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Typical Interview Questions
Not every interviewer will ask you every one of these questions.  However, if you are prepared to address these questions, you will leave the impression that you were prepared for your job interview, even if additional questions take you by surprise.

· Typical interview questions: 

· What are your long-range goals and objectives?

· What are your short-range goals and objectives?

· How do you plan to achieve your career goals?

· What are the most important rewards you expect in your career?

· Why did you choose the career for which you are preparing?

· What are your strengths, weaknesses, and interests?

· How do you think a friend or professor who knows you well would describe you?

· Describe a situation in which you had to work with a difficult person (another student, co-worker, customer, supervisor, etc.). How did you handle the situation? Is there anything you would have done differently in hindsight?

· What motivates you to put forth your greatest effort? Describe a situation in which you did so.

· In what ways have your college experiences prepared you for a career?

· How do you determine or evaluate success?

· In what ways do you think you can make a contribution to our organization?

· Describe a contribution you have made to a project on which you worked.

· What qualities should a successful manager possess?

· Was there an occasion when you disagreed with a supervisor's decision or company policy? Describe how you handled the situation.

· What two or three accomplishments have given you the most satisfaction? Why?

· Describe your most rewarding college experience.

· What interests you about our product or service?

· Why did you select your college or university?

· What led you to choose your major or field of study?

· What college subjects did you like best? Why?

· What college subjects did you like least? Why?

· If you could do so, how would you plan your academic studies differently?

· Do you think your grades are a good indication of your academic achievement?

· What have you learned from participation in extracurricular activities?

· In what kind of work environment are you most comfortable?

· How do you work under pressure?

· Describe a situation in which you worked as part of a team. What role did you take on? What went well and what didn't?

· In what part-time, co-op, or summer jobs have you been most interested? Why?

· How would you describe the ideal job for you following graduation?

· Why did you decide to seek a position with this organization?

· What two or three things would be most important to you in your job?

· What criteria are you using to evaluate the organization for which you hope to work?

· Will you relocate? Does relocation bother you?

· Are you willing to travel?

· Are you willing to spend at least six months as a trainee?

What the interviewer is looking for:

Interviewer: Tell me about yourself. 

You: Remember, this is a job interview, not a psychological or personal interview. The interviewer is interested in the information about you that relates to your qualifications for employment, such as education, work experiences and extracurricular activities.

Interviewer: What do you expect to be doing five years from now? Ten years from now? 
You: The interviewer is looking for evidence of career goals and ambitions rather than minutely specific descriptions. The interviewer wants to see your thought process and the criteria that are important to you.

Interviewer: Why should I hire you?

You: Stress what you have to offer the employer, not how nice it would be to work there or what you want from the employer.

Interviewer: What are your ideas about salary?

You: Research salaries in your field before your interviews so that you know the current salary range for the type of position you are seeking.

Interviewer: Why do you want to work for our company/organization?

You: Not having an answer is a good way to get crossed off the candidate list, and is a common pet peeve of interviewers. Research the employer before your interview; attempt to find out about the organization's products, locations, clients, philosophy, goals, previous growth record and growth plans, how they value employees and customers, etc.

Differences

Because each interviewer is different, there are many types of interviews. Some interviewers are skilled at interviewing; others are not. Some are talkative; others let you do most of the talking. Most interviews, however, will range from open-ended, in which the interviewer asks questions and lets you do most of the talking, to the highly structured, in which the interviewer asks many specific questions following a planned format. Many interviews will fall between these extremes; you should be prepared for any style. The following are four basic stages that can occur in a typical interview:

Typical stages of the interview 

1. Introductory stage. The interviewer will establish rapport and create a relaxed, though businesslike, atmosphere. This is where the interviewer gets the very important first impression of you.

2. Review of your background and interests. This usually takes the form of "what," "why," "where," and "when" types of questions. Focus on what you are like, and what you have accomplished, your academic and work background, and your goals. One of the interviewer's objectives is to see if your qualifications match your declared work interests. Give concise but thorough responses to questions.

3. Matching begins. Assuming you have the necessary qualifications, the interviewer will begin the process of determining whether the employer's job opening(s) match your interests and qualifications. If there seems to be a match, the interviewer will probably explain job details to see how interested you are in the position.

4. Conclusion. In this stage, the interviewer should explain what the next steps are in the hiring process. Be sure you understand them. Promptly provide any additional information requested. There should be ample opportunity for you at this point to ask any questions you have.

What is it?

· Behavioral interviewing is a technique used by employers in which the questions asked assist the employer in making predictions about a potential employee's future success based on actual past behaviors, instead of based on responses to hypothetical questions.

· In behavior-based interviews, you are asked to give specific examples of when you demonstrated particular behaviors or skills.

· General answers about behavior are not what the employer is looking for. You must describe in detail a particular event, project, or experience and you dealt with the situation, and what the outcome was.

Examples of behavioral interview questions: 

· Describe a time when you were faced with problems or stresses at work that tested your coping skills. What did you do?

· Give an example of a time when you had to be relatively quick in coming to a decision.

· Give me an example of an important goal you had to set and tell me about your progress in reaching that goal.

· Describe the most creative work-related project you have completed.

· Give me an example of a problem you faced on the job, and tell me how you solved it.

· Tell me about a situation in the past year in which you had to deal with a very upset customer or co-worker.

· Give me an example of when you had to show good leadership.

Responding well to these types of questions: 

· The "S.T.A.R." technique is a good approach: Describe the Situation you were in or the Task you needed to accomplish; describe the Action you took, and the Results.

· Be specific, not general or vague.

· Don't describe how you would behave. Describe how you did actually behave. If you later decided you should have behaved differently, explain this. The employer will see that you learned something from experience.

Tips

· Always prepare questions to ask. Having no questions prepared sends the message that you have no independent thought process.

· Some of your questions may be answered during the course of the interview, before you are offered the opportunity to ask. If so, you can simply state something to the effect that you were interested in knowing about ..., but that was addressed during the interview. You could ask for additional clarification if applicable.

· Do not ask questions that are clearly answered on the employer's web site and/or in any literature provided by the employer to you in advance. This would simply reveal that you did not prepare for the interview, and you are wasting the employer's time by asking these questions.

· Never ask about salary and benefits issues until those subjects are raised by the employer.

Samples

If you are having trouble developing questions, consider the following samples as food for thought. However, don't ask a question if you are not truly interested in the answer; it will be obvious to the employer.
· What are the company's strengths and weaknesses compared to its competition?

· How important does upper management consider the function of this department/position?

· What is the organization's plan for the next five years, and how does this department fit in?

· Could you explain your organizational structure?

· How will my leadership responsibilities and performance be measured? By whom?

· What are the day-to-day responsibilities of this job?

· Could you describe your company's management style and the type of employee who fits well with it?

· What are some of the skills and abilities necessary for someone to succeed in this job?

· What is the company's policy on providing seminars, workshops, and training so employees can keep up their skills or acquire new ones?

· What particular computer equipment and software do you use?

· What kind of work can I expect to be doing the first year?

· What percentage of routine, detailed work will I encounter?

· How much opportunity is there to see the end result of my efforts?

· Who will review my performance? How often?

· How much guidance or assistance is made available to individuals in developing career goals?

· How much opportunity will I have for decision-making in my first assignment?

· Can you describe an ideal employee?

· What is your organization's policy on transfers to other cities?
Purpose

Following an interview, promptly (within 2 business days) write the interviewer a letter expressing appreciation and thanks for the interview.  The purpose of this letter is to: 
· Show appreciation for the employer's interest in you.

· Reiterate your interest in the position and in the organization.

· Review or remind the employer about your qualifications for the position. If you thought of something you forgot to mention in the interview, mention it in your follow-up / thank-you letter.

· Demonstrate that you have good manners and know to write a thank-you letter.

· Follow up with any information the employer may have asked you to provide after the interview.

See samples below: 

Sample 5.4:  Thank-you for initial interview
Sample 5.5:   Thank-you for on-site interview
Hard copy, handwritten or email?

Thank-you letters can be hard copy typed, handwritten or e-mailed. Hard copy is most formal and is appropriate after an interview. Handwritten are more personal, and can be appropriate for brief notes to a variety of individuals you may have met during on on-site interview. E-mail is appropriate when that has been your means of contact with the person you want to thank, or if your contact has expressed a preference for e-mail. (Also see guidelines for using e-mail in your job search and e-mail business etiquette.)[image: image1]
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