‘Around the Training Table’   submitted by Jayne Cousins, FEW Northeast Region Training Chair
Since I’m currently in the process of preparing to interview for a new position, I thought it would be a great subject for this month’s regional training article. If at all possible, have a mock interview to prepare for the actual interview. Your manager or organization or even fellow FEW members should be able to assist you with this. 
PREPARING FOR AN INTERVIEW:

[image: image1.emf]It’s Not A Nightmare

If You Prepare!

Know where you want to go
Figure out exactly what you want to do.  Be specific; make a list of what you want and what you don't want.  If you're having trouble, deciding on a direction look at your past for clues: education, jobs, hobbies, clubs... all these can suggest possibilities.  
Know all you can about the organization
First of all business units will be impressed if you show some basic knowledge about the organization and mission statement. The more you know the more you will have to talk about in an interview, and the more you can connect your own skills with that business unit’s specific needs.  
DURING THE INTERVIEW:
Make sure the interviewer will know all about you
Do not assume that the interviewer knows what you put in your MPQ.  You need to emphasize and highlight the appropriate competencies as they relate to the interview questions.
Your abilities and skills
Managers or selecting officials aim to identify a number of general “transferable” skills that form the building blocks of effectiveness in the workplace.  Your ability to communicate is one of the most important criteria used and is a vital factor for success in the business world (as well as in your interview).  
Managers also assess your work experience, whether it is voluntary or paid, so remember to highlight your FEW leadership experiences. At the 2008 NTP, Past National FEW President Rhonda Trent shared that her leadership experience with FEW impressed her interviewers and helped her land her position with the Department of Homeland Security. 
Tips for making your mark
Generally, the better prepared you are for interviews, the better you are able to market yourself.  Here are some ways you can maximize the impression you make.

*Be sure to have an accurate detailed application so that the interviewer can get as much information as possible.

*Show enthusiasm for the position you are after, and do not be too modest to let them know what you have to offer.

*Be prepared for probing questions and give honest, complete answers.

*Have some knowledge of the Organization/Business Unit and show interest by asking relevant questions.

*Get a copy of the position description and the critical elements of the job for which you are applying.
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PREPARING FOR AN INTERVIEW

Know where you want to go

Figure out exactly what you want to do. Be specific, make a list of what you want AND what you don't want. If you're having trouble deciding on a direction look at your past for clues: education, jobs, hobbies, clubs... all these can suggest possibilities. Without a firm career direction to talk about your interview will not succeed.



Know all you can about the organization

First of all business units will be impressed if you show some basic knowledge about the organization and mission statement. The more you know the more you will have to talk about in an interview, and the more you can connect your own skills with that business units specific needs.

Also it will mean that the interviewer doesn't waste your time and theirs, telling you basic facts.



Know the routine of an interview

Speak to friends or co-workers who have had interviews and find out what they're like. Try a mock interview with a member of the mock interview cadre or a career consultant. Knowing what to expect will help you to relax and present your true self.



Make sure the interviewer will know all about you

Don’t assume that the interviewer knows what you put in your MPQ.  You need to emphasize and hi-light the appropriate competencies as they relate to the interview questions.



Making your mark-some tips

Generally, the better prepared you are for interviews, the better you are able to market yourself.  Here are some ways you can maximize the impression you make.



--Be sure to have an accurate detailed application so that they can get as much information as possible.

--Show enthusiasm for the position you are after, and don’t be too modest to let them know what you have to offer.

--Be prepared for probing questions and give honest, complete answers.

--Have some knowledge of the Organization/Business Unit and show interest by asking relevant questions.



Opportunity for interaction: 

What are some ways in which you can learn about an Organization?  (Website is one answer.  Poll the audience for other answers and record them on a flipchart.)

--Get a copy of the position description and critical elements of the job for which you are applying.



REMEMBER:

That the interviewer is looking at the whole person that you are and wants an employable ‘package’: show your true self and you will find the right job to match your knowledge, skills, and abilities.














