perform Accountability/Goal Setting
Self-Management
Versatility
Personal Skills
Adaptability
Assertiveness
Creativity
Customer Relations
energy
Impact
Initiative
Integrity
Perceptivity
Practical Learning
Quality/ Attention to Detail
Resilience
Tenacity
Tolerance for Stress/Coping
Tolerance for Ambiguity
Work Standards
Planning and organizing Skills
Planning and organizing
Work Management
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Closing the Interview

Sample Questions for the Interviewer
Questions will be most effective and authentic if you ‘go with your curiosity’.
Great questions connect to what the interviewer is saying or ask for further clarification.

• Who succeeds in the job and why?
• What do you consider the most important day-to-day responsibilities of the job?
• What are common problems or the greatest challenges of the job?
• What projects would I be most involved with during the ﬁrst 6 months?
• What would you like me to achieve in the ﬁrst 90 days on the job?
• What skills and values do you consider critical to success in the job?
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Review: The Best Way to Prepare for an Interview
Preparation
• Research company, job and people.
❑

Study the position description.

❑

Read the Company’s 10K report. (edgar.com)

❑

Google the Company and people.

• Review your skills, accomplishments and experience.
❑

Prepare STAR Example (Situation, Task & Actions, Results) that highlight all your key skills AS THEY
RELATE TO THE POSITION

• Practice answers to frequently asked questions (see sample questions).
❑

Find a buddy to ask you questions. Respond out loud. Practice responses to the
difficult questions. for comfort and confidence.

❑

Listen to the question; pause before responding.

• Prepare questions you wish to ask (see sample questions).
• Making a good impression…first 30 seconds
❑

Dress for success and confidence; dress conservatively.

• Confidence and preparation can help manage stress; relax and be your best

professional self!

Ace Your Interviews!
Practice Interviewing. Take advantage of CTC Video Mock Interviews.
Be prepared. Be your best. Be awesome!
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Interview Preparation Tips
Interview Scheduling
• If possible, schedule at a time when you are at your best.
• For the interviewer, the best time is generally 10:00 am or 2:00 P.m.
• In advance of the meeting try to get names and titles of people you will be seeing
❑

Make sure names are spelled correctly and titles are current.

❑

Check Company website, 10K, Google, Hoovers or LinkedIn for available
information (Guidestar.org for nonproﬁts).

❑

Tap your network for information.

• What to bring:
❑

Extra copies of resume. E mail a copy to yourself in case you need to print extras.

❑

Information on Company and people, e.g. annual report

❑

Job description

❑

Contact Information

• Dry Run – Know where you’re going.
• Arrive early (but don’t arrive at reception <10 minutes early)
• Use time in reception to prepare.
❑

Be courteous to receptionist and administrators/staff. (90% of executives ask their
assistants for input in hiring decisions)

❑

Be aware of your surroundings the culture/work environment.

Interview Red Flags
• Tardiness
• Unsuitable attire
• Lack of eye contact
• Poor communication skills
• Talking too much without listening
• Tries to take charge of the interview
• Doesn’t answer the questions
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Making a Great First Impression
• It starts in the Reception Area.
❑

Take time to ‘get centered’ and focused and into a powerful interview mode.

❑

Remove outerwear, get organized for the interview.

❑

Think Amy Cuddy

• Greeting your host ❑

Smile and make confident eye contact.

❑

When asked to enter, do so without hesitation.

❑

Put down your briefcase or folder, shake the person’s hand and take a seat.

• Tips on handshakes.
❑

Smile and make confident eye contact (make the connection!)

• When you sit ❑

If the seat is low, sit towards the front edge.

❑

Respect the other’s personal space.

❑

Sit up straight.

• Your gestures ❑

Keep your hands away from your face, mouth and hair.

During the Interview
Preparation
• Get names and titles of all the people you meet.
❑

Address people by name.

❑

Maintain eye contact.

• Be positive! Employers hire attitude
❑

NEVER speak negatively of past employers.

• Be aware of non-verbal communications.
• Use your STAR stories to reinforce skills and accomplishments.
❑

Do not run-on with your stories (2-minute rule).
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Closing the Interview
• Before leaving the interview:
❑
❑
❑
❑
❑

- “I don’t want to leave with any unanswered questions…”
Prepare a few good questions
Go with your curiosity
Ask where they are in the process and suggest when you will can follow up
Follow up

Follow Up…Follow Up…Follow Through
Thank You – 24 Hours
• Send an email (as well as written note recommended).
• Be Concise.
• Express appreciation for interviewer’s time and consideration.
• Indicate interest in job.
• Summarize your skills as they relate to the job.
• Add any additional information that you might have missed in the interview
• Close by indicating follow up (determined at the interview).

Phone Call
• Ask during the interview if it would be okay to call to follow up and when.
• If you don’t hear on agreed upon date, call to follow up.

Ongoing Follow Up
• Be “courteously tenacious” but don’t overdo it…follow up a couple of times then periodically.
• Use different modes of communication (phone, email, note).
• Think creatively about how to stay in touch.
❑

Relevant articles or resources.

❑

Industry associations or conferences.

❑

LinkedIn
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Introduction to Salary Negotiation
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The Compensation Package

Winning Negotiating
Tips for Effective Negotiating
• Negotiating does not begin until the offer is made.
Don’t get ahead of yourself or the process. Engage in due diligence to understand competitive
compensation (salary and structures). Knowledge is strength in negotiating!
• Do not accept an offer at the time it is offered.
Always take time to consider the offer. Review with knowledgeable source or an attorney.
• Do not be afraid to negotiate.
Most organizations expect negotiation. Most human resources professionals and hiring
managers will entertain a reasonable request.
• When negotiating, be positive and collaborative.
Work towards a winning solution. A lot can ride on your attitude and approach in successful
negotiating.
• If you unable to get your target salary, look to an alternative arrangement.
The company’s offer will likely be fair and competitive. That doesn’t mean you can’t try for
a guarantee, bonus tied to performance or added benefits.
• Compensation includes salary, bonus, employee stock options, retirement plan contributions
and tangible non-cash perks, such as transportation/parking reimbursement (though less
common in recent years), education reimbursement or professional development allowance,
child care provisions, wellness or compensation days.
CAREER TRANSITION CENTER | Building Skills for a Successful Job Search

36

• Negotiate cash compensation first, then consider other benefits and perks that figure
into total compensation.
• As critical as salary and title are, there are other important considerations, including scope
of responsibility, career growth opportunity, desired autonomy or flexibility in schedule. More
than compensation, job satisfaction is determined by the scope of work responsibilities, caliber
of colleagues, alignment with organizational mission, inclusion in strategic direction or decisions,
and ability make a positive impact.
• if you are not fully satisfied with negotiations at present, be willing to prove your worth.
Request a six-month review or increase after 6 or 12 months, or incentive tied to performance.
• Don’t over negotiate.
• Reinforce interest in the position. Express gratitude

CAREER TRANSITION CENTER | Building Skills for a Successful Job Search

37

CAREER TRANSITION CENTER | Building Skills for a Successful Job Search

38

n-Line Resources for
Salary & Compensation Data

How to respond to the question, “What are your salary requirements?”
Posted by Amanda Augustine
Research the going rate for your target job now so you're prepared to answer salary requirement questions during the
interview. [TWEET]

Q: When asked about my salary requirements, I never know what to say. If I say a low figure, they have no reason to offer more
money. If I give a figure that’s too high, they may disregard me as a candidate. What’s the right response? – Deb H.
A: The first rule of salary negotiation is to avoid discussing numbers until the company has extended an offer. This is when you
have the most power to negotiate. But as any job seeker will tell you, this is no simple feat. Recruiters typically try to pull this
information out of you as early as the initial phone screen, if they didn’t already request your salary requirements as part of the
application process.
Here are a couple phrases you can use (courtesy of Jack Chapman, author of the book How to Make $1000 a Minute) to deflect
questions about your salary requirements:


“I’m sure we can come to a good salary agreement if I’m the right person for the job, so let’s first agree on whether I am.”



“I have some idea of the market, but for a moment let’s start with your range. What do you have budgeted for the position?”
You can try to deflect the questions upfront once, maybe twice, but if the recruiter is insistent, you’ll need to be prepared with
some figures.
First things first, do your research. Use TheLadders' Career Insights to discover the going rate for your targeted job with respect
to your relevant years of experience and educational background, as well as the industry and geographic location of the jobs
you’re targeting.
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You can start by looking up how your current role compares to the market rate, and then also change some of the variables to
match those of the companies you’re applying to. If the roles you are targeting are in different industries or locations, or the size
of the company is very different, this could have an impact on what salary you can expect to make.
Once you’ve done the research, come up with three numbers:


What’s the ideal dollar amount you want (and still have the recruiter take you seriously)?



What dollar amount (given the going rate) is reasonable and would still make you happy?



What is the lowest dollar amount you’d accept?
These three numbers make up the compensation range that is in alignment with the going rate for your targeted role, and that
would make you happy. If you’re forced to state your salary requirements upfront, use the researched number you found to be
the fair market value (the same goes for an online application that demands a numeric response).
Remember, your value to a prospective employer does not go down just because times are tough. Good employees are even
more important to the success of an organization in a challenging economic environment. You just need to be able to explain
why you’re worth what you’re asking for based on your research of the market and the value you can bring to the table.
Again, the most important thing you can do is delay the compensation conversation as long as humanly possible so you have
time to build a rapport with your interviewers; monetize what you can do, and how you can personally affect the bottom line at
the company; and move them from what Chapman describes as the “budget” state of mind (How much is this person going to
cost us?) to the “judge it” mindset (We need this person! She’d be such a great asset to the company – how can we get her to
join us?).

According to interviewer, 70% of those interviewed never follow up!
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The Thank You Letter – A Template

[Date]

Dear [Interviewer’s name],
[Thank the interviewer for speaking with me on [day of the interview] regarding the position
of [job title.]
[Express your interest in the company. Say that you want the job. Cite three (3) qualiﬁcations
for the job based on the interview and what you can do for the company. If a particular
qualiﬁcation grabbed the interviewer’s attention, emphasize it. This is an opportunity to
introduce or emphasize something important.]
If there is something that you believe requires clarification or strengthening, mention it here.
[Mention a topic of mutual interest or something from the interview to make you stand
favorable out in the interviewer’s mind. Be positive and personable.]
[End with another thank you for the interview. offer to provide more information and how
you will follow up on the opportunity.]
Sincerely,
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Working with Your CTC Coach
Use your CTC Job/Career Coach to strengthen your interviewing and negotiating effectiveness:

CTC Video Mock Interview:
• An opportunity to see and hear how you come across (gain awareness and improve
your conﬁdence)
• Work “live” with a coach around interview questions, responses and presence
• Get a DVD so you can review and continue improving

The Facts of Communication:
• Only 10% is what you say
• 30% is how you say it
• 60% is presence/appearance and body language!
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Bibliography And Additional Resources
Books in the CTC Library
Chapman, Jack

Negotiating Your Salary: How to Make $1,000 a Minute
www.salarynegotiations.com

Martin, Carole

Boost Your Hiring IQ
Boost Your Interview IQ
Interview Fitness Training
Perfect Phrases for the Perfect Interview: Hundreds of Phrases
That Succinctly Demonstrate Your Skills, Your Experience and
Your Value in Any Interview Situation

Other Resources

glassdoor.com
http://online.onetcenter.org/find
payscale.com
salary.com
salaryexpert.com
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More Sample Questions for Behavioral Interviewing
Communication Skills
Competency

Question

Oral Communication

Describe a time you were able to effectively
communicate with another person even when
that individual may not have personally liked you.

Formal Presentation

Give me an example of a presentation you were
asked to give where you weren’t as prepared as you
would have liked.

Written Communication

Tell me about some of the writing you’ve done:
topics, length, format, etc. What diﬃculties did you
have with these projects?

Decision Making Skills
Competency

Question

Analysis/Problem Assessment

Give me an example of a time you had to carefully
analyze another person or a situation in order to be
effective in guiding your action or decision.

Empowering Job Design

Describe a situation you initially thought you could
easily have handled alone and soon realized you were
over your head. What did you do?

Innovation

Describe the time you felt you were most resourceful
in solving some problem or coming up with an
improvement.

Judgment/Problem Solving

Describe a major problem you faced and how you
dealt with it.

Organizational Awareness

Tell me about a time you realized a problem that
could have a negative impact on your organization or
department. How did you handle that?

Risk Taking

Describe a time when you were motivated to go beyond
the call of duty.

Safety Awareness

Tell me about a time you felt unsafe on the job.

Fitness for Work Skills
Competency
Physical Health/Physical Ability

Question
Give me an example of when you had to work with
your hands to accomplish a task or project.
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Sample Competency Questions for Behavioral Interviewing (continued)

Knowledge Skills
Competency

Question

Continuous Learning

Give me an example of how you’ve been able to keep
up in your ﬁeld?

Keyboarding

Describe a time you were asked to complete a
document or spreadsheet in a shorter amount of
time than was required to complete the task.

Technical/Professional Knowledge

Tell me about a time you knew you needed more
knowledge to complete a task. How did you handle that?

Leadership Skills
Competency

Question

Developing employees/
organizational Talent

Give an example of dealing with one of your direct
reports when you pushed too hard. Why? How did
you determine when you should back off?

Inﬂuencing/Individual Leadership

Describe a recent time you were unexpectedly in
a position to defend your beliefs. How convincing were
you? How dogmatic or inﬂexible? What arguments did
you spontaneously think of during the discussion?

Meeting Facilitation/
Meeting Leadership

Describe a time you were asked to conduct a meeting in
which you were unprepared or advised on short notice.

Negotiation

Tell me about a time you were involved in a diﬃcult
negotiation.

Persuasiveness/Sales Ability

Tell me about a time you had to overcome a customer’s
objections.

Strategic Leadership

Describe a situation where you knew you were making
a difference in your organization.

Team Building

Tell me about a time when you were on a team and
a member wasn’t pulling his or her weight.

Teamwork/Collaboration

Describe a group incident that required quick reaction
and good judgment on your part.

Visionary Leadership

Describe a time you were unsuccessful in getting
someone to follow your lead.
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More Sample Competency Questions for Behavioral Interviewing (continued)

Performance Management Skills
Competency
Coaching/Mentoring

Delegation of Authority
and Responsibility

Question
Tell me about the most diﬃcult person you’ve coached
or mentored. What made this person so diﬃcult? What
approach did you use with this person? What was the
outcome?
Tell me about a time you didn’t want to delegate
a speciﬁc assignment.

Follow-Up

Describe a project you’ve been involved with that had
a large amount of follow up work required.

Information Monitoring

Tell me about a situation where you didn't have enough
information to complete an assignment.

Interacting with others

Describe a time you knew you impacted your teams
performance.

Performance Accountability/
Goal Setting

Give me an example of how you motivate yourself
to perform at your peak.

Self-Management

Tell me about a time you didn't plan your time well
enough to complete an assignment on time.

Versatility

Give me some examples of the most complex
assignments, projects, etc. you’ve worked on. What
was your role? How did it work out?

Personal Skills
Competency
Adaptability
Assertiveness
Creativity

Question
Describe a time when you had to cope with change.
Tell me about a time you had to be assertive in order
to ﬁnish a task or assignment.
Give an example of instances where you have
demonstrated creativity.

Customer Relations

Describe a time when you dealt with a customer who
disagreed with you.

Energy

Give me an example of what you do to keep up to date
in your ﬁeld.

Impact

Tell me about a time you walked into a room and felt
your presence. How did you handle that?

Initiative

Tell me about a situation that demonstrated you are
a self-starter.
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Sample Competency Questions for Behavioral Interviewing (continued)

Personal Skills (continued)
Competency

Question

Integrity

Tell me about a time you felt your integrity was being
compromised. What bothered you and how did you
handle it?

Perceptivity

Tell me about a time you perceived that someone
was critical of your work. How did you react?

Practical Learning

Share an example of how you assimilated new
information to improve your performance

Quality orientation/
Attention To Detail

In what areas do you have special expertise? How do you
keep up that expertise? How have you used that expertise?

Resilience

Give an example of an instance where you have
demonstrated resiliency.

Tenacity

Describe the situation that best demonstrated your
ability to get things done through others.

Tolerance for Stress/Coping

Give me an example of a time you worked under
heavy stress and the sacriﬁces you made to achieve
an important work goal.

Tolerance for Ambiguity

How have you handled an ambiguous assignment?

Work Standards

Tell me about a time you were not able to achieve a goal.
How did you handle that disappointment?

Planning and organizing Skills
Competency
Planning and organizing/
Work Management

Question
What has been your biggest challenge in making
effective use of your time? Give me an example of a time
when that was a problem for you. What have you done
addressing that problem?

Adapted from skills listed in W. Byham’s Targeted Selection, 1996, Development Dimensions, Inc.
and D. Green’s Behavioral Interviewing, 1995, Behavioral Technology.
Your stories and the way you relate them will be the key to convincing the interviewer that you are
the right person for the job. — Carole Martin
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Glassdoor’s 50 Most Common
Interview Questions
1.

What are your strengths?

2.

What are your weaknesses?

3. Why are you interested in working for [insert company name here]?
4. Where do you see yourself in five years? Ten years?
5. Why do you want to leave your current company?
6. Why was there a gap in your employment between [insert date] and [insert date]?
7. What can you offer us that someone else can not?
8. What are three things your former manager would like you to improve on?
9. Are you willing to relocate?
10. Are you willing to travel?
11. Tell me about an accomplishment you are most proud of.
12. Tell me about a time you made a mistake.
13. What is your dream job?
14. How did you hear about this position?
15. What would you look to accomplish in the first 30 days/60 days/90 days on the job?
16. Discuss your resume.
17. Discuss your educational background.
18. Describe yourself.
19. Tell me how you handled a difficult situation.
20. Why should we hire you?
21. Why are you looking for a new job?
22. Would you work holidays/weekends?
23. How would you deal with an angry or irate customer?
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