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What to expect at interviews

Finding work is a job in itself
with a good impression, he or 
she will be that much more likely 
to remember you.

Keep in mind that if you don’t 
get the job, it’s not a criticism of 
you. Being the right person at 
the right time is a combination of 
preparation, perseverance and 
just plain luck. If it wasn't right 
this time, it could be the next. 
Keeping a job

Getting the job is just the first 
step — keeping the job is the 
real test. The importance of get­
ting started on the right foot can­
not be overemphasized. Learn 
what the employer expects from 
you and understand the com­
pany policies. Here are some 
ways to help you keep your job:
▼ Always be on time, 

i ▼ Be outgoing.
▼ Learn the names of co-work­

ers.

he employment interview 
is the most important part 
of your job hunt. Those 

20 or 30 minutes may determine 
your future. Employers are 
amazed at the number of appli­
cants who drift into job inter­
views without any preparation 
and only a vague idea of where 
they are going or what they are 
doing. Some people create the 
impression of indifference as 
they casually slouch in a chair. 
On the other end of the scale, 
some applicants arrive in the last 
stages of a nervous breakdown.

Don’t get caught in either of 
these extremes. Whether you are 
employed or unemployed, look­
ing for your first or 21st job, 
learning the skills of successful 
interviewing will increase your 
chances of landing a job. Making 
the most of a job interview re­
quires advance planning, careful 
thinking and learning and prac­
tising interviewing skills.
During The Interview

It’s natural to be a little nerv­
ous, and most interviewers un­
derstand that. Look directly at 
the interviewer when speaking 
and keep your hands still. Prac­
tice with a friend to see what 
your posture and movements are 
saying. For instance, feet to­
gether on the floor, arms crossed 
and shoulders slightly slouched 
are self-protecting gestures. On 
the other hand, squared shoul­
ders show high energy; unbut­
toned coat indicates openness; 
hands apart show relaxation, and 
a leg crossed toward the inter­
viewer indicates assertiveness. 
Know the message your body 
language is giving the inter­
viewer.

Your attitude is going to influ­
ence the interviewer’s evalua­
tion. Emphasize your strong 
points and remember the em­
ployer is looking for energy and 
enthusiasm. Young people are 
often criticized often for being 
so cool they appear to be unin­
terested, although many experi­
enced workers have made the 
same mistake.
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▼ Dress appropriately.
▼ Learn the rules.
▼ Don’t make snap judgments.
▼ Be willing to learn from oth­

ers; try out co-workers sug­
gestions.

▼ Learn how to co-operate and

Thejob interview is one of the key element to securing thejob you want. Prepare for it carefully, those 
20 or 30 minutes may determine your future.

them, you appear co-operative 
and willing to learn. You’ve 
turned a negative situation into a 
positive one. Personal references 
can help in a case like this. If you 
know several people who think 
well of you, bring along their 
names and telephone numbers.

compromise.or she will get back to you. Fol­
lowing the interview, you should ▼ Don't make excuses if you 
write a short note thanking the

But, make sure you clear it with 
them beforehand.
After the interview

The interviewer will be the 
one to signal the interview is 
over. Most interviews end with­
out a definite job offer. Usually 
the interviewer will tell you he

make a mistake.
▼ Pitch in and help out in emer- 

Even if you don’t get the job gencies. 
this time, something that you’re ▼ Be sensitive to the feelings of 
better suited for could come up I 
later. Ifyou’ve left the interviewer

interviewer.

others.

Pick right approach to suit your personality
▼ Takes considerable self-confi- | Contact by mail 

dence.
▼ Time-consuming.
▼ May involve costs for trans­

portation.
Contact by telephone

f any method of contacting marily on a “letter campaign.’’ 
employers is generally ac­
cept able for the type of work advantages to all three methods 

you want, choose the method of contact, 
that presents you in the best Contact in person 
possible light. Ifyou usually make Advantages 
a good first impression when ▼ Most effective for unskilled, 
you meet people, try contacting 
employers in person. If you 
sound pleasant and confident on 
the telephone (or could with 
practice), phone employers. If 
you can write a dynamite busi­
ness letter, apply by mail.

If your work history has gaps 
that are difficult to explain, con­
tacting employers in person or 
by phone is probably a better 

If there are any skeletons in ; strategy than sending letters. On 
your closet — and almost every- the other hand, if your qualifica­

tions look really good on paper, 
a well-written covering letter and j 
résumé may be the most effective

I Advantages
▼ Emphasizes good qualifica­

tions.
▼ May be more practical for 

someone who is still em-

There are advantages and de­

ployedAdvantages
▼ Can contact many employers Disadvantages

in a short time. ▼ Maximum five to 10 per cent
rate of response from employ-

some semi-skilled and some 
sales-related jobs.

▼ Impresses employers looking 
for outgoing people.

▼ Favorable first impressions 
can be created by your ap­
pearance and manner, regard­
less of your qualifications.

Disadvantages
▼ Some employers resent the 

intrusion on their time.

▼ Harder to ignore than a letter.
▼ Can be effective for most types ers-

of jobs. ▼ Not as effective in competi-
Disadvantages l‘ve fields
▼ Requires good telephone ^ Time-consuming.

▼ Waste of time if not well writ-skills.
▼ Only have one minute to con­

vince an employer to talk to you. ^ Cost of supplies and postage.
ten.

Handling the past

60-second career checkupone has at least one —wait until
it comes up and then discuss it 
frankly. If you had to leave a 
previous job because of a per­
sonality clash, admit it was a prob­
lem but show that you have 
learned from the experience. By from where you live, you may 
accepting personal responsibil- not be able to drop in on employ- 
ity for your mistakes and indicat- ers or make lots of telephone 
ing you’ve grown as a result of calls. You may have to rely pri-

Sometimes, it is worthwhile to stop, take stock and think about life at work. These questions can help 
with a 60-second checkup, whether you have a job, are looking for a job or are between jobs.

▼ What is my ability to deal ▼ Who can and will help me?
▼ What training is available?

▼ How often do I give myself ▼ What training will I take? 
positive feedback?

▼ What must I learn?

strategy.
If you are applying for a job in 

a community some distance away ▼ What am 1 doing?
▼ What got me to this point?
▼ What do I want to do?
▼ What are the steps to take to 

get there?

with change?
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