[image: image1.png]Information to Have on the Employer
Conduct your research before your Interview!

Relative size of firm in the industry
Potential growth for the industry

Annual sales growth

Array of product line or services

Current customer base

Potential new markets, products, or services
Various price points in product or service line
Competitive products

Competitive organizations

Age of top management

Organizational structure

Geographical locations

Number of plants, stores, or sales outlets
Short-term profit picture

Type of training program

Average time in non-management assignment
Recent items In the news

Structure of assets

Relocation policies

Percentage of annual eamings growth
Present price of stock.

Recent trend in stock price

People you know in the firm

Formal versus on-the-job training

Typical career path in your field.

Location of home office

Name of recruiter and other contacts
‘Website URL

‘What do you know about your potential employer!
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[image: image2.png]Convincing Presentations

Brief descriptions of past situations reveal your potential

« Tellastory
« Relate a life episode

« Create an action photo

« Share a class example

« Present a relevant term paper
« Nustrate with examples

« Develop a team illustration

« Use humor for emphasis

« Poke fun at yourself gently

« Show a project result

« Interject values

« Tell an achievement story

« Point to performance numbers
« Quantify your presentation

« Mention mutual acquaintances

‘Which of your past behaviors will you discuss?

Figure 17.2




[image: image3.png]Typical Employer
Interview Results

* 20 Interviews
+ 16 Turndowns.
+ 4 Follow-ups
+ 3Offers

+ 1 Acceptance

Figure 17.3




[image: image4.png]Predictors of Success

« Ambition and motivation
« College grades
« Related work experience
« Creativity and inteligence
« Teamwork capabilties
« Initiative and responsibilties
« Good personality
(outgoing)

« Job skill match

« Specific courses

« Adaptabiity

« Leadership ability

« Ability to communicate

Figure 17.4




[image: image5.png]Sources of Employer
Information

« Websites
« Annual Reports

« Employment Brochures
« Investment Service
Publications

« Product Brochures
« Business Periodicals
« People

Figure 17.5





[image: image6.png]Image Checkup

« Minimal cologne

« Business hair style
(not trendy)

« Minimize wardrobe color
« Natural look makeup

« Fresh haircut or style
«Slimis in

« Manicured nails

« Quality clothes

« Minimal jewelry

Figure 17.6




[image: image7.png]Power Wardrobes

Men Women
Dark sut Tailored suit

Single breasted sut Oxford blouse

Current style sut Floppy bow tie

Solid or pinstripe suit Tallored dress
Conservative tie Silk blouse

Red or blue tie Knee or lower hemline
‘White or blue shirt Qualiy,not fashion
Dark mid-calf socks Neutral hose

Dark polished shoes Dark closed-toe pumps

“These vary by trends and regions of the country.”

Figure 17.7





[image: image8.png]Twenty Frequently Asked Questions

Tell me about yourself. Expand on your resume.

For what position are you applying and why?

‘What are your long-term geals? Where will you be in five years?
‘Why do you feel that you will be successful in .7

‘What supervisory or leadership roles have you held?

‘What examples would you use to illustrate your personality?
‘What have been your most satisfying (disappointing) experiences?
‘What past situations would you use o describe your personal
qualities?

Give me some examples that support your stated interest in
Give two examples of your communication abilities.

‘What courses did you like best? Least? Why?

‘What did you learn from each of your past work experiences?
‘Which geographic location do you prefer? Why?

‘Would you prefer on-the-job training or a formal program? Why?
Give two examples of situations that really motivated you. Why?
‘What are your plans for graduate study?

‘Why did you choose your major and other academic pursuits?
Explain your academic grade performance levels. What best moti-
vated you?

Describe a past situation that shows your leadership.

Give me three examples of your organizational abilites.

Figure 17.8





[image: image9.png]Stress Interview Techniques

Why would an interviewer use a stress interview? Watch for this!

Interviewer:  How can| test reactions, evaluate credentials, and observe personal traits? These
goals can be met by simuilating a stressiul Interview siuation similar to that required
o the job.

Purpose:  Create siress to observe performance under pressure. Destroy pre-rehearsed responses.
to typical questions and force a truer, spontaneous answer by inciting a mare emo-
tiona reply.

sk a question and cut the espanse shart
Demean the anawers o nerview guestons.

Belile credentials such a grades feven f grea)

Challenge applicant o suppertthelbest (ot werst) credentils
Puta tine it on  respirse

Discus he unfavorable e of getting an ofe.

Diccaurage he applican; rom postion, creer choics, .
Wh shoui e fomeone wilh your meager credentisis?
Sell methis il boak.You have read . Fight”

Wht i the worst thing you have heard abou my employer?
1= your 30 minates, 1% hear your sory.

How dyou react 1o extremely negatv cricim about you?
Wrle or read whie the applcant  tlling

Use sence 10 creste swhwardness and ambigut
Give a poker face traughout the marviow.

Avcid &y contact by saing at n cbject

Diepay nonverbal estures hat imply mptience and disgust
Kecp 3ppllant on defensive by coneiantly probing wesknesees.
Crilize appearance sich = cloes, weigh, odor ic

Your expenence and courses weré a waste of me.

Use comments ik “dumb idea.Tulcake? wimp, baby-kiscer”
Prove o me you can eam your salar

Wit a ctuptd uestionwhy would ou ask that?
Intimidte by shoving derespect

i questons apidly et time o respond.

sk a demeaning question

Keep probing of answer i ncreasing depth

Give expressionsof beng digusted and bored

Gazeor stare i slence

Kbty intrnipt a legitmate repy.

Frequently nerfup rspone.

Challenge valdty of answers

Forcefly est echmica competence.

mpune the hansty and negnly o 3 repy.

Paiot a reply n a Smpliic maner

Use negaiie questons conssently

Whipsaw topesand responses.

Ridcue esponses.

Givecun repies 0 all questons.

Givefne o ace refecton

Ak brainteaser questions

End brptly

Are you prepared to respond to sameone wha uses these tactics?
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[image: image10.png]Stress Interview Questions

Interviewers use stress questions to provake a thoughtful, unrehearsed, possibly emational response fo
unanticipated questions like these to exert a reasonable dégree of pressure In the interview environment

to'cbserve job-related personal qualties. Are you ready? Do these quastions bring out the competencies,
beyond simple qualifications, the interviewer needs to evaluate?

Analyze the position you are seeking.

‘Why would you leave your goad job?

‘What i your work philosophy?

‘Why do you think that you are warth this amount?

How lorg will we pay you before you add to profts?

How long will youast with a firm like ours? Why?

How do you feel about minarity groups?

How did more education change your life?

‘What do you think of your last supervisar? Professor?

‘Which professors contributed mest (or least) to
your education?

‘Why aren't you employed yet?

How many cther olfers do you have?

Evaluate your laest educational experience.

Give me a situation where your performance vas.
severely critcized

Give me threz prablems that youhave not yet solved.

How long before you will want your boss'sjob?

Give an example of your crative skilk.

‘What do you thirk thwarts most innovative ideas?

Give me 2 situation where you reprimanded
ancther person

How do | knaw that you have good analytical skill?

Describe your managerial leadership style.

‘What other types of job and specifc firms are you,
Interviewing?

Prove to me that you have top management
‘potential.

How mportant is money to you?

How well o you wark in ambiguous situations?

Describe your ideal work climae.

How could someane with your demeanor be
successful n this field?

How important are status, prestige, and power
toyour

Give mie some examples of your cancern for human
Suffering.

Justiy your salary expectations.

‘What are the key reasons for your successes?
Falures?

Describe your ideal, typical work day.

Use a situation to describe your energy level.

What hings doyou il themost abt your ob?

Why haven you amed more el ecognianss

Whatar your beet and wortprsonal quaines?

Why o500 ok sowell undes enormous presure?

How dayou et chalenge n aJobr

Whatis e dieence beveen opporurity and
sdvancement

Desirbe your e most mpartant metvators

Wt 155 ot chaenging sepect ot you e
i

Whatypeofdecisionsdoyou ind mostdificul
Tomaker

Descib he dieence between goaldrven and
fask.drwen.

Hou ddyouhandie the toughes bossyouser hads

o oy v et bl

WhalReptyour ccomplshments rom beig supr

Whatare you working andetat toImprove?

Wt can Yo e 15 btir qied for i ob?

Why ereyourcalige grades ot n e top
S peron?

What -rlsed ok do you realy disie?

Justhon gy were yo it clege”

st how Uy were o withyour b7

What ype ofpeope relly b you i

What Hive e dne t show? e?

Were you ver nvelved i anycontrovery?

Desib the majr s nat you mos
neourierwih othrs

Why s ot erormancs below your
xpectons?

How doyouteactto nense crticsm?

Hov doyo eslve confls beween ther
peopir

Destivehow you responded o anunethical
Saion

Whatdayos do when the subjec of pltis

What pegative hings doyou eferences say
sbod your

‘The answers to the questions may not be as important as your reaction, mannerisms, and behaviarisms.

Incited by the stress-induced questioning techniques, designed to elcit an evaluation af persanal traits.

Tryto respandto these before you face them,

Figure 17.10





[image: image11.png]Frequent Interviewer Questions

Which questions are relevant for you to ask?

How much travel is normally expected?
Do employees nomally work many hours of overtime?
Canl progress at my own pace o is it structured?

How frequently do you relocate professional employees?
What is the average age of your irst-level supervisors?
Isthe sales growth in the new product line sustainable?
How much contact and exposure to management s there?
At what level is an employee placed in the “exempt” status?
Isit possible to move through the training program faster?
When does the training program begin? Only in June?

About how many individuals go through your program each year?
What is the housing market for young married couples in .7

How much freedom is given and discipline required of the new people?
Would I have to cut my hair and trim my mustache?

Does the firm recommend any night courses the first year?

How oflen are performance reviews given?
Isit possible to transfer from one division Lo another?

How much decision-making authority is given afler one year?
Have any new product lines been announced recently?

How soon after graduation would I expect to report for work?

How much input does the new person have on geographic location?
In your firm, is this position more analytical or more people-oriented?
Inpromotion, are employers ever transferred between functional fields?
Does the firm provide employee discounts?

Are cars provided lo traveling personnel?

Isthe city difficult to adjust to compared to this community?

What is the average age of lop management?

What is the normal routine of a ... like?

Is public transportation adequate?

What is the average time it takes o get to ... level in the career path?

Preface every question with revealing statements!

Figure 17.11





[image: image12.png]Ten Interview Topics

« Career objectives

« Type of job sought

« Knowledge of
organization

« Personal qualifications

+ Reasons for career
choice

« College preparation

+ Geographical concems

« Achievements

« Activities and interests

« Special skills and
interests

Figure 18.1




[image: image13.png]Star Answers

Situation

Results Task

Action

Response to BehaviorakBased Interview Questions

Figure 18.2




[image: image14.png]Assertive Interviewing

« Prepare intensively

« Project confidence

« Rehearse your goals

« Defer greeting and
sitting

« Establish initial rapport

« Get recruiter talking

« Appear to be happy—
smile

« Make the interviewer
smile

* Control the content

« Focus on employer
needs

« Speak with authority

« Ask revealing
questions

« Be positive and
enthusiastic

« Use nonverbal tools
well

« Stick to a planned
agenda

Figure 18.3




[image: image15.png]Interviewing Advice

Do
Smile, smile, smile

Express confidence

Listen intently

Appear excited

Make eye contact

Ask for the job,

Show decisiveness

Stay ontask

Maintain professional poise
Projecta positive attitude
Emphasize accomplishments
sell your skills

Stress personal interests
Give thoughtful responses
Show enthusiasm

Appear posilively assertive
Appear highly organized
Project confidence/presence
Record notes later

Figure 18.4

Don't
Discuss past compensation
Press for a quick decision
Reveal disappointment
Request why rejected

Take notes in the interview
Show your nervousness
Smoke in the interview
Discuss politics or religion
Bad-mouth others
Apologize for weaknesses
Discuss graduate study
Ask for career advice
Appear timid or shy

Get emotional

Rush through answers
Shun responsibility

Reveal disorganization
Alibi about your record
Sound rehearsed





[image: image16.png]Recruiter’s Guide for Successful
On-Campus College Interviewing

. Preparation for the interview (five minutes)
a. Know the school and its basic program

b. Know the opportunities available in your company

c. Read each interviewee's resume prior to the interview

. The interview (your information—ten minutes)
a. Warm-up (setling the applicant at case)
b. Obtaining additional information that expands on the resume
(abilities and skills)
€. Ask questions that focus on personality
d. Ascertain goals—present and future

. The interview (interviewee's information—ten minutes)
a. Relate information on your company
b. After applicant identifies the area of interest, explain your pro-
grams or openings in his/her area of interest and competence
. Counsel Ifno interest

. Interviewing skills
a. What data to collect—ability, interests, personality
b. Interviewing techniques—pattemed, behavioral, directive
questions, stress, hypothetical cases
¢ Knockout factors
d. Showing interest but not committing

. Evaluation (five minutes)
a. Complete your evaluation form
b Inform the career services office of your evaluation for their
counseling program
€. Make recommendations for further interviews or a rejection

Figure 18.5





[image: image17.png]Fifteen Knockout Factors

(Reasons why candidates receive rejection replies)

Lack of proper career planning—objectives and goals ll-defined—needs direction
Lack of knowledge of field of specialization—nol well qualified—lacks depth
Inability to express thoughts clearly and concisely—rambles—poor communicator
Insufficient evidence of achievement or capacity to excile action In others

Not prepared for the interview—no research on organization—no presentation
No real interest in the organization o the industry—merely shopping around
Narrow location interest—unwilling to relocale later—inflexible:

Little interest and enthusiasm—indifferent—bland personality
Overbearing—overaggressive—concelted—cocky—aloof—assuming

Interested only in best dollar offer—too money-conscious—unrealistic

Asks 1o or poor questions about the job—little depth and meaning to questions
Unwiling to start at the bottom—expects too much too soon—unrealistic

Makes excuses—evasiveness—hedges on unfavorable factors in record

No confidence and poise—fails to Iook interviewer in the eye—immature

Poor personal appearance—sloppy dress—acks sophistication and poise

Figure 18.6





[image: image18.png]Interview Evaluation

Candidaie’s Name

Characteristics

‘Placss Use Check or Comments

Above  Satisfactory  Limited Not
Outstanding  Average  Acceptable  Potential  Acceptable
@) ®) © ®) ®

Appearance
Giooming  Bearing

Posture Manners
Dress Neatness

Comments

Preparation for Interview
Knowledge of Company
Knowledge of Pesinons Cpen
Asked pertinent Questions

Comments

Verbal Communication
Delivery and Animation
Preseniation of deas
Grammar and Vosabulary

Comments

Direction
‘Well-Defined Goals

Confdence in Abilis
Realstc and Fractical

Comments

Matarity
Responsible  Social Leader
SelCReliant  Judgment

Decisve work Leader

Comments

Personality
Enthusiastic  Aggressive

Exuovert  Unrespansive
Motivation _ Noncommital

Comments

Qualifications
Academic Preparaiion
‘Work Experience.
Posiion Match

Comments

Overall Evaluation
Long-Range Potential
Drive and Ambition
Abiltyand Qualiication

Comments

Strong Poinis
Sour Notes
Advice

Hring Problems.
Background
Amplity Above
Suggestions.
Plans

Personal Hints

‘CANDID COMMENTS PLEASE! EXTREMELY HELPFULTT

O Invitation

Probable Act

£ NojJob Match © Uncertain at This Time

Figure 18.




[image: image19.png]Selection Summary

Applicant’s Name Date
Pesition Applied for
out-
RATING ON EACH FACTOR standing_Good Marginal _Paor

Appearance, manners
Availabilty for this wark

CANDG"| Education as required by this job

FACTORS | Intelligence, abilityto leam
Prablem solver

Experience in this field

Knowledge of the product

Physical condition, health, energy

CHARACTER TRAITS (BASIC HABITS)
Stability, maintaining same jobs and interests.
Industry, willingness to work
WILLDG"| Perseverance, finishing what he starts
FACTORS | Abiliy ta get along with people

Loyalty, identifying with employer
Selfreliance; independent; decisive
Leadership

MOTIVATION
Interest i this work
Economic need
Need for recognition
Needto excel

Need to serve

Need to acquire
Drive to succeed

DEGREE OF EMOTIONAL MATURITY
Freadom from dependence; independence.
Regard for consequences; responsible
Capacity for selfdiscipline

Freedom from selfishness; ethical attitude
Personality

Humor

Freedom from destructive tendencies;character | | | [ ]
Freedom from wishful thinking; creativity

Important. Do not add or average these factors in making the overall rating. Match the qualifications
afthe applicant against the requirements of the particular pesitian for which the individual is being
considered.

Strang points for this position
‘Weak points for this position

Overall ating. (€] [B] [ (@
Rating by
Recommendationto employ. (1 ves Clio

Figure 18.8





[image: image20.png]Interview Report

Name of applicant
Applying for

Date of interview
Interviewer

"Piease reportyour interview Impressions by checking the one most appropriate box In each ares.

L APPEARANCE. | Somewhatcareless | Satisfactoryper- | Good faste n Unusually well
veryuntidy poor | abourpersonal | sonal appearance | clothes; betierhan | groomed very near,
tasieinclothes | appearance average appearance| excellent taste

2 FRIENDLINESS. | Approachable; farly] Wam, riendly, | Verysociableand | Extremely fendly
appearsvery | friendly saciable outgoing and saciable
distant and aloof
cool

5.POISE, STABIL- | Tense, easily Aboutaspaisedas | Sureofhersell/ | Extremely vell
I Watease; | irated the average himselr ‘composed; probably|
Jumpy,” appears applicant calm under pressure]

4 PERSONALITY. | Questionablefor | Sausfactoryfor | Verydesirable for | Outstanding for
wnsatistaciory | thisjob this job this job thisjob
forthe job

5.CONVERSA- | Makes atempisat | Average Muencyand| Talkswellandto | Excellentexpres-
TIONAL ABILITY. | expression; arfob | expression the point sion; extremely
alks very lile; | atbest fuen; forceful

expression poor

ALERTNESS:
Slowto catch an

Rather sow;
requires more than
average explanation

Grasps ideas with
average abllyy

Quick tounder-
stand; percelves
very well

Exceptionally keen
andalert

7.INFORMATION. | Fairknowledgeof | Isasinformed as | Fairly wellinformed,| Has excellent
poor knowledge | feldofimerest | the average knows more than | knowledge ofthe
orfield of interes applicant average applicant_| field

5 EXPERIENCE no| Fairrelarionship | Averageamount | Background very | Excellentback-

relationship | between applicants| o meaningful good; considerable | ground and
between appli- | background andjob| backgroundand | experience experience
canvsback- | requirements experience

ground andjob

requirements

9.DRIVE: has Appears o set goals| Appearstohave | Appearstostive | Appears o sethigh
poorly defined | 1o0lowand to put | average goals puts | hard; has high gosls and tosirive
goals and forthlitle effort o | forth average effort | desireto achieve | incessanilyto
appearstoact | achieve these toreach these achieve these
without pupese
10 ACHIEVEMENTS | Substandard but | Average Above average and | Outstanding
tolowtobe | possblyacceptable Shows potential

considered

Eligble For Employment.

Oves Clno

Signature of nerviewer
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[image: image21.png]Powell’s Trait Checklist

Candidate’s Name Interviewer

Position Sought Interview Date

Please giveme an A, B, C, or D grade for each traitlisted under each category with your
supporting comments and circle the most descriptive words and Uralls

(Cramaie e Vords s T EE)
Comple  Teacher  neresing  Fapport
Peonaity | cugoms  wemer  depable  meatie
v R Peamt Toeunc
Raner  Resouretl  Conrller ol seter
Ol [
el
Ambiious Assrive  Achiever  Chamer
Woarkwoaion| s mnageic  rasuve  fuoncer
Mpitude mitmr wardworker Commited
Ariie Tt 2y comact  Grammar
B | e mew e e
Acive  Acens Psenier  wordy
ellgent Promaable  scholar Anayie
Learing sy | piwde  compeent  achiever Tk
Teckorented Poenial werler  Match
Dedsive  pacial  Obcive  Lender
Lesienitp | mesporaile  Gontders Loghal Tenacous
Vetwe | mahoriatve Reaisic  sover
Degee Grdes TechnicalKnowledge
Suivaen | war  Ueemes  AanctonalKnowkdse
Coutes Conifcaes sty Knowkdie
OVERALL GRADE
Probable action: [ no mterest O unsure

O rotiwpmverviews. O oners
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[image: image22.png]Trait-Based Candidate Evaluation

Candidates Name Position Sought Date. Inerviewers Name

This trait-based candidate appraisal uses key descriptive words for eight selected charactristcs of career direc-
tion, verbal communication, personal qualiies, atitude toward work, job qualifications, Interview preparatian,
presentation, maturty, and appearance. The forced-word evaluation i summarized in an overall evaluation based
Upon a summary of the key descriptor.

siructions: Darken the circle beside as many descriptive words as possible. The words selected represent an
impression of the candidate's performance inthe inerview for each characteritic

CAREER DIRECTION
Please darken the circle beside as many descripive words as possible thatyou find
reazonably describes the candidate's areer directon at hi point n time

© Achievable © Developed © Knowledgeable © Resolved
© advanced © Directed © Lack ofspecialization. © Self-aware
© amless © Directionless © Logial © Self-confident
© Ambiguous © Disinterested © Misdrected © Targeted
© Ambitious © Driven © Motivated © Thaughtful
o Assertive © Explorer © Noncommital © unclear
© assured © Goal-directed © ontrack. © Undefined
© Garcerdost © Goodperspective O Planned © Unfocused
© Garcer-oniented © Wealistc o positive © unrealistc
© Gerain © logical © practical © unsure
© dlear © mpractical © progress © vague
© Goncentrated © incontral © Rational © Veak awareness
© confused © informed o Realistic © vell.defined
© Convincing © Insincere interssts O Reasonable © wellfocused
© pefined
Commens:
CAREER COMMUNICATION
Please darken the circle beside each descriptive word that you fel reasonably
describes the candidates verbal commuicarion abltes.

o Able © Disorganized © Nervaus © Slang
© Animated © ol © organized © smiles
o aniculte © Eloguent o personal © smooth tane
© asure © Expressive © Pleasant © Stucured
o Atentive © Familar © polished © Suceinct
o Awkward © Formal © poor grammar © Systematic
© rsh accent © Fresh © precise © Tactul
© Careless. © Homey © Presence © Thaughitul
o Clear © tliterate © Rambles © Timid
o Closer © immanre © Rash © Twangy
© Competent © ntelligent © Rehearsed © unclear
© Concise © Laid-back © Related © Unfocused
© Confused © Leader © Repeater © unprepared
© Conversaticnalist O Listener © Roboric © Used examples well
© Country accent © Literate o Rusty © vague
© Delberate © Mannered © Scrambled © verbose
© Directanswers © mixedup © Sensible © well.spoken
© pisaranged © humbles. o Skl © viordy

Commans: )

Figure 18.11





(Figure 18.11 continued on next page)

(Figure 18.11 continued)
[image: image23.png]Trait-Based Candidate Evaluation

PERSONAL QUALITEES
Please darken the cicle beside as many descriptive word as possible that you feel
reazonably describes the candidate's personal qualites and personality.

Pored
Posive
Freentous
Secure

St deprecatng
Serout
Shallow

sty

Sicere
Onenthused
Unnanural
Uprgnt

amn
wek-viled
ise
Saravn
viny

Zeaious

Achiever Egotistical Laid-back
Amogant Energized Leader
Arifical Enthusiastic Likable
Ascertive Exciable Mature
Attentive Facade Moivated
and Fake Motivator
Eelligerent Fidgety. Negative
Bored Forceful Nervous
charger Go-getier Nonchalant
Chansmaiic Goal-directad Noncommittal
Comfortable Happy obnoxious
Compatile latcase Qutgoing
Conident Immanre ovetbearing
Cordial Imiator Fassive
Driver nitiator Personable
Dul Imerest Persuasive
Dynamic Ineresting Phony
Easy-going Intovertad Flasiic

oy

©00000000000000000

Comments:

ATTITUDE TOWARD WORK.
Please darken the cicle beside as many descriptive word as possble that you feel
reasonably describes the candidate’s atitude toward work.

Aggressive Energetic Loose
Ambitious Enthusiastic Nartow-minded
Arificial Fervent Negative
Carefree Flippant Negligent
Casual Hard worker Open minded
Cautious Hard working Cpinionated
Committed Unwavering Perfectionist
Competent Inaccurate perseverant
Competiive Imactive persistent
Complainer Inattenive political

coal Incompetent Precise
Cooperaive Inconsistent principled
Dedicated Indecisive Proactive
Determined Independent Functual
Diligent Industrious. Reactive
Disciplined Initator Realstic
Distractible Inense Relable
Dallar-mativared ncesponsible Resourceful
Eager Lazy Respectful
Easygoing

Comments:

Responsible
Results oriented

Risk-taker
Sell-sarter
Sensible
Sloppy

Solid

Studious
Successtul
Team player
Uncommitted
Unconcerned
Unmoivated
Unreasonable
Value canscious
‘Whalesome
willing

akker

Zealous

©000000000000000000





(Figure 18.11 continued on next page)

(Figure 18.11 continued)

[image: image24.png]Trait-Based Candidate Evaluation

JOB QUALIFICATIONS

(skill, Major, Degree, Experience, EIc)

Please darken th circle beside as many descriptive word as possible that you feel
reasonably describes the candidate’s credentials for the opportuniy avallbe.

Academically prepared
Achisver
‘Adequate grades
Analyical
Average
Capable
Committed
Compatible
Competent
Conceprualizer
Dumb

Excellent
Experienced

o
°

°
°
°
°
°
°
°
°
°
°
°

Follower
Hustler

mpressive
madequate experience
Inconsistent

mnovator

ntelligent

Leader

Mediocre

Mismatch

Needs improvement
Oustanding
Overqualificd

pertect
Performer

Poor grades
Problem-salver
Profiient
Qualited

Related experience
Requires waining
Satisfactory.
Self-centered
Selfstarter

sharp

Strest-smart

o

Superior grades

© Supersiar

Talented
Technically qualfied
Theorist

Thinker
nacceptable grades
Uncapable
unqualified
unsatsfactory
weak experience
Weak kil

Commans:

MATURITY

Please darken the circle beside as many descriptive word as possibe that you
el reasanably describes the candidate’s maturiy.

Accountable
Action-maker
Ascertive
Authariative
Bold

Bored

calm

Capable
Cautious
Childch
Competent
Conident
Confused
Decision maker
Decisive
Dependable
Dishonest
Emorional
Experience

Flexible
Follow-through
Follower
Giggler
Groping
Haphazard
imiator
Immature
immoral
Impukive
Indecisive
Indpendent
Inexperience
Infricr
Innovator
Joiner

Juvenile

Leader

Logical

Loner
Naive
Organizer
Fanticpative
Poised
Potential
Proactive
Professional
Proven
Proven leader
Prudent
Rational
Reactive
Realistic
Relable
Responsible
sef-confident
Selreliant
Selfstarter

©000000000000000000

Self-suffcient
Serious

Sthrewd

Smoath
Sophomoric
Sound judgment
Stable
Street-smart
Talented

Team plager
Timid
Tstworthy.
Thful
Unethical
Unproven
Unrealistic
unsure
Valueless

wity

Comment:





(Figure 18.11 continued on next page)

(Figure 18.11 continued)

[image: image25.png]Trait-Based Candidate Evaluation

INTERVIEW PREPARATION/ PRESENTATION

(Research, Review, Analysis, Presentation of Facts)

Please darken the circle beside a5 many descrptive word as possibe that you el reasonably
describes the candidate's preparation and presentation fo the nterview.

“Adequate informed
Canned preparation Inquisitve
Careless Insighttul
Confused Insuffcien
Ditincive Imerested

thacts

Follow-up questions  © Knowledgeable
Highly prepared Made points
Homework complete  © Nonchalant

Ignorant Fercepiive

o
o
o
o
o
Focused Knew facts o
o
o
o
o
o

ll-prepared Poor questions

Indiflrent

Frepared
Frabing
Frovaking
Questions
Readfacts
Rehearsed facts
Repeats resume
sl
Superticial
Suprised
Tharough

o0 reharsed
Trte preparation
Unavare
Understand facts
Uninformed
Unprepared
Up-to-date
‘Weak nterest
‘well-advised
‘well prepared
Wellread

Commens:

APPEARANCE

(Pose, Dress, Manners, Mannerisms)

Flease darken the circle beside as many descriptive word as possibl that you feel
reazonably describes the candidate’s appearance as broadly defned above.

Amateurish © Eye conact

‘uthoriaiive Firm hands
Average Gestures
Businesslike Happy
Careless Image
Clean Messy
Clean-cut wiliary
Conservative Moderate
Converrional Neat
crisp Nervaus

shake

Diny obnoxious
Dynamic Fersonable

Excess makeup Pleasant

Poise
Poliched

Poor body language
Posture

Presence
Professional

Praper

Refieshing

Relaxed

Respectul

sharp.

Slob.

Sloppy

Slouch
Sophisticated
Sparkling
Sweary palms
Tasteful

Timid

Tired
unkempt
unkept
unprofessional
untidy
Well-dressed
Wellgroomed

Commens:

Record evaluative overall analyss below and fustiy decision

SUMMARY

areer direction
Verbal communication
Personal qualites
Atitude toward wark:

Job qualifcarions
Interview preparation.

Maturiry

Appearance.

¢

RECOMMENDATIONS

D)

T invite for further interviews [ Reject candidate

Decision rationale:

T extend job offer

T Doty decson





[image: image26.png]Employer Profile

Create a profile on your potential employers.

Employer:
arganization.

General Information: Briefly explain the nature of the business.
Mention any intemational aperations and give the approximate number of
emplayees. Note the locations of the greatest concentrations of employees.
and operations if extensive.

History: Indicate the founding, key early leaders, impact on community
andor public, and the significance of history to tadays aperatian.

Products/Services: Discuss the line of business or operations. Mention
all principal products and services and indicate the percentage of their mar-
ket share and percentage of the firm tatal sales. Cover the scope of market-
ing/distribution and the perceived product/Service quality reputation.

Structure: Briefly describe the basic organizational structure. What func-
tions report to other functions? Where does the department or function you
are interested in fitinto the organizational structure?

Industry: Identify specific competitors or emplayers in comparable
aperations. Tryto indicate the relative ranking of size and quality within that
grouping

Size: Get ahandle on the scope of the operation. What is the sales vol-
ume or budget? How many emplayees are there by various graupings? What
is the net asset base? Campare figures to ather benchmarks to aid in under-
standing the meanings of the numbers. How does this relate to you?

Locations: Where is the home office? How large is it? How impertant is
it relative to other locations? Where are the branches and/ar plants? How
many are there? Is it important ta work in several locations? Try to cover all
afthese points if the informatin is pertinent and applicable.

Financial Outlook: Investment services provide forecasts of sales and
arnings, growth. Look at the various reports. Consolidate their basic recom-
mendations if applicable. If the employer is nat a business, try to obtain infor-
mation on budgets and future and current sources of funding.

Recent News: Summarize any pertinent articles that have been pub-
lished in newspapers and magazines within the past 18 months. News gives
some impartant ideas on future direction

Contacts: Give the names and titles of impartant chief operating offi-
cers. Try to learn the names of people who would be superior to you i you
abtained a jab. If you are applying for general programs or broad training
positions, identify the key personnel persan who you should cantact. IFyou
Know the title but not the persan, call a secretary for that information

Positions Available: You probably have a goad idea of the job that you
‘want in the organization. Give the tile and a brief descriptian of the job

Give name, address, and other contact information on the

Do you have a “resume” on your potential employers?

Figure 19.1





[image: image27.png]Job Description

Create your potential job description!

Title: Make a one- or two-word descriptor, preferably the words used by the employer

Duties: Describe the day-to-day work activities. Try to hypothesize what a typical wark day would
be like. Be specific and spell out every single task that i likely to be requested of you.

Responsibilities: How many people might you supervise? What magnitude of dollar respansibil-
ity will be on your shoulders? Ta what position will you repart? How closely will you be supervised?
‘Will your decisions impact greatly on the employer’s finances and/ar image?

Qualifications: Determine the specific skills and background the employer is seeking. What is
needed to do a superior job? Discuss the education level and specific formal training required in
detailed course work. Get down to the very basic things that create the skills that are necessary to do
the job.

Coverthe lvel of work experience required o do a superir,not st an average,job Keep think-
ing about haw your background fits inta this.

If applicable, try to describe some of the persanal qualities the employer might be seeking. What
personality traits, values, interests, etc., might be very usefulin doing a superior job. How do your
competencies compare?

Advancement: You have identified the initial job for which you feel you are qualified. The
employer will be cbserving you for growth as well. I all goes well, what will your next three assign-
ments be? Try to think of how you are qualified for these as well, because the employer may be way.
ahead afyou

‘What s the time between promotions? What type of training is offered to get you ready? Are you
interested in doing the work and study it takes for the next job? Describe some lateral moves as well
as upward moves. Keep thinking of what the employer is looking for so you can plan your strategy in
your interview presentation. What is your potential in this job?

‘You now have a good feel for the employer and a better indication of the job. With that much infor-
mation going inta an interview, you are well on your way toward getting the offer. Your next step is ta
prepare a presentation that integrates what you know about the employer, the position, and your
background. The perfect match is then in the making.

Location: Indicate the location of the current job. Where would the next three promotions take
‘you? Would you have to mave? Wauld you be willing ta move? Describe all of the potential possibili-
ties. Indicate your willingness ta make those moves even if it means several geographic moves.

Compensation: Tryto get some handle on the compensation for the jab. Is the range reason-
able? Could you live on that salary? How fast is salary likely to increase? Is compensation tied to pro-
duction, bonus, or commissian? Identify the type of compensation and haw it might change aver time.
Daes the employer seck only highly motivated people? Will money campensation be low? Is that
important? What about lfestyle implications?

Resources: wwwcarezranestop.org, www.wetfeet.com, and ather career ariented websites.

Would you be happy with this job for a while?

Figure 19.2





[image: image28.png]Recruiter Terminology

Hi-po: High potential recruit
Empty suit: Looks good but can't deliver
Charger: Makes things happen

Go: High fashion dresser

Cosmo: Fashion model

Windmiller: Appearance of perpetual motion
Guru Mentor/expert

Rabbi: Protector of others

Monk: Completely work oriented
Air-head: Notintellectual; dumb

Pretty Face: Good looking but not street-smart
Hustler: Achiever

Go-getter: Assertive

Figure 19,




[image: image29.png]Employment Communications

Resume “Thank you for visit
Cover letter ReaMliming interest
Thank you for interview Stillinterested

Keeping in touch Persistence

Application Expense statement
Prodding Terminating discussions
Confirming appointment Offer

Dear john Offer acknowledgment
“The bullet Offer stall

Delayed follow-up Offer acceptance
Invitation to visit Offer declination
Accepting invitation Keep intouch (nudge)
Declining invitation Notes on interview

Figure 20.1




[image: image30.png]Interview Record

What s the status of your discussions with potential employers? Maintaining a
thorough record, like this, avoids potential embarrassment.

Company name Date

Individual contacted

Address

Position applied for
How initial contact was made: Campus Inferview — Letter

Other

Comments on First Contact

Probable action by recruiter:

No interest Uncertain Isinterested

Follow Up Procedures
‘Who will initiate next contact? They Me
Date by which contact should be made

Nature of contact

Actual date of follow-up contact

Nature of follow-up message:

Date consideration terminated

Reason consideration terminated (if self-initiated)

Have you altached your own completed version of the interview evaluation similar 1o the
examples in Chapler 18? Your empathic evaluation helps your sel-help analysis with your
career coaches If you are rejected and maintains an important control factor in your
successes.

Figure 20.2





[image: image31.png]Typical Business Letter Style

Street Address
City, State, Zip
Telephone number
e-mail

Current Date

14 spaces]

Employers Name
Title
Department
Organization
Street Address
City, State, Zip
1 space]
Dear Mr./Ms./Dr. Individual's Last Name:
[1 space]
Introduction: Reference previous conversation or correspondence ... give specifc dates if
possible ... state appreciation for past consideration .. . succinclly state current business.
[1 space]
‘Body: Give details on purpose of letter . . make reference to attachments .. write short
but complete sentences . . avoid large and unnecessary words .. cover the central
theme completely .. . make paragraphs two to five sentences.
[1 space]
Close: State the action you expect from the recipient ... keep paragraph short ... indi-
cate your next plan of action ... offer specific date of expected action if appropriate
than the recipient
[1 space]
Very truly yours, [Sincerely, Sincerely yours, Truly yours, etc.]

3 spaces]

Signed Name
Typed Name
[1 space]
PS. [Information that came after the letter was written. Sometimes used for emphasis.]
[1 space]
Encl. [Indicates that there is an attachment or enclosure]
[1 space]
ce: Career Services Office [Indicates others who are kept informed]

Figure 203




[image: image32.png]Job Decision Ethics

« Honor dates for reply

« Keep your word

« Explain decision
difficulties

« Never burn bridges

« Leave doors open

« Write thank you to
everyone

« Put everything in
writing

« Never renege on
commitments

Figure 204




[image: image33.png]Interview Trip Expense Report

Name

Address

City, state, Zip

Telephone

Date of Visit
Transportation:

From home to airport
Alline fare (receipt attached)
From airport to home
Taxi/Limousine fares

Lodging
Holel () (Recelpt atached)

Hotel tips,

Meals
Meals prior to interview

Meals en route home

TOTAL EXPENSES INCURRED

signature

Figure 20.5




[image: image34.png]Unethical Employment
Practices

* Inaccurate resume
« Falsifying records
« Incomplete records
« Dishonest
recommendations
« Lying in interviews
« Cheating on expenses
« Insincere job interest
« Abusing confidentiality
« Reneging on
acceptance
« Leaving job
prematurely

Figure 20.6




[image: image35.png]Potential Sanctions for
Unethical Conduct

« Prepare report of
situation

« Note in placement file

« Notify current
employer

« Advise potential
employers

« Inform credit agencies

« Consult references

« Advise professional
association leaders

« Inform employment
agencies

« Contact personnel
associations

« Consult legal counsel

Figure 207




[image: image36.png]Reasons Most
Frequently Cited for
Accepting a Job Offer

Rank order varies by candi-
dates surveyed, but most sur-
veys approximate this ranking.

How would you rank these?

« Opporturity for
Advancement

« Challenge and
Responsibility

« Opporturity for
Seff-Development

« Variety of Assignments

« Type of Work

« Freedom on the Job

« Salary

« Working with People

« Job Security

« Training Program

« Fringe Benefits

« Working Conditions

« Location of Work

« Job Title

« Reputation of Employer

Have you considered each

factor in evaluating which job

option is best suited for your
long-term goals?

Figure 20.8





[image: image37.png]Job Comparison Form

Organizations Compared

Retative
Importance|___EmPRYen Employer: Employer:

Factor toMe | Value (©-5) - Product Value (0-5) - Product Value (0-5) - Prodict

gt

Totain

Sizeof organization

Growth patential
ek

Product
dversification

Management calber

ndusty chaice

teresting
assignments

Eay responbiy

Tocation

Job iy

Sy

Training pregram

Finge beneits

Toavel
responbities

Immediste uperior

Pecple wark with

Recommendations
of fende

Working conditions

terestevel of fum

Advancement
opportunity
Pant Tl

Relative Ranking

Rate eachof the factors on a scale of .0 with s eing most important and 0 indicating no value o you. Place
our rating (51,0 n the “Importance" column. A5 you gather information about 2 partiular emploger, review
ach factor in relation to the specific employer and assign a value of 50 0 to the employer for each factar
beside the dotted ine. Next, muliply “your Impertance” ratings and place the product i the column under the
employer name. When complete for all factors of each employer, add the points and rank. from high o low.

Figure 20.9





[image: image38.png]Indexing Example (Hypothetical)

Chicago Equivalent of Boston

Chicago index

‘Bostonindex * Peston salary

$42,000

A Chicago salary of $42,000 equals a Boston salary of $50,0001n
purchasing pover.

Figure 20.10





[image: image39.png]Family Budget Indexes

Urban average 100
Metropolitan 102
Non-Metropolitan of
Atlanta 92
Baltimore 99
Boston 119
Chicago 100
Gincinnati 99
Cleveland 102
Dallas 89
Detroit 101
Honolulu 120
Houston 93
Kansas City 96
Los Angeles 97
Miwaukee 104
Minneapolis 104
New York 116
Philadelphia 104
Pittsburgh 97
St. Louis 97
San Francisco 105
Washington (DC) 108

‘Scume: Monthy Labor Reulew; “niermadito
Eudgat for a Famiy o Four”

Indaxas aa for ustaton purposss ony.
Consu atest publcatin.

Figure 20.11





[image: image40.png](Compensation Factors

« Base salary
« Commission

* Short-term bonus

« Incentive pay

« Signing bonus

« Stock options

« Cost of living

« Benefits

« Perks

« Overseas adjustments
« Work schedules

« Telecommuting

Figure 20.12










