                The Critical Art of Answering Interview Questions

             Developed by Ben D’Arrigo – Consultant from The Job Search Solution, by Tony Beshara
Some of the Do’s And Don’ts

	              The Do’s
	              The Don’ts
	    What to Remember

	Body Language
	
	

	Begin by assuming the body language the interviewer has taken
	Don’t keep your arms crossed or lean back in the chair for more than a few minutes even if your interviewer is doing so
	**If your body language isn’t appropriate, your words may never be heard!

	Keep your feet planted flat on the floor, arms open at your side or on the arms of the chair
	Don’t come across too animated and nervous nor too intense
	

	Lean forward just enough to make good eye contact with interviewer
	Don’t lean forward almost to the point of being in interviewer’s face
	

	
	Don’t speak loudly, nervously, and quickly, nor wave your arms about t emphasize a point
	

	Delivery
	
	

	Communicate your answers with enthusiasm, focus, and a high degree if confidence
	Don’t mumble when talking
	**If your delivery isn’t effective, you will never be heard. Practice!

	Look interviewer in the eye when talking
	Don’t speak in a monotone voice
	

	
	Don’t appear to be distracted or uninterested 
	


    What you need to consider next!

Every question that you will be asked in every interviewing situation can be categorized under four subjects.  **If you understand these subjects, then your answers will be a natural growth of your understanding.  The fewer surprise questions, the less chance of groping for answers.
The Four Subjects of Every Interview Question
1. Can you do the job?
2. Do we like you?
3. Are you a risk?
4. Can we work the money out?
	Subject
	           Questions
	         Response

	1. Can You Do The Job?
	Tell me about yourself and your last few jobs.
	3 Parts to include about yourself
Features -  what makes you unique: experience, grades in school,  degrees, hard work, determination, persistence, dedication

Advantages – something that the feature does to set you apart from the average – i.e., worked 2 jobs while getting a degree

Benefits – the gain the company would realize from hiring a person who brings unique features and advantages

	
	What kind of job are you looking for?
	If you did your homework, you know what they are looking for. However, if not, - “I’m looking for a position that is going to help make a company better and challenge me based on my experience and background.”

	
	Describe in detail your last two positions.
	Give what you did, how you did it, for whom you did it, and how successful you were. **Proceed this response with, “ I really loved this job.”

	
	What was the most difficult part of your last two jobs?
	Begin by stating the difficult part of your job, but quickly add, “I met the challenge every time and it made me a better person.”

	
	What are you looking for in a job?
	Answer with something to do with the job position you are applying, but include, “I’ve enjoyed the challenge of learning in just about every job I’ve had.”

	
	Describe the best job you’ve ever had and why it was so much better.
	Make it similar to the position you are interviewing for. Begin your answer with, “ You know, there have been some wonderful aspects to just about every job I’ve had. I have really loved all of them, and they are all ‘best’ for different reasons.”

	
	How do you define success?
	“When I contribute to a successful organization, I am successful – we both grow.” Then relate a successful story form a past job.

	
	What is your greatest accomplishment in each of your last three jobs?
	Tell about the best accomplishment you had in each job.  Support them with interesting stories.

	
	What made you choose to become a ______?


	Always say that you had an inclination or passion for some aspect of your profession. *** Never communicate that you stumbled into it or it was as good as any other profession.

	
	Working environment questions:

What would be your ideal work group? How would you define a ‘good fit’ work environment? Do you work well with other people? Do you prefer to work alone or with other people? Do you require and appreciate lots of supervision? Do you work best with large groups or small groups?
	Any type of working group questions should be answered with, “I’ve had good fortune of being able to work in all kinds of different environments. I’ve worked well alone and with others, in relaxed work environments and in tension – riddled work environments, in big groups and in small groups. Fortunately, I am adaptable and work well in just about any environment.”

	
	Describe the situation in your last one or two jobs where you made a mistake. What was the mistake and how did you rectify it?
	Use an “in hindsight” type answer. Make sure to highlight what you learned form it. Have one or two of these type stories.

	
	What are the things you find most difficult to do? And how did you deal with them?
	You answer should center around what your personality is not.  I’m an accountant and having to be a sales person is difficult for me.

	
	Why should I hide you?
	“Because I can do the job, I’m a hard worker, people like me, I’m not a great risk, and we can come to a conclusion about money.”


                   Additional Questions To Be Prepared to Answer
                                Think! Be reasonable! If you didn’t know you, how do the answers sound?
1. Can you walk me through a day in your current or most recent job?

2.  Are you creative?

3. What do you know about the position you are applying for/

4. How do we know you will be successful at this job?

5. What is the most recent business lesson you have learned and how did you learn it?

6. What specifically have you learned from the jobs that you held most recently?

7. What can you contribute most to our organization?

8. What do you know about our business? What is our business’s biggest challenge or problem? What trends do you see in our profession or industry? What do you know about our competition? What do you know about our company?
9. Can you describe a difficult business problem that you had to deal with and how you handled it?

10. Where have you made a difficult decisions before and what were they about? What makes you think you can handle this position?

11. Why did you apply to our company?

12. I don’t think with your experience and background you are capable of doing this job. What do you think?

	Subject
	           Questions
	           Response

	2. Do I (We) Like You?
	Are you a leader or follower?
	“ In certain situations I am a leader and in certain situations I’m a follower. I can do both.” Reinforce with stories.

	
	What do people like most about you? What do they like least?
	Most: team player, getting along well wit others, dealing well in tense situations, volunteering when you don’t have to, perseverance, communication skills. 
Least: being a perfectionist, wanting to see things done right, assuming control when no one steps forward, correcting coworkers when they’ve done something wrong – people may not like these things but employers do

	
	What are your three greatest strengths? Three greatest weaknesses?
	Strengths: You best three
Weaknesses: “I’m very impatient with myself… I often expect the same passion and commitment from the others that I tend to have… I’m working on becoming a better listener.” – these should also be able to be seen as strengths

	
	What are your hobbies? Outside interests? Books you’ve read recently?
	Talk about those that can relate well to the business/job.  Nothing controversial 

	
	What do you like and dislike about your present (or past) boss?
	Badmouthing your past or present boss is the kiss of death. Have something positive to say a tone down any criticism. Begin with, “We didn’t always see eye to eye….”

	
	How do you handle criticism?
	Don’t look like a deer in headlights. Say, “I really do appreciate constructive criticism; feedback is the breakfast of champions.”

	
	Do you ever lie?
	A Catch -22 question. Admit you do lie in rare instances when telling the truth has no consequences other than to hurt someone’s feelings.  However, state that,  “It is important to be truthful in every business dealing. I think lying is basically wrong and should only be used in situations as the last graceful alternative where the results are inconsequential.”

	
	If you knew then what you  know now, how would you change your life or your career?
	Mention things that might seem obvious: finish a degree, not taken jobs that you held for a short period of time, discuss any mistake or misstep in your career, admit to it, and add the fact that you have learned from it.  ** Always include, “ I’ve learned from every mistake and I haven’t make the same mistake twice. I know I may make others, but I’m going to make the best of what I learned from the.”

	
	What is your definition of success? Of Failure? And how do you rate yourself in these tow categories?
	Loaded question with no correct answer.  But you can try, “Well, success for me is the constant pursuit of a worthy goal where I am personally growing and economically providing for myself and my family.  Failure for me would be when people quit trying and give up. Failure is not an option for me.”


             Additional Questions To Be Prepared to Answer
                        Think! Be reasonable! If you didn’t know you, how do the answers sound? 
1. What are one or two things your present or previous coworkers dislike about you?

2. What makes you mad?

3. How do you make your opinions known when you disagree with management or your boss?

4. Rate yourself on a scale of one to ten.

5. How would others at your current or previous jobs rate you on a scale of one to ten?

6. What makes you better than any other candidate I can hire?

	Subject
	          Questions
	         Response

	3. Are you a Risk?
	Why did you want to leave where you are?  or Why did you leave your last position?
	Be as non-self oriented as you can make it.  “Not growing personally or not being able to grow beyond present job.” Say nothing negative about the people whom you were working for or have worked for. 

	
	You sure stayed short periods of time in you last three jobs. What’s wrong?
	Answer, “While you are correct that I’ve had three short stints in my employment, there are two things that are very important.  First, I realize it looks like a liability. I made mistakes in taking a couple of positions; however, I’ve learned form mistakes. These three short stints is one of the reasons I can guarantee stability. Whoever hires me will get a passionate and committed employee.”

	
	You have been the president of a company (or the owner of your own company).  How do we know that  you know how to work for someone else, or that you will take direction?
	“We all answer to someone. Even the president of your organization or owner answers to someone.  I have never met a good leader who couldn’t work within any organization, and be part of a team, as well as be a good follower.

	
	This position is one or two levels below the ones you have had in the past.  How do we know we won’t hire you and them in six months someone calls you with a position like that and you leave?
	“I’ve always started out at a position one or two levels below what I eventually attained. I realize the opportunity this job offers.  I wouldn’t be trying to get this position if I didn’t think that it would be challenging, gratifying work and I wouldn’t have a really good future with this organization.  In the past, organizations had sought me out but I was very happy where I was. I enjoyed my work, I was challenged and the compensation followed my being happy, content, and challenged in the job.” 

	
	Were you fired? Why were you fired?
	Never state that it was a blessing or the best thing that happened to me.  If you had word there for a number of years it is easy to say, “ I really loved that company and I was there for a reasonably long time.  I performed well, there came for us (the company and me) to make a change.” Looking interviewer in the eye follow with, “ And before that  I was at _______ company, where I performed well.”

	
	If you could start your career over again, what would you do differently?
	Do go over all the mistakes you made and what you would’ve done much differently. Say, “You know, I’ve been fortunate, I haven’t made too many mistakes in my career and I sure learned a lot form the ones that I made.  There aren’t many career choices or decisions that I would change.”  Have some innocuous mistake you learned from to share.


           Additional Questions To Be Prepared to Answer
                        Think! Be reasonable! If you didn’t know you, how do the answers sound? 

1. Where do you see yourself five years from now?

2. How does this job fit into your career goals?

3. How much time did you take off last year?

4. Have you ever had personal financial difficulties?

5. If you inherited a lot of money, say $2 or $3 million, what would you do?

6. If a personal commitment conflicts with a business emergency, what do you do?

7. How long will you stay with us if you are hired?

8. How do I know that you will stay with us for a reasonable period of time to be effective?
	Subject
	           Questions
	           Response

	4. Can We Work The Money Out?
	What are you currently earning? or What were you earning most recently?
	Share exactly what you were earning.  If sales, don’t choose highest month. Don’t inflate numbers. Give salary history accurately.

	
	What kind of money would you like to earn?
	“I’d like to earn as much as I can commensurate with the service I give.  I ‘m just as interested in a fulfilling and challenging position as I am in money I want to earn. What kind of money did your  organization have in mind?”

	
	You have been making $ ______
And the money that is associated with this position is significantly less.  How do we know that you will be happy?
	“I realize there is a difference between what I have made (or I’m making now) and this position.  However, I have found that if the opportunity is right and I am able to perform at my best, the difference in the money isn’t as important as the quality of the job and the opportunity.”

	
	What is the most that you have ever earned?
	Don’t brag about making a lot of money. “There have been a few years in which I’ve been fortunate enough to be with organizations where bonus earnings were sizable. I realize those are very uncommon.  I am more interested in the opportunity, the challenge of the job and the potential.  If those are taken care of, my earnings will reflect my performance.

	
	What do you consider most valuable: a high salary, job recognition, or advancement?
	“I’ve found that the better job I do, the harder I work, recognition, advancement (and, especially, money) usually takes care of themselves.”

	
	What kind of benefits are you expecting?
	“Benefits, like money, are not as important as the company, the job, and the professional challenge. I will definitely take the benefits package into consideration if an offer is made, but right now those kinds of things shouldn’t be an issue.”

	
	Questions about money. 
	Always discuss money in relationship to the value you  bring to the job.


