APPEARING FORAN INTERVIEW

| nterviews have become animportant part of our lives. From early childhood weface
interviews. Whenyou areyoung your parentsare eager that you performwell. Asyou
grow older, youyoursdf wishtodowell at interviews. Inthislesson youwill begiven
someguidanceinfacinginterviews.

LEARNING OUTCOMES

After completing thislesson, thelearners:

° Recognisestheimportanceof extra-linguistic cuesin faceto facecommunicetion;
° Preparesthemsel vesbetter for aninterview;

° Organisesto persuadethrough logic and argument;

° Plansto open and closean interview appropriately.

27.1 PREPARING FORAN INTERVIEW

To prepareto performwell, you must engage in some pre-interview activities. Pre-
interview planninginvolveslearning something about thecompany/organisation, andysing
your strengths and weaknesses and making sureyour gppearance and behaviour create
theright impression. Given bel ow are some of thewaysin which you can prepare
yoursdlf for aninterview.

(@ StudyingtheCompany

Youmust gather information about the company. Thiswill convincetheinterviewer
about your sincerity. Theinterviewer will not waste preciousinterview time
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Appearing For An providing you with information that you should have gathered. Your sources of
Interview informationare:-

i) theadvertisement
ii)  employeesof thecompany
iif)  other candidateswho have beeninterviewed

iv) newspaper andjournals

Notes V) Internet

(b)  Studyyourself

After you have gathered information about the company the next stepisto
assessyour own abilities. Do | liketowork with peopleor do | prefer towork
onmy own?Dol likedetailed work? Can | develop acareer planthat | can
achievewith the company? The answersto these questions about yourself can
provideyouwith lotsof material to useduring theinterview. If you can't seea
rel ationship between yourself and the job or company, youwon't be ableto
demonstrate theinterest or enthusiasm necessary to market yourself. A good
methodisto list the company and job characteristicsin one column and attempt
to place your qualificationsin acorresponding column asin the following
illugration:

Company and Job Requirements My Qualification and Needs

i) Dol liketowork with peopleor
dol liketowork alone?

ii) Istherescopefor advancement?

iii) Isthe pay scale adequate?

iv) Dol havethenecessary
educationd requirements?

v) Dol liketotravel?

vi) Doesit offer job security?
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Of course, you' Il probably never find thejob and the organisation that will satisfy Appearing For An
all your needsand meet al your requirements. Thisanalysiswill helpyouwith Interview
eschinterview.

() Planyour appearance

You should dressin such away that you do not create anegativeimpression.
For exampleyour finger nailsmust be neat and clean, your shoeswell polished
andyour hair well groomed.

Avoid gaudy, casua or party wear. Find out the company’sdresscode. If you
dressandlook likethe peoplewho aready work at the company, theinterviewer
will find it easier to seeyou working there.

Notes

(d) PlanYour Time

Oneof theworst thingsyou can doisbelatefor aninterview. Plan your time so
that you arrive early. Thisplanning allowsyou to unwind and prepare yoursel f
fortheinterview.

At thesametime, don't just Sit around making yourself nervous. Movearound
alittleand talk to the other candidates. Should something prevent you from
reaching ontime, do telephoneyour apol ogy.

- irexrouesrionszr

1.  Saywhether thefollowing statementsaretrue(T) or false (F). Correct thefa se
statement inthelight of what you haveread:-

i) Topreparefor aninterview, wemust buy new clothes.
i) Knowing about the organisation isamark of aseriouscandidate.
iii) Youshouldaimto get ajobthat givesyou ahigh pay.

iv) A study of your own skillsagainst thejob requirementscan giveyou useful
work.

V) Beingpunctua for aninterview may givetheimpressionthat you areout of
work.
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2. Study the advertisementsgiven below and makeatableliketheonegivenin
section 27.1. Havetwo columns: i) Company and job requirementsandii) My
qualification and needs. Do thisexercisein your exercise book.

Shristi FinancelL td.

Taralnternational Pvt. Ltd.

Wearetheleading DSA of HD finance
incarloans& Personal loanshaving our
branchesin Delhi, Noida& Ghaziabad.
Werequire:

e  Marketing Executive(10)
e TdeMarketing Executive(5)
e OfficeAssgant (10)

(Knowledge of computers necessary)
The remuneration will be best in the
industry Experience, conveyancewould
be an added advantage. Meet Mr. M.
Sharmafor awalk-ininterview on 2
& 392uly 2001 at E-914, Kailash colony
between 10 am. and 1 p.m. Phone
26246719.

Walk-ininterview (team members)

Wearelooking for enthusiastic and seif-
motivated young men and women who
enjoy having funwhile delivering our
world-wide standards of service and
hospitality. You should be between 18
and 25 yearsof agewith asenior school
certificate, good communication skills
and ateam player. (having avalid two-
wheeler licence would be an added
qudification).

Walk-in for an interview with your
resume on 3rd or 4th May, 2001
between 10am. and 4:00 p.m. at, Hotel
Hindustan 31, Community Centre, New
Alipore, Kolkata, Phone 24740477

271.2MEETING FACETO FACE INTERCHANGE

Now that you have gonethrough the planning stages, you areready for theinterview.
Your jobistosdl yourself so successfully, that you are selected at theinterview.

Given bel ow are some pointsto remember whilefacing aninterview.

(@ OpeningFormalities

When you meet theinterviewer, greet him/her and addresshim/her as* Sir/
madam’. If theinterviewer initiatesthe handshake, wait for theinterviewer to
inviteyouto sit down. Carry your certificatesin afileand placethem onthe

table,

(b) Interviewingguideines

Much of theinformation about you will appear on your resume or company
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gpplicationform, already availabletotheinterviewer. Thus, theinterviewer will Appearing For An
most likely seek to assessyour attitudestowardswork and the probability of Interview
fitting you successfully into the organisation.

Thebest way to preparefor theinterview isto answer such questionsasthese:
1. Why doyouwant towork for us?
2. Why shouldwehireyou?

3. What areyour greatest strengths?

. o Notes

4. What isimportant toyouinajob?

Your answersto theseand other variations of the same questionscan helpyou

proceed to the next step. First of all, your educationisyour foremost attributeif

you areastudent. You should point out itsrelationship to thejob for which you

arebeing consdered. Even moreimportant, thefact that you havesucceeded in

school indicatesthat you have the ability to learn, because most companies

expect you to learn something on thejob. So your most important responseto

theinterviewer’ squestionsmay beabout your ability tolearn. Evenno experience

may be an asset.

Second, adegreeof humility isimportantinal interviews. You should not make
tall claimsabout your previousjob or what youwill doif you get the present
one. Anyonewho sayshewill turn the company around in six months, proves
hislack of experience. Makeredlistic and achievableclaims,

“ Why do you want towork for us?” isreally not adifficult question. While
answering thisquestionrefer toinformation you have gathered fromtheliterature
of the company or speaking to someone who worksfor the company or the
informationyou havegatheredwhilevisting oneof their offices Thiswill convince
theinterviewer that you are strongly interested in the company and not just
taking aninterview for practice. Note, theinterviewer not only attemptsto develop
animpression of you, heor she also evaluatesyou in comparison with others
being interviewed for theposition.

Why should the company hireyou?

You havethe proper education, you have proved that you havethe ability to
learn, and you are enthusi asti ¢ about working for the company. Relate your
skillsand knowledgetothejob.
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Appearing For An When asked about your greatest strengths, your study of yourself will help.
Interview Your greatest strengthsprobably are easy toidentify: (1) theability tolearn (2)
theability towork with othersand to assumeleadershiproles, (3) skill inproblem

olving.

Finally, what isimportant to youinajob?Whileweareall interested inagood
salary that should not beyour primary concern. Rewards such aspersonal job
satisfaction, thefeding of accomplishment, and making acontributionto society
arethingsyou should discussin aninterview. You should look forward to a
challenge. A job that will satisfy these needsisimportant to almost everyone.

Notes
(00 Handling Salary discussion

For most entry-level positionsthe beginning salary isfixed. However, if you
havework experience, excellent scholarship records, or added maturity, you
may beableto obtainalarger salary. Theinterviewer shouldinitiatethesalary
topic. What you should know isthe general range for candidates with your
qualifications so that your response to aquestion about how much you would
expect isreasonable. If your qualificationsare about averagefor thejob, you
canindicatethat you would expect to be paid the going rate or withinthe normal
range. If you have added qualification, you might say, “With my yearsof work
experience, | would expect to Sart at the upper end of thenormal saary range.”

If you have other job offers, you arein position to compare sal aries, jobs, and
companies. Inthiscase, you may suggest to theinterviewer that you would
expect acomptitive sdary and that you have been offered X rupeesby another
firm. If salary hasn’'t been mentioned, and you really want to know about it,
simply ask courteoudly how much the salary would befor someonewith your
qualifications. Inany casethough, don’t attempt to make salary amajor issue.

(d) Closingtheinterview

Theinterviewer will providethe cuesindicating that theinterview iscompleted
by rising from the chair or making acomment about the next step to betaken.
At that point, don’t prolong theinterview needlessly. Simply rise, thank the
interviewer for the opportunity to meet, and close by saying you look forward
to hearing from the company. The neatnesswith which you closetheinterview
may beamost asimportant asthefirst impression you made.
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(e) Practisingfor Interviews Appearing For An

. . . . Interview
Although most of ustend to be nervous during our first interview, we gain

confidence with experience. Therefore, practice and rehearse. Work with
someonedseinmock interviews, dternating rolesasinterviewer and interviewee.
Thenfollow each practiceinterview with acongtructivecritique of each other’s
performance. A few such mock interviewswill give you some experience and
will makethefirst red interview moreeffective.

Thejobinterview may betheimportant face-to faceinteraction you will have.

Youwill besdling yoursdlf in competition with others. How you listen and how Notes
youtalk will bemeasured by theinterviewer. Since practiceleadsto perfection,

youwill never regret thetimeyou spend rehearsing your interview.

- rexrouesrionsr

1.  What key areas should you focusonwhen preparing for an interview?

2. Whyisitimportant to demonstrate humility during aninterview?

@" WHAT HAVE YOU LEARNT

Thejobinterview isoneof themost important eventsinyour life. Inthislessonyou
have learnt how to prepare for successin thisevent. You haveto plan your dress,
posturesand answersto likely questions.

®
TERMINAL QUESTIONS

1. Statewhether thefollowing statementsare True (T) or False (F). Correct the
Fasestatements.

i)  Openaninterview by calingtheinterviewer by higher first name.
i) Situpstraight and bend forward dightly to show interest.

i)  Oneof themainamsof aninterviewer isto assessthe candidate’ sattitude
towork.
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Appearing For An iv) Beprepared to answer questionson your strength.
Interview

v) A candidate who makes tall claims will be considered dishonest and
ingncere.

vi) Theprimary and only motivating factor in choiceof jobsisthe pay cheque.

vii) Don’'tbeinahurry tocloseaninterview.

2. Study theadvertisement given below. Imaginethat you have been calledfor the
interview. Givebrief pointsfor your answer to thefollowing questions -

Notes . .
i) Why should the company hireyou?

i)  What isimportant toyouinajob?

i) What areyour greatest strengths?

A
‘ I ANSWERSTO INTEXT QUESTIONS

27.1
1. i) Fase Dressinnest, cleanclothesisneeded.
i) True
i) False. Thereareother criterialikejob satisfaction, career path, so-
cialy useful work.
iv) True

v) Fdse Youwon'tbelateor nervousandwill get timetofind out more
about the organisation.

2. Individud answer
27.2

1. Whenpreparingfor aninterview, focuson key areassuch asunderstanding
why you want to work for the company, highlighting your strengthsand
abilities articulatingwhat isimportant toyouinajob, and practising resoonses
to common interview questions.

2. Demonstrating humility during aninterview isimportant to avoid making
unrealistic claimsabout your abilitiesor achievements. It sessential tobe
honest and redlistic about what you can offer and achieveintherole.
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