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INLEINVIENE Fererichi rioun fmm the Latin
RerE sV eenys View: ‘to see”
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NARexchange of: = A formal meeting

luforzitosgeiyetl be’(r.jween Ithe JObsegke.r

two potentia and employer to obtain
, information and

DUSINESS Partners o4 ate qualifications

~Gottessiman and I\Wé\uro,

[he lnterview. @-_gﬁearsa/

-Finger Lakes Works
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- = Grouprorinterviewers (panel)
m Group oifRterviewees
m ObS-vatiEjaal/Working
2 Informational
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Preparation




ENRLENE/INEVWSPAPENS

SUSINESSH OIS

St AENERNENZO0S
Jistegeili Corporations,

Dunnrane Bradstreet’s.

Millien DoeliaDirectory,

Moody’'s Business Review

Current/former
employees

Libraries, chambers of
commerce

m Company brochures

m Company receptionist
(don’t be afraid to tell
him/her why you are
calling)

m [ ocal County Economic
Development Company
suppliers /IDA

m Finger Lakes Works,
Department of
Employment Services




YWV HEREN U Ale Going and
WHEENGUNCaN Palk.
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m Do a “dry rur "tﬂ;ing the time of day your interview
IS scheduled so you know how long it will take at that

time of day.




pressythe Part

906, GEPERES Upon Your responsiveness (facial
expressions; smiling, verbal responses).

80% of success Is determined by these two factors
and 100% of It Is controlled by you!

m An Interviewer forms an opinion within the first 90
seconds. The majority of this judgment Is visually
based so “packaging” Is everything.
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HOWASIoUIGY/oU aressz \WRERNN doubt, opt for suit/tie,
PARSHERSKYEIEss. Pepliaradvice IS to dress one step
2lheve WiateVerre employees are wearing. Solids, blues,
grays; blacks;andiietitral colors are your best bets.

ofs
AN
s
a Don't waltrtwiiSthe night before an interview to get your

clothes together s liiyor interview outfit also serves as

wedding and funeralfattire, It may have been a while since the

last event and sadly: waistlines and fashion trends may have
changed!

m Keep Jewelry and perfume/cologne to a bare minimum.
“Extra” piercing jewelry should be removed and tattoos should
be covered.

®= Don't forget about shoes! Leave the sneaks at home and {ﬂéw

make sure shoes are polished or at least clean.

o




-

e l.re.r_w

| A

PRACIHICE, PRAC FJ =, PRACTICE:

B Practice commoninterview questions (handout provided). Be
orgﬂg_yred LeranReie the “toughies” and to confidently discuss
difficulFaress o your employment history.

m Write OIJ'E Ol answers to the guestions and practice with a

partner. calieful not to over practice to the point of sounding
oo rer earsed

Reflection, Refilection, Reflection:

m It can be painful but rehearsing in front of a mirror is an
excellent way to practice eye contact and become aware of how
you appear and use gestures
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HEVE 1el<1rra 00 0]] ‘esume, documents of
GERUfication su m 5| driver’s license, SS card,
; DI garuma‘te Orking pen, paper, and/or
[ gejije)fje); |
= Aavernoe moese than 10-15 minutes early.
= Be very cotirteous and' polite to anyone with
Wwhom you|come Iin contact.

= Don't smeke before or during the interview,
don’t bring beverages or other people with
you.

= Feel good about yourself!
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NVVHENGREEUROF e InteIEWEN(S): shake hands, smile, and
NtredCEN/GUIrSElR, TEPEat the interviewer’'s name and
[enalin standiegpuntillyou are asked! to Sit.

el 'mj't]om teryeur nen-verbal communication (posture,
eye contac, idoeting). Doenit slouch, yawn or display signs
oft nerveusness:s Keepiyour hands clasped on your lap or

grrasping your portfelio/resume to avoid nervous
movement.

m Think before you speak. Answer questions thoughtfully
and directly. Provide visual or verbal examples in your
responses.

m Be prepared for the unexpected (tours, tests, more than
one interview etc).




ok it ¥
QUESLIBNERONASKIIE Interviewer g

¥
| E. e

rmolojem JaLge /OUr Interest Iin the
PESILENeYAthE criticall guestions you
DOSE: |
- Nothing istimore disappointing to an
Interviewer than to ask If you have any
guestions and you respond with a “NO”.

m Never ask about salary or benefits
unless the interviewer brings them up
first.




Questions

Jevver PGSt U the topic)
-~

uEDElayASalaiyAquEST or’tji possible. Keep your
(ESPONSENAOUES

sFAskawhaistelidgeted for the position or what
'Je Mg P2y’ seimeone with your qualifications.

m Respond Wit *It’s not always about salary, it’s
about the jon. IfIit's the right job for me and |
am the right person, salary won't be an issue.”

m Arm yourself with labor market information:

www.labor.state.ny.us Go to Labor Market
Information.
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Ak the Interviewer for
-

pAterviewer’'s business card
note later).
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Ut not least...
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And last b
e
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THE THANK YOU NOTE!

%

- m Servestas a follow up to the interview.
. a
m Allows you to stand out
above the otﬁer candidates.




fter afew days and you are eager
t the status of your application.

0 Isto walit for 2 weeks before calling.

00 aggressive. If the employer has decided
C 3y thank you and politely ask about your
|nterV| o) ance. Hearing how you portrayed yourself
will enabley to improve and avoid making similar mistakes.

U

Y ou may also want to ask if they could suggest other employers who
might need someone with your skills. It's also agreat networking
resource to cite in a cover |etter when contacting that referral.
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