General | nterviewing Suggestions

Be prepared to give a good feature/benefit preentabout yourself. “I have done this,
this and this, and | believe this would benefit y@ompany because | could hit the
ground running with very little training, savingri and money for the company from
day one.” This will set you apart from other catades -- be sure they know what you
can do for them and how it will impact their orgaation. Sell yourself to the
interviewer, but without exaggeration or tellingdi However, be careful not to come
across as arrogant.

Some interviewers like to ask the question, "Tedl atbout yourself." They want to hear
how you communicate, whether you're articulate whiether you ramble. DO NOT

RAMBLE. The employer wants to hear about your essfonal qualifications. What in

your background will benefit their company? Prarpa 1-2 minute script outlining your
education, career progression, current positiod,vamere you want to go in your career.
Have a short list of your high points to bring upncerning your experience, your
background, and why you believe you are a gre&bifithis opportunity.

Be able to speak in detail to past performancenaajpr accomplishments which you are
most proud of. Be prepared to tell the story oWvhtbose accomplishments impacted
your company’s bottom line (i.e. increased salex Byor %, decreased expenses by x $
or %, increased margin by x $ or %, etc.).

Find out as much as possible about the compang, Scope, location of branches and
offices, financial/share performance, range of potsl and services, etc. Have you
visited their locations? The company Web site amaual report are two good sources.

Be prepared to speak passionately about the re&siopeur interest in this opportunity,
and why it's different than your current job/sitoat You will need to convey your
reasons for wanting taun to their opportunity, not why you can’t wait tget out ofyour
current company.

Statistics show that companies don't always hieentiost qualified candidate. They hire
based on fit in their company culture, chemistrg @ersonality. Enthusiasm, passion
and excitement are the biggest selling points alidate can bring to an interview,

especially if your first interview is a telephongearview. Companies feel these traits
translate directly over to an individual's performoa and work ethic.

Never speak poorly about current/past employetsogses. “If you speak poorly about
them, you'll do the same to me.” Also, be prepamedpeak to every job change you've
made -- why you made it, how it furthered your earetc.

Sound upbeat, and on phone interviews, speak Hireto the phone. If you've had a
lousy day, put it out of your mind. Be a convemadlist, but don't interrupt. Let the
interviewer finish the question before answeringO NOT TRY TO “TALK OVER”
THE INTERVIEWER! The interviewer should do mosttbe talking -- remember the
60% - 40% rule. Be descriptive; don't just ansiy@s" or "no" to questions, but also
avoid "over-answering.” Make your answers colobfut not lengthy.

Be sure to collect business cards so you can sdolba-up thank you note via email.
If the interview is conducted via the phone, plessed a thank you via email to me at
b.stuesser@grnmadison.c@ns.a.p. and | will forward it to the hiring maeag




For Face-to-Face I nterviews

Arrive 10-15 minutes early -- no more (desperate)less (disrespectful or not prepared).
Get the logistics right -- make sure you've gottihee, location, interviewer's name and
title, and position title. Do you have emergencynecand work numbers of your recruiter
and company contact?

Be clean shaven and/or well groomed, with verytligblogne or perfume, and never
smoke or drink coffee before an interview! Neveew gum during an interview, either.
Wear a dark business suit -- dress one level attwvpart, and have your shoes shined!
Create a positive first impression by shaking hdirdgdy. Wait until you are offered a
chair before sitting. Maintain good eye contacthwthe interviewer. Remember to turn
your cell phone off. Smile a lot -- people hir@sk whom they are comfortable being
around, not necessarily those that are most gealifi

Have several clean copies of resume for multiperinewers

Prepar e for Situational Questions

Goal Setting: How do you set goals? How do you eahiyour goals? Give a specific
example of a goal you set, and the results ofgbat.

Competition: Give an example of a competitive gitrathat you were in, and how you
handled it.

Persuasion: How do you persuade individuals tohittgs the way you feel they should
be done? Give specific reasoning and use facts.

Challenges: How do you handle challenges? Giveegifép challenge that you have
faced in your life.

Frustration: If you work with a co-worker that wégsdoing their job and you were
frustrated by it, how would you handle the situa®ioGive a specific example of a time
when you were frustrated.

Team Work: Have you ever worked in an environmeheng teamwork really existed,
and why do you think it worked? Do you prefer waoikiwith others or alone? “I'm
happy working alone, when necessary. | don't needtant reassurance, but | prefer to
work in a group. So much more gets accomplisheadtaam.”

Negative Feedback: How do you handle negative feedb

College Grad: What was your GPA? Could you haveedogtter, and how would you
have achieved it?

Preparefor Qualification Questions

How do your managers, peers and subordinates pergeu collectively and separately?
Take me through a time when you took a productojept from inception to fruition.
Take me through a project where you had to beigestd meet the customer's need.
Describe how you work under tight deadlines. Howhat different from other times?
How have you overcome a manager's or supervigsistance to an idea of yours?

How do you motivate different personalities witlyiour group?

What are the most important characteristics inbayjou're looking for and why?

Why would you consider leaving your current compgany

What makes you interested in joining our company?

How have you handled a team member who wasn'tnguthieir weight on a project and
you were the team leader?

If you were a new person on a team, what thingslavgau do to gain the respect and
positioning within the group?




Preparefor Politically Charged Questions

* Never say anything negative about company, bopsens!

* What did you think of your last boss?

* How do you compare with your peers?

* Tell me about your company.

* Which qualifications do you feel make you a bettandidate for this job than anyone
else?

Questions Candidates Could Ask

Remember that an interview is a two-way convergatir you, the interview has two purposes:
One, to sell yourself, and two, to evaluate theitwos After asking questions, the interviewer
usually invites you to ask questions. By askingiinfed questions, you gain knowledge about the
potential employer AND you also make a good impogssSelect the questions that are
appropriate to the situation and your comfort leveick 5-10 questions from this list, or come up
with your own, and have them written out prior e interview, whether a phone interview or a
face-to-face interview. Asking questions shows fiaue a high level of interest! Also, please be
sure totake notes during the interview -- it also shows your interest and that you passeisigh
degree of professionalism!

* What immediate objectives and expectations watefin this position?

* What ongoing day-to-day challenges will | encouiirtethis position?

*  Who will I report to on a daily basis, and whatl®ir background?

* What were the greatest strengths, abilities an@cinievements that the last person in
this position possessed that led to their sucaass,what is the #1 strength you'd like to
see in the next person?

* How will my accountabilities directly affect thenapany’s short and long term goals?

* How has your career been enhanced by the company?

* What is the career growth | can expect if | exaghés position?

* What type of experience, education and personatagiteristics do you feel are needed
to excel in this position?

» What challenges do you see within the industry,paom and/or department, and how
has the company positioned itself to meet theskecigges?

« If you were president of your company, what thigags would you fight to keep the
same, and what one thing would you change as se@ossible?

» Are any acquisitions, divestitures, or significehtanges on the horizon?

» In your opinion, what are some of the greatest benthat the company has to offer?

« What are your greatest hopes for whoever becomesember of your team in this
capacity/position?

* What are you most excited about with respect to gffiliation with the company?

» What has been your greatest surprise since joittiegcompany?

* How would you describe the long term goals of thegany, and how will this position
affect that vision?

* From what you've learned about me so far, what da feel are the most important
attributes | could potentially bring to this positi, and what are the areas of growth you
would estimate that | would experience in my 8&tdays with your company?

e If you decide that | could bring value to your teamhat would the rest of the
interviewing process consist of?



How to Handlethe Salary Question

“Your company obviously has a compensation rangéhfemosition, which is most likely based
on experience and whether or not | could come id kit the ground running. I'm sure Brian
wouldn’t have brought us together if our compermatexpectations weren't in the same
ballpark, and if given the opportunity to come indaimpact your company the same way I'm
affecting my current company, I'm sure the exchanijebe fair. Of course I'd expect, as most
anyone would, a salary commensurate with my expegi@and the position’s demands, but if my
skill set and passion are what you need for thistpm, I’'m confident salary’s not going to be an
issue. I'd also love to hear more about your comypaulture because, quite frankly, chemistry
among co-workers is really important to me, as w8llould you mind sharing a little more about
company culture, at least in your experierice?

Close the I nterview Strong!

Be sure to close every interview by stating yoteriest and asking to be considered for the next
step in the process. Practice the following, oradation thereof, several times prior to each
interview, in your own words, of course! Don't stowt this process; employers give more
consideration than you may think to potential ergpés that are excited about joining their team!
Think about it; wouldn’t you do the same if you wen their shoes? If they are going to invest
significant time and resources in interviewing ythey will need to knovat each step that you
have a high level of interest in the opportunitg émeir company.

“Mr./Ms. Hiring Manager, first of all, | want to tmk you for your consideration and for
connecting with me today -- | greatly appreciate tipportunity to explore this position with
you. Second, based on everything I've learned tapow, your company and this opportunity, |
want you to know that I'm highly interested, and like to be considered for the next phase in
your interviewing process. Do you have any quastiar concerns about me or my background
that | could answer for you now that might be stagdn the way of my moving to the next step?
As | said, my level of interest in your company #mns position is very high; when will the next
interview be?

Another Potential Close

When you sense the conversation is ending, be fweaand ask “your version” of the following
guestion:"l know you are busy, and there is only so muctcarecover on the phone. Based on
our discussion today, | wanted to let you know thabuld love the opportunity to meet with you
in person. | have my schedule for next week intfobrme; would it be possible to discuss next
steps now?’Always end the conversation knowing what the néeg svill be.

The Final Step!

After you have closed for the next step in the pss¢ if you haven't already done so, please
remember to get the interviewer’'s email addredsusiness card and email a “Thank You” letter
as soon as possible. Getting your name back it &bthe interviewer is crucial. Also, call your
recruiter with feedback from the interview immedigtafter you are done. They will most likely
be speaking with the hiring manager shortly aftempletion of your interview to get their
feedback, and one of the first topics that willdigscussed is your level of interest and ability to
follow-up, especially if you will potentially be déng with their clients. This is for your benefit
not necessarily for your convenience.




