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Introduction

Thisreport will showyou how to build your confidenceand excelin your interviewto getthe
positionyouwant.

It providesinterview advicepoints frominterview coachingand knowledge ointerview
techniquesto assist professnals and executives like you in your career move and career
transitioning.

The sayindknowledge is poweis true when it comes to personal and professional
preparation for a job interview.

In fact, approximately 80% of interview success depends oreiview preparation.

By reading this bogkand implementing the informatioit provides on how to improve your
interview skills andechniquesyou will be in a much stronger position to gain your position
of choice with your employer of choice.

Here is gglimpse of some of the great free information we have providéals will learn how
to:

V  build your confidence, ace your
interview and get the job you want
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successful interview preparation ‘ e
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V nail your next job interviewseven \ - et
powerful tips \ @72muzer  STRATEGIESTHAT W
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V prepare your job interviewten vital
steps

V make a huge impression from a distanc
in an interviewat whichyou are not
physically present

V showcase your personal brand in a job interview

V answer difficult interview questions such as eoyhent gaps, redundancy, salary
packages and being overqualified

V discover the 4 key areas of interview questions and prefparand answer these
confidently

Dr Edward Gifford?rincipal Consultant
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prepare and use personal career stories effectively and appropriately to enhance
credibility

injedi  Wa A 1 durirfefvievik by Bridging youresune to life
prepare relevant and insightful questions to ask at the interview
quietly and competently demonstrate the t@®interview tips in your interview

confidently prepare for a secondterviewand subsequent intervieg including
psychometric testing

Dr Edward Gifford

PS Are youhavingdifficulties getting an interview?

We strongly recommend that you download orgsuméebook from our websiteWhether

you are incareer transition, wantingd make acareer moveor experiencing redundancy,
having gorofessional resumé that ensures you an interview is a vital step in taking control
of, and mana@g, your professional career.

Here is the linkhttp://executivecareermove.com.au/services/resumtst-work/
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Prepation is the Key
The old sayindgknowledge is powdBs extremely apt when it comes to your personal and
professional prepar#on for your job interview. It is surprising that even at the Executive
level, candidates fail to prepare or practise for the interview adequately.

This section covers a range of essential information, skills, understandings and atfdudes
maximisng the succes®f interviewpreparation These include:

1 understanding theecruitment, screening and selection process
researching the company apirpose and process of the interview
understanding theposition

understanding youresung/CV

= =4 4 -

identifying nonverbal behaviour that helps or hinders effective communication
in the interview process

interview formats and sequence
anticipating and practising typical questions asked in interviews
identifying questions to ask in the interview

using ple play and other ctice strategies

= =4 4 -4 -

maintaining nental and emotional robustness

Understanding thepurpose and process of the interview

Yourresumeé or CV is atharketingand WellingXool. If it gained you an interview, it has
achieved its purposelikewise, the interview can be thought of as an opportunitigeio
your prospective employer the benefits you can bring to the organisation.

As in any good sales procesgou should first seek to understand théHeed<of the
employer. Then yodellQyour achievements and benefits in a way that targets the needs
and requirements of the position.

Dr Edward Gifforderincipal Consultant Inspiring Success, Significance and Servic
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Employers will notBuyQyou on your features alone (strengths, skills, knowledge and
experience)as impressive as these might basin anyWaleQthey wantto knowwK I 4 Qa Ay A
for them. It is essential td8ellhe Wizzl€lthe benefits), not just thetsak

Your achievement statements developed for yoesumne are central to thisgalesprocess.
Having the right mindset is essential in positiogiand preparing yourself for the interview.
And just remember, 80% of your interview takes place even before youitiave
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Understanding the recruitment and selection process

As part of your preparation, you will need to clearly understand tberuitment and
selection process for the position yaie applying for.

At anexecutive level, organisations will generally choose to use the services of a recruitment
agent to screen and put forward suitable applicants for interviewing.

Essentially youinterview begins at this stage, whether it is via a phone conversation, an
email or a subsequent fage-face meeting, should you pass the initial recruitment
screening process.

Assuminghe outcomeof your meeting with the recruiteis positive an appintment will be
arranged for you to meet with the employer/board for an interview.

So begin with the end in mind. Treat the recruiter respectfully and act professionally in all
encounters, imagining the recruiter to be as important as the employer. r@¢reiter is the
gatekeeperof the interview.

Like any relationship, you need to identify which recruiters are the right match forgyou
ones who are the most helpful and who you can build good rapport with.

l'fa2 dzy RSNERGOF YR (K lotlio fitdkySu alab @ Ndsifion BuNtt estaNgh S
whether or not you are suitable for their client. The recruiter will not look to secure a
position for you. They are being paid to fill a gap in the organisation so their responsibility is
to the organisan, not to you.
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Keytips in dealingand meetingwith recruiters

T

Dr Edward Gifford?rincipal Consultant
P:+61 7 5502 6644 M: 0416 260 448

Always call the recruitment consultant before making an application (just to clarify a
few key points and definitely not to ask about the position as you already should
have read this thmoughly).

You are then in a more informed position to send through y@sunmeé and you have
already commenced building a relationship. This is so much better than just sending
in your resune without establishing a connection.

52y Qi GNE {2 thidsage but whes Wi denyflth yowSume refer back

to the phone conversation you had with them. Address the letter to the recruiter by
YIEYS gAGK O2NNBOG aLIStfAy3d 4 yiRouyddSEaS NI a ¢ 2
that will be the end of the process!

Be sure yourasun® clearly articulates your key achievements (Refer to esumé
02210 FYR YI1S adaN®B AdGQa GFAft2NBR G2 (GKS
Remember that recruiters are usually very busy and that your application will be one

of a large number. S a competitive job market, they will be looking for reasons to
LJdzii &2dz Ay GKS day2¢ LAES NIYGKSNI GKFy AyOf

Once you have submitted youesune to the recruiter, follow up with a phone call a
few days later makingeference to your previous call, checking that your application
was received and asking when they expect to short list for interviews. The key in all
of this is to be professional and proactive without being pushy.

If you do all of this correctly, you pwyourself in a stronger position to receive
LINBFSNBYyUGALE GNBIFGYSYydG odzi AGQa OSNIFAYTf @

LF FFOSNIFHEt 2F GKAa &2dz 3SaG | Winlkw-y1 & od
up and seek some advice and feedbamn what you could do better for future
applications. You may even seek another meeting. You never know what position

might be coming up next.

What you are looking to do in all of this is to create an ongoing relationship with
recruiters who are the righinatch for you. Just as it takes-13 touchesto gain a
sale with gprospectin businessso too you need to look for lots of opportunities and
glrea 2F ONBFGAYy3a ai2dz0KS&a¢ A0 Kforgy@udzNJ NB O
position of choice.

Just afew final tips¢ when you meet with theecruiter, make sure you can clearly
articulate your value proposition including your transferable skills and key
achievements. Ensure that you know your career or position objective and have
written this as a SMARgoal for yourselBe clear about the type of position you are
looking for, the industry and organisation you are interested in and the type of
remuneration you are expecting.

Remember that the recruiter is primarily a sales person so you need to enyswur
relationship is built on professionalism and trust just like any other sales relationship.
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Researcling the company and the position

In prepaation for the interviewit is essentialthat you know and understand the company
and the positionyou areapplyingfor,.

This is covered in the ResagribookResumes that Worknder Researching Your Personally
Selected PositiorThe context for that research was evaluaion of whether you could see
yourself working for the company rather thaust preparing foraninterview.

Activity 1 ¢ Company esearch (See next page foemplate)

Make a list of the areas you have researched about the company in preparation for your
interview. You may use th#ob Table Framewollelow or make up your own.

Whatresourceswould be most helpful to you in your company research? Lis8urces.
1.
2.
3.
4.
S.
Thesemight include:
1 company website
9 advertising brochures

1 W[ Al RSRfind people who have dealt with, worked for, or are currently
employed by the company

customes, suppliers

www.google.com.au ¢ company name entries

www.seek.com.aug company profiles and recruiter profiles

= =4 A -

www.asx.com.auc Australan Stock Exchange
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www.abs.gov.aug Australian Bureau of Statistics

www.brw.com.au¢ Business Review Weekly

www.austrade.gov.au/asdc Austrade

www.ibisworld.com.au¢ company research

= =4 -4 -4 -2

http://au.biz.yahoo.com/p/index _name.html ¢ Australian and New Zealarfthance
company profiles

1 Publicatons available from a public library ¢ine library of the AustraliarStock
Exchangeincludingannualreports, ¢ KS 0 dzaAy Saa ¢gKzKodpassKz2 27F
Australig the Australian Government Directognd the Directory of Australian
Associations
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JobSearchg Position 1
Industryfield:

Organisation:

Location:

Functionfole/job title:

Responsibilities;

Keycontacts:
2 K 2 Wha:

Culture andvalues:

Purpose andision:

Managementstyle:

Employeeelations:

Products andervices:

Financials:

Growth:

Suppliers:

Positive factors Negative factors

Additional questions toresearch
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How to research the company

Some advertise@xecutivepositions lack detail. In preparing for an interview, it is wise to
uncove as much information as possible regarding the expectations and criteria of the role
and the qualifications required. This will enable you to target \gtatementsabout your
strengths, skills and achievement to those criteixpectations and criteriaould be, ér
example:4aiée public profil@ YWilprove commercial performan€eW #rketing and finance
skillQWiglonary leade®

Activity 2: Matching your stories andFeaures, Achevements and Benefit§FAB$to the
position androle gecifications

In the lefthand columnof the tablebelow (or using your own formatjvrite the job-related
specifications and tasks. Then, drawing on your experieeogr your strengths, skills
and/or achievemens, in the righthand column to demonstrate your capabilities in that
area

Interview for the position of

Role criteria/ specificationd qualifications Previousposition andmy achievements
1.
2.
Dr Edward Gifforderincipal Consultant Inspiring Success, Significance and Servit
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Role criteria/ specificationd qualifications Previousposition andmy achievements
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Role criteria/ specificationd qualifications Previousposition andmy achievements

Points to ppnder
1 How will you practiseéeliveiingthis in the interview?
1 What are the key learning outcomes of this activity for you?

1 How does this differ fronthe achievement statements in youesune?
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Know your resuméCV

Being prepared for your interview also ams that you are able to speak fluently and
confidently about any aspect of your C\Vresune.

1 Practise memorising théour or five key strengths and skills recorded in your
resume and demonstraigtheseon the basis ofour achievements.

1 Ensure you canpgak fluently about your achievements through stories that
match the criteria in the job applicatioimemorisethese stories ipossible)

1 To help you overcome nervousness, anxiety or fear, raise your confidence levels
by practting speaking into a recordgn front of a mirror, or to your dog!

1 Where appropriate, craft the first few words (or the beginning of a sentence) of a
scripted responsee.g.

A | have an excellent track record ¥ (e.g.achieving targets in a competitive
markef). This is clearly deomstrated byX

A | have highly developed skillsXV In my previous role ax |/
L RSY2yadNYIOBiRgingitKskilltk yL XgAtf 0SS otS
value toX ZIINd means thaX

A With respectto your requirement for a visionary leader whcan raise the
public profile, I am proud to be able provide you wekamples of thix

A In terms of this position, my area of greatest strengthwhichl can add most
value to your organisatigisX C2 NJ SEIl YLX S Ay Yeé NRf S

A What | would bring tohis position therefore, is X

¢ 'asS tFy3dzZ3S GKIFG Lidzia e2dz AyXeOayNONRf
might be a good example &f ¢ 2 NJ OXtéS NKSIQWadza S G KSeé &adza3s
and invite analysis or speculation.
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Activity 4

Based on yourresung, prepare five questions you imagine you could be asked to
demonstrate your ability to fulfil the role specifications/criteria. Then prepare the
appropriate responses.

Question 1
Response
Question 2
Response
Question 3
Response
Question 4
Response

Question 5

Response

Now practise your responses out loud until you are fluent.
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Interview styles and formats

Knowing about the types of interviews that might be used is also useful in your preparation.
While most organisations tend to ug@e Behavioural Interviewstyle, you need to be
prepared for other formats and techniques. For example, to be suddenly faced Bitless
interview without knowing what was really going on would be extremely challenging.

1. Stressmterview

This style ofriterview is rarely used. However, if the position you are applying for requires
you to work under extremely stressful conditions, you could find yourself being questioned
in the style of aStressnterview. Typical strategies include rapid fire questigpicriticism

and sarcasm and direct challenges.

The best response is to maintain composure by staying posén avoiding anger,
retaliation and frustration.

Although it is unlikely you will have to face such a strategy, you could encounter an
interviewer who unconsciously uses some of these technigurea panel. You will be better
able to cope if prepared.

2. Panel nterview

A panel interview will have several interviewers and is commonly usedeimior executive
positions.

It is useful to quikly establish the important/most influential figures on the panel (if these
have not been introduced at the outset). Clues will be to observe who is asking most of the
questions, who is taking notes and who is observing and/or agreeing.

In preparing for ganel interview, rehearse with friends and family. To focus yebearsal
practice the following:

1 When respondingo aquestion look at the person who asket

1 Maintain eye contact with everyone in the group to ensure all are included and to
gauge tle reaction to your responses.

 Impressi KS LISNE2Y 6K2 Aa R2YAYIlIOGAy3 GKS Ayl
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1 If the pace of questions is too fastke a breath and pause for moment to avoid
feeling rushed or anxious

Question

If a panel member asks yauquesion similar to one you have already answeffed another
panel membeyhow will you respond?

3. Telephone mterview

A telephone interview is just as significant as other styles, so be prepared. You only have
your verbal skills and vocal commurtica to rely on. Some hints to help you are listed
below.

f ¢dzNYy 2FF aOFfft 6FAGAYIE 6FYyR @2dzNJ Y2O0Af !
1 Have your documentation handy (especially your achievements)

1 Have pen and paper reaggnda glass of water
1

Stand when you speak arsthile. Thiswill give you greater presence, control over
your voice and confidence

=

Adopt a very professional mindsem@gine you had $30000a year for the next
five years riding on this phone call)

Remove all distractions, such as noise, smoking, gton, e

Ask for the names and titles of intervieweché€ck spelling)

Turn off speaker phone, even if they have you on speaker phone

2 A0 FT2N) GKS AYGSNDASSHGSNI G2 FAYAEAK aLISIH-

Let the interviewer guide the agendaut have your questionseady

= =4 4 4 A -

Keep your responses concise and focussed. -lhonded answers without body
language cues will disadvantage you
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4. Oneon-one interview

The interviewer and youThis isunlikely at asenior-level position.

5. Dining nterview

A company could use thisformal approach to meet with potential candidates for future
positions. Alternatively, it could be used where several candidates are-k$tedt and
the Wining meetingls part of the interviewing process.

Consider the following strategies to maximigour success. This is nébcket scienc® Z
but sometimes little things can count a iot
1 Order a simple meal gbat you can keep talking
Refuse alcohohs it diminishes thinkingesporsesand listening skills
52y Q0 avyz21$
Take small bitegnot big mouhfuls

= 4 4

Practise good etiquetteno picking teeth, elbows on table, burping, slurping,
talking with mouth full and so on!

I What else?

6. Electronic nterview

This typeof interview is nainly used for screeningandidatesvhen an organisation is hiring
many people. Questions are posted and require chefoem a list of responses. This would
be an unlikely method for fillingxecutive positions.

7. Group nterview

On theseoccasions, candidates are in the same rgamtworking, problemsolving or
performing and are under observation. Again, this is an unlikely way of choosing someone
to fill anexecutive position.
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Styles of mterview questions
1. Behaviouralquestions

Ths is the most common interview strategit is sometimes referred to as Situational
Interviewing or Critical Incidenhterviewing. It is based on the notion thdhe best predictor
2F FdzidzNBE O0SKI @GA2dzNI @& | LISNA2YyQa LI ald o0SKIQ

Aimed at probing pagterformance as much as possible, it provides the opportunity to furnish
evidence for the claims made, withspecific examplesddrawn from experience. Your
achievementstatements are ideapreparationfor this situation.

Typical questions would be seekingdencepertaining torequirements for the position.

Giving your achievements a title

Read the dot points below. Supply an appropriate heading indicating the strength,
achievement or skill being demonstrateduch as:(Qeative Flare Project management
Leading teamsStakeholder engagement; Mentoring and coaching.

91 Tell me about a project or situation that can best demonstrate your ability to
(e.g.lead team$. What was your involvement?

1 Describe a situation in which you had to engage key stakeholders to align them
with the project and gainheir Buy-inQldow did you do thisand what was the
result?

1 Provide an example of the most difficult decision you ever have had to .make
How did youreachyour decisionand what was the result?

2. Technicaluestions

Penetrating questions are asked tetdrmine your knowledge and skills in a particular field.

3. Theoreticalquestions

The interview places you in a hypothetical situatierg: | notice in your resumthat you
have not had any experience XaHow would you provide leadership ¥y givenyour lack of
experience?

Dr Edward Gifford?rincipal Consultant
P:+61 7 5502 6644 M: 0416 260 448
E:edward@executivecaregiove.com.au

W: www.executivecareermove.com.au

Inspiring Success, Significance and Servig



mailto:edward@executivecareermove.com.au

EXECUTIVE

CAREER MOVE

Inspiring Success, Significance and Service

4. Openendedquestions

These questions seek more-depth answers and are usually evidegfaeused e.g: What
would you consider to be your greatest achievement in your previous role?

5. Closedquestions

I efDor HoQanswer is requid, e.g: You have formal qualifications in marketing and
finance. Is that correct?

6. Directedquestions

Tight control of the interview is maintained, with specifically prepared questions being used
to maintain a high degree of consistency in content &munat. Uncommon foexecutive
interviews, this process is more often used when there are numerous people conducting
interviews with a number of candidates.

7. Non-directed

Thisgo with the flowformat allows the interviewee greater control over the inteawi. This
is not an effective methodbut if you find this happeningvhat strategies will you use to
make it serve you best?
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Typical nterview questions

You will be much more confident at your interview if you can anticipate, think through and
practise your responses to possible questions.

Basically, the interviewer(s) will focus questions to seek informatiofoonbroad areas

1. Canyou do the job or fulfil the role? (skills, knowledge, strengths, experience,
achievements, benefits to the emplaydearning potential and so on)

2. Do you reallywant this position? OMWill you do the job? (interest in the industry,
organisation, position; work ethic; energy level and enthusiasm; outside variables
that may affect your willingness and availability)

3. DoyufitA YK O6fA1SFoATAGET WOKSYA AKNEE IF2 YA WYed
purpose, vision and values, work and management style, dress and appearance)

4. How much will you cost?

Commonlyasked nterview questions

Theselectioncommittee orinterview panel will aim at uniformity in how they approach the
interview so that all interviewees are treated as equally as possible. The following questions
are examples of the types of questions asked at interviews. Use thétREPARYourself

for the intervew and toPRESENyour Welling point§lo greatest advantage.

Generalopen-endedintroductory questions

A few general questions provide the opportunity for the candidate to introduce themselves
succinctly and briefly. Examples:

1. How did you hear about thgosition?

2. Tell me about yourself
(Here you can use a targeted version of yows8@ infomercial or elevator pitch
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3. In no more thantwo minutes, could you provide a brief overview of your career
history?

Questions to find out if you can do the job
(ills, knowledge, strengths, experience, achievements, benefits to the employer, learning
potential and so on)

4. Thinking back over your career, which project is the @tahdoutQachievement
from your perspective?

5. What were the main frustrations you garienced in this project? Tell me about how
you handled them.

6. Looking back on this project, what would you have done differently?
7. What aspect of this projedtid you most enjoy? Can you tell me more about that?

8. In terms of the position you arapplying for, what do you think are the most
important benefits you could bring to our organisation as a result of your experience
in this project?

9. Anything else?
10.What have you learned about yourself as a result of your involvement in this project?

11.In terms of thigproject, what do you consider to be the key strengths and skills you
used to achieve the outcomes you have indicated?

12.Tell me about another project from your career that clearly demonstrates your
leadership capacity. What leadership qualities were ssfal®ys demonstrated?

13.What other evidence can you provide that would indicate you can fulfil this role?

Questions to find out if you really want this position

(Interest in the industry, organisationand position; work ethic; energy level and
enthusiasm; aitside variables that may affect your willingness and availability)

14.What was it about this position that really attracted you to apply? Anything else?
15.Why are you considering leaving your current position?

16.What important trends do you see coming in ourusitly? What do you consider to
be the major implications for you if yawe successful in obtaining the position?

17.Where do you see the opportunities for growth in our organisation? How would you
position the company to take advantage of these opporturfties

18.How well is this position aligned with your personal lifestyle needs and ygarts as
family, health, intellectual stimulation and so on?

19.What else do you like to do in your free time?

20.If you had complete freedom, what job would you choose?

Dr Edward Gifford?rincipal Consultant
P:+61 7 5502 6644 M: 0416 260 448
E:edward@executivecaregiove.com.au

W: www.executivecareermove.com.au

Inspiring Success, Significance and Servic



mailto:edward@executivecareermove.com.au

EXECUTIVE

CAREER MOVE

Inspiring Success, Significance and Service

21.Why do yowork?

22.Why do you want to work here?

23.How does this position fit in with you career goals?
24.What salary package are you looking for in this position?

25.Give me an example of how you exceeded expectations in order to achieve your goal
or get the job done.

26.Can ya tell me about a project that really energised and motivated you and which
you found personally and professionally fulfilling?

Questions to find out how well you would fit in

(Likeability, chemistry, communication, alignment with Purpose, vision andues, work
and management style, dress and appearance

27.Give me an example of a situatiafirection or policy that you followed through on,
SPSYy (K2dZaAK @&2dz RA RyHow didtiate@you?t t @ | ANBS 4

28.We often have to work overtime in this coamy. How would that impact on your life
in general?

29.Describe a situation where you wish you had acted differently with someone in your
team. What happened? Can you tell me more about that?

30.Provide an example of a situation when you were able to suctigsseimmunicate
with another person even when that person did not like you (or vice versa). What
difficulties did you have to overcome? How did you address the situation? What was
the outcome?

31.Tell me about the best team you have ever worked with or WWtat made it so
good, and what part did you play itihat?

32.Tell me about the most difficult decision you have had to make in the work context
What made it so difficult? How did yarrive atyour answeyand what was the
outcome? Were you satisfied witt? i

33.How importantis it for you to get to know staff? What successful methods or
strategies have you employed in the past?

34LYy (GKA& NRES Ad A& AYLRNIIYG G2 1y2¢ 6KI
organisation. What strategies worked well for yao finding out what was
happeningn previous workplacés

35.1f you were successful in gaining this position, how would you respond if you
discovered that the stated organisational values were obviously not being lived out on
a daily basis? Have you ever béehat situation before? What did you do?

36.Provide an example of a policy you conformethed went against your principles or
that you did not agree withHow did this sit with you? Would you do anything
differently if the same happened again?
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37.Whatdog 2dz GKAY]l RSOUSNNAYSa | LISNA2YQa LINEZIN.

38.Give an example of conflict or a problem that arose in your dealings with another
member of staff and outline how you resolved the situation so that a positive
outcome resulted.

39.What would your drmer colleagues or boss say about you?

400hT GKS SYLX 28SNR @&2dz KIFS 62N]J SR 6AGK NB
most and why?
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-

Questions toask the nterviewer

Have questions prepared tsk the interviewer or the panel. Thislivensure that you learn
more about the company and the role. It will also demonstrate that you have done your due
diligence anawill highlight the areas that are important to you.

The types of questions you ask are very important. Centre these arthiendompany and
the role and expectations rather than around salary, personal benefits, hours of work,
overtime, overall package and so on. These are best negotiated once you have a firm offer.

Activity 6

Formulate a list 06-10 questions to ask the ierviewer. (Several of these may have been
answered within the interviewlere are a few to get you started.

1. If I were to be successful in gaining this position, who would | be reportiniy td3X

2. What are the reporting relationships and where does this fasifit into the
structure of the organisation/company/department?

3. | have researched your website gain an understanding of your strategic direction
and vision for the organisation. Could you please clarify for me the growth plans and
strategic direcon for the company?

4. Is there a formal o#boarding program for this position?

5. If I were successful in gaining this position, how would | know if | were achieving the
required outcomes? How would you measure performance for this position?

6. Does this positiorhave a career path? What might the future look like and what
would be the likelihood for future promotions or opportunities?

7. What happens from here?

There are some further questions for your consideration on the next page.
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Standardquestions cheklist

You may choose to add some of these to your list of quesfimnpreparation or takingo
the interview.

1. If  am successfulvhat is the most crucial thing | can do in the first 90 days to ensure
GKFGO L O2YyGNROdzI S LJ2stcked®h @St & G2 (GKS 2NAIY
2. What would be the three most important goals or priorities | would need to achieve in
the first 90 days?

3. What are the resources (budget, staff, equipment, software) available to meati
these goals?

4. To what extent are these in alignment withet current strategic direction, or are they
new priorities established with the new appointment in mind?

5. To what extent do these priorities and goals fit in with the vision and mission of the
organisation?

6. What is the most crucial part of this role?

7. When vas the last time the key stakeholders met to map out the strategic direction

of the company? How does the strategic thinking process opeeatd who is
involved?

8. Would you please describe your ideal candidate? What do my qualifications and
experience ldcin comparison with your ideal candidate?

9. What key characteristics are you looking for in the candidate you appoint to this
position?

10.What else can | elaborate on so that you have a better understanding of my
suitability for this position?

11.1f lamappointed to this position, how will | knowhetherl am doing the job well?

12.Six months from now, how will you know if you have hired the right perbae®e
months? Two years?
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13.In your opinion, what is the most important contribution this company wants from its
staff regardless of the level of the position?

14.To what extent would | be given a mandate and autonomy to deliver the projects and
priorities for which | have been appointed?

15.To this point, what strategies have been used to align the purpose, visionprmissi
goals and values of the people with those of the organisation?

16.What words does the company want its customers to use to describe the
organisation?

17.What aspects of this position would you like to see improved?

18.What strengths did my predecessor have thati would like to see continued?

19.What qualities did my predecessor have that you would like to see improved?

20.What plans does the company have to expand over the next five years?

21.How high a priority is placed on staff development and learning? What profed
development opportunities would you like to see me involved in over the next two
years so | can better contribute to taehievemenbfthec2 YLJ ye Qa 32| f a K

22.What challenges would | immediately be confronted with if | took on this position?

23.What sysems and technologies does the company have? Are these systems operating
well? What new systems/technologies are required?

24.How is performance measured throughout the organisation?

25.Can you tell me a little more about the culture of the organisation aeddbm | will
be working with?

26.Corporate culture is very important but can be quite difficult to define until someone
violates it. Whakind of staff behaviours 2 dzt R 6S 4SSy a | oNBIO
culture?

27.What are the next steps in the job seleatiprocess? When can | expect to hear from
you?

It would be helpful if the interview structure made provision for asking questions both near
the commencement of the interview and towards the end. This would enable you to probe
and uncover the needs anchallenges of the position in more detail. You can then tailor
your responses and comments during the interview to meet these needs.
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The nterview

In this section we will explore a number of principles and strategies essdatitiie
interview process.

Interview insights and top ips

1. Review your notes 24 hours before the interviegpecially your achievements and
how these together with your experiencecan benefit the organisation.

2. Research the locatioat whichthe interview will be held.

Note down:

1 name of the company
1 company address

T WGSNIBASSHESNRAE yIFYS 2N YFAY O2yidl O
1 telephone number (just in case you are delayed)

1

interview time and date

3. Allow yourself plenty of time for preparation and travel on the day of the interview.

4. Concentrate on yor strengthsand your moments of brilliance and keep them in
your mind for 30 minutes prior to the interview

5. Organise your portfolio.

Ensure you have the following:

)l

1
1
1
1
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resume and spare copies

reference sheet and spare copies

written reference and spare cogs

certificates and other supporting documentation

examples of previous work where appropriafgdject plans, graphic design)
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1 patents if appropriate
1 powerful potential questions to ask

6. Ensure you are appropriately groomed and well presented. (Poor palso
presentation rates in the top 5 reasons why a candidate is unsuccgssful

7. Arrive ten minutes early and do some deep breathing to relax

8. Turn off your phone

9. Maintain a professional and polite demeanour with everyone you meet
10. Smile at people you inteca with while waiting, or in the corridor

1 Speak clearly as you introduce yourself to the receptionist and explain your
appointment

1 Maintain a professional posture while you are waiting. Take some discreet deep
breaths

11.Greet the interviewer with a smilegood eye contact and a firm hand shake (if
offered ¢ no bone crushers!)

12.Let the interviewer indicate where you should. sit
13.Wait for the interviewer to sit and wait to be invited to sit

1452y Qi LXFOS IyeidiKAy3d 2y (GKS akhd/baSmdidtoS s S ND
you on the floor. If you are sitting at a conference table it is OK to have your
portfolio in front of you

15. Maintain eye contact throughout the interview with all the panel members

16.¢ KS 2LISYAy3a O2y O@SNEL (A2 Y le Yt td knooehldd bter. G KS A
Use it also to observe and ascertain the communication style of the interviewer/s
and the body language, so that you can build rapport. Take note of the words the
interviewers use and try to (inconspicuously) match and mirraeirttstyle and
mannerisms. Here is a VERY brief description of the different representational
preference people have:

q Visualc Look out for phrases such a# &SS g KI Qyek2da GYSSHXy X
WKFEG | 0oNNRIKBSABKHIX DXMwmulB o8 as@GFX G2
Lyzdz Attt yS Oy Si20sn K22 10 k2ieS Ot 2aSte |

Visual communicators will often be fast moviagd energetic Theymay be loud and
controlling.

You will need to beeento be right for the job

f  Auditory ¢ They will dten use phrases such a¢ K I & N Q¥ &ourtds a8 St t X
ARX KSIN QKB 0KERNIXg K 0 @®Retlzme mbke atibut & A y 3 X
0 K X

Another clue might be that they turn their ear towards you in order to hear, youal
they listen very intetly.
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You mussoundright for the joh

T Kinaestheticc They will use such language 8:2 ¢ R2 @&2dz FSB5t | 02
PSG YS GNEB (2 1@@QVYKYy#Z( | ¥F&NEKSNF 6L e R 0SS NJ
These people are vegyractical and pragmatic

You musfteel right for the joh

In general terms, this means that to build effective rapport in the interview you will need to
quickly pick up on the representational style of the interviewer/s ahent mirror, match
and pace their movement and energy. This can work to your advantage so long as you are
RAAONBS:G FYR WNBIFIR YR NBalLRyRQ (42 GKS 0O2YYd
17.Similarly, pay close attention to the posture, expression, breathing, momgnasice
and language patterns of the interviewer/s and to your own.

18.Be aware that it is notvhat you say butiow you say it and how you act that creates
the greatest impact.Researchinto first impressions suggests that:

1 55% ofthe impactof your comnunication comes from visual/body language

1 38%of the impact of your communication comes from auditory/tonality (speed,
volume and articulation)

1 7% of your impact on communication comes from words

19.How you usebody language or non-verbal communication will impact on the
interview. Negative body language can weaken your message and communication as
well as distract from what you are trying to convey. It is true that generalisations are
being made in interpreting nexerbal communication cues. However, theeanings
ascribed to the ones below are commonly accepted.

1 Poor eye contactmay convey evasion, indifference, insecurity, passivity, or
nervousness

Head scratchingnay indicate uncertainty or bewilderment

Lip bitingcould indicate nervousness, fearfulnessanxiety

Foot tappingoften conveys nervousness or impatience

Folded armdypically convey anger, disagreement, defensiveness or disapproval

Raised eyebrowgenerally indicate disbelief or surprise

= 4 4 A4 A5 -2

Narrowing eyesnay convey anger or resentment

1 Shifting n your seatusually suggests restlessness, boredom or apprehension.
200aAYAYAAS OftdzitdSNIAY FTNRBYyG 2F @2dz RdzZNAy 3
21.Focus your attention on what the interviewer is saying and asking.

22.Block out internal noise (unhelpful thoughts amarries) so that your attention is
not diverted.
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23.Focus your attention and energy towards the interviewer. Listen carefully to the
information supplied and ask for clarification if needed.

24. Show enthusiasm and interest in the job.

25.Let the interviewer guidehte questioningg refrain from dominating or talking too
much.

26.Whenanswering questiondocus on your achievements in a way that highlights your
abilities and experience as they pertain to the requirements of the job. Draw
powerfully upon yourareer achievements.

27.Market and¥elk® 2 dzNJ 8 i NBy 3 K&as SELISNASYyOSz aiAtf
their needs.

28.Know your resur@ so well that you can support all your claims accurately,
enthusiastically and confidently.

29.Give clear, concise answers with a defimtesure to each answer.
30. Answer questions by moving from a general response to specific examples.
31.Listen carefully to questions and try not to get caught up with irrelevancies.

32.Initiate questions of your own as you become more comfortable and confiderg. Thi
means you can clarify issues as they arise.

3352y Qi 6S I FNITAR 2F aAfSyOSo LGQA hy G2 Gt

34.LGQa hy y20 G2 1y26 Iy |yasgSN (2 | ljdzSada
way through and losing integrity in the press.

35.Never comment negatively about yourself, your degree, your university, a lecturer, a
former employer.

36.Ask your prepared questions at the appropriate time. Keep them straightforward.
They can be insightful and probidgut avoid being esoteric andesler.

370t gl ea t221 FT2N glréa (2 LkRairAldAzy @2dzNJ ai
2NHFyAal A2y Qa ySSRao

38.Demonstrate your fit with the organisation wherever possible.

39. Confirm your commitment, enthusiasm and motivation.

40.Build on your existing knowdigie about the company so you can be better positioned
and informed ifyou succeedn movingon toa second interview.

41.When closing:
1 Convey interest and enthusiasm as the interview winds up
1 Ensure you know the next step in the interview process

1 Thank the iterviewer(s) for their time and make a final expression of interest.
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After the interview

To ensure you gain the most from your interview experience it is recommended youfollow
up and followthrough in the following ways

)l

1
1
1

Record as best you canhe questions asked
Reflect on how you answered these
Reflect on low well prepared you were for the interview

If you have not heard back after the specified time, call and ask about the status
of your application and or a second interview

If successful, astor confirmation in writing including start date, salary package
and conditions

If unsuccessful, ask for feedback and suggestions

Write a brief note to thank the interviewer(s) for the opportunity of an interview
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Beware of interview taps
Somereasons for interviewees being unsuccessful include:
1. arriving late
poor grooming
limp handshake
lack of confidence and nervousness
failure to make confident eye contact with interviewers (if face to face)
poor ability to express thoughts or listen
inappropriate emphasis on salary

making unsubstantiated statements, being evasive or making excuses

© 0 N o g bk WN

being over enthusiastic, overbearing, aggressive or conceited

10. being passive, indifferent and lack of enthusiasm

11. pervasiveattitude of What can the organisatiodo for me®)

12.speaking unclearly, speaking too slow or too fast

13.poor knowledge of the organisation

14.negative remarks about previous employers and colleagues

15.lack of preparatiorabout the companynd not asking appropriate questions
16.no purpose or vague caregpoals

17.not asking appropriate questions about the position or the organisation
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The secondnterview

As someone applying for a position at an executive level, you would generally expect to be
interviewed a second time. The following informatio@eds consideration.

)l
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The interview panel could well be different and could include someone you would
potentially be reporting to or working with quite closely.

A first interview might centre around your qualifications, ski#gperience and how
your clams are supported in your interviewh second interview could well revisit the
same questions but dig deeper.

You may be given the opportunity to express your ideas or an opinion on an issue in
more detail.

You may be presented with a complicated scémand asked how you would handle
it.

If asked about your achievements or to provide evidence of the way you handled a
problem, use a different example to the one in your first interview, thereby ensuring
you maintain interviewer interest.

Realise afreslthe importance of tying things back to how your skills, knowledge,
SELISNASYOS IyR I OKASOSYSyiGa NB o06SySTAoOA
1y26 GKAa®D® al 1S Ad OftSFENW LF (GKSewhatNB f 22
would make you ant&ractive choice? Would they be able to justify it, from what

you have demonstrated in your interview? How?
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Preparation
As in the first interview:

1 Know details of date, time (be eaylgndplace and have relevant phone numbers to
hand in case they anequired.

Check dress and grooming.

Ensure you know the names and positions of the interviepssth for the interview
and to write a thankyou note later.

Take spare copies of yorgsune with you, and paper and pen

Never assume you have the poaitiuntil it is confirmed in writing

Expanding your knowledge

In addition to the basics, use the time between your first and second interviews to expand
your knowledge of the company.

1 Revisit the sources of research you used for the first interview. tiheee any that
have suddenly become more relevant eigdustry publications, news articles,
conference article®

1 Find out nore detailed information about the employeEven such things as the
company philosophy, missions, goatsd management style wibe worth examining.
L&A G0KS O2YLIl yeQa LIKAf2az2lLIKe S@PARSyd Ay i
simply stated and not lived out?

1 How did your predecessor/s handle the role? Is there anyone currently working in
the company you could talk t&o that you gaina more detailed picture? You can find
out a great deal in this way and use it to advantage in your interview. Find out using
LinkedIn.

Review notes from previous interview

1 What areas were of most interest to the interviewer? Be preparedrfore intensive
guestions.

1 Were you given any pamphlets, brochures or other information in the first interview?
Referring to one of these in an answer to a question shows you have been proactive.
Linking something in them to something in your reguim alsouseful if you are
given the opportunity.

1 Which questions did you find most difficult in the first interview? Formulate possible
answers and practise them because they could come up again.
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Prepare insightful, relevant questions

Show your initiative anédnthusiasm by preparing some new questions to ask on the basis of
knowledge you gained in the first interviewhesemight include:

T

Given the company has just had a major review, what issues of critical importance
might | need to address in the fiskmonths?

One project | heard about that greatly attracts me ¥ What involvement is
envisaged for me this projec?

What professional development support is available for me as a potential newcomer
to this organisation?

This interview is your chanc€t FAY R 2dzi ¢KIG @&2dz adAft XK R2yQi
You may get to meet some of the people you could be working with. You may be taken on a
tour to see offices, laboratories, workshops and so on.

1
1
1

What impressions do you get?
How do the employeg come across to you?

Do they seem engaged and energetic or resigned to their lot, present in body but
absent in mind?

If youare able to talk to them, how dthey answer your questions?

Do you meet anyone you might be working with? This is your chato ask
guestions around the things you have observed and to consider if working in this
organisation is still attractive to you.

After the second interview, write a note to the interviewerthanking them for the
opportunity and expressing your contiaed interest in the jobnotingyour eagernesgo get
a0FNISRd al 1S Al a2dzyR 3ASydzAiyS NI GKSNI GKIy |
report back to the recruiter on how things went, ftat the recruiter can be well prepared

for contact withthe employer.
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Answering difficult questions
Employment gaps

There are going to be some questions specific to your situation that you might find difficult.

For example, if you have been unemployed for some time, or there are signititant LJa Q A Y
your employment history, some questions will probe for reasdredl the truth and retain

your integrity.

Salary

In the first interview, you would most likely have been able to deflect and defer questions
around salary and salary packages te fecond interviewlf the question is pushed strongly

in the first interview, and if you have not been able to deflect it, ask the interviewer for a
salary range normally offered for this position.

In the second interview, you will have to address suaksgjons and accept the possible
consequences. If your previous salary was around $300,000f god have discovered the
ceiling for this position is $200,000 but you are still interested, how can you best handle the
negotiation to your advantage?

If the interviewer knows your current or last salarypu could direct the conversation
around the position being a progressive step and also seek discussions around a salary
package.

As in any sales situation, take the emphasis off the dollar amount and patkt onto your
skillsand the benefits you will bring to the organisation.

Overqualified

If you have very high qualifications and extensive experience, you may find that the panel
YSYOSNE O2YyaARSNI @2dz W20SNJjdzZ f AFASRM®at F2NJ
observation or perception most effectively?

Dr Edward Gifford?rincipal Consultant
P:+61 7 5502 6644 M: 0416 260 448
E:edward@executivecaregiove.com.au

W: www.executivecareermove.com.au

Inspiring Success, Significance and Servig



mailto:edward@executivecareermove.com.au

EXECUTIVE

CAREER MOVE

Inspiring Success, Significance and Service

Reviewing your personal situation

What area/s of questioning do you anticipate might be difficult for you?

T

Dr Edward Gifford?rincipal Consultant
P:+61 7 5502 6644 M: 0416 260 448

Using your own experience as an interviewer in a previous position, (if relevant)
formulate some gestions you would ask a person who presents with your
circumstances.

If you have not interviewed a potential employee before, imagine that you are an
AYGSNBASGSNI YR (KFG @2dz FNB IAGAYy3I az2YS2
questions. ThiT Waz2YS2ySQ KIFa ARSYGAOFt aiAatta I
would you ask?

What made you asthosequestions?

2 KFG @SNB @&2dz K2LIAYy3a (G2 FAYR 2dzi | 062 dzi
guestions?

Change hats now, and answer thaggestions for yourself. How convincing are you?
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Strategies to answer difficult questions

1. Employment gaps or being unemployed

There area lot of people in this position due to retrenchments, redundancies, companies
liquidating, family circurstances, moving interstate, projects or contracts finishing and so
on. While it may not appear advantageous to be in this situation, try to turn it to your
advantage by showing how you have maintained your knowledge of what has been
happening in your fiel of expertise. Some wag$ doingthis are listed below. Add to these

as appropriate.

1 Membership of a relevant professional association

This has the added benefit of enlarging your network from which to meet potential
employers or at least to genaéesome leads.

1 Reading and researching

Relevant books, articles, internet searches, trade jouraal$finance magazines keep you
abreast of a rapidly changing scene.

1 Further study or voluntary work experience

This demonstrateyour efforts to use your ime constructivelyand you can perhaps show
how something you have done is potentially useful in your new role.

f Short industnd LISOAFAO O2dzNESA& (2 FAf{E (y26fSF

Often it is hard to find the time to do these while you are working. Again, yowsarhis to
your advantage in your reSulor in answers to questions.

9 Volunteer work
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Although not industryrelated, you can draw on the benefits of community involvement,
interaction with others, evidence of team work and so on.

Think about what you mght say if you were sacked from a position. If you lie, you will most
fA1Ste 0SS F2dzyR 2dzix a2 GKIFdG Aa y24G4 | gAasS a
If you have a history of being sacked, you have more of a problem, unless you can
demorstrate that you have now remedied the reason for the constant dismissals.

2. Questions around Salary and Salary Packages

Negotiations are usual at the executive level. You need to have done your preparation and
research and have some idea of what is usiest someone with yourset of skilks and
experienceAd 0S&ad @&2dz OFry> ARSYGATeE 6KIFG GKS SYLIX
Wy Py I20A1K0fSQ F2N) e€2dzK 2 KFG YAIKG @&2dz 6S o
about salary until you are surdée interview @nel has a good picture of K S  WF S| (i dzNB & ¢
WoSYSTFAGAQ 2F @2dzNJ | LILX AOIF A2y dwantydhB G KSNB |

Some possible sites are:

www.salaryzone.com.au

www.linkrecruitment.com.au(salary survey link)

www.aim.com.au(publications link)

What others have you found?

1 You willprobablybe asked what your current salary is. If yau bt want to
disclose it directly you could indicate that you are receiving a salary
commensurate with others in the same role in other compar(iéghat is
true!). Alternatively,you could mention a salary figure withinrange (e.g. in
the range 0f$200¢220,000)

1 If your current salary is somewhat lower than what you have in mind, you
could mention the base rate but then add a comment that with bonuses, car,
etc. it exceeds $..Being dlittle vague about the exact package or the figure
that would makeit attractive for you to leave your other position, could be
helpful in getting to the best remuneration package the employer is going to
offer.

1 You may have been working in a situation where you have accepted a lower
salary level for similar duties .e in a small business) but are planning a
career move back tahe corporate sector where the salary is higher. To make
it clear that such a low figure would not attract you, you can mention why the
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figure was so low and couple it with a comment showimg know what
others with your expertise and qualifications are receiyisgyingthat you
expect to be looking at a similar figure.

1 There are other waysrenegotiating bonuses after a time; taking on extra
duties; swapping an unneeded car in the packimenore money and so on.

1 If you find yourself in a situation where there is a huge gap between what you
want and what is being offerednd all the perks have been negotiated, you
have to make a decision that you are prepared to live witthe long term. If
you are offered the jobjdeally you will have had time to consider the
implications and to talk it through with your partner

3. Questions about being overqualified

Due to job market fluctuations over time and other factors, it is quite possitde ybu

might not get the higHevel executive position you may have been aiming for. You might
find yourself having to settle for a positicat a lower levelthan you have previously
occupied You may also have had enough of the stress, long hours andneveasing
responsibilities associated with an executive position and may decide that you are happy
to take a position that is still challenging but not as demanding.

Whichever scenario is true for you, there will be some questions around it

1 Why do wpu want this job, when you have hach &Managing Directd®
L2aAdAz2y gA0K XK

1 Having had aMD position, how will you make the adjustment to having to
comply with the requests of others?

T ho@A2dzat ez Ay @&2dz2NJ NBfS |a X &2dz ¢2dz
greater than whais on offer here. Are you able to come to terms with that?
What effect would it have on your motivation?

1 You are so experiencebat you maylose interest in the job quickly and move
on, and we will have to start the recruitment process again. How do yo
know this will not happen?

1 To what extent do you think your peers might be intimidated when they find
out how qualified you are? How would you handle that situation?

There are various ways to tackle these concerns, but be sure to try to pick ,uandn
emphasiseone of the aspects of the role that you know is important to the company.

. 2dz O2dzZ R YSyilAzy GKIFG |fGK2dzaK @2dz [jdzAdS f;
LINBPA2dza NRf ST @&@2dzNJ NBIFf RSAANB gl a T2NJ az2yYs

If your financialneeds arefewer because your children have left honaad finished their
education, you could craft a reply around that. Again, it is important to underline what
benefits you offer that the company really wants.
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You could talk about your desire to work ansituation where you do not have to travel
constantly, where you can have a more integrated life and yet where you can still contribute
meaningfully to the organisation by using your highly developed expertiXe in

You could also mention that in the cent tight job market, you are prepared to be realistic
and accept a position you might not have considered in more buoyant times and in a
different career phase.

You could mention your willingness to sign an agreement for a specified period if there were
concerns that you might move on too quickly. Again, make sure that you are convincing
about your desire to be offered the position.

Psychometricesting

At some stage in the interview process, you may be asked to undertake some form of
psychometric tesng at the request othe organgation.

Common tests measure verbal, numerical and abstract reasoninghere are also
guestionnairesbased onoccupational, personalityand motivational factors, along with
valuesbasedquestionnaires.

Practice tests aravailable online from sites such as the following:

http://wwl.psychometricsuccess.com/

www.acer.edu.au/onlinetesting/index.html

These ges are worthinvestigating

Some questions may arise out the results of such tests.

If you are able to find out what tests tt@mpany or organization commonly uses, you may
be able to prepare yourself not only for the test, aisofor the interview questions.
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1. In this free report you havelearned how to prepare for an interview. This included
the following:

T

il
1
il

= =2 =4 A -2

T

understanding the purpose and process of the interview
understandinghe recruiting/screening process
researching the company and the position

identifying nonverbal behaviour that helps or hinders effective
communication in the interview process

identifying nterview formats and sequence

adapting achievements statements to match the requirements of the position
anticipating and practising typat questions asked in interviews

identifying questions to ask in the interview

using role play and other practice strategies

maintaining nental and emotional robustness

2. learned strategies that will assist you during the interview

3. learned how to followup the interview to maximise your career success

The next steps you could take

For further information on how we can assist you with your outplacement, career
transition or career move, please contact us on +61 1300 629 344 or email
edward@ execitivecareerm ove.com.au

Visit our website at  www.executivecareermove.com.au for further resources.
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