
Before attending any interview one should check the following thing.

Interview Checklist:
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Research the Company well 
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Be formally dressed
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Arrive 15 to 30 minutes early
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Exhibit enthusiasm 
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Appear friendly and outgoing
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Be self-confident

Useful Tips for Interview:
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Under no circumstances should you inflate your resume, misrepresent your work history or     "hold back cards". Also, be genuine about your interest in the position.
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Be savvy. Fit in appointments and interviews without compromising your work schedule, but     remember you are not a commodity for trade.
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Educate yourself. Conduct your own due diligence on the search firm and the client     organisation, and understand the value of retained executive search consulting.
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Have realistic expectations. Understand that you will be one of several qualified     candidates.

Some Questions that you should be prepared for
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Tell me about yourself.
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Why are you leaving your current position?
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What do you consider your most significant accomplishment tll date?
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Why do you believe you are qualified for this position?
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Have you ever accomplished anything you didn't think you could?
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What do you like/dislike most about your current or last position?
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How do you handle pressure? Do you like or dislike such situations?
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The sign of a good employee is the ability to take initiative. Can you describe a situation     where you did this?
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How have you grown or changed over the past few years?
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What do you consider your most significant strength?

[image: image21.png]


Deadlines, frustrations, difficult people and silly rules can make a job difficult. How do you     handle these types of situations?
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One of our biggest problems is… What has been your experience with this? How would you     deal with it?
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How has your technical ability been important in accomplishing results?
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How would you handle a situation with tight deadlines, low employee morale and inadequate     resources?
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Are you satisfied with your career till date? What would you change if you could?
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What are your career goals? Where do you see yourself five or ten years from now?
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Why should we hire you for this position? What kinds of contributions would you make?

10 kills that Get You Hired! 
     1. Communication Skills
       2. Job-Related Skills
       3. Multiple Skill Sets
       4. Willingness to Learn
       5. Teamwork Skills
       6. Customer  Service
       7. Initiative
       8. Adaptability
       9. Promotability
     10. Salesmanship
How To Build A Successful Career? 
A lot of working professionals fail to realize that the small mistakes they make in their everyday work schedule can severely hurt their career in the long run. There are no hard rules for being successful but there are a few simple mantras that every employee can follow to build a successful and long lasting career.

Here are a few to get you started -
• Plan and Aim high – Set personal goals for yourself on a regular basis. Look back on how you have done over the past few weeks. Set targets for yourself and try top achieve them. 

• Prioritize – Work schedules can go haywire if you fail to prioritize. Make it a habit to spend a few minutes every morning and make a list of all the tasks that need to be finished today. Once you have a target in mind, it becomes easier to work towards achieving it.

• Build & Maintain Contacts – Whichever field you may be in professionally, it helps to network and maintain strong contacts with other professionals in your field. It will help you to get insights about your industry.

• Take Regular Breaks – Make efforts to improve and enhance your productivity at work. If you feel too stressed out, take a break and rejuvenate yourself. Go for a vacation or join yoga classes to deal with work related stress.

• Keep your Resume current & Relevant – Review and update your resume regularly. This will help you to be prepared when the need arises to apply for a new job. If you exceed some difficult targets, mention it in your resume asap – a great way to keep your resume current.
Here are few tips for you … 
What You Should Bring To the Job Interview? 

Organize and prepare all the papers you will need with you at your job interview. Your main document is your resume. 

1. You’ve likely heard the _expression: Dress for success. Dress in the finest clothes that suit the type of work for which you're applying. If you are going to an interview for outdoor work, wear unworn, casual clothes. For office or professional positions, dress up conservatively. Ask someone to help you select an outfit from your closet or take a friend from the business world shopping with you, if you're not up on the standards. Don’t go overboard with make-up. 

2. Arrive with at least 15 minutes to spare. This will allow you to prepare any last details. (It also shows how keen you are.) 

3. If you have an opportunity to shake hands with the person or persons doing the interview, give a firm, solid handshake. 

4. Look the interviewer in the eye. You'll find benefit in your ability to communicate, as you look people in the eye more and more. Look directly at the interviewer when you are answering questions. 

5. Let your CV talk for you. Make it as interesting as possible and don’t forget to include all interests and hobbies they can say a lot about you. Be truthful. 

6. Don't talk while the interviewer is reading your application or CV. The interviewer can only do one thing at a time, even though she's a boss. 

7. Don’t slouch or fidget you will come across as lazy and nervous 

8. Prepare yourself for questions that they might ask you about the company. 
This will show them how committed you are. 

9. Ask questions, but make sure they are sensible ones, not like, how long is 
the lunch break. 

10.Don’t be afraid to make suggestions tell them any ideas you have. This will 
show them how interested you are. 

11. Remember they are human. Be open and honest. Don’t try and be 
something you are not they will see straight through any facade. 

12. Demonstrate your communication skills by listening to the question you are 
asked. Answer that specific question. If you don't understand the question, 
ask the interviewer for clarification. Smart people who get ahead have the 
confidence to ask more questions than sulking people who think they should 
understand all questions and know all answers. 

13. If you are asked why you left your last job don’t go into a story about how 
awful they where (even if you were treat badly) tell them your talent was 
wasted and that's why you are there. 

14. Let them know how much of an asset you are to the company
Screening Interview Tips 

It is important to make a good impression on any telephone and face-to-face interviews. 

Smile always helps you in every situation. Smiling will project a positive image to the listener and will change the tone of your voice. 

Do keep a glass of water handy, in case you need to wet your mouth. 

If you can't talk freely when you are called, arrange another time for the interviewer to call back - you need to be able to perform to your best. 

Remember that even a "casual" telephone conversation may make the difference between being screened out or continuing in the selection process. 

Have your application and advertisement close to the phone so you can refer to it during the interview. 

Have blank paper and pen handy. 

During the selection process always use correct phone manner when answering the telephone. 

Think carefully about how you respond to each question. 

Communicate your enthusiasm in your tone and words as the interviewer cannot see your non-verbal expressions. 

As with all interviews, practice telephone interviews. Ask someone to call you and practice your technique with him or her.
	
	 
	 
	 

	 
	 
	· Survival Tips/Panel Interview 

· 1. When you sit down, try to find a comfortable position and take a few deep breaths
to help you relax.

2. If possible, write down the name and position of each interviewer after you are
seated. This will help you remember who is who, and it gives you the
information you need to send each member a personal thank- you note. (If you
miss a name or spellings are a problem, check with secretary after the interview.)

3. Try to avoid seeming restless or fidgety.

4. Be genuine. You are being scrutinized by many people, and if you are not sincere,
it will be obvious to the panel, even more so than during an individual interview.

5. The panel members will normally be well prepared and each interviewer will
likely have preplanned questions to ask you.

6. Since each may represent a different specialty or area of interest, this
“specialness” among the interviewers will give you the foundation on which to
build a rapport with each person in the room. For example, you might give a
special not to those in the room who likely encounter a certain type of situation
you’re describing to establish a you-know-what-I- mean type of camaraderie.

7. Listen very carefully during the interview. Some interviewers may talk over the
other interviewers or even interrupt them.

8. Try to keep a mental note of incoming questions and address each person’s query
separately.

9. Keep in mind that each person on the panel will have input into the decision
process, so it’s important to be pleasant and responsive to everyone.

10. When you are asked a question, direct your answer to the person who has posed
the question. If you know your answer will be of significance to someone else at
the table, you might address them as well. This permits you to target your answer
to the appropriate individual, while also being inclusive of others from different
departments or disciplines who may also be interested.

11. Give equal attention and consideration to everyone on the panel. Sometimes
candidates will focus on people whom they perceive to have more power than
others in the room. This tactic is a mistake. In addition, interviewers who are good
listeners will provide you with positive feedback (e.g., smiling or nodding their
head), which may provide encouragement to you during the interview.

12. Don’t be alarmed if you receive hard questions from certain interviewers. If you
are asked a demanding or confrontational question, the interviewer has not
developed a dislike for you and is probably not trying to trap you. He or she may
simply be trying to impress the other people in the room. Just try to answer
questions with a calm and logical response, and do not assume that it was a
personal attack.
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