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INTERVIEWING SKILLS

Impression Management is a  self-management skill that allows one to project an image of self to another person that will result in a favorable outcome.  It is important to be able to visualize yourself as others see you so you may positively influence them to achieve the outcome you desire.  It is important to be able to observe yourself from the interviewer’s perspective and be able to self-monitor your behavior to build a positive relationship and achieve a positive outcome.

In a job or practicum interview FIRST IMPRESSIONS are especially important as research indicates FIVE CRITICAL TRUTHS about interviews.  Be forewarned these understandings may seem unfair.  

1) Interviewers hold a clear STEREOTYPE of what represents a good applicant   This includes how they look, what they care about and even personality characteristics.

2) Interviewers have PERSONAL ATTITUDES about work and life and they tend to favor applicants who share those attitudes.

3) NEGATIVE information is given unduly high weight of importance.

4) DECISIONS about candidates are usually made in the first five minutes of the interview.

5) Interviewers FORGET most of the content shared by the interviewee within minutes after the interview.   Interviewers REMEMBER their FIRST IMPRESSIONS.
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HOW TO MAKE A GOOD FIRST IMPRESSION

BE PREPARED AND WELL-INFORMED:

Do your homework.  Write a Letter of Introduction and find out as much as you can about the agency and prospective job or volunteer opportunity.  Call or visit beforehand to gain important information on the mission and goals of the organization.  Conduct research to locate current articles or information on the agency and social problems addressed by the agency    Read the Supervisor’s Handbook.     Gather critical information and appear knowledgeable and informed about the:
1.  AGENCY MISSION:

What are the key missions and goals of the agency?  What type of clients do they serve and what social problems do they address?   How is the agency funded?  Do they need more funding to achieve their mission?

2. AGENCY NEED FOR AND UTILIZATION OF VOLUNTEERS:

How does the agency use volunteers to accomplish their mission?  What types of positions and volunteer roles are available?  What type of training does the agency offer its volunteers?   What type of supervision and learning opportunities are available for service-learning students?

3. WHO IS THE INTERVIEWER?

Find out who will be conducting the interview.   What is their role and what are their responsibilities within the organization?   Do they have any personal biases or preferences about the type of person they are looking for to contribute to their agency mission and goals?  Do they offer any written information on volunteering or the position that you may review before your interview?
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EXCELLING AT YOUR INTERVIEW – Success Opportunities

PREPARE FOR YOUR INTERVIEW:

If you have the opportunity, develop skills in practice interviews. Practicing will add to your self-confidence and reduce the normal anxieties associated with interviewing with a prospective employer.    Write a Letter of Introduction highlighting your goals, your strengths and interests and your desire to work or serve in the agency.  

Be prepared to answer any of the typical interview questions used in job interviews.  A list of some of the common interview questions follows and may be used for role-plays of practice interviews.

MANAGE STRESS AND PERSONAL ANXIETIES:

Be prepared to deal with the stress inherent in interviewing for jobs and service-learning practicums.  Interviews often evoke fear of failure and interpersonal insecurities that may interfere with your achieving your best impression.  Use self-assessment strategies to identify any problem areas and design self-management strategies to reduce your personal stress and interviewing pressures.

DRESS FOR SUCCESS:

Research indicates the first impression is visual and therefore how you dress and groom yourself has a lasting impression on the interviewer.  It is important to dress as you imagine the interviewer would like you to dress to maximize your positive first impression.  

ARRIVE EARLY:

Reduce your stress by leaving extra time to make sure you can find the agency and office of the interviewer by the time of your appointment.  Demonstrate that you are conscientious, reliable, motivated and committed by arriving early and using the extra time to focus your energies on your prospective interview. 

GREET WITH A FIRM HANDSHAKE AND A SMILE

It is important to project a friendly, warm personality that is genuinely interested in meeting and greeting the interviewer.  Be sure to be assertive and shake the person’s hand as you greet them, making warm eye contact.  Be friendly and courteous and let them know that you are appreciative of their time and willingness to interview you for the position.   

SHOW ENTHUSIASM, INTEREST AND KNOWLEDGE

Nothing is as contagious and impressive as pure enthusiasm.  Having a positive attitude creates a lasting positive impression and is essential for building a positive relationship with the interviewer.  Show interest not only in the potential service-learning position but also in the interviewer.  Everyone likes someone who is genuinely interested in them and makes them feel important.  Ask important questions that show you care about the agency, the training, the clients and the interviewer and that you want to make a positive difference through your work.

EMPHASIZE PERSONAL STRENGTHS AND POTENTIAL CONTRIBUTIONS

Offer your Letter of Introduction as a way to highlight your experience, strengths and goals for your practicum experience.   Be sure to engage in a two-way conversation that allows you to find out what the interviewer is looking for and highlight the ways in which you fit their description.  

REEMPHASIZE YOUR INTEREST, COMMITMENT AND AFTER-INTERVIEW PLANS 

Be sure to reaffirm your commitment as you complete the interview and to thank them for their time.  Follow-up with a thank-you letter and phone call to reaffirm your commitment.

[image: image4.png]<|§



COMMON INTERVIEW QUESTIONS

1. What are your goals for your practicum?     What plans do you have to achieve them?

2. What personal skills or talents do you offer or bring to this position?  

3. What are your career goals?  How might this position help you achieve your career goals?

4.  What are your personal goals and ways you might want to make a difference in the world. 

 How does this relate to the potential position or job opportunity?

5.  Why did you choose to apply at this agency or organization or  for this particular job position?

6.  What work or volunteer experience has been most important to you and why?

7. What factors did you consider in choosing your major?

8. Who or what has been the greatest influence in your choice of a career or major?

9. What is your GPA?  Does it reflect your ability and personal dedication to your future career?

10. What interests or concerns you about the position, the company or the agency?

11. Tell me about yourself.

12.  Describe your leadership style.  

13.  Describe any leadership roles or projects you have played a leadership role in developing.

14.  What are the qualities of a good team-player?  What qualities do you possess and offer a team?

15.  Tell me how you perceive your strengths and weaknesses.  Give examples and how they might affect your performance in this position you are interviewing for now.

16.  Give an example of a problem you have solved and what skills you demonstrated in solving the problem. Or what is your method for resolving conflict?  What is your conflict-management style?

17.  What idea have you developed and implemented that was particularly creative or innovative?  

18.  How do you motivate people?  What motivates you?

19. What were your extracurricular activities?  Why did you choose these activities and what do you gain or learn from your involvement?

20.  What has been a great challenge in your life?  How have you dealt with it or overcome the obstacles?

21.  What characteristics do you think are important for this position? 

22. What can you contribute to the agency or the clients?

23.  How are you conducting your job (practicum) search and how will you make a decision?

24.  How would your friends describe you?  (alternatives: your professors, your parents, your last employer)

25.  What else should I know about you?
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INTERVIEWING SKILLS:  CRITICAL PERSONAL AND SOCIAL SKILLS

Rate Your Present Competency Level  demonstrated in your interview with your  Supervisor or during your Role-Play of a Job Interview.          Review your Interview performance including your verbal and non-verbal communication.

5.    Exceptional Competence

4.    Excellent Skills and Abilities

3.    Very Good Competence

2.    Good Adequate Competence

1.  Needs Improvement

PERSONAL COMPETENCE

PERSONAL COMPETENCE REVIEW ::

SELF-AWARENESS:     Self-Understanding, Accurate Self-Assessment, Emotional Awareness, Self-Monitoring, Self-Development

SELF-MANAGEMENT:     Self-Control,  Self-Discipline, Conscientiousness, Adaptability, Emotions/Attitude Management

SELF-MOTIVATION:       Achievement Drive,  Self-Efficacy, Initiative, Proactivity, Commitment, Optimism, Striving for Excellence

_____ 1.    SELF-AWARENESS:  Accurate Self-Assessment, Commitment to Personal Growth

   
 Self-Understanding, Accurate Self-Assessment, Emotional Awareness, Self-Monitoring, Self-Development

 Did you demonstrate awareness of your strengths and desire for personal and career growth?

_____  2.   SELF-CONFIDENCE:   Positive self-valuing of one’s self-worth and capabilities
Has positive self-valuing, self-worth, self-esteem, poise;  awareness of talents, strengths, unique potential 

             Did your self-disclosure and body language of posture, voice tone, voice inflection indicate self-confidence?

_____  3.   SELF- MANAGEMENT:   Conscientiousness, Dependability, Reliability, Responsibility

  Demonstrates Self-Control,  Self-Discipline, Conscientiousness, Adaptability, Emotions/Attitude Management

Did you show commitment, responsibility?  Did you demonstrate maturity, conscientiousness, reliability?

_____  4.   SELF-MOTIVATION:  Initiative, Achievement Drive to meet a standard of excellence
  Able to motivate self to achieve goals:  Self-Efficacy, Initiative, Proactivity, Striving for Excellence

Did you demonstrate initiative, a readiness to act on opportunities and desire to do your best work?

____    5.   OPTIMISM, POSITIVE ATTITUDE: Positive attitude toward exciting learning opportunity
Optimistic, Positive Outlook – Sees opportunities in challenges,  focuses on good in people, situations

Were you positive, enthusiastic and excited about your practicum?  Was your voice and attitude positive?

SOCIAL COMPETENCE
_____  6.   PRESENTATION SKILLS: Oral communication and Self-Presentation skills 

Oral Communication Skills:  Presents ideas clearly, effectively, persuasively 

Did you communicate clearly, effectively, persuasively?  Were you pleased with your self-presentation?

_____   7.   RELATIONSHIP SKILLS:   Building Bonds, Positive Personality Impact

Nurturing Relationships - monitors interpersonal behaviors to increase positive effect, build bonds

Were you perceived as friendly, cooperative, courteous and likeable?  Did you build a positive bond ?

_____   8.   COLLABORATION AND COOPERATION: Team-Building, Cooperative Team Member

Developing Team Relationships , Working  cooperatively with others toward shared goals

Did you come across as a team-player?  Would they rate you high on being cooperative, friendly and kind? 

_____   9..  SERVICE, HELPING ORIENTATION:  Caring, Respect, Concern for Others 

Being a caring, helping person.   Anticipating, recognizing, and meeting others' needs. 

Did you come across as a caring, concerned, respectful person who sincerely wants to help others?

____    10.   COMMITMENT:   Commitment to organization goals and to your practicum
Self-Dedication to one’s work; Commitment to group goals and to making a real difference.

How would the interviewer rate you level of commitment to the organization and its clients?

PERSONAL COMPETENCE:         TOTAL  _____   Times 4  =    ______________

SOCIAL COMPETENCE:     TOTAL  _____   Times 4  =    ______________
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CRITICAL INTERPERSONAL COMMUNICATION SKILLS
The following interpersonal communication skills are core communication, relationship and helping skills. 

They are the critical skills for developing productive human relationships.   Imagine you are the interviewer and are rating you for demonstration of the following critical interpersonal communication skills. 

Remember First Impressions  may not be accurate but research indicates decisions on a candidate are made the first five minutes of an interview and  make the difference in whether you  receive a job offer.

Rate Your Present Competency Level Demonstrated in Your Interview with Your Supervisor or Your Role- Play of a Job Interview:

5.    Exceptional Competence

4.    Excellent Skills and Abilities

3.    Very Good Competence

2.    Good Adequate Competence

2.  Needs Improvement

RELATIONSHIP MANAGEMENT: INTERVIEWING SKILLS

 

EFFECTIVE  LISTENING, RESPONDING AND EMPATHY SKILLS

_____   1.  Active Listening Skills 

–  actively attends, listens and responds; actively encourages self-disclosure, trust, openness

_____   2.  Interpersonal Warmth, Sensitivity 

–  responds with genuine warmth, interest, positive regard, sensitivity 

_____   3.  Respecting, Valuing Diversity 

– openly respects, accepts, appreciates individuals and values their unique differences
______ 4.  Reflection Skills 

-  reflects, clarifies understanding of feelings and ideas; increases self-exploration, self-disclosure

______  5.  Empathy Skills

 –   communicates accurate understanding, deeper meaning to facilitate depth of sharing, insight

RELATIONSHIP MANAGEMENT:

       EFFECTIVE SELF-AWARENESS, DISCLOSURE, FEEDBACK AND ASSERTIVENESS SKILLS  

_____   6.  Self-Disclosure Skills

– clear self-awareness and open appropriate sharing of meaningful feelings, thoughts to others

_____  7.  Genuineness 
-  is genuine, real, authentic; freely shares true feelings, congruent in behavior; inspires trust

_____   8.  Concreteness Skills 

-  clearly articulates ideas, feelings; uses descriptive language; maintains concrete relevance 

_____   9.  Feedback Skills 

– gives, receives descriptive, insightful, constructive, sensitive, helpful, timely feedback

_____   10. Assertiveness Skills 
-takes initiative, is assertive in communication rather than submissive or aggressive  03INTERVIEWING
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