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HOW TO GET AND KEEP THE RIGHT JOB 

Completing an application form: 
 
1. Photocopy the application and fill out the copy neatly and completely in pencil. 
2. Answer ALL items completely, especially the section on "Qualifications for the position".  Give greater emphasis 

and detail on jobs you have had which are similar to the job you are applying for. 
3. Check over the completed penciled copy very carefully for errors in spelling, punctuation, and grammar.  Make 

any changes that will improve the way it reads. 
4. When you are sure your penciled copy is complete and reads the way you want it to, fill in the original form.  It 

should be typed, if possible, or neatly printed in black ink.  Keep the rough draft for future references. 
 
It is important to remember that the application is a sample of your work. 
 

WHAT TO TAKE TO THE INTERVIEW 

Arrive a few minutes early and review a copy of your application or resume.  This will refresh your memory on what 
you wrote and will help you to better organize and prepare for the interview. 
 
Take along notes with the name of the person interviewing you, the name of the department, and the date and time of 
the interview.  Make sure you write down all of the names and position title of any and all people you talk to. 
 

PREPARATION STEPS: 

1. Arrive at the interview on time with a pleasant and interested attitude. 
2. Look the interviewer in the eyes and shake hands. 
3. Encourage open communication with the interviewer.  Look directly at him/her to show that you are interested. 
4. Keep good EYE CONTACT with the interviewer.  Look directly at him/her to show that you are interested. 
5. Listen carefully and identify the skills needed for the job.  You can't answer a question if you haven't heard it 

correctly. 
6. Stress your qualifications for the job and your interest in it. 
7. Avoid mention of your personal, domestic, and financial problems, but respond honestly and candidly to 

questions.  Discuss only matter related to the job. 
8. Watch personal mannerisms:  gum chewing, smoking, fiddling with purse or jiggling coins in pocket - these things 

are a few thing NOT to do.  Try to RELAX. 
9. Have a definite understanding as to what is required of you. 
 

QUESTIONS FREQUENTLY ASKED DURING THE INTERVIEW: 

Role play the interview situation, and practice how you will answer them.  Remember, nothing beats proper 
preparation. 
 
1. Why did you choose your particular field of work? 
2. How do you plan to achieve your career goals? 
3. Why do you think you would like this particular type of job? 
4. What do you consider to be your greatest strengths and weaknesses? 
5. How would you describe yourself? 
6. What motivates you to put forth your greatest effort? 
7. What related experience do you have for this position? 
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8. How will your skills contribute to our organization? 
9. What two or three accomplishments have given you the most satisfaction?  Why? 
10. How would you describe the ideal job for you? 
11. What interests you most about this position? 
12. What major challenges have you encountered and how did you deal with them? 
 
The following are a few basic questions which you may want to include with others that are tailored to the particular 
opening: 
 
1. Would you describe the duties of the position for me?  Could you show me how the position fits in the 

organization? 
2. What qualities and skills do you find most effective in this position? 
3. What are the primary results you would like to see me produce? 
4. What is the career growth potential for this position? 
5. You have obviously been successful at X, what do you attribute this to and what qualities would make me 

successful here as well? 
 

NOW THAT YOU HAVE THE JOB, HOW DO YOU KEEP IT? 

Listed below are a few suggestions for putting your best foot forward.  As you review the, rate yourself on each point.  
The total result should give you a client as to what your manager's overall judgment of you may be. 
 
1. Be punctual in reporting for work and absent only when absolutely necessary. 
2. Dress neatly and appropriately at all times. 
3. Petty complaints and office gossip are in poor taste and will not improve your opportunities for advancement. 
4. Accept criticism without resentment and without alibis.  Everyone makes mistakes and so will you.  Learn by 

these mistakes and be sure that you do not repeat the same error more than once. 
5. Accept all assignments willingly and enthusiastically.  Although, on every job there will be some assignments that 

are more appealing than others. 
6. Be considerate of the people around you - unobtrusive and helpful.  Be a TEAM PLAYER. 
7. Time is set aside for coffee breaks and lunch periods.  Stay within these limits. 
8. Personal phone calls should be made or received only when absolutely necessary. 
9. when you are not busy - offer help to someone else who is. 
10. Company supplies and equipment cost money.  Be thrifty and careful in their use. 
11. Maintain a generally pleasant manner.  Be cordial and responsive in relations with your co-workers. 
12. Social visits with other employees should be undertaken only before or after working hours, or break and lunch 

hours. 
13. Every job is significant in a well organized business.  If there is any doubt as to your responsibilities, consult your 

supervisor.  Ask questions until there is a complete understanding. 
14. Constantly strive for improvement in the performance of your job.  Learn as fast and as much as you can about 

the requirements of your new position. 
15. Work hard and do the very best job of which you are capable. 
16. Your personal problems are just that.  Don't discuss them with your co-workers. 
17. The business community is constantly in a state of change.  Stay flexible and adjust to these changes. 
 
 
 
 

GENERAL PHILOSOPHIES OF INTERVIEWING 
1. Interviewing is a selling situation, the most qualified candidate doesn't always get the job, it's the person who 

interviews best. 
2. Do not leave any negatives or weaknesses unaddressed or without restating one of your positives. 
3. Relate skills and experience as benefits for the new job.  How you can help them. 
4. Ask for an offer!  As a professional you deserve candid feedback. 
 

THE STRUCTURED INTERVIEW 

1.  OPENING: 
 
Uncover the details of the company and the job.  (What skills are important to the interviewer?) 
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A.  MACHINE GUN Question:  "While I am generally familiar with your company, I don't know much detail.  Would 
you tell me about your company, its function (or product), the department, your future plans, and what was your 
background before you came here? 
 
B.  MUST QUESTION:  "What skills do you feel are important to be successful in this position?" 
 
At this point, stop talking and listen.  He/she will tell you everything you need to know to sell yourself for this position.  
That's right, I said sell yourself for this position!  As already stated, the most qualified person does not always receive 
the job offer.  The person who convinces the interviewer that he/she is qualified and interested, creates a sense of 
urgency to his decision making process and shows the most confidence, is the person who gets the job. 
 
List in your mind the skills necessary to succeed.  If he does not answer your questions, ask them again.  Add to this 
list by asking "IS this skill (Specific strength) helpful in this position? 
 
 
2.     "SELL" CYCLE: 
 
Relate your skills/experience to the key criteria.  Remember to talk benefits to the interviewer, pretend you are part of 
the project team. 
 
Example:  "That is very interesting.  Let me tell you about an experience/project that relates.... 
 
Then, briefly describe your background, stating your responsibilities, computer tools used, skills attained, and 
accomplishments, relating this to what the interviewer is looking for.  This description of your background should take 
no more than five minutes.  Don't talk about what you like or dislike, your boss, your company or personal life - just 
the facts.  Talk net and always look the interviewer in the eye!. 
 
Use the following structure: 
 
1. Summarize your background (Use lists of hardware, project functions, etc.). 
2. Tell the interviewer how this will benefit him (Fast start, increased responsibility, independent work, proven track 

record). 
3. Ask him/her what he/she would like to explore in detail? 
 
To prepare yourself - make lists tonight of your projects, technology, accomplishments, responsibilities, hardware, 
software, etc.  Use these lists as summaries.  Remember to clarify tough, general, vague questions so you can 
answer in a net fashion.  Use the "answer a question with a question" technique.  It brings you time to think. 
 
Example:  Mr. Interviewer, could you tell me specifically what you are interest in?  I'm not sure what you are asking, 
could you rephrase it?  How does that aspect relate to this position?  Why is that skills important to the job? 
 
Once the question in clarified, answer in net fashion. 
 
On questions directed to your weakness, don't just answer but ask clarifying questions to determine its relative 
importance.  This uses the "outweigh" technique. 
 
Example:  OUTWEIGH WEAKNESS 
 
Question:  How important is that skill to this job? 
 
Answer:  Mr. Interviewer, I don't have that specific background but I am brining the following skills to the job (list your 
strength).  (Give an example of something you've done in the past that you did not have heavy experience with and 
tell how you were successful and why).  Let's talk how you can help me in the one area I'm missing. 
 
Alternative:  How long would it take to learn that skill? 
 
Again, your objective in taking this interview is to get the job!  Now, be quiet and listen to his comments to see if you 
were effective in convincing the interviewer that you are both qualified and interested.  Most of the time the people 
who do interviewing were never trained to interview, don't do it well, and are probably as nervous as you.  Even if his 
description of the position doesn't sound attractive, sell yourself as though this was the only position available to you 
on earth.  In addition to the fact that the interviewer may not explain the position effectively, the total complexion, 
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scope and pay range can change after you have convinced the interviewer that you are a person whom he must 
hire.  In addition, there may be additional openings that you may be attracted to. 
 
3.  CLOSING THE INTERVIEW: 
 
Regardless of what has happened up to this point, you must conclude the interview.  You want to know how you've 
done and what to expect. 
 
Example:  Based upon our meeting today, I know that I am both qualified and interested in your firm.  What is the next 
step in the interview cycle? 
 
Can you share with me any concerns about my background? 
 
Is there any area which I may further clarify for you? 
 
Resell and resolve any miscommunications.  Put weaknesses in perspective. 
 
Thank the interviewer for the opportunity to discuss this opportunity and establish a specific time when you hear from 
them or when you will call them back. 
 
4.  SALARY QUESTION:  (always avoid if possible) 
 
You can do everything we know that works up to this point and "blow" the interview now if you are not careful.  If you 
are asked the question "How much will it take to hire you?", don't make a fatal mistake!  Once you've given your 
answer, you cannot retract!!!!! 
 
More people fall on interviews right here than at any other point.  Don't be mistaken and think they love you and shoot 
for the moon.  Here is an example you can use: 
 
Example:  (Preferred) 
 
Mr. Interviewer, you must know my present salary (or the minimum salary I would consider).  Rather than give you a 
specific amount,  I would rather leave you with the thought that I am QUALIFIED and INTERESTED in the position 
we've been discussing.  If you feel the same about me, make me the best offer that you feel comfortable with so I 
might consider a career with (company). 
 
Listen to his response - he might make you an offer!!! 


