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THE EVERYTHING® PRACTICE INTERVIEW BOOK

Dear Reader,

Interviews are difficult. I know — I've been on both sides of the desk. I've interviewed job candidates and I've been interviewed for jobs myself. I can honestly think of many things that are a lot more fun and a lot less stressful. Of course, there's great deal of pressure on the job candidate. Anyone who has been interviewed for a job can attest to that. Your utmost desire is to make the interviewer see that you are the best person for the job. However, the interviewer faces pressure, too. She must make sure the candidate she selects is a good fit for the job and for the company in general.

In the more than a decade I've spent as the Guide to Career Planning on About.com (http://careerplanning.about.com) and in the years I spent before that managing a job information center in a public library, I've heard from many people who are incredibly anxious about going on job interviews. Mostly, job hunters want to know what questions to expect and how to answer them. I also get e-mails from people who have faced improper or illegal questions on a job interview. I made a point of including information on that topic in this book, as well as letting you know where to turn if you feel a prospective employer has discriminated against you.

To me, the best way to overcome the stress of job interviewing is to prepare for it as much as possible. I've included more than 300 questions in this book. Read them carefully and use them as a guide as you prepare for your own job interviews.

Good luck!
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THE EVERYTHING® Series

These handy, accessible books give you all you need to tackle a difficult project, gain a new hobby, or even brush up on something you learned back in school but have since forgotten. You can choose to read from cover to cover or just pick out information from our four useful boxes.
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: Important snippets of information
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: Answers to common questions
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Top Ten Things Not to Say on a Job Interview


	
That suit looks expensive! How much money do you make, anyway?



	
What will my salary be? My rent is very high!



	
I've never heard of this company before. What type of business is this?



	
It wasn't my fault I got fired. My boss always had it in for me.



	
I quit my job because my coworkers were all idiots.

I didn't like working with any of them.



	
How much time do you give for maternity leave?



	
How much vacation time would I have? I need a lot of time off for traveling.



	
If someone files a sexual harassment charge against me, you'll have my back, right?



	
This isn't exactly what I want to be doing but let's see what happens.



	
I'll really need to have my own office. I don't like working with other people.












Introduction


WOULD N'T IT BE NICE if you could send out your resume for a position you're qualified for and simply be offered a job? After all, everything about you is right there on your resume, isn't it? You should know — you put it there yourself.

But, no, everything about you is not on your resume. Think of your resume as a pencil sketch of who you really are. There is no dimension to it. It has no color and no expression. Basically, it's pretty flat. Not at all like you; you are multifaceted. You've made choices throughout your career. You've reached certain goals and celebrated many accomplishments. You should have a chance to talk about all of that, because those details are what will make an employer want to hire you.

The job interview is your chance to show your prospective employer who you really are and what you can bring to the position. By asking you questions, a prospective employer can learn all about you and why you made the choices you made. He can discover what motivates you and what makes you proud. The interviewer can find out how you will fit in with his company. Will you get along with other employees? Will you make important contributions to his organization?

There is a lot to accomplish during the job interview. It is perhaps the most important part of the entire job search process. It is also the most difficult part of the entire job search process. It's not like the resume you spent months poring over. You can edit your resume again and again until it lists the most important things about your career and uses the most effective wording to highlight your skills. However, a job interview usually takes place in less than an hour. When you say something, there's no delete key. If you forget to say something, the moment may have already passed by the time you realize it.

That is why it is so very important that you prepare well for the job interview. You won't have another chance to get it right, at least not with the same employer. The more comfortable you are with the entire process of interviewing, the more relaxed you will be when it comes time for the interview, and the better the interview will be.

This book will guide you through the entire job interview process. The first two chapters cover everything you need to do before the interview takes place. Discover what you need to do to prepare for a job interview. Learn how to research a prospective employer so you can intelligently ask and answer questions during your interview. Find out how to dress for an interview. Learn about interviewing in another country.

Next up are twelve chapters that are packed full of sample job interview questions. For each question there is a great answer, an explanation of why you should give that answer, and then an answer you should never give and the reason why. As you go through the questions, think of how you would answer each one, using your own unique traits, experiences, and educational background.

The final chapter deals with the aftermath of the job interview. Find out what you need to do to follow up on a job interview. Is a thank-you letter really necessary? Of course, the whole purpose of this entire process is to get a job offer. Find out how to negotiate, accept, or reject one. By the time you're finished with this book, you'll be able to take on even the toughest interview.
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Preparing for the Interview

MANY PEOPLE FOLLOW a certain routine when they are job hunting. They send copies of their resumes to prospective employers and follow that with weeks of sitting around waiting to be called back. You should let your competition follow that routine — you can make much better use of your time! By preparing for a job interview in advance, you will increase your chances of getting hired when you finally do get that call.


Understanding Job Interviews

Before you begin interviewing, you must make sure you have a good understanding of what interviews are all about. You should know about the interview process, the different types of interviews, and what employers are trying to learn about you from an interview. Becoming more knowledgeable about what to expect will help you demystify the entire interview process. This in turn will allow you to feel more confident when you are on a job interview. Remember, the more confident you feel, the more confident you will look to your potential boss.

Getting to Know You

Have you ever wondered what the point of a job interview is? The employer has your resume — can't she just look at it to see whether you have the necessary skills and experience? All she has to do is make a phone call or two to verify that information, right? While your resume is made up of information about your past experience, it doesn't give the employer a full picture of who you are. Your resume is only a summary of your skills, work experience, and educational background. With only your resume to rely on, the person interviewing you won't have any idea of the specific things about you that will set you apart from the other candidates.
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Remember that the interview is your chance to expand upon the facts you listed on your resume. Rather than thinking of an interview as an inquisition, you should instead look at it as a wonderful opportunity to express your true self to your prospective employer.

After all, a resume is merely a piece of paper and you are so much more than that. An interviewer can't learn about someone's personality by looking at a resume. She can't discover how a candidate developed some of his skills or which accomplishments meant the most to him. The interviewer can't find out how the candidate reacts to change or adversity by reading his resume.

The only way an interviewer can learn any of those things about a job candidate is by talking to him and asking questions. This will allow the candidate to paint a picture of himself that is much more elaborate than what can fit on one sheet of paper.

Getting to Know Your Prospective Employer

Another purpose of a job interview is to help you to learn about the employer. You will discover things on a job interview that will allow you to make an informed decision about whether to accept or reject an offer should the employer make one. You will learn some things about the employer by asking questions. You will also learn things about the employer from the questions she asks you. For example, if the interviewer starts asking questions about working late or traveling, you can safely assume that these things will be part of your life if you get the job.

You may decide by the end of a job interview that this isn't really the job for you or that this company isn't one you want to work for. And that's okay. It is in everyone's best interests, both the employer's and yours, to make this determination before you accept a job offer and begin working.

The Interview Process

The interview process can go on for quite a while. First, you may be asked to come in for a screening interview. The screening interview is your first interview with a particular employer. In some cases it may even take place over the telephone. During a screening interview, the person interviewing you will usually be someone who works in the human resources department, and he will want to verify items that are on your resume, such as dates of employment and schooling.

If the person who completes your screening interview is satisfied, he will most likely set up a selection interview. While someone from human resources may interview you again at this point, it is also likely that a department manager will interview you. The department manager, in addition to making sure you have the desirable skills and background, will want to make sure you have the right personality for the position.

Following the first selection interview, the employer may ask you to come back for subsequent interviews. During these further interviews, the employer may want to introduce you to other people in the company to make sure you are the right choice. Remember, you are still in the interviewing phase, so be on your best behavior.

The employer may call back other candidates as she tries to narrow down her choices. Sometimes you will be the only candidate who is asked to return for more interviews. That usually is good news, but don't consider it a done deal until you actually have a job offer.
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What should I discuss on a second interview?


Use this opportunity to bring up something that you didn't get to talk about during the initial interview. Be prepared with an example of a specific skill or achievement you didn't have a chance to highlight before. Remember to explain how the example shows you are a good candidate for the particular position you want.

Preparing to Answer Questions

You will be asked a variety of questions on a job interview. These questions will pertain to your skills and abilities, accomplishments, education, and work history. You will also be asked questions about your strengths and weaknesses, your interests and hobbies, and your likes and dislikes, all of which will allow the employer to learn about your personal traits or characteristics.

In Chapters 3 through 13 you will find questions you might encounter on a job interview. While answers (both good and bad) are given, they are only guidelines. You should try to figure out how you will answer those questions. While you should not go into a job interview with a memorized script, you should have an idea of how you will answer most questions that will come your way. Chapter 14 will give you ideas for the types of questions you should ask the interviewer. Use these questions in the same way — as a guideline you can adapt to your particular situation, the company with which you are interviewing, and the industry it is in.

Special Types of Interviews

At some point during your job search, you may have to participate in a group interview. In a group interview, several candidates are interviewed at one time. This type of interview allows those who are natural leaders to show themselves, and its purpose is often to find out who stands out from the crowd or emerges as a leader. If you aren't a leader, don't worry — not everyone can be one. The job may not be the right one for you. Trying to be someone you are not will only make things difficult down the line, when you or your employer discover you're not the right fit for the job after all.

If, when you walk into an interview, you find yourself sitting at a table opposite several people, don't be alarmed. You are about to take part in a panel interview. This type of interview is also known as a committee interview and is often used when a group of people must collectively decide who to hire. During a panel interview, each member of the panel will ask you questions. The best thing you can do in this situation is stay calm and answer the questions one at a time.
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During a panel interview, several people may be firing questions off at once. Listen carefully, but if you don't hear the question, politely ask the person who asked it to repeat herself. When you answer questions during a panel interview, directly address the person who asked the question by making eye contact with her.


Learning about Yourself

Your goal on a job interview is to give the best answers you can possibly give. In order to do that there's someone you need to get to know — yourself. You probably worked hard at putting together a great resume that highlights your skills, accomplishments, and experience. This was time well spent, since a great resume will help you line up the right interview. There is, however, only so much you can get across in a resume. You need to uncover what is behind that basic outline so you can present it to the interviewer and show him what an excellent candidate you really are.

Be Specific

Be prepared to give detailed answers to job interview questions. The interviewer, for example, will ask you about your skills. You know what skills you have, but can you discuss how you acquired them? What if the interviewer asks you about your accomplishments? You've no doubt accomplished a lot at work, but can you recall specifics? You will need to use anecdotes that clearly back up any claims you've made on your resume or that you make during the interview, so it is imperative that you prepare some. Look back at some of your experiences and get ready to provide good examples of your strengths when the subject comes up.

Go Beyond the Resume

The interviewer will likely use your resume to guide him through the interview. Study your resume in order to become intimately familiar with each item you have listed on it. You must be prepared to talk about and elaborate on every item on it since a resume, by definition, is just a brief summary of your work history. To keep it succinct, you only provided the most pertinent of details about your experience.

On a job interview, by contrast, the interviewer expects you to elaborate. Sit down with a clean copy of your resume and a notebook in front of you. Look at each job you have listed on your resume and think about every single one carefully, one at a time. What do you remember about the job? Do you remember why you started working there and why you left? What was it like working there? Take notes so you can study them later.


[image: illustration]


Interviewers generally expect more than yes or no answers to their questions. You must give details that clearly explain your answer. When an interviewer asks you to discuss a particular situation, be ready to give a specific answer and expand upon it with brief examples.

You should try to recall details about the job beyond what you put on your resume. Did your boss rely on you to perform certain duties because of a particular strength you possess? Can you recall times when you were invaluable to your employer?

Do you remember which job was your favorite (or least favorite)? Can you recall what you liked (or disliked) about each one? Think about some projects you worked on. What skills did you use in order to complete those projects? What obstacles did you have to overcome to complete them? Did you most often work on a team or did you usually work alone? Can you give examples of projects you worked on as part of a team and those you worked on independently?
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Don't exaggerate on your resume. If the information on your resume isn't completely true, it will be impossible for you to discuss it during a job interview without continuing to exaggerate or lie. By the time you are done, if you have not been caught, you will have presented yourself as a totally different person than who you really are.

A solid resume will list your major accomplishments. Try to remember what effort you put into achieving each one. Did the accomplishment help you reach a goal? How did it benefit the employer? Were you in any way rewarded for your achievement, perhaps with a promotion? If you take the time to recall all this information before your interview, you don't have to worry about long silences as you try to remember the facts while the pressure is on.


Learning about Your Prospective Employer

Nineteenth-century essayist Ralph Waldo Emerson said, “There is no knowledge that is not power.” Make this adage your mantra as you prepare for job interviews, especially if you are wondering whether it is worth your while to spend time researching a prospective employer. Be assured — the time and effort you spend gathering information about a company for which you want to work is a wise investment.

In the business world, corporations do research all the time. They want information about their clients and their competitors because it helps them compete more effectively in the marketplace. This is called competitive intelligence and companies dedicate significant amounts of money to it. While the benefit of doing this research can be measured in higher sales figures and, ultimately, increased profits, your commitment to researching prospective employers can result in your performing better on the job interview than your competitors do. An added benefit is that, when it comes time to entertain an offer from an employer, you will have data that will help you make an informed decision.

What Do You Need to Know?

Before you begin to think that researching prospective employers will be an enormous task, remember that, unless you're planning to write an extensive treatise on an employer, you don't need to know everything there is to know about it. You only need to know some basic information.
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Companies often hire professional librarians to do their research. You won't have that luxury, so you are encouraged to learn how to perform this task on your own. You can, of course, visit your local public library or college library and receive assistance there. Librarians will acquaint you with the research tools they have available.

First, you want a company description. Find out what the company does, i.e., what products or services it sells, to whom it sells them, and in what industry the company operates. You may be interviewing for a sales job, but you should know whether you will be selling cosmetics to drugstores or tools to mechanics.

Look at the organizational structure of the company. Is it a subsidiary of another one or is it a parent company? If it is the latter, find out what companies are its subsidiaries. Learn about a company's key personnel. You don't have to find extensive biographies, but you should know names and a bit about top executives and those for whom you will be working, if you know who they are.

Having knowledge about a company's financial situation is important both for the interview and for deciding whether to accept an offer of employment. After all, wouldn't you rather go to work for a company that is in good financial health than one that is struggling? Determine whether the company is privately or publicly held. The course of your research will very much depend on the answer to that question.

You should also know some details about a company's history. Find out what year the company was founded and by whom. Learn what the company's mission was and is. Has the company changed its focus over the years? Find out if the company ever faced any difficulties and how it overcame them.
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If you have been away from your career for an extended period of time, it is especially important that you keep up with any developments and changes in the field. A leave of absence from the workforce isn't an excuse to ignore current events.

Knowing about a company's past is important, but you also want to know about its present. It is imperative to stay on top of the latest news about your prospective employer, the industry, and your profession. Find out if there are any changes on the horizon, such as mergers or acquisitions, and what effect these changes will have on the company and its employees. You should learn whether the company has released any new products lately and how the public has reacted to these products. You should be aware of any changes that are occurring in the industry and in your profession as well.

Finally, don't walk into your interview without details about the job for which you are a candidate. If you don't have a job announcement, check the employer's website to see if you can find one there. It is perfectly appropriate for you to ask for a detailed job description when the employer calls to invite you to come in for an interview. The more you know about the job, the better you will be able to demonstrate to the employer that you are the best person to fill it.

Where to Begin Your Research

The easiest place to begin your research is the company's website. Most entities have websites, so it should be fairly easy to find the one you're looking for. Use a search engine like Google or Yahoo! and type the organization's name in quotation marks into the search box. In addition to finding the company's official site, your results may also bring up other sites that talk about your prospective employer. Bookmark those to look at when you get further into your research. Remember that the primary purpose of a corporate website is to act as a publicity tool. The information you find there is meant to cast the company in the best possible light, so don't expect to dig up any dirt there.
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Do you want to figure out which website on your results list belongs to the company? Look at the URLs listed there — the company's URL will often include the company's name. For example, the URL for Adams Media, the publisher of this book, is www.adamsmedia.com.

Next, if the organization you are researching is publicly held, meaning it has publicly traded securities, you should try to get your hands on its annual report and other corporate documents. According to United States law, most publicly held companies are required to disclose financial and other pertinent information to their shareholders and to the Securities and Exchange Commission.

These companies send glossy, magazine-style annual reports to shareholders. While these reports must be accurate, companies use annual reports to present information in the best possible light. For a more detailed and more realistic look, see the reports your prospective employer files with the SEC. These corporate reports are filed after the end of a company's fiscal year, quarterly, and whenever an event warrants disclosure.

You can often find the annual report on a company's website or you can request a copy from its investor relations department. You can download most other corporate reports from the SEC's website (www.sec.gov). Look for an annual report called a 10-K and a quarterly report called a 10-Q.
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While most publicly held companies are required to file annual, quarterly, or other reports with the SEC, some are not. Only companies that have more than $10 million in assets and securities held by more than 500 owners must file these reports. If the company for which you need information is relatively small, you will have to turn to other sources.

If a company isn't required to file an annual report, you may have a difficult time finding its financial reports. Privately held companies are under no requirement to disclose that information; therefore, they often don't. With a little digging you might be able to find limited financial information about your prospective employer, such as annual sales.

Company Directories

One place to look for information about an organization's finances is in a company directory. These are encyclopedia- or dictionary-style resources that contain entries on many different companies. While they don't contain a wealth of information, they do cover the basics. For example, you should be able to learn about a company's products and services, its monetary value, its key personnel, and its organizational structure.

Some company directories are available online. Occasionally, limited access is available at no charge, but there are fees for more extensive access. These directories are referred to as proprietary databases and are often available at public and college libraries. Some of these libraries even allow their patrons to search these databases from their home computers. For more about that, consult with your library. Your librarian can tell you which ones they have and how you can access them.

Keeping Up with the News

Annual reports, corporate documents, and company directories are great resources, but they have a down side. The information contained in them is generally outdated by the time they are published. To say nothing ever stays the same entirely understates reality. In your research, you learned that your prospective employer manufactures a particular product or provides a particular service. Recently, perhaps, that company has added a new product or service. Maybe that's even the reason they're hiring now. Your prospective employer may have just acquired a new subsidiary or may have been purchased by another company. Don't underestimate the importance of uncovering the latest news you can find, whether that news is positive or negative.

You can find newsworthy information for your field or industry in trade or professional publications. You should be reading these publications, either in print or on the Internet, regularly. This activity will help you learn about major events within your field, including ones that involve your prospective employer.


[image: illustration]


If you learned something about your prospective employer that puts the company in a bad light, think carefully before you bring it up. However, if you need this information in order to decide whether or not to accept a job offer, ask your question as tactfully as you can. Start off by saying, “I hope this doesn't offend you, but I really need to know the answer to this question.”

If you haven't been keeping up with your reading, you can access archives of these publications. Archives are sometimes available on the publisher's website or on research databases that index articles from various publications. Sometimes these articles appear in full text and can be downloaded and printed out. Sometimes you will see only the title of the article or a short abstract and will have to figure out where you can get the article you want. You may be able to purchase it from the database publisher or from the publication that originally ran the article. You may also be able to request the article from your local library. If they don't have it, they may be able to retrieve it from another library through an interlibrary loan.
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Most public libraries subscribe to research databases on which you can access a variety of publications, including professional and trade publications, newspapers, business journals, and magazines. Library card holders can often use these databases, either at the library or at home. Check with your local library to find out what databases they subscribe to and how to access them.

Your quest for news about your prospective employer shouldn't end with professional or trade publications. You should also look at newspapers, business journals, and magazines. “Wait a minute,” you may be thinking. “How much time do you think I have?” Of course, you can't spend an exorbitant amount of time searching through every publication that might have an article about your prospective employer. There are tools that will help you expedite this process.

NEWS SEARCH ENGINES

You can search for news stories using search engines like Google, Ask.com, and Yahoo! Each has a news search function that is separate from its regular web search function. You will find stories listed here minutes after they break. You don't have to continually search these engines for breaking news; you can receive alerts whenever the search engine picks up something new.

Depending on the search engine you use, you can receive news alerts either by e-mail or through a newsfeed. Setting up an e-mail news alert is effortless; all you need is an e-mail account. Click on the link to e-mail news alerts. For example, on Google, do a search for a particular company, click on the “New” option at the top of the search results page, and look for an envelope with the words “News Alert” under it. You will have to indicate what terms you want the search engine to monitor and how often you want to be alerted when those terms are found.
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What newsfeed reader should I use?


Bloglines (www.bloglines.com) is a popular newsfeed reader. Once you set up an account, you can subscribe to newsfeeds and blogs. Google Reader, available on the Google website (www.google.com), is another newsfeed reader. You must sign up for a Google account to use it.

Setting up a newsfeed takes some more effort since you will have to sign up for a newsfeed reader or aggregator. A newsfeed reader is a piece of software that goes to the sites to which you've subscribed and collects newly added content on your topic for you to read. This is an invaluable tool if you plan to subscribe to several news alerts from different sources. It is also a must if you subscribe to any blogs, which will be discussed later. There are web-based newsfeed readers that you access via a website, as well as ones that you install on your computer.

Once you have signed up for a newsfeed reader, you can subscribe to a newsfeed. First perform your search and then, on your results page, look for a link to subscribe to the feed. It may say RSS (it stands for Really Simple Syndication), Atom, or “subscribe to this search.” Clicking on the link will bring you to the subscription page of your newsfeed reader.
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A blog kept by an employee or former employee may be filled with gossip, but you may be able to find some grains of truth. Read these blogs with a critical eye, remembering there may be inaccuracies in them. Disgruntled former employees, for example, may not say the nicest of things. Some statements may be true and others may not.

BLOGS

You will also use a newsfeed reader to subscribe to and read blogs. A blog is an abbreviation for web log, and it is traditionally an online journal or diary. Although in the past blogs were maintained primarily by people who wanted to share details of their personal lives or opinions on any number of topics, they have moved into the mainstream over the last few years. Now, corporations maintain official blogs and often link to them on their websites. You can find company news there, or at least news that the company wants to share with the general public. In addition to reading official company blogs, you should be very interested in perusing blogs maintained by employees — or former employees.

You can easily find blogs about any topic using blog search engines. Google and Ask.com both have blog search engines among their tools. Technorati (www.technorati.com) is a search engine dedicated specifically to blogs. In addition to finding complete blogs on your topic, you can also find individual posts on blogs that cover more general topics. If you locate a blog you find interesting, you can subscribe to it.


Take Time to Rehearse

To prepare for job interviews, it is important that you do some practice interviewing, both alone and with others. Rehearsing for interviews will allow you to work on any problems that an interviewer may view as negatives. Rehearsing will also allow you to become more comfortable with the interview process. By the time you go on an interview, you will have no problem confidently answering questions.

The interview is not only about what you say, but also about how you say it. It is difficult to see yourself as you appear to others. When you are engaged in conversation with someone, do you tend to look disinterested or do you generally look engaged? Do you look nervous or calm? Do you talk too fast, too slowly, too softly, or too loudly? You probably don't know the answers to these questions unless someone has pointed out a problem to you in the past.

To get a glimpse of what you look like when you are having a conversation with someone, you might want to begin rehearsing for your job interview in front of a mirror. Study your body language. Are your hands clasped tightly in your lap? Are your arms folded across your chest? Are you smiling? Remember your body language speaks volumes, so take a look at Chapter 2 to find out what is appropriate and what to avoid.

Next, recruit a friend to help you rehearse for job interviews. If you know someone who has experience interviewing others, especially someone who is responsible for hiring, ask him to work with you. If that person is unavailable, find someone else whose opinion you trust. Have him ask you questions and then answer them as if you were on an actual interview. To make the situation more realistic, have your friend choose the questions to ask.
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Toastmasters International is a nonprofit organization dedicated to helping people strengthen their communication skills. Members receive help in areas such as organization, voice inflection, and persuasiveness. There are more than 9,300 Toastmasters clubs located around the world. You can find one near you by going to www.toastmasters.org.

If you have several friends who are job hunting, you can all practice interviewing together. Videotape yourselves interviewing one another and then play back the tapes. Critique one another's performances as well as your own. Once you get through that, the real thing will seem so much easier.


Access Your Network

A network is a group of individuals to whom you can turn for help.

Your network may consist of people you've worked with in the past, your friends, and your relatives. These people have networks of their own and may know someone else who can give you advice. Eventually, if you branch out far enough, you're bound to find someone who knows something about one of the companies you're interested in.

Most people think of their networks only when they are trying to find out about employment opportunities. However, a great time to access your network is when you have been asked to come in for a job interview. Some members of your network may have worked for the company you are interviewing with, and others may know someone who has worked there or currently works there. Someone in your network may have interviewed there in the past or may know the person who is interviewing you.

Imagine all the valuable information you can get from someone who has had some sort of contact with the company you are interviewing with. You can learn things you would not be able to learn anywhere else. Sure, you can use other resources to learn about a company's finances or to find up-to-date news. Someone on your network, though, may be able to tell you that the person who is interviewing you will be very impressed by the fact that you speak four languages and will tell you not to wear anything green because the interviewer really hates it.
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Be cautious about revealing anything you learned through your network. If you start talking about something that wasn't released to the public, the interviewer will want to know how you got your information. Your network can be valuable for gaining background information about your prospective employer and for getting an inside peek at its work environment.


Dealing with Anxiety

Interviews make a lot of people nervous. Levels of anxiety vary from mild to severe, and anxiety can sabotage your performance on a job interview. Since what many people fear most is the unknown, preparing for a job interview can help alleviate this feeling. With that said, you may still have butterflies fluttering around in your stomach even after becoming as familiar as possible with the interview process, learning what questions to anticipate and how you will answer them, and rehearsing for the interview. Remember that you've done everything you can to prepare. Because of that, you have tremendously increased your chances of succeeding. You should be able to walk into the interview calm, cool, collected, and bursting with confidence. However, you won't be able to do that if you aren't relaxed. Don't let your anxiety take away from your performance on a job interview. Find a way to relieve your stress before it affects your chances of getting the job you want.

People use many techniques to relieve stress. You should know which techniques work well for you and utilize them in the days leading up to your job interview. Many people swear by exercise as a great way to relieve anxiety. If exercise is one of the ways you de-stress, an early morning run before an interview or a workout at the gym may help you. If strenuous exercise isn't something you are used to, it may not be wise to start a new exercise regimen the day of your interview. Perhaps you should take a tension-relieving walk in the park or around town instead. You can also try massage therapy, meditation, or deep-breathing exercises.
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When people are asked to rank life events in order of the level of stress, a change in employment is consistently ranked as one of the highest stressors on that list. With that in mind, it's perfectly normal to be anxious about a job interview.


What to Do about Low Confidence

Sometimes job searches can take a very long time. This is especially true during economic downturns. People are sometimes out of work for months or even a year at a time. This can be very rough on a person's ego. If you are in this situation, your confidence may wane and you may doubt whether you will ever find a job.

Your lack of confidence will be very visible to anyone you come into contact with — including prospective employers. You must get out of your slump and do it fast, or you won't be hired — not because of a bad economy, but because of the way you carry yourself.

Zoom in on your accomplishments. Remember all the great things you did in your career. Think about what you can bring to a new job. Think about how lucky any employer would be to have you work for her. Focus on these things, and the interviewer will notice them too.
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Do whatever you can to boost your confidence. If you are nervous during a job interview, you won't look confident and will be too distracted to answer questions to the best of your ability. If you are anxious in the days leading up to an interview, you will lose sleep and won't be well rested.


The Night Before and Morning of the Interview

Even if you wouldn't describe it as anxiety, you may not feel completely calm the night before an interview. You are human, after all. Spend a relaxing evening at home. Soaking in a hot tub or curling up with a good book is sure to calm you down. If you can, try not to think too much about the job interview. Have some caffeine-free herbal tea to help you relax. Remember, caffeine can be found in substances other than coffee, including chocolate and many over-the-counter medications. Read labels carefully. When in doubt, avoid taking anything that may act as a stimulant and keep you from getting a good night's sleep.

Get to bed early if possible. You will want to have a full night's sleep so you appear well rested for the interview. Dark circles under the eyes never enhanced anyone's looks. If you are sleepy, you won't be alert and you may have difficulty paying attention during the interview.

Give yourself plenty of time in the morning to get ready. If you have to rush around, you will only add to your anxiety. Be ready to deal with any problems you didn't anticipate, like a run in your stockings or a stain on your favorite shirt. Make sure you have backups.

Don't forget to eat a good breakfast before you leave the house. Nutritionists have lectured for years that this is the best way to start your day off right. If you are hungry, you won't be able to concentrate. Besides, a growling stomach during a job interview would be very embarrassing.

Don't overdo your coffee consumption the day of your interview. Many people get jittery from even a little too much caffeine. Of course, the day of your interview is not the time to go off caffeine cold turkey. You should have a cup of coffee if you need it to get you going, but don't have two, three, or four cups. If you are already feeling a little nervous, this will just exacerbate it.

Finally, take a moment to concentrate on the job for which you are interviewing. Tell yourself why you like the job, and repeat your strengths to yourself. This will give you a positive start to the day, and you'll be able to go to the interview confident and focused.
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