EFFECTIVE INTERVIEWING TECHNIQUES 
Objective
This brief is designed to prepare you for any interview that you generate, regardless of industry or purpose.  It is by no means the only guide that you should use in developing your personal approach to interviewing, but it can be a useful tool for mental preparation, or to “set the mood” for your interviews. 

Premise
This approach to Interviewing is based upon the premise that companies do not know how to conduct an interview, nor do they really know how to effectively judge talent.  The law of large numbers and a little luck does enable them to get some good talent in spite of not really knowing how.  You want to enter every interview with the mindset of improving your odds of success by helping your prospective employer make a better selection right there in the interview.  You can best do that by being responsible for guiding that meeting to your best advantage and by TAKING NOTHING FOR GRANTED.

Preparation
There are several things that you can do in preparation for the day of your interview:

Grooming and dress are important for every interview.  Your goal is to make your looks in an interview a non-distraction.  A few days before the interview, assess your need for a haircut, shoeshine, dry-cleaned suit, pressed shirt or dress.  Plan your attire so that you are dressed conservatively (some would even say 'Dress for a Funeral').  Additionally, plan any accessories or props that you intend to bring to the meeting.

Understand the logistics for the day of your interview.  Get a specific time and place for the appointment, write down contact numbers and agree to an action plan for any problems that may arise.  Keep this information in a place that you will not forget on interview day.

Review your resume (especially what you believe is applicable for the prospective employer) for at least 1/2 hour.  We often forget important accomplishments and experiences in the heat of the interview.  A good way to do this is to take out your resume, and with a pad of paper, take notes on what you believe will be most important to your prospective employer.  You may even want to take these notes with you. 

Research background on the employer to the best of your abilities.  USE THE CAREER CENTER.  GET ON THE INTERNET.  TAKE NOTES.  TALK TO PEOPLE YOU MIGHT KNOW ABOUT THE EMPLOYER.  In the interview, ASK QUESTIONS and TAKE NOTES. 

Interview Attitude
In interviewing, Attitude is Everything.  Like a dog that can sense your fear, employers sense immediately the ATTITUDE THAT YOU ARE WEARING in the interview.  Mentally, you need to put yourself in the right frame of mind for your meeting, a frame of mind that reflects confidence in your abilities and enthusiasm for the employer.   Remember that you are there because they need help, and assume from the start that you are MORE THAN QUALIFIED TO HELP THIS EMPLOYER.
The Four Point Interview Agenda – the key to success is as simple as this
This brief proposes a Four Point Agenda that gives you effective control of your interview, while making the prospective employer believe that he/she is in control.  Additionally, this agenda gives you a simple roadmap for your meeting that you can easily remember while in the "heat of the battle."  Of everything in this document, remember the four agenda items listed below, and try to achieve each of these items.  If you do, you will have a successful interview.  Here are the agenda items:


1.  Find out what they are looking for

2.  Tell them what you have that they are looking for

3.  Get them to agree that you are what they are looking for

4.  Find out what steps remain between you and a job offer  
The Why and How of the Four Point Agenda
What follows is the logic behind the Four Point Agenda, as well as tips on how to execute these agenda items.

1.  WHY do you want to find out what they are looking for?  It is good to let the prospective employer talk first, and by asking them what they are looking for, you get them to talk first.  You are showing concern for their company and situation by asking them what they believe they need.  You are also setting them up to be ready to listen to you when you are ready to present your skills.  Additionally, you are getting them off of their agenda and taking control of how information flows in this meeting.  This is very important in a meeting where the employer's interviewing skills are not strong--you avoid flawed techniques (checklist questioning, unorganized conversation, lots of pregnant pauses, irrelevant "favorite" questions, etc.) that have been adopted over the years.  Finally, YOU ARE GETTING THE ANSWERS TO THE QUIZ!!!  If they tell you what they need, you can adjust and package your answers to address those needs and position the company is hiring for, potentially enabling the employer to make a commitment right there in the meeting!!

HOW do you get them to tell them what you are looking for?  It is really very simple and non-threatening---Ask them!  Open your meeting with a statement like 'Before we start with your questions, Mr. Employer, maybe you could share with me what it is that you are looking for in an employee?'  Develop a line of questioning that identifies the nature of the situation, problems or issues that have surfaced in trying to address the situation or in hiring an employee, what is the employee's role going to be, the skills that the employer believes that they need or what they believe is a successful profile for an employee.  Listen carefully to their answers. This information will give you an opportunity to determine what skills that you possess that can be of most use to your future employer.  
2.  WHY do you want to tell them what you have that they are looking for?  Because this is what the employer wants to find out!  Additionally, if you take the lead on answering this question, you will further avoid the employer's potentially poor navigation of the meeting.

HOW do you tell them that you are what they are looking for?  As they are finishing describing what they are looking for, break in with a line that begins like 'Based on what you have described I believe that my skills can be of great service to your organization-----the following experiences apply to your situation.......'  Then describe the parts of your background and experiences that apply to your prospective employer’s situation.  Try to avoid talking about what you like or dislike--this tends to get you in trouble.  Keep focused on what they need and how you fit, and your presentation will be fine.

3.  WHY do you try to get them to agree that you are what they are looking for?  This is the key reason that we scheduled the meeting in the first place!!  Most people fail to seek this agreement, and lose out on opportunities as a result.  You want to do this for five very good reasons.  First, by trying to find out if they believe you are what they are looking for, you are subtly expressing interest in the position, and people want people who are interested in the work.  Second, you are getting the client to use more than their thoughts about you.  If they verbalize interest in you, it is more difficult to back away from you than if they just thought they were interested in you.  Third, you are uncovering hidden objections or obstacles that could prevent you from winning the job.  Fourth, you can clarify any miscommunications in the meeting.  Fifth, and most importantly, you are putting your prospective employer  into a Decision Making Mode that they try to avoid (especially when they are interviewing others)----If this happens, you close out your competition before they get feedback or even get to interview.

HOW do you get them to agree that you are what they are looking for?  This is tougher than any other agenda item, but if you are "on your game", you can effectively transition from telling them what you have to asking them how you fit their needs.  As you are winding down in your description of your experiences you can say something like 'Those are my experiences in a nutshell---based on what I have told you, how do you believe I fit your needs?'-----or something very similar.  You need to develop a line of questions that address if you fit, how well you fit, how you stack up against competition, what might be missing or needs improvement, as well as any missing items in your background that are required for the assignment. You want to leave nothing to chance, but more importantly, you want your prospective employer to make all of the little decisions that will enable them to make the BIG ONE--that is that YOU ARE THE EMPLOYEE THAT THEY NEED.  If they indicate that you are "too forward" or you are "putting them on the spot", counter with the statement "I am asking only because I am so interested in the position, and want to ensure that I have clearly communicated my capabilities"---This should put your prospective employer at ease, and generate the answers that you want.

4.  WHY do you need to find out what steps remain between you and a commitment?  Because it helps you to manage your time and other prospective employers’ actions.  It identifies practical logistics, and potential roadblocks for getting the job.  Also, it is one more reality check with regard to the employer's interest in you.  A lack of specific answers is an indication that you did not do your best on the interview, or there is a real competitive alternative.  If this happens, go back for more information from the prospective employer about what they really think about your qualifications or their interest in you.

HOW to find out what steps remain between you and a job offer?  Very simply, ASK!!   When they indicate interest in you, respond with something like 'Great, what steps are left to accomplish before you are in a position to make an offer?'  Develop a line of questions to find out who else needs to be involved in the decision, if there are any requirements of you before they can make an official offer, or any other issues to be resolved before a start date can be identified.  These questions are reasonable, so your potential employer should not be alarmed at this line of questioning, especially if they are interested in getting you started.
Final Pointers on Interviewing
You might be instinctively doing SOME of what is recommended in an interview.  It is being suggested that if you consciously focus on ALL of our Four Point Agenda, you will dramatically improve on good habits to date, make a more professional impression on prospective employers, and most importantly, you will close out your competition and win the better jobs available in the marketplace.

We would all like to believe that all interviews can be directed in an orderly fashion as is laid out in this brief, but that is not always the case.  If you are in an interview where you cannot direct the activity as is suggested, don't panic-----just remember the four agenda items and take an opportunity to ask at least about agenda item 3----Are they interested in you?  This is really all that is truly important!
Avoid directly answering questions that are quantitative in nature.  Expand your answers into a qualitative vein.  For example, if you are asked how long you have performed certain tasks or how much experience you have with something, expand the discussion beyond time and into specific capability to perform.  

Attack checklist questions with questions.  For example, if you are asked if you have experience with a particular product or perform a specific task, do not answer just yes or no-----Ask why they want to know, or why that experience might be necessary.  Chances are that the employer is looking for a tie breaker, and you don't want to lose on an opportunity just because you have not worked with the right word processor (or any other tool, for that matter), or have not worked with a cash register.  Don’t lose an employment opportunity over a simple item.

Interviews should be fun learning situations, especially if you are prepared.  Do not take them so seriously that you cannot relax in the meeting.  Set a goal to enjoy the experience of meeting a potential new employer as your minimum, and you will not lose.  Do not forget, however, that you will have the most fun when they invite you to work for them.  Good luck!

Questions about this approach can be directed to Mike McKeown via any of the following:

Cell – 610-656-1382

Email – mike.mckeown@btbsecurity.com
Linked In - http://www.linkedin.com/in/michaeljmckeown
