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SOURCES OF JOB INFORMATION
Employment and Immigration Canada
In Lethbridge:


Service Canada Centre

Provincial Building

200 5th Avenue South, Lethbridge

1-800-622-6232
www.servicecanada.gc.ca
The federal government operates Canada Employment Centers across the country to assist workers to find jobs and to assist employers to find employees.  Job seekers should register at their local Employment Centre.  Lists of available local jobs are displayed there, along with lists of job openings across Canada.

When you go to an Employment Centre, a representative will give you a form to complete and then will ask some questions about your job preferences.  Have a look at the job openings posted on the bulletin boards.  If something suits you, the representative will give you the telephone number and/or address so that you can contact the employer.  If nothing suitable is available, the representative will file your application and give you a call when something comes up.

Service Canada Centre for Youth (Part of Employment & Immigration Canada)
Formerly “Hire a Student”.  Operates in the spring/summer months.

Phone: 403-308-4261

Provincial and Municipal Government Employment Services

Government is the largest employer in the country, and there are usually many jobs available.

Friends, Relatives, Neighbors, Acquaintances
Word of mouth is still one of the best ways to locate jobs.  Let people know you’re looking for employment.  They might know of job openings or can give you advice about who might be hiring.  Obtain all the information you can and then follow it up.  Remember to thank people for their help, particularly when you’ve been successful.

Former Employers
Depending on the reasons for your leaving, former employers might be glad to welcome you back.
Newspaper Help-Wanted Sections
It’s important to check the advertisements every day and to answer all appropriate advertisements.  Be prompt, because many employers stop accepting applications once they have a reasonable number of suitable applicants.

Newspaper Business Section
If new businesses are open in your area or if a business is expanding, it’s often reported by the local media.  These businesses might be hiring new employees.

Group Job Search Programs
You might be interested in participating in a job search program if one is available in your community.  Trained personnel assist participants in organizing their job search.  Moral support from group leaders and fellow participants has helped many participants to succeed in finding employment.

Private Employment Agencies
Employers pay these agencies to locate and screen prospective employees.  You register with the agency, usually complete tests that indicate your skills, and are then contacted if an appropriate job opening is available.  For best results, you should be able to specify the type of job you want.  Be ready to go for interviews on short notice.  Some agencies also charge job applicants a fee, so be sure to check this out.
Some of these agencies are commissioned by companies to locate and screen both skilled and semi-skilled temporary workers.  Working as a temporary or part-time employee could provide a source of income while you look for a full-time job.  You would also be gaining experience and using your job skills.

Help Wanted Notices Posted in Public Buildings
Study public bulletin boards carefully.

Plants and Factories in Industrial Areas
In one day, you could canvass a dozen or more prospective employers.

Construction Sites
Job-opening notices are sometimes posted at building sites.

New Office Buildings, Shopping Centres, and Factories
Workers are usually needed, including security guards, word processors, clerks, secretaries, computer personnel, and sometimes managers.  Three or four suitable jobs might be available in one new office building alone.

Yellow Pages of the Telephone Book
Prospective employers can be found by looking in the Yellow Pages under various services and products related to the field in which you want to work.
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Answer the following questions about the job advertisements in Figure 6.2
1. Which job offers would you respond to with a letter?

2. Which job requires the use of more than one language?

3. Which jobs would definitely require working nights?  Which jobs would probably require working nights?

4. Which jobs do you think would require heavy physical work?

5. Which job ad asks for the most education?

6. Which jobs do you think would require computer experience?

7. Which jobs require a resume?

8. Which job ads don’t ask for experience?

9. If all of the jobs were in your region, which jobs would you apply for?

EXERCISE:  Extracting Information from Job Advertisements
Consult one of your local newspapers to find an advertisement for a job that fits in each of the following categories.  Write the name of each category in your notebook and then use the information in the advertisement to answer the questions that follow the list of categories.

· Office and sales (secretary, administrative assistant, clerk, computer operator, salesclerk, sales representative).

· Mechanical and Industrial Service (mechanic, shop foreman, engineer)

· Medical and Food Services (nurse, nursing assistant, doctor, X-ray or lab personnel, cashier, server)

· Personal Services (counsellor, lawyer, teacher)

1. What is the job title?
2. What qualifications does the job require?

3. Whom are you supposed to contact regarding the job?

4. How are you supposed to contact the prospective employer (in person, by telephone, by letter, etc?)

PREPARING FOR THE JOB SEARCH
Effective preparation for your job search involves gathering together the items and information that you’ll need.  If you’re well prepared, you’ll save time and be ready to take advantage of opportunities that the unprepared could miss.  The following are some important preparations that you must make.

1. Social Insurance Number (SIN): You must have a SIN.  This number officially registers you with the federal government and is required by all employers.  To obtain a Social Insurance Number, go to your local Employment and Immigration Canada office and ask for a form to complete.  After you have sent in the form, you should receive a card within six weeks.

2. Identify what type of job you are looking for.

3. Personal Information: You need to gather all of the appropriate personal information that an employer might need: resume, copies of certificates and diplomas, etc.

4. Obtain references: Contact people whose names you might want to use as references.  These are people whom the employer could contact to vouch for your character and ability.  Naturally, you want references who will speak favorably of you.  Prepare a record of their names, titles, full addresses (including postal codes) and telephone numbers and email addresses.

5. Appearance: You need to be well groomed and have appropriate clothes to wear to meet prospective employers.  Remember, you are the product, so package yourself appropriately.  Do you need to buy some suitable clothes?  Do you need a haircut?

6. Maintain Records: You need to maintain records of contacts you make with prospective employers, so that you can take appropriate follow-up action.

7. Job Search Techniques: You must know where and how to look for a job.

8. Positive Attitude: You need to maintain a positive attitude.
Collecting Personal Information
To be well prepared for your job search, you should gather together all of your personal information.  You can use this information in preparing your resume, completing application forms, and answering questions during interviews.  The best way to collect this information is to write everything down on a personal information form, using the following guidelines:

1. Full Name, including any middle names.
2. Date and place of birth
3. Address, including apartment number (if applicable) and the postal code.

4. Marital status (Are you married or single?)

5. Social Insurance Number
6. Telephone Number (all numbers, home, cell, work – including area code)

7. Driver’s license number
8. Three references: List the names of three people who know your skills and what type of person you are.  They can be previous teachers or employers.  Record their full names, job names or titles, addresses, and telephone numbers.  Make sure you have permission to use their names.

9. Past employment: Where have you worked before?  How long did you work there (start and end dates)?  Who was your supervisor?  What type of work did you do?

10. Education: List the schools you have attended, but only as far back as high school.
JOB INTERVIEWS
PREPARING FOR AN INTERVIEW

When you are granted an interview, you have only one chance to make the best possible impression.  Five basic rules will help you do this:

1. Be clean and neat.  The interview’s first impression will be based on your appearance.  You and your clothing should be clean and neat, and your clothing should be appropriate for the position for which you are applying.  Use perfume or aftershave sparingly or not at all, and be moderate in applying make-up.  Hair should be clean, combed properly and styled appropriately, and beards, mustaches, and fingernails should be clean and trimmed.
2. Know where you’re going.  Unless you’re already familiar with where the company is located, check beforehand to find out how to get there.  Then determine the appropriate type of transportation and how long the trip will take.  Being late for an interview is guaranteed to make a bad impression.  If you have time, it would be smart to actually make a trial run to ensure that your understanding of the location and your estimate of the time necessary to reach it are correct.  In any case, allow yourself at least five minutes more than your estimate.  If circumstances beyond your control occur (bus breakdown, etc), find a telephone if at all possible and let the interviewer know what has happened.  Be sure, too, that you ask where you are to report when you actually arrive at the building.  Then, when you arrive, tell the receptionist your name and that of the person with whom you have the appointment.  If you have to wait, do so with a minimum of fidgeting.
3. Have a positive attitude.  You’re not going to get every job you apply for, but this doesn’t mean that you’re a failure.  Usually it mean s that the job just wasn’t right for you and that perhaps the next job interview will result in the job you want.  So, approach each interview positively and enthusiastically.  Even if it doesn’t result in a job offer, the interview experience will mean that you are even better prepared next time.
4. Know something about the company.  Find out basic information about the employer and the position you are applying for before the interview.  What does the company do?  Is it well established in the area?  Sources of this information could include company literature (brochures, advertisements), friends in the area, the local Chamber of Commerce or Board of Trade, municipal records, other employees with whom you are acquainted, etc.
5. Bring necessary paperwork.  Have with you additional copies of your resume, originals and copies of reference letters and school records, and samples of your work if you are applying for the type of job that might require these, such as drafting, art, design, etc.  Also, bring a copy of your list of references, complete with addresses and telephone numbers.  These are often asked for at interviews.

JOB INTERVIEW DO’S AND DON’TS
Interview DO’S
1. Dress appropriately and be well groomed.

2. Make sure that your credentials are up to date.

3. Have extra copies of necessary documents (resumes, reference list, and reference letters).

4. Let the interviewer take the lead in the conversation.

5. Show respect for the interviewer.

6. Exhibit poise and self-control.

7. Try to overcome nervousness.

8. Act naturally.  Maintain eye contact.

9. Be pleasant and friendly.  If a hand is offered, give a firm handshake.

10. Listen very carefully.

11. Answer questions clearly and fully. Avoid one-word answers.

12. Answer all questions honestly.

13. Make yourself understood.

14. Stress your qualifications for the job and your interest in it.

15. Speak in terms of specific jobs, rather than saying, “I’ll take anything”.

16. Be realistic when discussing wages.

17. Ask sensible questions.

18. Thank the interviewer for his or her time as you leave, holding out your hand for a handshake.

19. Make notes after the interview so you will remember details of the discussion.

20. Send a thank-you note after the interview.

Interview DON’T S
1. Bring other people to the interview.

2. Be late.
3. Smoke (decline if invited to smoke).

4. Chew gum.

5. Interrupt the interviewer while she or he is talking.

6. Criticize former employers.

7. Make salary the main theme.

8. Mention personal, domestic, or financial problems.

9. Freeze or become tense.

10. Become emotional.

11. Become impatient.

12. Limit your time for the interview.

13. Use negative body language.

14. Prolong the interview.

15. Suggest how the employer should run his or her business.

16. Be overconfident.

17. Talk too much.

18. Feel that the world owes you a living.

19. Display a feeling of inferiority.  For example, don’t sound unsure of yourself by making statements in a questioning tone of voice.

INTERVIEW DAY CHECKLIST …
Use the checklist below on the day of your interview.

· I have prepared a list of appropriate questions to ask the interviewer.

· I have my list of references ready should it be requested.

· I have reviewed my benefit statements and am prepared to sell myself to get the job.

· I have done the necessary research on the company with which I’m interviewing.

· My hair is cut, washed, combed, and styled in a professional manner.

· I have bathed and used deodorant.

· My makeup, jewelry, and perfume or after-shave lotion are not excessive.

· My fingernails are trimmed, clean and if polished, have been freshly done.

· My teeth are clean, and have used a mouthwash for fresh breath.

· My shoes are clean, neat and unscuffed.

· My clothes are clean, pressed and styled appropriately for the job for which I’m interviewing.  I feel comfortable in them.

· I promise myself that I will not fuss with or rearrange my clothing, hair, etc. once I arrive.
· I promise that I will be myself whatever the circumstances of the interview.

· I will take extra copies of resumes, transcripts, and portfolios with me in case they ask for these.

· I have all the necessary tools to correctly and neatly complete the application form should I be asked to fill one out.

[image: image2.png]INTERVIEW QUESTIONS
MOST COMMONLY ASKED

VYVVYVVYVYVYYVYVYYVVVYVYVVYVYVVYVVVVY

The interviewer will ask you many questions in an effort to determine what
type of employee you would be. Your answers will also indicate how well
you know yourself and your goals. The interviewer will be impressed if you
know about the company, because this will demonstrate your sincere interest
in working for the organization.

The following questions are ones most commonly asked by interviewers.
Study them carefully and make sure that you can answer them before an
interview.

QUESTIONS RELATED TO THE COMPANY
1. Why do you think you would like a job with our company?
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What interests you about the products and/or services we offer?
If you had the choice, what job would you choose with our company?

When are you available for work?

AN

What kind of salary do you need?

QUESTIONS ABOUT YOUR SKILLS

What type of job interests you?

Why did you choose this type of job?

What are the qualities needed to succeed in the work you have chosen?
What are your most outstanding qualities?

Give examples of times when you have shown initiative.

Are you a leader? Give me an example.

N o kWD

What languages do you speak? write? read?

QUESTIONS ABOUT PAST JOBS
1. What was your last job?
2. Why did you leave this job?
3. How often were you absent from your last job?

4. What have you learned from your past work experiences?

QUESTIONS ABOUT YOUR JOB PREFERENCES

How important are wages to you?

Are you willing to move to another geographical location?
Do you like to work alone? in a group?

How do you feel about jobs that involve a lot of routine?
How do you feel about teamwork?

How do you feel about overtime?

A G L

Do you work well under pressure or tight deadlines?

PERSONAL QUESTIONS
1. What do you do to keep fit?
2. What are your hobbies?

Adapted from Employment and Immigration Canada. How to Find a Job in Today’s Market. Publication
No. LM-016/11/89.
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Sometimes interviewers will ask questions that should be thought about very
carefully by the responder. The following are some of these questions, along
with suggestions for answering them.

1. Tell me about yourself.

The interviewer doesn’t want to hear your life story. She or he is
interested in your achievements and what you’re looking for in a job.

2. What is your greatest strength?

You shouldn’t tell the employer about something that has nothing to do
with your working life. Maybe you’re able to keep a cool head in tense
situations. Maybe you’re always determined to see a job through to
completion. But don’t tell the person that you’re a strong swimmer
unless it applies to the job.

3. What are your weaknesses?

Too many people respond to a question like this by willingly listing all of
their weaknesses—and talk themselves out of jobs. The basic rule here is
to never give a negative answer, to try to come up with a positive
response while still being honest. And mention only items that relate to
the job for which you’re applying—it doesn’t matter if you don’t know
which fork to use at a formal dinner if you’re applying for a job as a fork-
lift operator!._

4. What do you think your previous boss would name as the main area
in which you need improvement?

Again, try to avoid a totally negative response. If there was some area in
which your former employer found you somewhat lacking, name it but
explain the steps you took to improve it, stressing some of your positive
qualities.

5. How long are you planning to stay in this job?

Unless for some reason you Aave put a time limit on how long you plan
to remain in the job, your answer to this question might relate to your
career goal and therefore to promotion to a better job.

6. Why do you want to work here?

The interviewer wants to know how your skills and career goals might
contribute to the company.

7. Why should I hire you?

You should assure him or her that you’d be an asset to the company
because of some skill or ability that you possess.

8. Where do you see yourself five years from now?

The interviewer wants to know where you’re heading and if you have a
definite career goal.
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Have you ever had a problem on the job?

Assure the interviewer that if you ever have had a problem, you have
learned from it and taken steps to ensure that it won’t happen again.

Are you applying for other jobs?
If you are, say so. The interviewer would expect you to be looking
elsewhere if you’re seriously job hunting.

What do you do in your spare time?

Many employers prefer employees who have outside interests. These
people are usually better workers on the job.

What did you like the most or least about your last job?

The interviewer wants to know the type of atmosphere in which you
work best.

Do you have any questions?

You should be ready with some questions. Avoid asking questions about
benefits that come with the job, but rather concentrate on questions that
show your interest in the job itself.

Employers are taking risks whenever they hire new employees. An

interviewer’s job is to reduce this risk as much as possible. Some of the risk
employers take are that:

You don’t have the necessary skills and experience.

You won’t work hard enough.

You'll be absent often.

You’ll take the job, receive training, and then leave shortly thereafter.
You won’t get along with the other workers.

You won’t show initiative.

You won’t take orders.

You have a character flaw that will affect your work.

You’re dishonest.

You might have had some past experiences that could cause an employer

to have some of these fears. Prepare yourself to present these experiences in a
positive light.

1.

ANSWERING INTERVIEW QUESTIONS

The following questions are typical of ones frequently asked in an
interview. Assume that you’re being interviewed for a position. In your
notebook, write out a brief answer to each question as you would answer
it in an actual interview.

1. What is your career goal?
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3. Why did you choose your particular field of work?
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12.
13.
14.

What qualifications do you have that make you feel you’ll be
successful in this job?

What are your ideas about salary?
How much money do you expect to be earning in ten years?
Do you prefer working with others or by yourself?

Are you primarily interested in making money or do you feel that
service to humanity is more important?

How does your course of studies relate to this job?
Do you like routine work?

Do you like regular hours?

What jobs have you enjoyed most?

How do you spend your spare time?

Are you willing to go where the company sends you?
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MBS ou can demonstrate your interest in the company and prior research by
asking pertinent and intelligent questions of your interviewer. Answers
g to these questions will give you a clearer picture of how the company’s
objectives relate to your interests and assist you in making a decision about a job
offer. Beware, however, of asking too many questions, and watch your inter-
viewer for signals (such as looking at a watch) that the interview is over. Below
are suggestions for questions you could ask.

1. Can I answer any questions about my qualifications for this position?

2. Would you please describe the job duties for me? Do you have a copy of
the job description I could see?

3. Do you have a formal training program? How long is it? Please describe it.
4. Is this a newly created position?

5. What type of education and experience do you most like to find in persons
filling this position?

Was the person who previously held this job promoted?

Will I be responsible for supervising other staff? If so, how many?

How do you evaluate your employees? How often?

Al

Could you describe a typical career pathway in your organization for an
employee in this position?

10. How does today’s economic environment affect your organization?
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15.

16.

17.

18.
19.
20.

Do you have plans for expansion in terms of product development, ser-
vices, new branch offices, etc.?

From your experience, what would you say are the company’s greatest
strengths?

How do you rate your competition?

What is your employee turnover rate?

Would you say that your company follows a chain-of-command-type
management policy or one of a less structured, participative nature
similar to MacGregor’s Theory Y? (You may not want to use this
question unless you have some basic understanding of management
theories.)

How much involvement do your employees have in making decisions or
setting policies and procedures?

How long have you been with this company, and what about it do you
like best?

Will there be any further testing?
Will I be required to take a physical examination?

When will you be making your decision as to whom you’re going to hire?
May I call you on ?

Questions Not to Ask

1.

Is this a union shop? You should already know this from your research. It
can also be a very threatening question to the interviewer if the company is
not. You might be suspected of being a union organizer.

What bappened to the person who bad this job before? You are asking for per-
sonal information, and the question could sound antagonizing. Instead,
rephrase it. See questions 4 and 6 in the list above.

Will I bave to work much overtime? The interviewer will see you as a time-
clock puncher.

How much job security do you offer? Job security is a myth—don’t even
mention it. Helen Keller said, “Security is mostly a superstition. It does
not exist in nature, nor do the children of men, as a whole, experience it.”
This has never been more true than it is today with mergers, takeovers,
outsourcing, and the total reorganization of many companies. Your security
comes from within you.

When will I get my first salary raise? This question is totally inappropriate
until you have been offered the position and have accepted.

What is it that you people do at this company? Believe it or not, applicants
actually ask this question. Obviously, if you have to ask this, you are not in
the running for the position. Do your homework so you know this before
the interview.

Can you afford me? This question conveys a message of arrogance and
over-confidence. It could be very insulting to the interviewer.

What kind of benefits do you offer? Any question related to salary or compen-
sation, including benefits, is not appropriate until you have been made a

job offer.





[image: image10.png]by being aware of your body language, and by the questions you ask. At the close
of the interview, it is especially important that you get the information you need,
so you should subtly and professionally exercise some control.

When you are asked if you have any questions, that’s a signal that the inter-
view is winding down. After you have asked your questions, you have the
opportunity to make some important points. First, be sure to reiterate your
strong points for the position; then ask if the interviewer has any questions about
your qualifications. Finally, ask: When will a decision be made? Will you be
contacted, or would it be appropriate for you to contact the interviewer?
When would be the best time to call? Will there be second or third interviews?
Will you be tested? The interviewer may not remember to tell you all these
things, so ask now.

Always end the interview by asking for the job and thanking the interviewer
for taking the time to consider you for the position. Many employers say that they
hire the person who asks for the job. Reaffirm your interest in the company and
the position.

Follow-Up After the Interview
W" hen the interview is over, you wipe your brow, breathe a sigh of relief,

and head for the nearest bar for a beer, right? Of course not! One of
) B the first things you do is to find a quiet place and make some notes about
the interview. How did you feel during the interview? Did you promise to provide
more information if it was needed? If so, when? Did you forget to tell them some-
thing you felt would reinforce your credibility to do the job? Make a reminder to
include it in your thank-you letter. Did you forget to ask something? Make your-
self a note to ask when you call. Keeping records of and evaluating all interviews
will help you to remember what took place, and later, to be able to make a sound
decision as to an offer if one is made. You should also evaluate your performance.
"Take the time to reexamine your qualifications and your weak points. This time
to recap is so important because after many interviews, the facts and your feelings
will tend to blur. Don’t trust your memory; jot it down.

After you've made your notes and done your evaluation, the last but most
important follow-up to all interviews is to send a thank-you letter. A thank-you
letter is a brief, well-written reminder that you are the best person for the job.
Whether you want the job or not, and regardless of how the interview went, you
should always send a thank-you to your interviewer(s). Send separate ones to
each of your interviewers if there were more than one. As mentioned in Chapter
2, some hiring decisions have been made on this point alone.

One final note about follow-up: Even if you don’t get the job, you should follow
the rejection with a response. You can either call or write a short letter expressing
your appreciation for the time spent with you and asking that you be considered for
future openings when they arise. Sending a letter is best because job seekers do not
often do it, so it sets you apart from your competition. Applicants who were turned
down for the first position have often been called for a second one. In additon, if
you were offered the job but turned it down, you should write a polite letter thank-
ing the company for offering you the position and give valid reasons for declining.
You want to keep your options open for future opportunities. Note: Go back and
review the instructions for follow-up letters in Chapter 2.
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After the interview, you should sit down and write a thank-you letter. Not
only is this polite but also it reminds the prospective employer of who you are
and what position you’re applying for. In addition to thanking the person for
the privilege of the interview, you could express your increased interest in the
job because of the interview and perhaps mention again the skills and
personal characteristics that you feel qualify you for the position. This is a
prime example of professionalism and, if by any chance the interviewer has
someone else equally qualified in mind for the job, such a gesture could tip
the scales in your favour. Even if you don’t get the job, another opening could
occur in the near future and the interviewer is more likely to remember you if
you’ve sent a follow-up letter.

Other letters that should be written to interviewers include ones that accept
an offer of employment, acknowledge a rejection, decline a job offer, or
explain that you are no longer available.

A letter accepting a job offer should confirm your acceptance of the job,
whether the offer was made verbally or in writing, and confirm the terms of
your employment (starting date, working hours, salary, etc.). This is
particularly important if the job offer and terms of employment were stated
verbally, not in writing. Employers should put such details in writing and, at
some point in your career, it might be advisable to insist on this.

If you don’t get the job, simply thank the interviewer for considering your
application, express your disappointment, and mention that you hope you’ll
be kept in mind for future job opportunities.

If you don’t know why you’ve been rejected, ask for the reason, explaining
that perhaps there is some area in which you need improvement and that
you’d appreciate knowing the interviewer’s assessment of you and your skills.

If you’re declining a job offer or are no longer available, again thank the
interviewer for considering your application and explain the circumstances.
Such courtesy makes an excellent impression on prospective employers—and
you never know when you might want to apply to that company again.

If you haven’t heard from the interviewer within the time period that was
probably indicated at the end of your interview, a follow-up telephone call is
in order. Remind the interviewer of who you are and what position you
applied for, and ask whether a decision has been made yet. Or you could call
a day or so before the expected time of notification and ask politely if you are
being considered for the job. Sometimes a little reminder helps. Be careful,
however, not to call more than once; otherwise you could end up irritating the
interviewer.





[image: image12.png]in your lap and certainly not in your pockets. Keep them away from your face,
hair, and clothing. Straightening your clothing or hair can be viewed as sign that
you are unsure of yourself.

Questions You Could Be Asked

and How to Answer

here is no guaranteed way to determine exactly what questions are going
| to be used. All companies have specific needs and will ask questions
BB rclated to those needs. Some questions, however, are very likely to be
asked and are worth taking the time to prepare for. Some questions can be very
difficult to answer extemporaneously. If you are not prepared with appropriate
answers, you could be eliminated.

There is a story about a young man who applied for a job that involved operat-
ing a small train station along a remote section of the track. The personnel officer
of the train company interviewed him carefully to find out his qualifications. Then
the officer said, “Well, it looks like you have the basic qualifications for the job, but
we need somebody who can think on his feet and solve problems if they come up.
Can you do that?” The young man replied, “Well, I think so.” The personnel offi-
cer then said, “Okay, I'll give you a hypothetical problem concerning train
operations, and you tell me how you’d solve it. Suppose you find out one day that
there’s a southbound train headed down the only track that runs by your station.
You also find out that there’s a northbound train coming up the same track. The
engineers of the two trains don’t know about each other. What would you do?”

The applicant replied, “I'd get on the telephone and call the stations down
the track to notify them of the problem.” Said the interviewer, “What would you
do if you found out the telephone didn’t work?” “Well,” said the young man, “I’'d
use the telegraph.” “Suppose the telegraph didn’t work either?” “In that case,”
said the young man, “I'd run outside and throw the switch so that one of the
trains would be shunted off onto the spur.” The personnel officer said, “And
what would you do if the switch was jammed?”

“Well, in that case I’d run home and fetch my brother.” This left the inter-
viewer somewhat puzzled, so he asked, “Why would you go home and get your
brother?” To this, the young man replied, “Because he ain’t never seen a train
wreck before.”

All joking aside, you do need to be prepared before tackling the interview
process. The following 26 questions are likely to arise in interviews. Rehearse the
questions and become very familiar with your qualifications so that you can show
the employer how you can benefit the company.

1. Tell me about yourself. What does the interviewer want to know? That you
took lessons in knitting or home improvement? Hardly. He is not looking for
personal information. Don’t begin by saying that you are single or married, that
you have X number of children, or that you are looking for a job with security.
Take this opportunity to present your key qualities and your interest in and
understanding of the company; focus on the needs of the company and its
people, not what you want in a job. Don’t be tempted to rattle off your employ-
ment history. This is the opportune time to sell yourself, to give some of the
benefit statements you wrote in Chapter 1.





[image: image13.png]2. What do you see yourself doing three (or five) years from now? This question
helps the interviewer determine if you plan ahead or just live from day to day.
She wants to know if you have goals. If you have never before set goals and writ-
ten them out, now is the time to do so. Preferably, your answer should relate to
a possible career with their company. This is also the perfect opportunity to ask
what the career path for this position is. If you’ve done your research, you should
have a pretty good idea of where you want to go with your career. Do not say
you want to be in management without stating exactly what kind of manage-
ment. So many people say this, thinking that it shows planning for the future;
believe me, it does not. It just puts you in a category with those who have not
done their homework.

3. Which is move important to you, the money or the type of job you do? With this
question the interviewer attempts to find out whether you are “paycheck orient-
ed.” Be honest; explain that you, like everyone else, have to be concerned with
the salary you receive because you have to support yourself (and your family, if
that is the case), but that you also want a job that you enjoy doing. Some appli-
cants make the mistake of answering this question by saying that money is not
important to them. Usually, this will only lead the employer to believe that you
will take a low salary.

4. How would you describe yourself? This is a tricky question, so be careful how
you answer it. The interviewer is asking you to describe yourself in terms other
than “I'm 28 years old; I have a degree in Business Administration,” etc. She is
looking for information about your personality, your character, and what kind of
worker you are. This is a good place to mention your functional skills, flexibili-
ty, communication, and responsibility.

5. What is your greatest weakness (or strength)? Most job seekers are completely
stumped by this question as they have never taken the time to consider what their
weaknesses or strengths are. Also, some people find it very difficult to talk about
themselves. As with all questions, avoid giving answers of a personal nature. An
appropriate answer would be to mention one of your work-related weaknesses or
strengths. Are you a workaholic, or too detail-oriented? Does your strength lie
in the fact that you get along well with coworkers, or that you have excellent
communication skills? These are the kinds of things interviewers look for. If you
describe a weakness, mention as well that you are aware of the weakness and are
working on correcting it.

6. What motivates you to put forth your greatest effort? Employers know that in
order to obtain the most productivity from their employees, they must offer
motivation. When the employer knows what motivates you, she can provide you
with greater job satisfaction, and in turn will have a more productive worker. Are
you motivated by money, rewards, recognition, responsibility, self-satisfaction?
Think about this before you interview and prepare an answer in case you are
asked. (For help, review the section on values in Chapter 1.)

7. Why should I hire you? If you are unable to sell yourself because you don’t
know the answer to this question, you could lose the job offer. Your research
should have given you some information about the company and what they are
looking for in an employee. Remember that all companies are looking for peo-
ple who can help them make a profit. Show the employer that you have qualities
that can help to save time and make money, and you have just provided a reason





[image: image14.png]to hire you. Use your benefit statements and be specific. Can you increase pro-
ductivity, cut expenses, and build good customer reladons?

8. Why are you leaving your present job? Why did you leave your last job? Stress
reasons that put you in the best light, such as that you need more room for
growth and advancement. Above all, do noz criticize your present or past supervi-
sor or employer.

9. How do you feel about relocating? Unless you absolutely do not want to relo-
cate, or can’t because of personal reasons, you can say that you are open to
discussing relocating at the appropriate time. Things change, and it’s always a
possibility that, at a later date, you might want to relocate.

10. What salary do you expect? In the first interview, try to avoid this subject and
do not ask about salary yourself. James E. Challenger, president of Challenger,
Gray & Christmas, Inc., an outplacement firm, advises applicants not to bring up
the subject of money in the first interview because it sends a message that you
are more interested in yourself than in the job. However, if it is asked, you need
to be prepared with an answer without locking yourself into a set figure. Answer
that you believe the salary should be commensurate with your ability to perform
the job and to contribute to the firm’s goals, and that you would like to wait to
discuss salary when you have the details of what the job entails. If you are pressed
for an answer, never give a single figure; always give a salary range and add that
you are willing to negotiate.

11. Do you smoke, drink, or use drugs? 1f at all possible, avoid any emotional reac-
tion to this question. Whether you do, have, or never have, it almost always gets
an emotional reaction. To some interviewers, this could signal guilt. An employ-
er can legally ask questions of this nature and require pre-employment drug and
alcohol testing as long as the reason is to determine whether an applicant can
regularly and successfully perform the job for which the employer is hiring. If
this question is asked, do not try to avoid answering. Just be prepared to give an
honest answer.

12. What do you do to veward yourself after a difficult and stressful day or week?
Employers are interested in whether you are able to relax and to lead a balanced
life. Since they cannot ask this directly because it is of a personal nature, they get
the information by asking the above question. They also want to know if you are
pursuing additional education or training, or are an active, industrious person.
Let’s face it, you might be considered a not-too-motivated person if you sit in
front of the television set from Friday through Sunday.

13. I see you’re not married. Do you live with a4 man (or woman)? Do you plan to have
children? Do you bave adequate child care? It is illegal for an interviewer to ask any
of these questions. As with all illegal questions, you should ask politely if this has
a bearing in any way on your ability to perform the job. Or you could reply that
you are willing to answer any questions about your skills and qualifications to
perform the job and ask if this is required information for the job. You also might
ask yourself at this time whether you would want to work for a firm that is so
insensitive and ignorant as to permit questions of this nature. As to reporting
them, go ahead if you want to, but remember the burden of proof is on you. It
will be your word against the interviewer’s, and the EEOC requires proof to
prosecute. '
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very sensitive one, and how you answer could mean the difference between get-
ting and not getting a job offer. If you have been fired, the most appropriate
answer is, “Yes, I have, and as I look back on it, I realize that I could have done
things differently. I learned a lot about myself from that experience.” Then stop,
and don’t say any more unless you are asked for details. I've found that 95 per-
cent of the time, you won’t be. You probably have given the needed information,
that you take responsibility for your role in that termination. One thing you must
never do is bad-mouth a former employer or supervisor. You will not be hired if
you do. No one wants to deal with an employee who is insubordinate, blames
others for what happens, and does not accept responsibility for his or her actions.

15. Why do you want to work for us? “I don’t know” or “I need a job” are not
exactly the best answers. Your goal should be to convince the interviewer that
this company is the one you really want to work for. You can do this by saying
that you are sold on the company’s product or service, or that from your
research, you found that the company is employee oriented and offers opportu-
nities for growth and advancement. Of course, you must do your research so that
you have a factual answer, not a glib statement.

16. How good is your health? The interviewer is treading on thin ice with this
question (see the section on legal and illegal questions below). You can answer it
by saying that there is nothing about your health that will prevent you from
doing the job for which you are applying.

17. I don’t believe you have enough experience for this position. Now is the best time
to sell your functional skills, and if it is possible for you to do so, offer to begin
at a little lower salary with the opportunity to prove yourself in a given period of
time. You might want to ask for more information about the job: “What would
a typical day in this position require? What would I be doing?” Get specifics and
then use this information to show that your skills are appropriate. Most impor-
tant, do not be defensive or argumentative; be agreeable, but sell yourself with
other qualities. The objective is to persuade the interviewer that you can do the
job and that you are able to learn quickly. If you've just graduated from college,
stress the fact that in school you had hands-on or practical experience in the
skills, if your college did provide you with a self-paced, work-simulated environ-
ment to prepare you for the actual workplace. You can add that since you just
came from a learning environment, you can be trained quickly, thereby saving
the company time and money. Point out that you are perfectly capable of learn-
ing from a manual if one is available.

18. I see you’ve been out of the job market for several years; do you believe your skills are
still up to date? "This question is usually directed to people returning from parental
leaves, schooling, or sabbaticals. Focus on the knowledge and experience you gained
through home study or research, volunteer work, schooling, and home projects.
Inform the interviewer that although you were not employed for a salary, you have
been continually learning and improving your skills. Stress that you learn quickly
and that you would be willing to take whatever courses or training is needed to
upgrade your skills. As with the previous question, suggest that you are capable of
learning from an instruction manual or tutorial, which saves time and money.

19. Have you met your military obligations? Ave you currently serving in the National
Guard? The first question is illegal and is not relevant unless a draft is in place.
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interviewer that your service is not going to interfere with your ability to
perform the job.

20. Of 4ll the jobs you’ve beld, which one did you like the most? The least? Why?
Interviewers ask questions like this to determine if the work environment is suit-
able for you. Be careful not to mention reasons that would conflict with the
environment or the duties of the job. Formulate your answer around general
work-related responsibilities and avoid specifics.

21. If you are hired, how long do you plan to stay with our company? T've heard a lot of
career counselors tell job seekers to answer “Forever.” Now, both you and the inter-
viewer know that this is very unlikely to be true, so don’t say it. An appropriate and
honest answer is simply to say that you will stay as long as it’s mutually beneficial.
According to research by Walker Information Global Network, a workplace con-
sulting firm, and Hudson, a think tank, the average employee has 12 to 15 jobs
during his or her lifetime and stays with a job an average of 3.6 years.?

22. Can you work under pressure or deadlines? If you can and are willing to do so,
give examples from your background that demonstrate your ability to handle
stress, pressure, etc. Be sure to include how you handled it.

23. How do you feel about working for a female (male) boss? Caution! This is a load-
ed question and could put a noose around your neck. The only correct answer is
to say that either would be fine, that gender is not an issue but that it is the man-
agement or supervisory ability of the person that matters.

24. What immediate contribution can you make to our company? The keyword in
this question is “immediate”; very few employees make an immediate contribu-
tion to any company. New employees always have some “down time”: time to
train and just to get familiar with the company. So, be honest and say this, but
add that after this period, you will contribute to the company by being an indus-
trious and reliable employee. Illustrate this with one of your benefit statements.

25. Do you have any questions? This is usually the last question of the interview,
and unless the interviewer had completely covered everything, you should have
some relevant questions to ask. Remember, don’t ask about salary, benefits, or things
of this nature. You'’re probably dying to know so you can decide if this job is for
you, right? But, unless you have been made an offer, you don’t have a decision to
make at this time.

26. Are you interviewing with anyone else? This is not exactly a professional ques-
tion because the interviewer is asking for information that he really has no right
to. However, since you don’t want to ignore it or not answer, you could say, “Yes,
I am. I realized when I began my job search that I should market my skills to as
many companies as I could. This would enable me to choose the one that is best
suited to my job goals.”
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1. Was | punctual, even early, for my interview? If not, why not?

2. Was my appearance appropriate and above reproach? Are there any areas that need improvement?

3. How would | rate my handshake?

4. What questions were asked of me that | feel | didn’t answer adequately? How could | improve on
them?

5. Was | relaxed, self-confident, and friendly?

6. Did | sell myself with marketable skills applicable to the job for which | was applying? If not, should
~ | rewrite my marketing appraisal?

(continued)
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7. How would | rate my communication (oral and written) before and during the interview? If it needs
improvement, how am | going to correct this?

8. What kind of body language did | convey to the interviewer? Was it open and friendly?

9. Were there things | forgot to tell the interviewer or to ask the interviewer? (Include them in your
thank-you letter or follow-up call.)

10. Am I scheduled for a second interview? (If so, write the date, time, location, and the name of the
interviewer.)
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