[image: image1.jpg]DEAKIN

K

,PE“S




[image: image2.png]Division of Student Life




[image: image3.png]DEAKIN

L]

/I/E“%




Careers and Employment



www.deakin.edu.au/careers

Interview purpose, preparation and possible questions 

Purpose

It is normal to feel nervous about going for an interview. However, there are easy steps you can take to prepare to avoid embarrassing silences or nervous rambling. The keys to creating a positive impression is preparation and understanding the purpose of the interview. It is to sell YOU! Be aware of what employers are looking for. They will be assessing your:

· skills and interests.
· strengths and weaknesses – these can be related to skills and knowledge but also to personal qualities. Try to demonstrate maturity, motivation and multiple skills. Think about qualities that will give you a competitive edge, such as entrepreneurial ability, creativity and achievement orientation, and how you can demonstrate them.
· qualifications and experience.
· ability to do the job.
· ‘fit’ with the organisation.
It is important to concentrate on your PERFORMANCE. Practise answering questions succinctly using examples to support any claims you make about what you can do.

An interview is also your chance to gain information about the job, so you should prepare questions that show you are thinking about what you will be doing, the employer’s expectations and your own career needs.

Preparation

Research. Find out about the job and what it entails. 
· Find out everything you can about the employer, organisation and profession. You can do this by accessing company and professional association websites, annual reports, business directories and magazines. Show eagerness to work for the particular company/organisation and demonstrate knowledge about its activities, products, scope of operations and strategic directions.

· Make sure you know the selection criteria being applied. Ask for a position description or speak to someone doing a similar job to find out exactly what it involves. You should be able to match your skills and experience to the job.
· Anticipate questions you may be asked by thinking about what employers might want to know about you, your skills, experience and your personal characteristics. They are trying to match you to their organisation and see whether you will fit in, as well as whether you will be able to do the job. Prepare answers to questions you think they may ask. 
Self-awareness. Know yourself well. 
· Be able to articulate your skills, strengths, interests, passions, values, relevant experiences, goals and areas of knowledge or skill that you need to develop further. You should be able to say why you are well suited to the job and what you have to offer your employer.

· Prepare specific, practical examples of your skills and how and where you have used them. Most importantly, try to find examples of the skills you know are relevant to the job you are seeking. Think about achievements and events from your education and employment history that demonstrate skills. For example, getting a promotion from floor sales to department manager illustrates leadership, responsibility, interpersonal and organisational skills.

· Past experiences are used to predict future performance, so you should draw on experiences from study, work, travel and extra curricular activities. Gather examples by brainstorming your involvements over the last few years to jog your memory. Analyse your accomplishments and try to match skills and qualities with examples so you can answer questions effectively.

· We all have weaknesses, whether it is a skill gap, lack of work experience or few extra curricular activities. Try to turn them into positives. Acknowledge, for example, that you have spent most of your time studying and working and so have neglected outside activities but that you are looking forward to establishing a balance in your life once your focus is clear and you can set up a routine. Name an activity you wish to pursue.

Possible questions

Look through these sample questions and note the skill or quality they are designed to assess. Consider communication, initiative, leadership, teamwork, time management, work/life balance, enthusiasm, interpersonal skills, self-awareness, motivation, commitment. 

General

· What do you know about the position I am interviewing you for?

· What motivated you to choose your major and career field?

· Why do you want this job?

· Why should we employ you?

· Why do you want to work for this organisation and what do you know about it?

· What are your strengths and weaknesses?

· What previous experiences have prepared you for this job?

· What role do leisure interests play in your life?

· What is the achievement that you are most proud of?

· What are your short and long term career goals?

· What are you passionate about?

· Did your course prepare you well for this job?

· Based on previous employment, what do you most like in a job and what do you dislike?

· What do you think are the characteristics and activities of successful employees in this workplace?

· Do you prefer a small or large organisation? Why?

· What makes you a good employee?

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

· What would you do if a member of your team was not pulling their weight?

· What issues do you see affecting our industry today?

· Do you have anything else you would like to tell me?

Behavioural

Behavioural questions ask you to say what you have done and how you did it. Your answer should follow the STAR formula: Describe the SITUATION, TASK, ACTION and RESULT. Here are some possible behavioural questions.

· Describe a situation where you have displayed leadership.

· Describe how you have used your written communication skills to get a point across.

· Tell us about how you have motivated others in the workplace.

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

· How have you handled conflict or difficult people?

· Describe a situation where you solved a problem. How effective was your solution?

· Tell us about a time when you have made a decision at work and the outcomes.

· Describe a time when you have had to take responsibility and what you learned from the experience.

· Can you give an example of when you had to work to tight deadlines and how you did it?

· Can you tell us about any projects or activities that you originated on your own?

· Describe a situation when you had to adjust quickly to changes over which you had no control. What was the impact of the changes on you?

· Describe a time when you were not satisfied with your performance. What did you do about it?

· Tell us about a time when you have had to work under minimal supervision.

Hypothetical questions

Imagine you have been working on a major project with a deadline and the computer fails and you lose all your work. How would you handle this situation?

Questions for the interviewer

Demonstrate your preparedness, interest and career maturity by asking questions about the job itself, the industry/profession and your career prospects.  Do NOT ask questions that you should and would know if you had done basic preparation about the company and the job. Here are some possible questions for you to ask.

· To whom will I be responsible and what are the reporting relationships in the company?

· What are the opportunities for training and professional development?

· What are the major projects currently being undertaken and what are the plans for the future?

· Is the company expanding into global markets?

· Can you please describe the make up of the workforce – age, cultural background, etc?

· What do you look for in an employee?

· What are the prospects for promotion in the company?

Performance on the day

On the day of the interview make sure you are well prepared and have given thought to the following:

· Make sure you know how to get to the interview, where to park and how long it will take. You must avoid anything that will stress you and create a poor impression – like being late. Arrive 10-15 minutes early.

· Dress cleanly, neatly and appropriately for the job/organisation. Avoid loud, ’out there’ make-up and jewellery. 

· Have your documentation organised and ready to take. Make sure you have everything you have been asked to bring. It should be easily accessible, so you don’t get flustered in the interview. 

· Make sure you know who to ask for, their positions and how to pronounce their names.

· Try to appear confident and relaxed – preparation will help. Smile, shake hands firmly, use people’s names and speak clearly, not too softly, and make eye contact. 

· Even though interviews are fairly formal, try to communicate your enthusiasm and let your personality shine through.

· Be aware that you may have to have more than one interview and that the first one will be used to gain a general impression and establish your eligibility and suitability. Subsequent interviews will probe more deeply, so be prepared.

· You are the product and the interview is your time to sell yourself. Make sure you communicate everything you want them to know about you. At the end of the interview you may be asked if there is anything you wish to add –this is your opportunity to draw attention to aspects that have not been covered.

· You may be interviewed by one person, by a panel, in a group of applicants or at an assessment centre, where you will have to do exercises to test skills.

· It is quite acceptable to ask for questions to be repeated if you did not hear or understand them. Think about responses carefully without having overly long pauses. 

· Avoid ‘yes’ ‘no’ answers.

· Be polite, avoid interrupting and thank interviewers at the end.

· You may ask when you can expect to hear if you have been successful. This may not be for a couple of weeks. You may call then to ask for the result and for feedback about your performance. Remember that every interview is a learning experience and you can keep improving so you get the job you really want.

Additional resources

The Deakin University Careers website has a number of other interview resources to help you.  Check out the following:

· www.deakin.edu.au/careers  

The following website has a number of links to other excellent resources to help you with all aspects of job interviews:

· www.teachers.ash.org.au/aussieed/careers.htm#rel 
Practice questions online
The following two websites will you give you additional help with improving your interview skills.

· www.youthcentral.vic.gov.au/Jobs+%26+Careers/Job+interviews/ 

· www.pwcjobs.com/index.php?PageIdentifier=24  
· www.seek.com.au/career-resources/index.ascx
· http://content.mycareer.com.au/advice-research.aspx 

· www.michaelpage.com.au/ContentArticle/page/7194/title/Interview-Questions.html 

· www.acpeople.com.au/interview/questions.asp 
You should feel well prepared and confident now. Good luck!
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