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The Selection Interview.
To begin with........

· To get as far as the interview stage you must have successfully completed an application form or produced an effective CV to overcome the first hurdle.

· The employer's representative must be impressed enough to see you

· Being interviewed for a job need not be fraught with difficulty.  

      There are: 
· some basic skills you can learn.  

· questions you can prepare for.  

· exercises you can practice  

· some ideas which you can try out by yourself and others with a friend or a group of friends

PRIVATE 

PREPARATION FOR THE INTERVIEWtc  \l 1 "
PREPARATION FOR THE INTERVIEW"
· Read any literature there is about the employer/check the employer website
· Remind yourself why you are interested in working for them.

· Be sure to know why you find the job interesting.

· Think what skills/knowledge/interests you have to offer.

· Prepare some questions to ask.

(
If you have a disability you will need to address the issue of disclosing your disability to the employer before the interview.  The application form may have included a section on disability and asked if there are any adjustments which need to be made at interview.  If you completed that section you may need to clarify the necessary adjustments e.g. any written materials in alternative format, the services of an interpreter, someone to meet you at the entrance.

If you have not been asked on the application form but you know that you would benefit from adjustments it is advisable to contact the employer and let them know 

your adjustment needs.  Disclosing serves two purposes: the employer can be prepared and at ease; there will be a level playing field for you.

(
    Some adjustments can take time to organise so let the employer know in good time. There are good guidelines in a skill publication “Get that Job” available on the skill website (www.skill.org.uk/) follow the information link on the home page or talk to a careers adviser if you want advice or information.

Dress
Do dress neatly and smartly.

Avoid being flamboyant or untidy.

	PRIVATE 

PRIVATE 
Arrivaltc  \l 1 "Arrival"
Take care to know where the interview is, when you have to be there and how you will get there at the right time.  Arrive in good time.




Meeting


*
Do be polite to everyone you meet.



*
Shake hands warmly.



*
Smile, this will also encourage your interviewer.



*
Try to relax, sit back with an upright posture.

GOLDEN RULES OF ANSWERING QUESTIONS
*
Always be positive.  Even when things have gone badly for you try to think positively about what you have learnt from the experience.  Think of the positive, optimistic response.

*
Never offer derogatory information about yourself.

*
While you are talking continue to look at the interviewer, this will aid communication.

*
Make it clear that you know what you are talking about.

*
Be ready to recognise the simple question calling for a brief answer.

*
Don't pretend to know something that you are ignorant of, or try to answer a question you haven't understood.  Ask for clarification.

*
Do speak clearly, and not too fast.

*
Don't fidget, and try to avoid mannerisms.

QUESTIONS AT THE INTERVIEW

Where do you see yourself in five years?
How can you tell!  But don't be totally lacking in ambition or make a take over bid.

Tell me precisely
Make a vague statement and interviewers will pin you down.

Statements like 'I enjoy reading', 'I work in the Student Union', 'I like travel'.

Be prepared to elaborate if necessary.

More typical questions

There is always the unpredictable question, but many questions or variations on them can be expected.

Below is a list of the most usual categories - not necessarily in the order in which they are asked.

Knowledge of vacancy
What do you know about....?

How would you define marketing/personnel, etc?

What do you understand by team management?

What qualities/skills do you have which you consider make you suitable?

Why do you think you would make a good....?

Do you think you can cope with the professional examinations?

What evidence do you have that you can handle our different types of customer?

Knowledge of organisation
What do you know about our business?

What do you think of our application form/brochure?

Why have you decided to apply to us?

What do you think of our product/service?

Who do you see as our major competitors?

What do you consider to be the main difficulties facing our management?

Career motivation/direction
What are your strengths and weaknesses?

Why have you applied for this kind of work/career?

What do you see yourself doing in 5/10 years time?

Are you willing to move - how mobile are you?

For which other jobs/careers are you applying?

How would you describe yourself in 3 words?

How do you think others see you?
What do you want out of life?

Tell me about your vacation work?

Is there a particular holiday job you enjoyed?

Educational record
What class of degree are you expecting?

Why did you choose this subject?

Do you regret choosing this subject?

Your 'A' levels seem disappointing, was there a reason for that?

Why did you choose to go into Higher Education?

What have you got out of academic life?

Could you explain to me what your project is about?

Would you say you are good at examinations?

Interests/activities
Have you done any voluntary work?

What has your membership of the cricket committee involved?

Have you had to deal with awkward people in organising these activities?

Do you enjoy being in charge?

General
What do you understand by “ ‘valuing diversity’?

What do you understand by ‘equal opportunities’ and give an example of good practice.
Is there anything you dislike very much - what makes you feel angry?

What are your views on .........? (some current topic).
	PRIVATE 
    
Here's a problem
    
Some interviewers also like to pose a problem.

    *
'The market for puffer wheat is going down!  What would you do?'

    *
'Bloggs is said to disrupt production!  How would you approach him?'

    *
'We are having trouble with the quality of our printed circuits?'

You probably don't have a solution but do suggest a logical approach.



Structured criteria based interview

A structured interview will test how far you have demonstrated certain skills by asking a series of questions.  One key criteria may be ‘organisational ability’.

a) An opening question (this one’s dead easy)

· Would you say that you were a good organiser?

b) A series of supplementary questions

· What has been your most challenging organisational task?

· How many people were involved?

· What was the outcome?

· How would you do it differently tomorrow?

c) Questions to identify your personal contribution

· What makes you a good organiser?

· What would make you better?

· How exactly did you go about organising that event?

· When did you first realise you had skills in this area?

d) Questions to test your understanding and observation.

· 
From your experience of barwork, have you seen the consequences of 
poor organisational skills in others?

· Why do you think organisational skills are so important in our 
company?

e) The question you were dreading

· That’s very interesting.  Have you organised anything else?
This forensic questioning will continue until the interviewer feels that they have a sufficient grasp of your talents in this area.  And then they move on to the next criterion…
IS THERE ANYTHING YOU WOULD LIKE TO ASK ME?
*
Do ask about the job, the firm, its employees and products and processes.

*
Do show you are interested.

*
Avoid asking about pensions and peripherals like that.

*
Avoid telling the interviewer what the employer can do for you i.e. promotion and more pay.
	PRIVATE 

Remember your interviewer may be a line manager with limited knowledge of the job you are interested in.  Do not be afraid to probe with your questions even if it obliges the interviewer to acknowledge the need to check up on the points you have raised.  They will respect you for your persistence and interest.





YOUR QUESTIONS TO THE INTERVIEWER
The questions you ask will depend upon the course of the interview and will vary according to circumstances, but here are a few possibilities?

How do you define the training period for graduates?

It is possible to switch job functions - is it your policy to encourage this to happen?

Do you send your managers on special training courses - possibly Business Schools?

Where would I be based - is this particular function located solely in ....?

How frequently would you expect me to be moved?

Do you find accommodation for graduates is a problem - where do they live?

I understand your firm operates performance appraisals - how often is one's performance reviewed?

What rate of progress should I make in ...?

What would be a typical career pattern for a graduate entering.....?

Could you indicate the starting salary? 
[A valid question if no information has been given 





Be prepared for the follow-up question – What 







salary are you hoping for?  Be prepared to







negotiate but research figures beforehand]

Can you give me a fuller picture of your training programme?  (Assuming this is not made clear in the literature).

What are the possibilities of using my languages?

Will I be working in a team - and if so will there be other graduates?

What has happened to the graduates you have recruited over the past few years?

What percentage of your graduates are in management positions - is it increasing?

Is there a high turnover of graduates in your company?

Why is your company so successful - what would you say is the secret?

What do you make of the recently announced trading loss?

Is your firm planning a new programme of expansion or are you entering a period of consolidation?

How do you see the company performing over the next few years?

Are there opportunities to work overseas?

....... AND AFTERWARDS
When you have real interviews you should make notes after each one, this will prove invaluable should there be a second interview.  Everyone improves with interview experience.  A useful tip is to apply for a job early in the recruitment season, and thereby gain a feel for being interviewed.

	PRIVATE 
FINALLY

If your interview is to be effective you should be doing most of the talking, if not the chances are either that you have the misfortune to have an inexperienced interviewer or that you are not doing yourself justice.  Over the years, research has tended to confirm that interviewers expect applicants to talk much more than applicants generally expect.  Furthermore, the more applicants talk the more they are liked by and satisfy their interviewers.  So you should try to follow and practice the golden rules. 




(
TELEPHONE INTERVIEWS
Preliminary vetting of applications is increasingly being undertaken by telephone and various methods of Telephone Interview - (TI) - are used.

There are a number of actions you can take to prepare for this type of interview but firstly, let’s look at the methods employed.
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TYPES OF TELEPHONE INTERVIEWtc  \l 2 "TYPES OF TELEPHONE INTERVIEW"
1) Unannounced
Following your submission of an application form or CV you are telephoned, unannounced, and an interview is underway.  The sorts of questions very often will be similar to those encountered in a normal face to face interview e.g. What do you consider your main strength to be?  What is your major weakness?  Why have you applied to this company?  Why do you want a career in ..?

This method is often adopted as a preliminary screening process by some of the medium sized and smaller companies, perhaps an Advertising Agency or Firm of Solicitors.

2) Prearranged
Following submission of an application form or CV a letter arrives advising you that the next stage of the recruitment process is a telephone interview.  You are fully briefed on the format of the interview and there are generally two types:-

a) You are given a Freephone number and a Personal Identification Number (PIN.)  At a time of your choosing within a specified period, usually seven days, you ring the Freephone number from a touch tone telephone and respond to the statements read out to you by pressing an appropriate button on your phone.  These are of the agree/disagree type; for example, you would press key 1 if you strongly agreed with the statement, 2 if you agreed, 3 if you neither agreed/disagreed, 4 if you disagreed and 5 if you strongly disagreed.

Examples are: - ‘Overall, I enjoy working more than playing’: ‘I have a gift for seeing the strengths in others.’

There may be as many as 80 statements to respond to.  You are advised at the start that your response times are recorded.  This is not to indicate that you are in any kind of race or competition but to ensure your answers are genuine reactions.

b) The Second type is a Structured Telephone Interview.

Similar preliminary arrangements to those above are made but in this instance the interview is with a trained interviewer.

You are advised that your responses will be recorded.  Questions are based on the required competencies for the job and your responses are analysed by trained interviewer/analysts.

3) Sales
A telephone call received, again following submission of an application or CV, where the conversation is based round the concept of you trying to sell something to the interviewer.  Needless to say this type of approach is used when the role for which you have applied involves selling of some kind.  It is also much used in the recruitment of telesales staff.  Applications for roles as call centre staff also usually involve some kind of telephone assessment.
The major companies operating telephone interview techniques are keen to be as open as possible about the process and will give you full briefings on the methods to be employed.

Having identified the major types of TI what is the best way of preparing for them?
PRIVATE 
TOP TIPS FOR INTERVIEWS BY TELEPHONEtc  \l 3 "TOP TIPS FOR INTERVIEWS BY TELEPHONE"
Much of the advice you would normally receive on how to prepare and conduct yourself at a face to face interview holds good.

TO AGREE OR NOT TO AGREE ……

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 If the interview is arranged in advance and is to be of the agreed/disagree touch-tone phone type, as outlined in 2 then arrange to telephone from a comfortable, quiet place with no distractions.

· All that is required is a sincere response in a reasonable time.

· Don’t try to pick the answer you think the interviewer wants, the questions are designed to spot anomalies in the answers.  If you do succeed in beating the system all that will happen is that you may end up with a job for which you are temperamentally unsuited.

OUT OF THE BLUE ……

· Remember, if you have recently submitted an application or CV there is an increasing chance you will be telephoned, without notice, as part of the assessment process.

· If you live with others it would be a good idea to advise them of this possibility and keep it very much in mind yourself.  It may be a cliché to say, 'You never get a second chance to make a first impression,' but it remains painfully true.

· Comments, at full volume, by your flatmate who answers the phone to the effect - "Hey, there's some posh bloke/bird wants to talk to you," followed by lascivious words and noises in the background as you take the receiver are not going to be conducive to a good start to the interview.

· And remember, you could be the one who answers the phone a dozy sounding “Yeah, who is it?" or “What did you say your name was again?” is not going to help.

· Make arrangements, in advance, to take calls with some privacy or at least quietness and respect from your friends.
· Make sure your CV or Application Form is to hand

· If you have applied to more than one company or organisations keep the applications, brochures, correspondence etc. in separate folders.  The dreadful sound of silence punctuated by frantic rustling of paper and the odd expletive while you search for the relevant form will not create that important good first impression.

THE DIFFERENCES ……

· The major difference between face to face and telephone communication is, of course, the lack of visual contact.

· Research has shown that in face to face situations Communication is made up of 55% non-verbal signals, 37% tone of voice and only 8% the words used.  On the telephone just two of the media are left and no research has yet been done on the relative importance of these.  However, as with face to face, it can confidently be assumed that the split will place more emphasis on the tone and rhythm of the conversation than the words themselves.

· Therefore, an awareness of how you sound is as useful as what you say, if not more so.  Arrange with a friend to practice some answers on the phone and obtain feedback from them on how you sounded.

· Record some answers on a tape recorder, listen to them yourself and get someone to offer constructive comments.

· A more positive image can be projected if you stand up when talking, providing this doesn’t make you sound too aggressive.

· If you smile when you are talking this is communicated in your voice.  Try it.

· Some people advocate dressing as if you were attending a face to face interview.

· If you speak in a monotone this will have a much greater effect on the telephone than in a face to face interview where dress, facial expressions etc. occupy some of the attention.

· Use gestures just as you would in normal conversation.  Be enthusiastic when appropriate

· On a basic practical note, have a pen and paper ready to make notes of anything you might want to bring up later
.

· Suppose they like the sound of you and invite you to a meeting: is your diary to hand to take details?

· You know what it sounds like at the other end of the phone when someone is scrabbling around for a pen and paper - disorganised.  Is this the impression you want to create?

· Have your questions ready.

· Don’t be put off if you are not getting much feedback from the interviewer; this happens in face to face interviews too.

· Remember, a telephone interview is a precursor to a face to face meeting.  Very few, if any, companies or organisations will offer a job on the basis of a telephone interview and almost certainly not a graduate position.  However, a favourable impression created on the telephone will go a long way to helping at the face to face stage.

SECOND INTERVIEWS/ASSESSMENT CENTRES

If you are invited to a second interview what is likely to happen?  They come in an array of shapes and sizes but many start in a hotel with:

	The night before – 


You are invited to dine with other applicants and senior managers of the firm.  Recruits with a few years experience may also be present.  It may be stated that this is not a part of the selection procedure but

· Do ask intelligent questions.

· Do appear interested in their work.

· Don’t cover anyone with soup.

· Don’t drink too much.

· Don’t tell them what the firm can do for you
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	Next day – 


You may be subjected to interviews written tests, in-tray exercises, case studies or asked to give a talk.  A tour of the employers’ premises and lunch may be included.  Group discussions, games and exercises are now increasingly popular.


Interviews

· The comments noted earlier still apply.

· The interview will be more related to the work you would do than the first interview.

· Interviewers for work of a technical nature can be much more technical in their questions than in first interviews.

· The person for whom you might be working will probably be highly influential in selection.

· Personnel managers look for evidence that you could progress to middle management.

Some employers use panel interviews, most commonly the public sector e.g. Civil Service.  The panel usually has a chairman but it may still feel as if they are playing pass the parcel with you.  You many need to change tack more quickly to deal with questions from different interviewers.

TRY A GROUP DISCUSSION

Try out a group discussion with your friends.  Any topical subject will do.

	
Notice:


-
Who talks the most?


+
Whose points are accepted.


+
Who encourages others to join in.


+
Who introduces new ideas.


-
Who strays from the subject?


+
Who listens before contributing.


-
Whose arguments are ignored?


-
Who insists on being dominant, interrupts or squashes other 



contributors.


+
Who builds on the ideas of others.


-
Who is insensitive to the feelings of others?


-
Who doesn’t talk at all?


-
indicates roles to avoid.


+
those you should aim to emulate.




Group Discussions

You have fifteen minutes to discuss one of the following topics.

You must first agree as a group which topic to discuss.

This agreement should be unanimous and not decided by voting.





CASE STUDY DISCUSSIONS

You have fifteen minutes in which to study, individually, the following examples of problems which may face managers at various levels.  You may make notes if you wish.

You will be asked as a group, to agree amongst yourselves the order in which you would like to discuss them.  This agreement should be unanimous and not decided by voting.

The group will then be asked to discuss its first choice and reach conclusions on the problem, before moving on to the next problem and then the third.

45 minutes will be allowed for the discussion.

	1. For many years relationships between a Company and the Trade Unions have been good, but there are signs that one of the Unions is about to press for ‘workers’ representation on the local board of the largest factory.  Company policy has been to encourage consultation with Union representatives in matters which affect the conditions and organisation of work on the factory floor.  The results have been good, in no small measure due to one very active and effective Union man.  He could well reach a high level in his Union and indeed is of such calibre and experience that the Company could easily see him as a member of its own Employee Relations Department.

What do you think the Company should do?



	2. There has been much debate in the Board of a Company on the degree to which a man’s wife should be regarded as a factor in his appointment or promotion.  In particular when men work in overseas communities with different languages, customs, outlooks and ways of life, their families tend to have closer contact with each other and may well form a small community of their own.  Wives take more interest in their husband’s work and often engage in the wider social and community activities of the people and country in which they are living to a far greater extent than at home.  An unsociable or ailing wife might be regarded as materially affecting the quality of a man’s work and his capacity to progress.  It has been suggested that wives and families should be interviewed and examined before an employee’s overseas appointment is confirmed.

What should be the Company’s policy?



	3. Near its factory a Company owns and subsidises an extensive estate of small houses and public buildings, built by it 50 years ago.  The estate provides an exceptional standard of amenity for those who live there.  Only one-third of the households are those of current employees.  Many other householders work elsewhere or are pensioned.  In order to get accommodation attractive to highly skilled workers for which there is an urgent need, extensive internal modernisation is being proposed, involving substantial capital expenditure.

What do you think the Company should do?



GIVE A TALK

You may be asked to give a talk.  If this is requested before you go make sure that you prepare well and consider taking visual aids.  More often you are given fifteen to thirty minutes in which to prepare.
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	Try to

-
Speak clearly and confidently

-
Keep within the allotted time.

-
Give a structured talk with an 
introduction and conclusion

-
Only make statements you can 
defend if questioned

-
Refer to brief notes – do not read 
a talk but instead jot down key 
phrases to remind yourself of what 
to say next.
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AFTER SECOND INTERVIEWS
Now you are awaiting definite job offers.  Generally the earlier you hear something the better.  A delay could mean that you are classed as a 'possible', and your chance of an offer may well depend upon someone withdrawing.

If meanwhile you get an alternative job offer, you could mention this to the delaying organisation, such a situation has been known to spur on the firm you are still interested in to make a decision.  Your Careers Service is a useful source of advice when such difficulties arise.

Job offers should always be acknowledged by return, expressing your appreciation and stating your intention to write again shortly.  If the job offer has a time limit for acceptance and you have interviews outstanding it is possible to write and ask for the time limit to be extended.  Most employers will concur with a reasonable time extension.

Code of Conduct
It is in no-one's interest for you to accept an offer and then subsequently change your mind, the employer will be seriously inconvenienced and you will have broken the Code of Conduct - agreed by the N.U.S. on your behalf.  Do not hesitate to seek out your careers adviser and ask for his/her advice.  


GOOD  LUCK



Relevant Material 

Available from the Careers Service, Student Services, Eagle Mall

Free AGCAS booklet

            Going for Interviews
(
Videos [Need to be viewed in Careers Unit]

Interviews – Why ask me that? 

The Assessment Centre Video

Subtitled versions also available

Reference only books/files

Great Answers to Tough Interview Questions
How to succeed at Assessment Centres



Second interviews and assessment centres – going all the way

Yellow file – Student feedback reports on interviews

Yellow file – Information on Assessment Centres

Mock Interviews
For more details of this scheme please contact the Careers Service 01204 903080
July 2008


1.  Student grants should be reinstated.





2.  Civil Servants are normally obliged to give information to Members of the Opposition





3.  Teachers should put their pupils first during pay negotiations





4.  Economics is a pure science in the true sense of the word.








