Job Interviews

Preparing for an interview

Getting invited to an interview means you’ve passed the first test – your application must have made a good impression.

Now you need to prepare yourself for the interview to make sure you make the best impression.

1 Before the day 

Find out about the employer and the job – you could ask the employer if they have an information pack or you could look at their website.

It’s helpful to find out the following things about the employer: 
• What they do, make or sell?

• Who are their customers?

• What sort of organisation are they?

• What is the job likely to involve?

• How can you best fit your skills to match the job?

2 Plan for the interview

Find out about what the interview will involve to make sure you’re prepared. READ MORE:
• If you have a disability, all employers must make reasonable adjustments for you so it is possible for you to have an interview. So, if you need the employer to make particular arrangements (for example, to help you get into the building), contact them before your interview to make sure they can make these arrangements.

• Think about who will be interviewing you. If it is the person who would be your manager if you got the job, the interview may be more detailed. If it’s the personnel manager, the interview may be less detailed but could still be as testing.

• Find out how many people will be interviewing you and what their positions in the company are. This will help you prepare for the kinds of questions they may ask.

• Find out how long the interview is likely to last. This will give you an idea of how detailed it’s likely to be.

• Find out whether you will have to take a test or make a presentation.

3 Plan your journey READ MORE:
• Consider travelling to the company the day before the interview to check how long the journey will take.

• If necessary, ask the employer for directions, bus routes or details of where you can park your car.

• Plan another way of getting there in case something unexpected happens (such as an accident blocking the road, or if your train is cancelled).

• If you have a disability, let the employer know so they can make any special arrangements (for example, arrangements for you to get into the building).
4 Creating the right image

This will depend on what sort of work you will be doing. READ MORE:
• Decide what to wear and get your clothes ready the day before.

• You don’t have to buy a new outfit! Aim for a neat, clean and tidy appearance – if you look good it will help you feel good.

5 Gather together the information you’ll need at the interview READ MORE:
• Take a copy of your CV or application form to refer to.

• Prepare notes or cue cards to help you if you think you might need a prompt during the interview.

• Bring items the employer has asked for (for example, references, certificates or your driving licence).

• Reread the job advert to refresh your memory – make sure you haven’t missed anything.

6 Prepare for the questions you might be asked

The following is a list of 20 popular interview questions and some suggested answers to help you prepare. READ MORE:
1. Why do you want to work here? Mention the following:• the good reputation of the firm• any other positive information you have about them (for example, their training record, or their equal opportunities policy), and • that the job will give you the opportunity to do work that interests you.

2. Why did you leave your last job? Be positive. Don’t use this as an opportunity to criticise your previous company. For example, if you left for health reasons, point out that you are now able to carry out all the duties for the job you are applying for. If you were dismissed, say that you take responsibility for your actions and have learnt from the experience.

3. Have you done this kind of work before? • If you have, tell them the skills and experience you have and how you can use them in this job.• If you haven’t, describe other work experience that is relevant to this job or which will help you learn this job quickly. Emphasize your interest and your enthusiasm to learn. 

4. What did you do in your last job? Describe the following things:• skills and duties relevant to the new job• your responsibilities• how you worked with others• if you worked with customers and, if so, how you worked with them• how long you were there• whether you were promoted, and• responsibilities you volunteered to take on.

5. What kinds of equipment can you use? • Name the types of equipment you can use that are relevant to the new job.• Mention any relevant qualifications or training you have had.• Tell them the length of time you have used this equipment.

6. How long have you been out of work and how do you spend your time? Describe the following:• what you have done to look for a job• mention any voluntary work you have done• mention any further education, study or training you have taken part in, and• mention your hobbies and leisure activities – if appropriate! Try to link what you did to the skills and experience the employer is looking for.

7. What makes you think you are the right person for this job? Tell the interviewer about the following:• the skills and experience you have which are relevant to the job, and• the personal qualities that you bring to the job.

8. Why have you had so many jobs? You could say the following things:• you wanted to widen your experience in different types of work or in different companies• many of the jobs were temporary, and• you would rather be in work than out of work.

9. Why have you only had one job? You could say the following things:• you had several jobs within your last company• the job offered you the opportunity to develop, and• you enjoyed the work.

10. Why should I take you on? Be ready for this question and answer confidently and positively:• describe your skills and experience and how relevant they are to this job• tell them you are enthusiastic and willing to learn, and• tell them you are hard-working, reliable and capable.

11. Aren’t you over-qualified? Emphasize the following:• you are looking for something different, and• you can take as well as give instructions.
12. How do you get on with people?• Describe how you have worked as a team in the past.• Give examples of your ability to get on with people at all levels.• Give examples of how you have provided good customer service, if this is relevant.

13. What makes a good team member? Describe the skills needed, for example:• good communication skills• flexibility• the ability to adapt to change• the ability to co-operate with other people, and• having a good sense of humour and so on. Give examples of how you showed these in previous work situations or leisure activities.
14. How do you cope with pressure? Describe pressures in previous jobs using a recent example (for example, how you coped with a deadline that had been brought forward, how you completed a rush order or dealt with staff shortages).

15. What are your strengths and weaknesses? • Strengths – the employer should already know your strengths from your application but you may want to emphasize particular skills relevant to the job by giving examples.• Weaknesses – start by describing parts of your last job which you found difficult and then explain how you overcame these difficulties or be brief but honest (for example, ‘I can sometimes be a little too enthusiastic’).

Remember: Employers value people who can admit their mistakes rather than blaming their failings on others.

16. What would you like to be doing in 5 years’ time? Explain that you would ideally like to be working for the same company but to have developed within it.

17. What wage do you expect to earn? If the wage level is negotiable, be prepared to negotiate. The difficult thing to decide is where to start. If you tell them a wage that is too high, you could price yourself out of the job, but if you give an amount that is too low you could lose out. Before going to the interview, try to find out about wage levels in your area (for example, look at similar jobs advertised with your National employment agency, in newspapers or on the Internet). You might be able to use this information in your negotiations. If you are really not sure, then say you would expect to receive the going rate for the job. 

18. How often were you absent from your last job? • If you were hardly ever off work, say so.• If sick leave has been a problem, explain why and reassure the employer that you have sorted out the problem.• If you have had time off because of a disability, discuss this openly, including the possible solutions – be positive.

19. When would you be available to start? As soon as possible! Do not put any barriers in the way.

20. Do you have any questions? You may like to prepare for this, as it is almost always asked at an interview. Asking some questions (but not too many) can show you are interested. One or two of these may be appropriate: • Do you offer ongoing training and development?• What will my first job be?• How soon will I hear the result of my application?• Does the company carry out performance reviews and if so, how often?

· READ MORE

Application forms: typical questions and answers 
http://www.liv.ac.uk/careers/students/cvs_applications_interviews/forms/examples.htm
7 Finally

• Try to get a good night’s sleep.
TASKS ON INTERVIEWS

Task 1 Job Interview. Read the job interview. Act it out with a partner. Pay attention to pronunciation and your body language while performing Ms. Blake or Ms. Kelly


	Ms. Blake
	Let’s discuss your educational background, Miss Kelly, you were an English major, weren’t you?
	Ms. Blake
	That’s right.

	Ms. Kelly
	Yes. That’s right. It was my best subject at college.
	Ms. Kelly
	That would be fine with me.

	Ms. Blake
	Fine. And could you tell me what kind of work experience you’ve had?
	Ms. Blake
	And is there anything you’d like to ask about the job?

	Ms. Kelly
	My last position was with Loomis and Martin. That’s a law firm in Sacramento.
	Ms. Kelly
	Yes, I’d like to know if the company provides opportunities for further education.

	Ms. Blake
	And when was that exactly?
	Ms. Blake
	Yes, our employees are allowed to take up to six hours a week at full pay, to attend college courses.

	Ms. Kelly
	From 1980 to 1983.
	Ms. Kelly
	That’s very generous.

	Ms. Blake
	Uh huh.
	Ms. Blake
	Is there anything else you’d like to know?

	Ms. Kelly
	Before that I worked for Bishop and Baldwin. That was from 1978 to 1980. And I’ve been doing free-lance work for the last few months.
	Ms. Kelly
	No, not at this time.

	Ms. Blake
	Well, Ms. Kelly, your qualifications for the job are excellent. Could you tell me what kind of salary you are expecting?
	Ms. Blake
	Well, I’ve enjoyed meeting and talking with you. We’ll call you within the week.

	Ms. Kelly
	Well, in my last job I was making $ 1500 a month. I understand that this position has a starting salary of around $ 1600 a month.
	Ms. Kelly
	Thank you. I appreciate the time you’ve given me. 


Task 2 Complete the interview questions with words from the box.
1 Tell me about yourself.
2 Why should we _______________ you the job?
3 What is your major______________?
4 What are you ____________ at?
5 What ____________ of person are you?
6 What are your ____________ and _____________?
7 What do you _____________ about our organization?
8 How would you _____________ this job?
9 How do you _____________ things done?
10 What do you _____________ in a manager?
11 What _______________ you?
12 Do you like to ____________ in a team or on your own?
13 What do you ____________ best about your current job?
14 What did you _____________ in your last job?
· ADDITIONAL First Impressions 
PAPILDMATERIĀLS PATSTĀVĪGĀM STUDIJĀM
The first impression you make on the interviewer can decide the rest of the interview. It is important that you introduce yourself, shake hands, and be friendly and polite. The first question is often a "breaking the ice" (establish a rapport) type of question. Don't be surprised if the interviewer asks you something like: 

· How are you today? 

· Did you have any trouble finding us? 

· Isn't this great weather we're having? 

This type of question is common because the interviewer wants to put you at ease (help you relax). The best way to respond is in a short, friendly manner without going into too much detail. Here are some examples for correct responses: 

· Interviewer: How are you today? 

You: I'm fine, thank you. And you? 

OR 

· Interviewer: Did you have any trouble finding us? 

You: No, the office isn't too difficult to find. 

OR 

· Interviewer: Isn't this great weather we're having? 

You: Yes, it's wonderful. I love this time of year. 

· Interviewer: Did you have any trouble finding us? 

You: No, the office isn't too difficult to find. 

Here are some examples of incorrect responses: 

How are you today? 

So, so. I'm rather nervous actually. 

OR 

Interviewer: Did you have any trouble finding us? 

You: As a matter of fact it was very difficult. I missed the exit and had to return via the highway. I was afraid I was going to be late for the interview. 

OR Interviewer: Isn't this great weather we're having? 

You: Yes, it's wonderful. I can remember this time last year. Wasn't it awful! I thought it would never stop raining! 

Interviewer: Did you have any trouble finding us? 

You: No, the office isn't too difficult to find. 
· ADDITIONAL ‘Interviews’

On the day

Before you leave

• Give yourself plenty of time to get ready.

• Make sure you’ve got all the relevant paperwork with you.

• If you are delayed, contact the employer as soon as possible to explain, apologise and arrange another appointment.

When you arrive

• Aim to arrive about 10 minutes before the interview time.

• Give your name to the receptionist or whoever is there to greet you.

• Try to relax and keep calm.

• Chat to the receptionist, or whoever greets you before going into the interview. It will help calm you.

• Remember that the interviewer can be just as nervous as you!

At the interview

First, accept that it is natural to be nervous, and you may have a fast heartbeat, clammy hands and ‘butterflies’ in your stomach. These are your body’s natural way of meeting a challenge, and in small doses it can help you.

You will make an impression in the first few minutes. It takes this time for people to assess you and store this information. Once you have made a first impression, it’s hardly ever changed. It’s important to make a good first impression.

If you are nervous, your voice may sound shaky and squeaky. Practise deep, slow breathing before you get to the interview. This will slow down your heart rate and help you avoid taking quick, shallow breaths if you are nervous.

Here are some general tips which may help you. Not all of these will be appropriate to you – use the ones which are suitable to your situation or style.

Do

• Enter the room confidently.

• Shake hands firmly and introduce yourself.

• Smile!

• Be polite and friendly – look the interviewer in the eye as soon as you enter the room.

• Check that it’s OK to use cue cards or notes during the interview.

• Try to maintain eye contact with the person or people you are talking to.

• Look interested, and ask questions as well as answering.

• Answer questions as fully as you can, avoid just saying ‘yes’ or ‘no’.

• Provide examples to prove your skills and achievements.

• Tell the truth.

• Ask if you don’t understand a question.

• Speak clearly.

• Sell yourself – get your good points across and be positive.

Don’t

• Sit down until the interviewer asks you to.

• Fidget, slouch in the chair or fold your arms.

• Swear (even mildly).
• Criticise your past employers.

• Interrupt.
• Draw attention to your weaknesses.

• Lie or be too enthusiastic. Stay calm and stick to the facts. Remember, most employers like people who:

·  listen

·  answer questions with examples

·  are brief and keep to the point

·  come prepared, and

·  appear confident.

· MORE ABOUT OTHER TYPES OF INTERVIEW

Competency-based interviews

Competency-based interviews are designed to allow you to show your skills and experience in the main areas of the job. You may be asked to discuss examples of your previous work and achievements. The examples you give should expand on or be different from those on your original application form. Before the interview, you will need to list the skills and experience needed for the job and think about what you have done that you could use as an example for each one.

Group interviews
You may be invited to be assessed as part of a group. This is to test how you might work as part of a team. Be prepared to take an active part in the discussion or task and put forward your ideas. Be confident but not aggressive.

Telephone interviews
Some employers may carry out a first interview over the phone. Be prepared for this when phoning employers by having your CV handy and reading through the sample questions in this booklet.

Skills tests or work sample tests

These tests are designed to measure the level of your knowledge or understanding of the job (for example, typing tests and so on). Find out what the test will involve and try to practise before the interview.

Personality tests
You could be asked questions about your thoughts, feelings and behaviour in certain situations. There is no such thing as a right or wrong answer, as the overall picture is what is important. The end result is a personality rating used to see if the person fits the job advertised. Analysing these tests is a highly-skilled process and larger organisations may use these tests along with other methods.

Aptitude tests Aptitude tests are designed to predict how well you might do certain tasks. They test abilities such as: 

·  reasoning with words, numbers or diagrams 

·  problem-solving, or 

·  following instructions. 

These are usually set as a test paper which you have to finish within a set time. You can do practice tests to try to improve your ability.
· READ MORE ABOUT INTERVIEWS

intervijas, arī  job interview tips videos, arī telefona intervijas

http://jobsearch.about.com/od/interviewsnetworking/u/jobinterviews.htm#s7
Interviews

http://www.liv.ac.uk/careers/students/cvs_applications_interviews/interviews/index.htm
Pamācība intervijai – var būt kā papildus lasāmviela

http://www.liv.ac.uk/careers/students/downloads/interviews/Interviews.pdf
VOCABULARY
(use also vocabulary provided for JOB ADS and TYPES OF CV)
	pass a test
	nokārtot pārbaudījumu

	impression
	iespaids

	customer
	klients, pircējs

	likely
	iespējams

	disability
	invaliditāte

	reasonable
	saprātīgs, pieņemams

	adjustment
	pielāgojums, pielāgošana

	arrangement
	sagatavošana, sagatavošanas darbi, izvietojums

	position
	ieņemamais amats

	consider
	apsvērt, apdomāt


	journey
	brauciens

	bus route
	autobusa maršruts

	in case
	gadījumā ja

	accident
	negadījums, avārija

	outfit
	ietērps

	prompt
	priekšā teikšana, sufliera eksemplārs

	20 interview questions

	mention
	minēt, pieminēt (sarunā)

	equal
	vienlīdzīgs

	opportunity
	iespēja

	policy
	politika

	dismissed
	atlaists (no darba)

	relevant
	atbilstošs

	promoted
	paaugstināts (amatā)

	volunteer
	brīvprātīgi uzņemties (kaut ko darīt)

	length
	ilgums, garums

	equipment
	piederumi, iekārtas, aprīkojums

	describe
	aprakstīt, raksturot

	leisure
	brīvs laiks, vaļas brīdis

	appropriate
	piemērots

	temporary
	īslaicīgs, pagaidu-

	capable
	spējīgs

	over-qualified
	pārāk augsta kvalifikācija (esošajai vakancei)

	get on 
	saprasties

	pressure
	spiediens

	deadline
	pēdējais (izpildes) termiņš

	rush order
	pasūtījuma palielināšanās

	shortage
	trūkums

	strengths
	stiprās puses

	weaknesses
	vājās puses, trūkumi (personai)

	value
	novērtēt, augstu vērtēt

	admit
	atzīt

	blame
	vainot

	failing
	trūkums, vājība

	wage
	(darba) alga

	negotiable
	pārrunājams, apspriežams

	absent
	promesošs

	sick leave
	slimības lapa

	solution
	risinājums

	ongoing (training)
	kvalifikācijas celšana

	performance review
	izpildes novērtējums

	TASKS

	pay attention to
	pievērst uzmanību (kaut kam)

	prestigious
	prestiža -

	steno
	stenografēšana

	benefit
	labums, priekšrocība

	major
	students, kas specializējies kādā priekšmetā

	employee
	darbinieks

	free-lance
	ārštata-

	appreciate
	augstu vērtēt, cienīt

	achievement
	sasniegums

	establish a rapport
	nodibināt labas attiecības

	incorrect responses
	nepareizas atbildes

	plenty of 
	liels daudzums, daudz

	paperwork
	šeit -dokumenti

	appointment
	(norunāta) tikšanās

	calm
	mierīgs

	clammy
	(par rokām) vēsas un mitras

	challenge
	izaicinājums, (spēku) pārbaude

	hardly ever
	gandrīz nekad

	shaky 
	drebelīgs

	squeaky
	pīkstošs

	breathing
	elpošana

	shallow
	sekls

	maintain
	uzturēt

	fidget
	grozīties 

	slouch
	iet lempīgā gaitā

	swear
	lamāties

	interrupt
	pārtraukt (runātāju)

	stick to the facts
	pieturēties pie faktiem

	assess
	novērtēt, noteikt

	thoughts
	domas, uzskati

	behaviour
	uzvedība

	overall
	visaptverošs, vispārējs

	certain
	noteikts

	problem-solving
	problēmrisināšanas (uzdevumi)

	within a set time
	(iekļauties) dotajā laikā

	
	


LEGAL ASSISTANT


Prestigious law firm seeks bright college grad for entry level position.





Ideal candidate will have excellent communication skills and broad educational background.


Position involves heavy client contact and some case research. Typing and steno necessary.


Growth opportunity.


Excellent benefits.
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