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Interview Tips for Success:

· Dress for the Interview

· Arrive approx 5-10 minutes early … be ready when you do arrive

· Do your homework…. Pull info about the organization you’re interviewing with off the WEB.. org charts, M&F statements, Vision, Goals & Objectives; visit ahead of time … pick up phamplets about the organization (no one is ready to hire a person who does not know about the organization – or about the org’s mission.  When you do NOT do your homework it could be perceived that you only want more money and you are probably not going to put out the effort you are worth more than the others seeking the job.  Doing your homework shows commitment, pride, and professionalism.

* Prepare your own questions … ask about organizational goals, most challenging issues; programmatic questions (NOT questions about parking, leave, CWS, work hours)

· Practice your interview …. Go over the most frequently asked questions:

· YOUR Strengths & weaknesses

· How you handle conflict - can a non-supervisory person be a leader in the work unit?  have you ever exhibited this type of initiative? 

· Most challenging assignment why? what did you contribute to the outcome?

· Proudest accomplishment & why

· Changes you’ve made in the workplace- in your current job?  in other jobs?

· Initiatives YOU”VE initiated WITHOUT DIRECTION FROM THE "BOSS"

· How you stay abreast of latest happenings in your field, technology, etc

· Who is the best boss/supervisor you’ve ever worked for and why does he/she come to mind?  What were the leadership qualities?

· Describe the boss who you least enjoyed working for?

· Why do you want this job?  Why do think you are more qualified than any of the other applicants?

· Describe how you’ve continuously taken on more responsibility….

· Avoid negative talk about current/past positions held

· Watch the body language of the interviewers and react to it - don't ramble on if they are examining their notes to get to the next question

· Answer the questions! short - to the point and responsive to the question; don't change the question unless you need to because you have no answer to the hypothetical.  Don’t BS or babble

· Know the location of the interview … do a dry run. [if you need to!]

· Listen to the questions being asked .. they normally tell a story … are leading towards the kind of person the interviewer is looking for and give a direct, short answer.  examples of how you addressed a similar situation during your career is good - especially if you can describe a desirable outcome.

· Assess your own body language … do you have energy? Are you too nervous?  Posture? Speech? Formality? eye contact with the interviewer is often critical to success. 

· Talk about leadership opportunities you’ve had … ie, leading a PDT; leading in civic/church organizations, etc… 

· Talk about results of your actions … 

TIPS FOR SENIOR LEVEL POSITIONS; when possible, you should try to include these concepts in your responses to all questions.

· Questions will focus on leadership qualities ….

· Leading by example

· People initiatives 

· Mentoring/Coaching

· Reward/Disciplinary actions

· Dedication/Commitment

· Loyalty/Integrity

· Dependability (time off, etc)

· Changes YOU”VE made

· Organizational/Boss support

· Leading change

· Focusing on Results

· Building Teams/Coalitions

· Business Acumen (budget, results)

· Flexibility/Adaptability

· Goals Orientation

· Mission Focus 

· Level of involvement within current Agency

· What would your peers, supervisors say about you .. what would your staff say?

· Talk about: stamina

                              Mobility

                              Customer orientation

                              Team work

                              Strategic planning







Corporate Efforts (more Command-Wide efforts you’ve led, participated in, etc)

SUMMARY:

· DISPLAY ENERGY/ENTHUSIASM

· BE SUCCINCT

· USE HARD-HITTING EXAMPLES

· MANAGE THE PANEL!

· HAVE A THEME … WHAT DO YOU WANT THE PANEL TO KNOW ABOUT YOU?

· WHAT DIFFERENTIATES YOU FROM THE OTHER APPLICANTS …. WHAT SETS YOU APART FROM EVERYONE ELSE?????

