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▪ Understand the purpose of the interview,

▪ Identify the different types of interviews,

▪ Understand Behavioral Interviewing and 

how to prepare a complete answer,

▪ Discover how to Close the Deal and ask 

for the job ….. To be a pro-active 

interviewee!



Job Search Equation



Your job interview is a two-way street:
• You are being assessed against the requirements of the job,

• You are assessing whether the job is a good fit for you





• Vital key to “sales” success is 

active listening

• Hearing vs. Listening

• Benefits of listening
▫ Builds Trust

▫ Lowers Resistance

▫ Builds Self-Esteem

▫ Builds Character and Self-Discipline



•Face to Face
▫ words  7%

▫ tone    38%

▫ physiology  55%

•Telephone
▫ Words 16%

▫ Tone 84%



Internal

Focus

STATE

Physiology

Events

Behavior

What You Choose to Focus On

Determines How You Feel!











A. I hear you.

“I can see why you might think that” 

“I can understand your concern

B. Where are you coming from?

“What makes you say that”

“Could you tell me more”

C. Now let’s clear this up.

“I see…I didn’t mean to give the impression that I had…”

“Would it help if I gave you an example or two?



• “I understand how you feel” 

• “Initially, other (managers, employers) felt 

that way”

• “What they found however, was that after  

(X) I did this was that (Y) occurred”





• Confirm time/type of interview

• Plan route/ Be on time

• Dress professionally

• Carry briefcase/folder containing extra 
resumes/references/Business Cards

• Control emotions/ Stay poised and 
confident

• Know your work history

• Deal with obstacles

• Use good eye contact and firm handshake

• Show enthusiasm for the position

• Ask for the “Sale”





• HR Phone Screen

• Video / Skype

• Board / Panel

• Team

• Stress

• Corporate Ladder

• Computerized Phone

• Computer / Internet Interview

• Performance / Task-oriented



 Position

 Authority

 Management 

 Company 





 Tell me about yourself?

 What are your greatest strengths (top Skills)?

 Why did you leave your last position?

 Why is there a gap between jobs?

 What is your greatest weakness?

 What are your salary requirements?



 “Competency-based” interview

 Determines good fit by asking questions about 

past behavior

 Questions can be Positive or Negative

 Framed around Candidate’s Job Experiences

 Premise: past actions predicts future behavior





•Situation or Experience
•Problem
•Action
•Result 
•Tie - In



Salary Questions…

Timing is everything!

Duties + Responsibilities + Authority 

= $alary Requirements

-“I would prefer giving you a specific answer after I’ve had a chance to learn more 

about the position and your organization .  I’m sure we can reach a mutual 

agreement at that time.”

- “My salary requirements are negotiable.”

–“My salary has always been in line with market labor ranges.”

–“I’m glad you brought it up!  What is the salary range for this position?”



Consider the specific job at hand and ask yourself three questions, so 

that you'll have three ascending figures to work with:

1. What is the least amount of money I would accept to take this job?

2. What kind of an offer would put a smile on my face and make me 

happy to take the job?

3. How much money would make me jump up and down with glee, and 

make me want to start work tomorrow? (Caution: this last figure must 

be reasonable.)

How to decide how much you want.

Don't take the job unless you can negotiate the offer to somewhere between (2) and 
(3). If an offer isn't going to at least make you happy, it's not worth accepting. If it 
doesn't come close to making you jump with glee, the job probably won't, either.



Compensation Package Sheet

 Salary Range
◼ Maximum 55,000.00 $12.00 HR

◼ Mid 52,000.00 $10.50 HR

◼ Minimum 48,000.00 $9.50 HR
 Figure by annual, monthly, weekly and 

hourly rate

 Benefits 
◼ “Must haves”

◼ “Nice to haves”

◼ Effect on total compensation package





 This position is right for me 

because …

 I can make a positive contribution 

to your company because … .

 I have the potential to do 

outstanding things because …

▪ I feel this job is a 

good fit because …

 I would like this 

position because …

 When you’re ready 

I’m ready because …



• If I think of something that may be important to 

your decision, with whom should I contact?

• When do you hope to make a decision by?

• If I don’t hear from you, do you mind if I follow 

up?

• With whom should I follow-up and what is 

preferred method of communication? 




