
Interviewing Basics 
 

1. Make sure to have a firm handshake, wear appropriate business attire, have good eye contact during the 
interview, don�t interrupt the interviewer, don�t over use perfume/cologne, bring extra copies of your 
resume and make sure you are aware of the less appealing aspects of the position (i.e., travel 
requirements, location, how hands on you have to be, do they have a process, who does the position 
report to, etc.).  Turn off your cell phone during the interview.  You may want to do a dry run drive to 
the employer�s location to assure you won�t be late.  If running late, call the interviewer and tell them 
that you will be late and when they can expect you to arrive. 

2. It is important to put all employers on your resume, no matter how briefly you might have worked for 
them.  Have you done this on your resume? 

3. Identify objections that employer might have and think about ways to overcome those objections.  Are 
the interests noted on your resume appropriate/professional?  It is generally not appropriate to have an 
alcoholic drink when being interviewed.  Although relaxed attire may be appropriate, too relaxed attire 
generally is not appropriate (i.e., men wearing shoes with no socks, shorts, etc.) 

4. Get there 15 minutes ahead of time (to make out application).  Begin interview with small talk to get to 
know the interviewer.   

5. Once the interview has begun, ask the question, �Would you mind describing the position to me in your 
own words so that I can be certain I understand it?� 

6. Make sure you know yourself and your resume.  Think about what you have:  
• Made 
• Saved 
• Achieved 

that makes you special. 
7. Use third party confirmation to answer questions if you can. 
8. �Better Opportunity� 
9. Never be negative. 
10. Research the company. 
11. Don�t talk about money, benefits or overtime. 
12. Don�t assume the person knows your resume. 
13. Role play some tough questions. 
14. Be enthusiastic during the interview. 
15. Answer specific questions with specific answers. 
16. Ask good questions when you are given time toward the end of the interview to do this. 
17. Ask the question, �Is there anything about my background that you need more clarification on.� 
18. Qualify where you stand with the interviewer by asking, �Given the job requirements, how does my 

background seem to fit the position.� 
19. Always ask the interviewer where in the process you are and what are the next steps. 
20. Ask for the business card from each person and ask the person for the preferred means to send a thank 

you note � e-mail or hardcopy..  SEND A HARDCOPY THANK YOU LETTER. 
21. Call the recruiter when finished with the interview(s) � 973-765-9400 � and if you get voice mail, detail 

how the interview went to include the good parts and the parts you were not so sure about. 
 
Good luck. 
 
Good questions 
 
What are the skills needed to be a top candidate. 
How do you think I relate to these skills. 
Phone Interview � Resume and piece of paper in front of you. 
What do you do in your free time? 
 
Resources: 
http://www.careerjournal.com/jobhunting/interviewing/index.html 
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Five questions for a job recruiter
Story Highlights
There are literally thousands of recruiters out there
The most important thing to consider is whether the recruiter has a niche
You want to align with an industry insider

By Mark Krajnik, CEO
Next Level Solutions

(CareerBuilder.com)-- One effective approach to finding your next career opportunity would be to find a recruiter that specializes in 
your marketplace to align with as you begin your search.

There are literally thousands of recruiters out there, so how do you choose wisely?

You can work exclusively with one recruiter, or align with several recruiters; either way, you want to give yourself the best 
opportunity to find that perfect career opportunity.

Here are five questions to consider before making your selection:

Do they have a niche?

The first, and most important thing to consider is, "Does the recruiter have a specific niche marketplace that he or she focuses on?"

Every recruiter knows that the more focused they are in a specific vertical, the better opportunity they have to capture that 
marketplace and create synergistic relationships on both the candidate and client sides. Have the recruiter list the most recent 
searches that they (not their office or team) have successfully completed.

You want to align with an industry insider, not just another recruiter chasing a fee. Ask for references from a current relationship 
from both the candidate and client sides.

Do they listen effectively?

Any peak performer in the recruiting world knows it's not about them. It's actually about you and the client. Are they willing to listen 
to your concerns, what is driving you away from your current situation, what needs exist for you and your family? If not, move on. 
Top level recruiters are often the best listeners, and this allows them to provide better matches with their existing openings.

Are they too busy?

Top level recruiters are often extremely busy. They typically have more job orders than they have time to fill, and are constantly 
looking for the "perfect" candidate to fill a need.

Is he or she willing to spend the necessary time to gather a complete picture of your current situation? Does she have the time to 
invest in your career search? If not, when is a better time? There are only so many hours in a day, and just like you, the top level 
recruiters like to have a balance between work and home.

How's their follow-through?

Does the recruiter do what he says he will do? If he set an appointment on your calendar, is he dependable? Or does he 
consistently have to reschedule because "something came up?" Be certain that you partner with a recruiter who will respect your 
time and confidentiality throughout the entire process.

Will you work with them beyond this current search?

Is this just a means to an end or does it hold promise for a continued relationship beyond your next career move? If it's 
transactional, and the recruiter has what you want, then go for it. Carpe diem.

But, you should consider this to be the beginning of a long-term, mutually beneficial business relationship. With that methodology, 
you may become their hiring manager down the road. They will become an invaluable resource to you as your career takes off.
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By knowing the answers to the five questions above, you are in a better position knowing that you have a qualified and effective 
partner on your team.

COPYRIGHT CAREERBUILDER.COM 2007. ALL RIGHTS RESERVED. THE INFORMATION CONTAINED IN THIS ARTICLE
MAY NOT BE PUBLISHED, BROADCAST OR OTHERWISE DISTRIBUTED WITHOUT THE PRIOR WRITTEN AUTHORITY

Mark Krajnik, CEO of Next Level Solutions, has spent 15 years in the staffing and recruitment indu stry, both as an executive search consultant and 
recruitment trainer. He is an expert in candidate trends, business development, the recruitment pr ocess, behaviors in business and communication skills. 
E-mail Mark at mark@nlevelsolutions.com.
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THE JUNGLE

What Can You Do
When Your Interviewer
Is Not Prepared?
By JESSICA MINTZ 
Staff Reporter of THE WALL STREET JOURNAL
June 21, 2005; Page B4

Like many law students, Kavita Lesser began her second year at law school looking for a 
summer job she could parlay into a post-graduation offer. Most of her 15 interviews 
went well; she describes some as flowing like conversations with friends over coffee. So 
when Ms. Lesser walked into an interview with what she describes as a reputable law firm with an environmental 
practice, she was surprised by how badly it went.

"He didn't even look at my résumé," says the 28-year-old, now a first-year attorney at a Los Angeles firm. "He was
obviously reading it as we were interviewing." The interviewer latched on to the very first thing on the sheet of paper -- 
that she had just transferred to University of California-Los Angeles from UC-Davis -- and made a disparaging remark 
about the school.

Ms. Lesser was taken aback. Other interviewers had read her résumé and made notes, often asking about the five
months she spent doing research in South Africa. She attempted to handle the situation diplomatically, saying she was 
pleased with her education, and then tried to direct attention to her passion for environmental law. After about 10 
minutes, the interview was over and Ms. Lesser walked out feeling her interviewer didn't know enough about her to hire 
her.

It is a frequent scenario for many job hunters who find themselves being interviewed by harried managers who haven't 
had time to prepare for interviews with candidates or don't know how. In many companies, human-resource personnel 
who used to do this task have been cut.

That puts even more responsibility on job candidates to steer interviews in a productive direction, career experts say. 
Carole Martin, founder of Interviewcoach.com, says that when faced with an unprepared interviewer, the worst thing a 
candidate can do is remain passive and then leave without having stated why he or she is the perfect choice for the job.

Ms. Martin, who wrote "Perfect Phrases for the Perfect Interview," suggests taking charge with a sentence such as, "I 
know our time is limited. Can I give you some information about this job and myself?" Then, the candidate can guide 
the interviewer through a conversation about the job description, matching his or her experiences and successes to the 
demands of the job.

Often, an unskilled interviewer will be excessively chatty. David Schmier, the founder of GetHired.com -- a New York 
company that teaches job-finding skills -- formerly worked as a senior manager at toy company Mattel Inc. and then 
held two online branding and advertising positions. When a spot at a major toy retailer's Web store opened up, he knew 
he would be an ideal candidate. But during the interview, the executive blabbed on and on for an hour and 15 minutes, 
skipping around from topic to topic and not asking any questions.

Mr. Schmier says a good interviewer should be trying to extract three pieces of information from candidates: whether 
they fit into the company's culture, whether they can do the job and whether they will be likeable and have a good 
relationship with their co-workers. Every time his talkative interviewer took a breath, Mr. Schmier says he jumped in 
and tried to hit one of those points home with a success story from his work history.
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It may feel impolite to interrupt, but Mr. Schmier says the strategy works. "He was so grateful that I knew what I was 
doing...he'd say, 'Wow, that's great, you're exactly what we're looking for,' " before returning to his monologue.

The most successful interviews -- the ones that end in job offers -- are ones in which interviewer and candidate both talk 
and listen equally, Mr. Schmier says. The candidate's job is to make sure this happens. In Mr. Schmier's case, the first 
step toward getting a job was getting his interviewer to just stop talking.

Mr. Schmier has encountered interviewers who have paid more attention to emails, instant messages, phone calls and 
visitors than to him. Career experts generally counsel against letting agitation or other negative emotions show, but Mr. 
Schmier says that he has been more aggressive in this situation. He will say something like "if this is not a good time, 
we could reschedule" or "if you need to take 15 minutes now, I'm happy to go into the waiting room, check my email 
and return some phone calls." While some interviewers may be miffed, many offer an apology and make a greater effort 
to ignore distractions for the duration of the interview, Mr. Schmier says.

Some career counselors say job seekers shouldn't infer too much about a company from inept interviewers.

"People must do a lot of serious investigation about a company that they may want to join," says John Lucht, author of 
"Rites of Passage at $100,000 to $1 Million +," an executive job-changing guide. "I don't think they can let an 
interviewer who seems...hostile or arrogant or rude" turn them off to the job -- unless the interviewer is the candidate's 
potential boss," he says.

Write to Jessica Mintz at jessica.mintz@wsj.com1
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Thanks for the Interview
Tailored Follow-Up Note 
Can Make Difference 
In Landing Job
By SARAH E. NEEDLEMAN 
CAREERJOURNAL.COM
December 6, 2005; Page B10

For job candidates seeking an edge, sending interviewers customized thank-you 
notes is critical.

"You're helping to jog their memories of you," says Heather Hamilton, staffing-program manager for 
marketing and finance at Microsoft Corp. in Redmond, Wash. Recruiters typically interview several 
candidates for a position, she explains, noting that in one week she might meet with 10 applicants.

Simply sending a thank-you note isn't enough to stand out from the competition, adds Frank Heller, recruiting 
manager at Martha Stewart Living Omnimedia Inc. in New York. He estimates that 90% of the candidates 
he interviews make the effort, while about half personalize their letters.

Here are five tips to help you write a tailored thank-you note.

1. Proofread beyond spelling and grammar.

If you're interviewing with several employers, check that each thank-you note shows the correct company and 
recruiter name, advises Theresa Lenczewski, a human-resources specialist for New York-based international 
advertising agency JWT, a unit of WPP Group PLC of London. She sometimes receives thank-you notes 
addressed to competitors, a gaffe she says costs candidates a second interview. "The positions I recruit for 
involve a lot of corresponding with clients through email so paying attention to detail is very important," she 
explains.

2. Reiterate your best qualities.

"I've had candidates get lost in the shuffle, only to rediscover them when I received thank-you notes that 
restated their strong points," says Kevin A. Mercuri, associate vice president at 5W Public Relations, a New 
York-based agency. "A thank you is literally the last chance candidates have to sell themselves to an 
employer." A candidate for a senior account-executive job once sent him a letter restating her connections with 
editors at trade publications that Mr. Mercuri frequently pitches. "I forgot about that and it immediately put her 
at the top of the list again," he says.

3. Show off your listening skills.

In 2003, a candidate for a position at Tyco International's ADT Security Services Inc. included a photocopied 
article from a trade magazine in his thank-you note to Michael Esposito, then vice president of human 
resources for the Boca Raton, Fla.-based security-services company. "It spoke to the very issue we talked about 
in the interview," he says. "It told me that this person really was focused on what was going on in our 
conversation."

4. Tap into the employer's culture -- but keep it professional.

Scott Barnum, president of Cocoa Pete's Chocolate Adventures, says he favors candidates who reference the 
food company's sense of humor in their thank-yous. He's received thank-you notes with "Sweet 300" for the 
Campbell, Calif.-based company's address. "It's definitely a plus when candidates show they're aware of the 
culture," he says.
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No matter how laid-back a company appears, keep your note professional, advises Bernt Ullmann, president of 
Phat Fashions LLC, a New York-based designer and marketer of hip-hop fashions and a unit of Kellwood Co. 
of St. Louis. "It's OK to express some individuality, maybe by choosing an artistic card, but what an employer 
primarily wants to see is that the candidate knows proper business etiquette."

5. Write to every executive you meet.

If you interview with more than one person at a company, send each a customized thank-you note, 
recommends Dean Fechner, senior manager, U.S. recruiting, at Booz Allen Hamilton Inc. The McLean, 
Va.-based management-consulting firm hires between 70 and 100 business-school graduates annually 
following interviews with four senior executives. "Partners have forwarded thank-you emails from candidates 
that were identical to the ones they'd sent me," he says. For ideas on what to write, think back to the topics 
discussed during each interview.

Write to Sarah E. Needleman at sarah.needleman@dowjones.com1
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THE JUNGLE

Competing Offers
Of Pay vs. Prestige 
Tempt Job Seekers
By ERIN WHITE 
Staff Reporter of THE WALL STREET JOURNAL
October 25, 2005; Page B4

A few years ago, accountant Will Kelly faced a tough decision. About to 
graduate from business school in Alabama, he was weighing whether to sign on 
with a big-name international accounting firm, or a small, little-known local firm 
that offered higher starting pay.

"It's a huge decision," says the 25-year-old Birmingham, Ala., resident.

Big name or big paycheck? It's a dilemma many job-seekers have faced, whether they're graduating from 
school, job-hunting while unemployed or simply seeking greener pastures.

Often the big names come with the biggest paychecks. But sometimes, smaller firms dangle heftier paychecks 
in front of prospective hires to make up for what the employers lack in prestige.

A big name looks good on your résumé and may offer more stability and training than a small firm. But the
lure of the big paycheck is strong, and sometimes a less prestigious firm might offer you more responsibility 
earlier in your career.

Some career counselors say job decisions usually shouldn't be based on the money or the name. Instead, these 
advisers say other factors are more important -- such as how much you like the work and what opportunities 
you will have to advance.

"Based on the job requirements, which one is more attractive to you?" says Lynn Berger, a career counselor in 
New York City. "Which one is gong to capture more of your interests and your skills?"

If the jobs seem equally appealing in terms of duties, think about what you're trading for money. Is the pay 
difference so great that you'll be angry if you accept the lower-paying post? "You don't want to go to work 
every day angry -- that's definitely going to influence your performance," says Barbara LaRock, a career coach 
based in Reston, Va.

If the money is a big obstacle, try to use the higher-paying offer as a way to negotiate for a bigger salary, she 
suggests. Or negotiate for other compensation besides salary, such as more vacation, increased benefits, a 
signing bonus, stock options or an accelerated review that might lead to a raise.

Career counselors differ on the merits of small firms and big firms. Brad Karsh, president of JobBound, a 
Chicago career-counseling service, suggests that a young person starting a career should go to the bigger 
company. It will likely offer more opportunities for training and development, which he says are more valuable 
than a few thousand dollars more in annual salary.
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But Lori Davila, a career coach in Atlanta, says a smaller company could offer more leadership opportunities 
and wider duties. "Potentially, you could wear a lot more hats and it could make you even more marketable 
later on," she says. "The level of the position you have and the level of responsibility and the accomplishments 
are really what employers are drawn to today."

To help make his decision, Mr. Kelly, the Alabama accountant, consulted one of his professors. The professor, 
who had previously worked at a big accounting firm, encouraged Mr. Kelly to follow the same path. The 
training and experience he'd get at the firm would dwarf any disadvantage in starting pay, the professor argued. 
Mr. Kelly also reasoned that the international firm would have higher-profile clients with more complex 
accounting issues, and that the career opportunities would be broader, including work overseas. Plus, the salary 
difference between the offers was relatively small -- just a few thousand dollars.

For Mr. Kelly, the choice became clear. "It wasn't just about the money, it was about the experience," he says. 
He's been at the big accounting firm for two years and is confident he made the right decision.

Cathy Park, a 22-year-old in New York, faced a similar choice. Fresh out of college, she sought a job in 
finance. She got two offers -- one at a well-known financial house that offered her a salary around $57,000, and 
the other at a small hedge fund that offered about $65,000. Both jobs offered bonuses that seemed roughly 
similar in value.

She liked the pay at the hedge fund. With so few employees there, she thought she'd get more responsibility 
sooner. But she worried about the prospects for the relatively new fund. She didn't want to risk her young 
career on a small firm with perhaps an uncertain future.

The established firm offered more stability. But there was a significant disadvantage: the hours. In exchange 
for that name on her résumé, Ms. Park would have to sacrifice 80 to 100 hours a week. "That wasn't really what
I was looking for," she says.

Ultimately, she decided that neither a big name nor a big paycheck was enough to counter her other concerns 
about the jobs. She passed on both offers and is doing temp work while looking for a different job.

Write to Erin White at erin.white@wsj.com1

 
URL for this article:
http://online.wsj.com/article/SB113019667746178193.html

 Hyperlinks in this Article:
(1) mailto:erin.white@wsj.com

Copyright 2005 Dow Jones & Company, Inc. All Rights Reserved

This copy is for your personal, non-commercial use only. Distribution and use of this material are governed by our
Subscriber Agreement and by copyright law. For non-personal use or to order multiple copies, please contact Dow Jones

Reprints at 1-800-843-0008 or visit www.djreprints.com .



WSJ.com - Before You Say Yes, Look for the Signs Of a Bad Boss Ahead http://online.wsj.com/article_print/SB113322352254808557.html

1 of 3 12/2/2005 11:43 AM

DOW JONES REPRINTS
This copy is for your personal, 

non-commercial use only. To order 
presentation-ready copies for 
distribution to your colleagues, 
clients or customers, use the Order 
Reprints tool at the bottom of any 
article or visit:
www.djreprints.com.

• See a sample reprint in PDF 
format.
• Order a reprint of this article now.

 
November 29, 2005

MANAGING YOUR CAREER

Before You Say Yes,
Look for the Signs
Of a Bad Boss Ahead
By JOANN S. LUBLIN 
Staff Reporter of THE WALL STREET JOURNAL
November 29, 2005; Page B1

Twice in the past two years, advertising professional Melissa Dantz missed 
signs that a hiring manager would be a bad boss.

In 2003, she accepted a job at a Boston-area ad agency, even though its owners failed to divulge their 
marriage to each other until after her job interview. She left after nine months, largely because she was 
expected to cover for the owners when they fabricated staffer names to show potential clients the tiny 
agency was larger than it was.

The following year, Ms. Dantz took a job with a suburban Boston event-production firm even though the 
official interviewing her disparaged the prior incumbent. At work, that supervisor acted condescending 
toward everyone. Ms. Dantz quit after seven months.

"The toll on my self-confidence from these bad boss experiences was tremendous, and in retrospect, 
avoidable," she says.

Many applicants ignore warning signs about their boss-to-be. Yet recognizing the type of person you will 
be working for is one of the most important factors that should be considered when deciding whether to 
accept an offer. In today's buoyant job market, "you have the choice of picking your boss as much as 
your boss has the choice of picking you," observes Beverly Kaye, a retention consultant in Sherman 
Oaks, Calif.

So, keep a sharp lookout during a company's courtship for hints that your hiring manager will morph into 
Ivan the Terrible Boss. Here are some common warning signs:

Easily Distracted: He arrives late for your twice-postponed interview. He can't find your resume in his 
huge pile. He frequently interrupts you to take calls, check email or glance at his watch. Clearly, you or 
your coveted position isn't his highest priority.

Poor Interaction: She offers a limp handshake, scant eye contact and shallow answers to your detailed 
questions about the business. She stays seated behind a huge desk, arms folded across her chest, and 
relegates you to a lower couch. This isn't exactly someone committed to collaboration.

Me, Me, Me: The hiring manager talks solely about himself, giving current and former associates no 
credit for their accomplishments.
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The head of one major Philadelphia nonprofit organization spent much of his 30 minutes with a 
prospective fund-raising manager bragging about his feats there. The new hire soon found he was 
abusive. "He would scream at me in the middle of meetings in front of board members," she says. "I went 
into a very bad depression while I was working there."

Negative Buzz: The fund-raising manager had checked out her would-be boss with other community 
groups, but ignored their hesitant responses. She now believes that "if references aren't effusive, that's a 
warning sign."

It helps just to look around the office. The twice-burned Ms. Dantz subsequently withdrew applications 
when no one seemed happy at a potential employer.

Wrong Line of Inquiry: Your interviewer wants to know your marital status, but he doesn't ask much 
about your relevant skills.

Intrusive personal questions could signal problems ahead with discrimination or workplace harassment. 
Meanwhile, a lack of serious talk might mean an aloof boss.

A man seeking a public-relations vice presidency at a big Florida company earlier this year was surprised 
when the chief executive never asked about his communications-strategy plans. The CEO was distant, 
then eliminated the new VP's position three months later.

Stress Overload: How well a boss-to-be copes with stress during your interview speaks volumes about 
what it would be like on the job.

Melissa Payner once turned down a middle-management post with a New York retailer because the 
frazzled hiring manager repeatedly barked orders to his assistant. "I felt as if he was looking to me to be 
the solution to his stress -- almost to be his savior," recalls Ms. Payner, president and CEO of 
Bluefly.com, an online fashion, accessories and home furnishings concern in New York.

There are ways to hone your bad-boss detection radar. If job seekers "were just a little more attentive, 
they could save themselves a lot of grief," suggests Dory Hollander, president of WiseWorkplaces, an 
executive-coaching firm in Arlington, Va.

Prepare a list of ideal traits you'd want in your next supervisor, and a second list of what bothers you 
most about your current one. Keep both in mind while quizzing present and past staffers about the 
boss-to-be. During your hiring interviews, ask direct questions about the boss's leadership style and 
philosophy.

Trust your gut. If your stomach aches throughout the interview, share your feelings afterward with a 
coach or friend so you can separate bad-boss anxiety from routine job jitters.

Don't let job-hunt desperation cloud your radar screen. Ms. Dantz, now an international marketing 
manager for a shoe manufacturer, vows to never again let financial pressure "dictate the necessity of 
accepting any job offer."

Email comments to me at joann.lublin@wsj.com1. To see past Managing Your Career columns, please 
go to CareerJournal.com2.
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Recruiters Sound Off: Executive Resumes 
Should Be Two to Three Pages in Length 
Thursday October 23, 6:30 am ET 
Hogging Credit and Wordiness are the Most Common Resume 
Gaffes, According to Global Survey of Executive Recruiters  

LOS ANGELES--(BUSINESS WIRE)--Oct. 23, 2003-- The appropriate length for an 
executive-level resume is two to three pages, according to the Executive Recruiter 
Index (Part III) released today by Korn/Ferry International (NYSE:KFY - News), the 
world's leading provider of recruitment solutions. In addition to being too wordy 
(28%), the most common mistakes that candidates make with resumes are taking 
individual credit for a team effort (25%) or leaving gaps in career history (20%). 

"It's just not feasible to cram 20 years of executive experience on to one page," said 
Charles Wardell, Managing Director of Korn/Ferry's Northeast Region. "On the 
flipside, however, we get plenty of resumes with six, seven and even eight pages of 
rambling, which raises a huge red flag."  

When asked to identify character traits that clients demand beyond those attributes 
listed on a resume, the number one answer was cultural fit/personality type (69%), 
followed by character and integrity (22%). In addition, 59% of the recruiters indicated 
that clients would prefer to hire from within their own industry rather than look for 
candidates from outside their industry.  

"We always recommend that we pursue parallel strategies of identifying top 
executives within a client's own sector as well as the `best in class' from other 
industries," said Caroline Nahas, Managing Director of Korn/Ferry's Southeast 
Region. "By simultaneously pursuing both tracks, our clients will be presented with an 
optimum pool of candidates for the position."  

Finally, in singling out the number one "deal breaker" that hinders the hiring of a final 
candidate, compensation was -- not surprisingly -- at the top of the list (51%), 
followed by spouse/relocation issues (39%).  

About the Korn/Ferry Index  

The Executive Recruiter Index is based on a global quarterly survey of more than 300 
Korn/Ferry International consultants, who serve the world's largest corporations and 
non-profit organizations -- including government agencies, universities and cultural 
institutions.  

Korn/Ferry International Executive Recruiter Index Questionnaire 

       

Press Release Source: Korn/Ferry International

Related Quote

View Detailed Quote 
Delayed 20 mins 

Quote data provided by Reuters

KFY 8.21 -0.39 New

Related News Stories

· Korn/Ferry Announces New 
Financial Services Partner in 
San Francisco - Business Wire 
(Thu Oct 2)

· 62% Of Global Executives 
Dissatisfied with Current 
Positions - Business Wire 
(Tue Sep 30)

· Korn/Ferry International 
Financials - EDGAR Online Financia
(Sat Sep 20)

· KORN FERRY 
INTERNATIONAL Files SEC 
form 10-Q, Quarterly Report -
EDGAR Online (Mon Sep 15)

More

Top Stories

· Wal-Mart to Check Its Payrolls
Reuters (Sat Oct 25)

· Quattrone Mistrial: Whither the
Govt Now? - Reuters (Sat Oct 25)

· Putnam Turmoil Puts Spotligh
on CEO - Reuters (Sat Oct 25)

· Uebber Named as Next 
DaimlerChrysler CFO - Reuters 
(Sat Oct 25)

More

· Most-emailed articles

· Most-viewed articles

Page 1 of 3Recruiters Sound Off: Executive Resumes Should Be Two to Three Pages in Length

10/26/2003http://biz.yahoo.com/bw/031023/235213_1.html



Part III, Autumn 2003 
 
What's the appropriate length of a resume for a senior-level 
executive? 
 
One page - 3% 
Two pages - 46% 
Three pages- 36% 
Up to five pages- 15% 
 
What is the most common mistake candidates make on their resumes? 
 
Gaps in their job experience - 20% 
Typos - 9% 
Too wordy - 28% 
Too short - 18% 
Taking credit for something that was a team effort - 25% 
 
What is the most common "deal breaker" when clients are negotiating 
with a finalist candidate? 
 
Compensation package - 51% 
Length of contract - 0% 
Title - 0% 
Reporting relationship/scope of duties - 10% 
Spouse/partner issues or relocation issues - 39% 
 
Are companies today more or less likely than two years ago to consider
candidates, with a cross-pollination of skills, from outside their 
respective industry? 
 
More likely to consider candidates out of industry- 41% 
Less likely to consider candidates out of industry - 59% 
 
What's today's most common client request for a candidate beyond 
traditional attributes in a resume? 
 
Good character/integrity - 22% 
Cultural fit/personality type - 69% 
Reasons for transitions in positions over career - 9% 

About Korn/Ferry International  

Korn/Ferry International (NYSE:KFY - News), with over 70 offices in 36 countries, is 
the world's leading provider of recruitment solutions. Based in Los Angeles, the firm 
works closely with clients worldwide to deliver customized executive search, 
management assessment and mid-level search services, including the identification 
of CEOs, COOs, CFOs, board members and other senior-level executives; the formal 
evaluation of senior management teams; and the recruitment of middle managers 
through its Futurestep subsidiary. For more information, visit the Korn/Ferry 
International Web site at www.kornferry.com or the Futurestep Web site 
www.futurestep.com.  

Contact: 

     Goodman Media 
     Deborah Sternberg, 212-576-2700 (U.S. and Canada) 
       or 
     Flagship Consulting 
     Andy Field, +44 (0)207 8868447 (Europe) 

 

Source: Korn/Ferry International 
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Press Release Source: CareerJournal.com

New Survey Finds 75% of Employees Looking for New Jobs 'It's All About 
the Money'
Tuesday November 30, 6:01 am ET

PRINCETON, N.J., and ALEXANDRIA, Va., Nov. 30 /PRNewswire/ -- Seventy-five percent of all employees are looking for new
employment opportunities, according to the 2004 U.S. Job Recovery and Retention Survey released today by the Society for Human
Resource Management (SHRM) and CareerJournal.com (http://www.careerjournal.com/). Thirty-eight percent of the human resource
(HR) professionals surveyed said they have noticed an increase in turnover since the beginning of 2004.

The top three reasons employees say they are looking to leave their current positions, according to the survey, are:

     * Better compensation elsewhere -- 43%.
     * Better career opportunities -- 32%.
     * Dissatisfaction with opportunities at current job -- 22%.

"During a poor economy, employees tend to stay put," says Tony Lee, editor in chief, CareerJournal.com. "As the economy improves,
interest in jumping ship rises dramatically among employees who are ready to earn more money and find enhanced opportunities for
advancement."

"With so many employees already looking for jobs, the expertise of HR professionals is extremely important right now in retaining an
organization's top talent," said Susan R. Meisinger, SPHR, president and CEO of SHRM. "HR professionals understand that it is far
more expensive to recruit new employees than it is to retain them. Their efforts to create a positive work environment where
employees are engaged, feel appreciated and see opportunities for career growth will help to decrease turnover rates."

In the survey, employees were asked about their job-search activity. The survey found that 35% of employees said they are actively
job searching, and 40% are passively searching. Nearly half of the employed respondents said they would step up their job-seeking
efforts as the job market improves. HR professionals believe that as employees leave their organization for new opportunities, most of
the resignations will come from nonmanagement (69%) and middle-management (19%) positions.

A quarter of the HR professionals surveyed also said they are very concerned about voluntary resignations. HR professionals believe
the top three greatest threats to retention are:

     * Better compensation elsewhere -- 25%.
     * Burnout -- 24%.
     * Dissatisfaction with potential for career development at organization
       -- 19%.
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As a result, HR executives are implementing retention programs in their organizations to keep productive employees. Retention
programs include competitive merit increases, promoting qualified employees, career-development opportunities and bonuses. HR
professionals consider competitive salaries (59%) and providing career-development opportunities (47%) as the most effective
retention strategies.

SHRM and CareerJournal.com conducted the survey to determine opinions about job recovery and the effectiveness of retention
strategies from the perspective of both HR professionals and employees. The survey questions were e-mailed to randomly selected
SHRM members, yielding 389 responses from HR professionals, and randomly selected employees in the U.S., bearing 506
responses.

The Society for Human Resource Management (SHRM) is the world's largest association devoted to human resource management.
Founded in 1948, SHRM currently has more than 500 affiliated chapters and members in more than 100 countries. Visit SHRM
Online at http://www.shrm.org.

About CareerJournal.com

CareerJournal.com is The Wall Street Journal's award winning career site targeted to executives, managers and professionals.

About Dow Jones & Company

Dow Jones (NYSE: DJ; http://www.dowjones.com) publishes the global Wall Street Journal with its international and online editions;
Barron's; the Far Eastern Economic Review; Dow Jones Newswires and Indexes; and Ottaway newspapers. Dow Jones co-owns
Factiva with Reuters, SmartMoney with Hearst and CNBC television operations in Asia and Europe with NBC Universal. Dow Jones
also provides news content to CNBC and U.S. radio stations.

Source: CareerJournal.com

Copyright © 2004 Yahoo! Inc. All rights reserved. Privacy Policy - Terms of Service - Copyright Policy - Ad Feedback
Copyright © 2004 PR Newswire. All rights reserved. Republication or redistribution of PRNewswire content is expressly prohibited without the prior written consent of PRNewswire.

PRNewswire shall not be liable for any errors or delays in the content, or for any actions taken in reliance thereon.
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Be Prepared When Opportunity Calls
Job Interviews by Phone 
Are No Less Formal 
Than Face-to-Face Meetings
By SARAH E. NEEDLEMAN 
CAREERJOURNAL.COM
February 7, 2006; Page B4

Mindy Gikas was interviewing a senior-level manager on the phone in 
October when suddenly the job candidate paused. He said he was reading 
an email, recalls Ms. Gikas, a managing director in New York at Ogilvy 
Public Relations Worldwide, a unit of WPP Group PLC of London. "It 
showed me that his conversation with me wasn't very important," she 
explains. He wasn't invited to interview in person.

Job hunters often mistakenly believe that phone interviews are less formal than face-to-face meetings, 
recruiters say. Yet they're a critical first hurdle in landing a job.

For applicants, the goal of a phone interview is to secure an in-person meeting. For recruiters, it's to 
narrow their list of prospects. You can increase the odds of passing this initial screening if you follow the 
advice in these four tips:

Minimize Distractions

Flushing toilets, clamoring dishes and barking dogs sometimes interrupt phone interviews, recruiters 
report. If you have scheduled a conversation, plan to be in a quiet place, says Chris Wilkins, manager, 
strategic staffing, at the Montvale, N.J., office of Ingersoll Rand Co., a manufacturer based in Hamilton, 
Bermuda. If the call was unexpected, it is OK to ask to reschedule, he says.

Avoid using a cellphone, if possible, says Kathleen Downs, division director, finance and accounting, at 
the Orlando, Fla., office of executive-search firm Robert Half International Inc. "You never know when a 
signal is going to be problematic," she says. "I've had that happen several times with candidates. It was 
hard to hear them, and calls ended prematurely."

Sharpen Verbal Skills

Given a phone interview's lack of eye contact and body language, candidates are evaluated largely by 
what they say and how they say it, according to recruiters. Interviewers listen for clues indicating such 
qualities as passion for the job, professionalism and whether the person might be a good cultural fit.

In May 2005, Ruth Bielobocky, principal of Ion Design LLC, a marketing-communications firm in 
Frederick, Md., rejected a candidate for a senior copywriting job because she wasn't able to "get a sense 
of who he was," she says. "I couldn't imagine putting him in front of a client to communicate a concept, 
because you need to have enthusiasm and intonation in your voice to sell."

"Teen speak" and other unpolished speech habits are a common knockout factor, says Mr. Wilkins. "I've 
had people call me 'dude' and 'brother,' and use words like 'freakin,'" he says. Other turn-offs are gum 
chewing, smoking and eating.

Prepare in Advance

If you've scheduled or are anticipating a phone interview, keep notes and your resume at hand, says Amy 
Segal, director of talent management for Verizon Communications Inc., a New York-based 
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telecommunications company. "The interviewer is none the wiser," she notes.

A bit of homework can go a long way. In January 2005, a candidate for a job as vice president of human 
resources at Ingersoll Rand impressed Mr. Wilkins by mentioning its acquisition of Italian manufacturer 
CISA SpA. "The press release came out literally the day we spoke," he says. Mr. Wilkins invited the 
candidate to interview in person, though the person withdrew because of the job's location.

Susie Klinck, manager of the site-management team at the Palo Alto, Calif., office of Xerox Corp., says a 
candidate for a content-manager position at the technology and services company emailed her some work 
samples, and they reviewed them together on the phone.

The candidate secured an in-person interview. While she didn't win the job, says Ms. Klinck, "being able 
to review her work together went a long way in her getting as far as she did."

Follow Up

After a phone interview, send a thank-you that recaps your best selling points.

Yvonne Gagnon, a part-time communications-management student at Manhattanville College's School of 
Graduate & Professional Studies in Purchase, N.Y., did just that after a phone interview in July. She had 
emailed her resume to a recruiter at an executive-search firm and called a few days later to follow up. She 
was interviewed on the spot for a communications job at a credit-card company. "I didn't know anything 
about the position or where her questioning was going," she says. Afterward, Ms. Gagnon crafted an 
email summarizing what they had discussed and information that she hadn't thought to mention.

"I'm really glad I did it, because I ended up getting five [in-person] interviews" for that job through the 
recruiter, she says. While she didn't get the job, she still makes follow-up emails a practice. "The 
face-to-face interview won't happen if you don't treat a phone interview with the same gravity," she says.

Write to Sarah E. Needleman at sarah.needleman@dowjones.com2
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ANSWERS TO  

“SENSITIVE QUESTIONS” 
 

 
1.) Tell me about yourself. 

90-second capsule. 
Tell me about yourself other than on the job. 

 Explain things that you do outside of work that you enjoy. 
 
2.) Why do you want to work here? 

 The company’s outstanding reputation in the field, etc. 
 What made you apply for a position with our organization? 

I see that you can use someone with the skills, talents, abilities and experience that I would bring to the company. 
 
3.) How do you feel you can help our company/organization? 

I know that the experience that I bring to the company will help me make an   immediate and lasting contribution to your company/organization. 
Based on the knowledge of your goals and objectives, I can deliver efficiency improvements and cost reductions while improving communications through 
timely feedback to all employees. 
 

4.) If you were choosing someone for this position, what kind of person would you select? 
I would choose some who is hardworking, energetic, punctual, team player, (any adjectives that you know are important), just like me! 

 
5.) What kinds of people do you enjoy? 

I enjoy energetic, hardworking, exciting, outgoing (any other adjectives that you may want to use) people. 
What traits in others do you have difficulty working with? 
Incompetent people are tough to work with. 

 
6.) When was your work ever criticized? Explain 
 To the best of my knowledge never, however I am always open to critique. 
 
7.) Have you considered a college degree? Advanced degree? Why not? 

I’m always looking to further my education through formal and informal education. 
 
8.) Why did you go into the______field?  
 I went into this field because (explain your reasons). 

I have always liked the _____ field especially getting daily results of my work as tangible evidence of my progress. 
 Why did you choose your career field? 
 I choose this field because of my interest in (explain your reasons). 
 
9.) If you feel you have any weakness with regard to this position, what would it be? 
 I applied for this position because I know that I can do the job. 
 
10.) What are some of your strengths? 
 Tell them your strengths (i.e. your best qualities). 
 Your weaknesses? 

I can’t bench press 300 pounds. (Something with a sense of humor, to see if they have a sense of humor). 
If they want another answer try this: My experiences in the past have taught me how to deal better with them in the future. 
What are you doing to correct or improve your weaknesses? 
I go to the gym more often. 

 
11.) What do you expect in this position that you’re not getting in your past positions? 
 New and different challenges. 
 
12.) How do you feel about working extra hours (i.e. Overtime, Weekends, etc.) 
 I can work with that. 
 
13.) Where do you see yourself in three years and five years? 
 I’m a hard worker; I know the company will take care of me. 

I see myself with enhanced skills and being able to contribute substantially to the company. 
 

14.) How would you handle this problem? (After the interviewer describes a complex problem.) 
 I would have to know what the company’s Policies and Procedures are, before I could handle the problem. 
 
15.) Are you considering other positions at this time? 
 I’ve had interaction with several companies and have some opportunities and possibilities. 
 How does this one compare with them? 
 It is (very) competitive with them. 
 
16.) What qualities do you look for when you hire people? 
 Honest, Hard Working, Punctual, Energetic (Other Adjectives), just like me. 
 
17.) Do you consider your self decisive? 
 Yes I do consider myself decisive (and give an example). 
 
18.) What was the most important policy decision you ever made? 
 Use one that is common, scheduling lunch hours, planning vacations, outsourcing, etc. 

To drug and alcohol test all employees who were involved in accidents during their course of employment. 
 
19.) How have you invested in your professional development in the past year? 
 Tell them about your last Training Session, Seminar Attendance, etc.. 
 
20.) Why did you leave your last position? 
 I was downsized. (This is an accepted term today, it can be that you were fired, laid off, victim of a merge, etc.) 
 To better myself. 
 
21.) How long have you been out of work? 
 Be honest and use months, explain that you are not just looking for a job but a career and that you are picky. 
 
22.) What have you been doing since you left your last position? 
 Spending x Hours per day on your search, volunteering (coaching Little league, Red Cross, Part Time (Temp) positions, etc.) 
 
23.) How did you like working at ______company? 
 I liked working at XYZ very much. 
 Why? 
 Because of the people and the challenges that we faced individually and as a team. 
 



24.) What is (are) your short-range goal(s)? 
 To acquire the position that I am interviewing for. And to make an immediate contribution to your company. 
 What is (are) your long-range goal(s)? 
 To make an immediate contribution and long-term commitment to your company. 
25.) What does success mean to you? 

No right or wrong answer here, tell them what success means to you (Success to me is: “When Preparation meets Opportunity”). 
What has been the key to your success? 
Hard work, loving what I do, teamwork, (other adjectives that you know have been a key to your success). 

 
26.) What motivates you? 
 Challenges, accomplishments, hard work, etc. 
 
27.) Do you plan to get further education, degrees? 

 I’m always looking to further my education both formal and informally. 
 
28.) How did you help to increase sales in past positions? 

I help increase sales by XX%, by using my skills, talents and abilities.(CAR stories). 
 
29.) How have you helped to reduce cost in past positions? 

Through analyzation, planning and scheduling I reduced costs by XX%, or saved XX$. 
 
30.) Do you prefer to work with people or figures? 
 I like to work with both people and figures as they go hand in hand.  
 
31.) What do you know about the products and services of our company? 
 This is covered in the Interviewing section of the campaign. 
 
32.) What have you done to improve yourself over the last year? 
 I have read more books, started exercising more, etc.. 
 
33.) How do you spend your spare time? 
 Tell them how you spend your spare time, family, interests, hobbies, etc.. 
 
34.) Tell about your health? 
 My health is excellent (This is an illegal question). 
 
35.)  If you could re-live your last 15 years, what changes would you make? 

I would make no changes; I like my life as it is. (If you would make changes, this means to the interviewer you might make changes once you get the job and they 
are looking for a long-term commitment.) 

 
36.) Tell me about your greatest achievement in life? 
 For some it could their marriage, children, graduating from college, etc. 
 Tell me about your greatest disappointment in life? 

Death of a family member, the date you never got, didn’t get to see the Mets win a World Series, etc. 
 
37.) What did you like best in your last position? 
 Something that you really liked. 
 What did you like least in your last position? 
 Something that was not important, cafeteria, parking, etc. 
 
38.) Do you prefer to work alone or as a part of a team? 

I can work as part of a team or as an individual; they go hand in hand with each other. 
 
39.) What are some of the more difficult problems you encountered in your past positions? 

I’ve had some experiences that have taught me how to deal with them better in the future. 
How did you solve them? 
I solved these tough problems by analyzing the problem, making a plan, executing the plan and then evaluating the plan. 

 
40.) Did you ever make suggestions to management? What happened? 
 I have made suggestions to management that were implemented. 
 
41.) What do you think management could do to make you function more effectively as an employee? 
 Keep open lines of communication. 
 Listen. 
 
42.) What has kept you from progressing as fast as you would have liked? 
 I have progressed at a fast level and will continue to do so. 
 
43.) Tell about the best boss you ever had. 
 The best boss I ever had was_______, he (she) had a teaching style of management. 
 Tell about the worst boss you ever had. (i.e. Tell me something that you didn’t like about your last boss.) 
 My last boss and I got along very well, he (she) was a very hard worker, sometimes he (she) worked harder than I did, I wish they he (she) could have delegated 

some more work to me. 
 
44.) What do people criticize about you? 
 To the best of my knowledge nothing, however I am always open to critique. 
 
45.) What are your pet peeves? 
 Incompetent people and red tape. 
 
46.) What is your management/leadership style? 
 I have a teaching style, that I teach my people to be successful, which in turn makes me successful, that in turn makes my superior successful. 
 My style is one of mentoring and look to every employee to contribute towards the goal of the company. 
 
47.) Are you geographically mobile, either now or in the future? 
 I can work with that. 
 
48.) What else do you think I should know about you? 
 What do you want to know about me? 
 
49.) What would you do to improve our operations? 

I would have to know what your Policies and Procedures are before I could answer that question. 
 
50.) Who has exerted the greatest influence on your career? 
 Name the person and if they have a title say the title. 
 
51.) If you had your choice of positions and companies, where would you go? 
 From the way that you have described this position, this is where I want to be. 



 
52.) What other opportunities are you considering? 

I have had interaction with several companies and am considering some opportunities and possibilities. 
 
53.) What is your philosophy of life?  
 Your philosophy short and sweet. 
 
54.) Can we check your references, and what would they say about you? 

Most definitely, and they would say that I am a hard worker, energetic, punctual, etc (all your adjectives). 
 
55.) What kinds of people do you find difficult to work with? 
 Incompetent people are tough to work with. 
 
56.) What can you offer us that someone else can’t? 
 I can hit the ground running faster and have the experiences that you desire. 
 
57.) How do you handle stress? 
 Very well, I take long walks to be in the fresh air, etc. 
 
58.) Describe the biggest crisis in your life. 
 When my father (mother, grand parent, aunt, uncle, etc.) died. 
 
59.) Have you ever been fired? 
 No, I have never been fired, however I have been downsized (if applicable). 
 
60.) Tell me about the last incident that made you angry? 
 Life’s too short to get angry. 
 How did you handle it? 
 Something positive, if you told them about something that made you angry. 
 
61.) What do you really want to do in life? 

Take care of my family, have fun, enjoy work, make a contribution that makes a difference in people’s lives. etc.. 
 
62.) Does your employer know you’re planning to leave? 

If yes, then you say that he (she) does know, however you still want it be confidential. 
If no, again you want the confidentiality that is necessary. 

 
63.) What do you see as the most challenging task in being a manager? 
 Bringing a diverse group of people together into a cohesive functioning team. 
 
64.) If you could start again, what would you do differently in your present/past positions? 
 Absolutely nothing, I have learned many things in my present/past positions. 
 
65.) Do you any objections to psychological tests? 
 I have no objections to psychological tests. 
 
66.) Do you consider yourself creative? 

Yes, I consider my self very creative (then explain how, this doesn’t have to be an artsy craftsy type of thing.  You can be creative in planning, scheduling, etc.). 
 
67.) How would your subordinates describe you? 

Use adjectives that would describe you. 
How would your peers describe you? 
Use adjectives that would describe you. Make sure that both of these questions have the same adjectives; otherwise you could run into trouble as being class 
conscience. 

 
68.) What is the biggest mistake you ever made? 

Go for something common, something silly, to see if they have a sense of humor. I ate at such and such a restaurant and I did learn my lesson. 
What did you learn from it? 
Tell them what you learned from it. 

 
69.) I’ve interviewed some well-qualified candidates.  Why should I hire you? 
 You saw something on my resume that you liked, can you tell me what that was? 
 First qualifier. 
 
70.) Isn’t this a career switch? 
 This is a career move that will have new and different challenges. 
 
71.) Do you think your educations qualifies you for this position? (When the applicant doesn’t have a degree or related degree.) 
 My vast experience qualifies me for this position. 
 
72.) You don’t have the experience/background for this position? 
 I have always been successful in all my previous experiences.  I will use my abilities to use what I know and learn quickly to fulfill the requirements for a smooth 

transition for continued success.  
 You saw something on my resume that you liked, can you tell me what that was? 
 How could you handle it? 
 The same as I have handled challenges in the past, in a positive manner with positive results. 
 
73.) We’re thinking of an older person for this position. 
 You saw something on my resume that you liked, can you tell me what that was? 
 We’re thinking of a younger person for this position. 
 You saw something on my resume that you liked, can you tell me what that was? 
 I bring experience to the position that no one else can. 
 NOTE!!! This is an illegal question. 
 
74.) You’re overqualified for this position aren’t you? 
 You’re right I have all that experience and training that all those other companies paid for and you don’t have to pay for.  
 
75.) How well do you function under pressure and deadlines? 
 I function extremely well under those conditions. 
 I work well under high expectations. 
 
76.) In evaluating employees, what in your judgment, are the most important considerations? 
 Use adjectives, honesty, hard worker, punctual, etc. just like me. 
 
77.) What is the most important element(s) to you in job satisfaction? 

Tell them what is most important. 
What do you look for in a position? 

 When I look for a position it has to be challenging; utilize the skills I have and learn new ones; it has to be fun and when I get up in the morning I want to go to work. 



 
78.) How do you balance the needs of work versus home and family? 

I balance them through effective time management. 
 
79.) How long would it take you to make meaningful contribution to our organization? 
 I would make an immediate contribution to your organization. 
 How would you accomplish this? 
 By following your Policies and Procedures. 
 
80.) Salary questions, early in the interview: 
 What are your financial needs?  
 Are you making me an offer? 

I’m sure you have a salary range in mind, would you mind sharing that with me? 
I don’t have a specific range in mind, and I don’t want money to come between us, so let’s continue with the interview. 
What is the minimum salary you will accept? 
Let’s talk about the functions of the job first before we discuss money. 
If put on the spot (i.e. they won’t go any further with the interview) then give a range without “0”’s or “5”’s.  An example: $52,000 to $67,000. 

 
81.)  Are there any questions you would like to ask about the position/company? 
 This will be gone over during the Interview Part of the process. 
 
82.) We have all the information that we need.  We’ll be in touch with you. 

Ask when they will be in touch with you.  Get a day and then ask if you can call them the day after at 9:15 AM (9:45AM). 
 
83.) We don’t feel that you have what we’re looking for. 

What are you looking for? 
What would I need to develop in my portfolio to be successful in my next interview for a similar position? 

 You saw something on my resume that you liked, can you tell me what that was. 
  
84.) What would your most recent manager/superior say are your best qualities? 
 Give your strengths (aim them to the job you are interviewing for). 
 
85.) What would your most recent manager/supervisor say are the areas you need to improve? 
 To the best of my knowledge there are none, however I am always open to critique. 
 I’m continually improving and enhancing my skills, I know that my capabilities are at the top of the line.  
 He(she) was pleased with my performance and suggested that I work less hours. 
 
86.) What do you think of your current or most recent manager? 
 Nothing but positive things. 
 How did you get along with this person? 
 Again everything positive. 
 
87.) What book have you read recently? 
 Know the title, author and the content of the book, it can be a book from the past, however you must know it. 
 
88.)  What are you like as a person? 
 Great adjectives. 
 How would you describe your personality? 
 Again great adjectives. 
  
89.) What are your most outstanding skills? 
 List your outstanding skills. 
 
90.) What did you find most frustrating about your current or most recent position? 
 Again humor, the cafeteria food was just awful. 
 
91.) How do you treat an idea or direction you don’t believe in that comes from a superior? 
 I would sit down with my supervisor and give him/her my thoughts on the idea. 
 
92.) What is the toughest challenge you ever faced? 
 Make light of something. 
 How did you handle it? 
 Again make light of it. 
 
93.) How would you describe the ideal working environment? 
 It is the job with the company that you are applying for. 
 
94.) How would you handle a subordinate who is not doing their share? 
 I would sit down and counsel this person, listening to their side first. 
 
95.) What is more important to you – job security or career advancement? Explain 

Job security and career advancement go hand in hand and are a great     combination. 
 
96.) When was the last time you attended a formal training program?  Tell me about it. 
 Tell them about your last formal training program, no matter how long ago. 
  
 
  
 
 
 
 
  
 
 
 
  

 



 
 
 

QUESTIONS TO ASK AT THE INTERVIEW 
COMPANY NAME 

INTERVIEWER’S NAME 
DATE OF INTERVIEW 
TIME OF INTERVIEW 

 
 
1.)  Would you please take a moment to list the primary functions of this job and the 
qualifications of the ideal candidate? 
 
2.)  Why is this position open? 
 
3.)  Is this a new position? 
 
4.)  Are you replacing someone?  Where did they go? 
 
5.)  How long were they in this position? 
 
 6.)  Why didn’t you fill this position internally? 
 
7.)  Why did the previous holder of this position leave? 
 
8.)  How many times has this position been filled in the last five years? 
 
9.)  What would you like done differently by the new person coming in? 
 
10.)  What are some of the objectives you would like to be accomplished by the new 
person?  And in what time frame? 
 
11.)  What functions are most pressing?  What functions are least pressing? 
 
12.)  What might you like accomplished in the next three months? 
 
13.)  What are some of the longer term objectives you would want accomplished? 
 
14.)  What freedom would I have in determining my work deadlines?  Objectives? 
 
15.)  What kind of support does this position receive? 

In terms of people? 
In terms of finances? 
From upper management? 

 
16.)  What are some of the more pressing problems facing someone in this position?  
 
17.)  Where could a person go having been successful in this position?   
 
18.)  How long do you think this would take? 



 
 
 
 
 

QUESTIONS TO ASK AT THE INTERVIEW 
COMPANY NAME 

INTERVIEWER’S NAME 
DATE OF INTERVIEW 
TIME OF INTERVIEW 

 
19.)  What’s the company’s greatest success? 
 
20.)  What’s the company’s greatest failure? 
 
21.)  In what ways has this company been successful in the last five years? 
 
22.)  What significant changes do you see in the future? 
 
23.)  What are the most critical factors for success in your business?  (  Is the 
company people oriented or goal oriented?) 
 
24.)  How is one judged? 
 
25.)  Is there a three (six, twelve) month review? 
 
26.)  Where do you see the company going in the next five years? 
 
27.)  How does one go about winning support from top management? 
 
28.)  How would you describe your management style? 
 
29.)  What are the most important traits you look for in an employee? 
 
30.)  How does one communicate with you? 
  Orally 

 In Writing 
 Informally 
 In Meetings 
 E-Mail 
 Only when necessary 
 Reports 
 Formally 

 
31.)  Is the company showing a profitable status over the past two years? 
 
32.)  What are your personal goals within this company? 
 
33.)  If you were President of this company what would you change? 
 
34.)  How soon would you like to fill this position? 
 
35.)  How many candidates are there for this position? 
 
36.)  How do I stand (rate) at this point? 



INTERVIEW TECHNIQUES COURSE 
 

The Phone Call for more Information …. Not available now, Set up the Interview. 
 
To get more Information on the Company… Library, Internet, Network, Employees you know, 
Business Journals, Trade Magazines, Newspapers or NJ NIGHTLINE (1.800.922.2233) 
9:00 P.M. to 12:00 A.M.    Monday through Thursday 
5:00 P.M. to 12:00 A.M.    Friday through Sunday 
 
Do a Drive By, stop and get more information from the receptionist.  Get the receptionist’s 
name. Now go home and review your resume with PAR’s and CAR’s with every item. 
 
Get Rest, Eat Well, Dress Well.  Arrive 30 minutes early.  Use the facilities.  Be polite! 
 
Shake hands and ask “Do you mind if I call you (their name) for the interview?” 
 
Sit when asked to be seated. 
 
When they asked you if you would like something to drink, what you want is a glass of cold 
water (Not Ice Water). 
 
In the office look for a commonality: pictures, trophies.  Mention what ‘s common (DO NOT 
COMMENT ON FAMILY PICTURES) if nothing in common open your conversation about 
something. 
 
NOTE: AN INTERVIEW IS A 50/50 INTERACTION, YOU ASKING QUESTIONS AND THEM 
ASKING QUESTIONS. 
 
Ask the Interviewer if he/she would mind if you take notes.  Inside your portfolio you should 
have the following: 
 

1.) Two extra Pens. 
2.) Your Personal Business Cards. 
3.) A white notepad. 
4.) The Company Information. 
5.) At least 2 – 5 copies of your resume. 
6.) A copy of the Blown Up Ad. 
7.) A copy of your Cover Letter. 
8.) A copy of your references. 
9.) The questions that you plan to ask the Interviewer. 

 
If the Interviewer opens with “TELL ME ABOUT YOURSELF” (TMAY) –  I was raised 
in_________, went to ______College (University), where I earned a degree in ___________. 
…, but I could talk forever about me.  What I’d like really like to do is learn more about the 
job, so I can utilize the time allowed for this interview.  WOULD YOU PLEASE TAKE A 
MOMENT TO LIST THE PRIMARY FUNCTIONS OF THIS POSITION AND THE 
QUALIFICATIONS OF THE IDEAL CANDIDATE? 
 



INTERVIEW TECHNIQUES COURSE      PAGE TWO 
 
 
This is the FIRST QUALIFIER… This positions you to address the job and how you are 
qualified throughout the Interview. 
 
 
Usually after you have asked your questions, they will ask you if you have any other 
questions toward the end of the interview.  You must ask the SECOND QUALIFIER… 
 
“YOU’VE HAD A CHANCE TO READ MY RESUME, WE’VE TALKED FOR xxx MINUTES, 
WHAT DID YOU SEE THAT YOU LIKED?  (pause, let them tell you what they like), IS 
THERE ANY THING THAT YOU DIDN’T SEE, DIDN’T LIKE OR DIDN’T UNDERSTAND 
THAT WOULD PRECLUDE ME FROM BEING THE IDEAL CANDIDATE?” 
 
This is an opportunity to clear anything up that they didn’t understand. This positions you to 
address any weakness (clarification of any point) and confirm that you can handle the job.   
 
If the response is: ‘NO”, then you are the ideal candidate. 
 
Your next response is “WHAT’S THE NEXT STEP?” 
 
Ask for the Second Interview. (Date & Time). 
 
If they say they will call you by a certain date, ask them if you can call the day after at 9:15, 
9:45. 
 
Exchange Personal Business Cards. (Remember that it has their name, direct phone number 
and e-mail address). 
 
At the door as you are shaking hands upon your exit…. “I JUST WANT TO LET YOU KNOW 
THAT I AM QUALIFIED FOR THIS JOB, I CAN DO THIS JOB, I WANT THIS JOB AND I 
WANT YOU TO MAKE ME AN OFFER !!!”. 
 
When you get to your vehicle, sit down and write out what you did right and also write out 
what you know that you did wrong. 
 
A Thank You Letter should be sent within 24 Hours of the Interview.  
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Press Release Source: Korn/Ferry International

Recruiters Reveal Interview Secrets and Employment Gaffes
Monday May 8, 9:00 am ET

- Talking Too Much Is Most Common Mistake Job Candidates Make -

LOS ANGELES, May 8 /PRNewswire-FirstCall/ -- Talking too much is the most common interview mistake that job candidates
make, according to 36 percent of recruiters who completed the ninth edition of the quarterly Executive Recruiter Index,
released today by Korn/Ferry International (NYSE: KFY - News), the premier global provider of executive search, outsourced
recruiting and leadership development solutions. Other common mistakes cited by recruiters include lack of knowledge about
the company or position (22 percent), over-inflated ego (16 percent) and appearing overly confident (9 percent).

Additionally, more than six in ten (62 percent) recruiters agreed that anything more than one week is too long for a candidate to
consider a formal job offer, with almost a third of them (29 percent) indicating that the appropriate amount of time is even
shorter.

"Executive-level candidates are unquestionably more polished and sophisticated today than ever before, so it is remarkable
how many basic interview etiquette mistakes are still made," said Charles Tseng, President, Korn/Ferry Asia Pacific. "Although
small, these mistakes can often mean the difference between getting the job and being passed over."

The survey also examined various regional differences as they relate to job tenure. In both North America and EMEA (Europe,
Middle East and Africa), recruiters agreed that two years is the minimum acceptable amount of time to stay with one employer.
In South America and Asia Pacific, however, one year is the minimum amount. The rapid pace of growth and hiring in these
emerging regions is likely responsible for this difference.

When asked why executives leave companies after short periods of employment, bad cultural fit emerged as the leading
reason in both South America and Asia Pacific, whereas responses were more mixed in North America and EMEA. Finally,
recruiters worldwide agreed overwhelmingly (87 percent) that executives should disclose that they worked somewhere for a
short amount of time, rather than omit the position from their CV/resume.

Methodology

The Executive Recruiter Index is based on a quarterly survey of 212 Korn/Ferry International consultants, who serve the
world's largest corporations and not-for-profit organizations. This survey was conducted online within the Americas, Asia
Pacific, Europe, the Middle East and Africa from April 11 through 21, 2006.

About Korn/Ferry International

Korn/Ferry International, with 70 offices in 40 countries, is the premier global provider of executive search, outsourced
recruiting and leadership development solutions. Based in Los Angeles, the firm partners with clients worldwide to deliver
unparalleled senior-level search, management assessment, coaching and development, and middle management recruitment
services through its Futurestep subsidiary. For more information, visit the Korn/Ferry International Web site at
www.kornferry.com or the Futurestep Web site at www.futurestep.com.

Source: Korn/Ferry International

Copyright © 2006 Yahoo! Inc. All rights reserved. Privacy Policy - Terms of Service - Copyright Policy - Ad Feedback 
Copyright © 2006 PR Newswire. All rights reserved. Republication or redistribution of PRNewswire content is expressly prohibited
without the prior written consent of PRNewswire. PRNewswire shall not be liable for any errors or delays in the content, or for any
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Served as King of England, Said 
the Résumé
By MATT VILLANO
Published: March 19, 2006

Q. You need to update your résumé. To
what degree is it acceptable to 
embellish your skills and experience?

A. A
résumé is
your best 
shot at persuading 
prospective employers to 
meet you in person and 
learn more about you, but if 
you veer from the truth, 
you're out of line. 

"A résumé can be
attention-grabbing, startling, 
interesting, intriguing, 
provocative, entertaining, 
wry, amusing or funny," 
said Barry A. Liebling, 
president of Liebling 

Associates, a management consulting firm in New York. 
"But all of that means nothing if the content isn't real."

Q. How often do people falsify résumés?

A. Evidently, fairly often. Nick Fishman, executive vice 
president of Background Information Services, a 
pre-employment screening company in Cleveland, said his 
organization found that 56 percent of résumés contained
falsehoods of some kind. "When you consider these 
numbers," Mr. Fishman said, "if you're not the one who's 
falsifying something, your neighbor probably is."
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Even high-level employees sometimes engage in false 
advertising. Last month, for example, David J. 
Edmondson, the former chief executive of RadioShack, the 
electronics retail chain based in Fort Worth, resigned after 
acknowledging that he had claimed to have two college 
degrees but actually had none.

Q. Why do people lie on their résumés?

A. Most applicants do it because they are insecure about 
their experiences and want to seem more qualified, said 
Robert S. Feldman, professor of psychology at the 
University of Massachusetts in Amherst. "When we want 
to try to be likable, we shade things to put them in the best 
possible light," Mr. Feldman said. "Unless people are 
pretty sure that résumé is going to be checked, it's
tempting to shade reality and make one's prior experiences
more flowery."

Rachel Weingarten, president of GTK Marketing Group, 
an entertainment marketing firm in Brooklyn, says one lie 
begets another. "With a lot of people, when they first put
in something that's untrue, it's not a grandiose lie, but 
instead a minor detail," she said. "Over time, they add to it 
until they've got a completely different experience, and 
they believe every word."

Q. Which facts are commonly misrepresented? 

A. You name it, people have made it up. A 2003 survey by
the Society of Human Resource Management, a trade 
association in Alexandria, Va., found that 44 percent of 
2.6 million respondents said they had misstated their work 
experience on their résumés. And a 2004 report by the
Federal Bureau of Investigation estimated, based on a 
sampling, that 500,000 people in the United States had 
listed false college degrees on their résumés and work
applications. 

Donna Flagg, a principal of the Krysalis Group, a human 
resources consulting firm in New York, said grade point 
averages were often liberally rounded upward, turning a 
3.6 into a 4.0.

Then there's the nebulous timeline, which Michelle 
Roccia, vice president of Human Resources at Authoria, a 
staffing company in Waltham, Mass., described as 
stretching the duration of employment to eliminate gaps.

"A candidate might say they worked at a company 'from 
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2004-5,' but in fact, that person only worked at the 
company from November 2004 to January 2005, which is 
hardly a full year," Ms. Roccia said.

People also tend to exaggerate their skills. Anna Ivey, 
author of "The Ivey Guide to Law School Admissions" 
(Harcourt, 2005), says unscrupulous applicants may
falsely claim knowledge of a language or a computer 
program. 

"All it takes is one interviewer who happens to speak the 
language to call your bluff, and that one fudge undermines
the credibility of everything else you say about yourself," 
Ms. Ivey, who lives in Orlando, Fla., said. 

Q. Is it wrong to omit certain facts or experiences to 
disguise age?

A. If the information on your résumé is accurate, you are
free to leave in or take out whatever you like. George F. 
Brenlla, a partner at the New York law firm Clifton Budd 
& DeMaria, said it was perfectly acceptable to list a 
degree that you earned from a particular school without 
revealing when you received it. Under the Civil Rights Act
and the Age Discrimination in Employment Act, he said, 
the only age-related question employers are legally 
allowed to ask is whether an applicant is over 18.

"Disguising age might look suspicious," he said, "but it's 
perfectly within an employee's rights under the law."

Q. What precautions should you expect an employer to 
take against fraud? A. The federal Fair Credit Reporting
Act allows employers to verify everything on an
applicant's résumé. Many managers run simple
background checks on the Internet before the hiring 
process concludes. On rare occasions, a company will 
retain a screening company to verify a résumé after an
employee has been hired.

Vance, an investigation and security firm in Oakton, Va., 
requires its new hires to sign documents indicating that 
everything on their résumé and job application is true.
Drew McKay, senior vice president and deputy general 
counsel, said that a later discovery that an employee had 
violated this contract was clear grounds for termination.

"Our system is all about the facts," Mr. McKay said. "If 
you tell the truth from the beginning, you have nothing to 
worry about." 
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Four Tips for Acing
Interviews by Phone
By Sarah E. Needleman

Mindy Gikas was interviewing a senior-level manager on the phone in October when
suddenly the job candidate paused. He said he was reading an email, recalls Ms. Gikas,
a managing director in New York at Ogilvy Public Relations Worldwide, a unit of WPP
Group PLC of London. "It showed me that his conversation with me wasn't very
important," she explains. He wasn't invited to interview in person.

Job hunters often mistakenly believe that phone interviews are less formal than
face-to-face meetings, recruiters say. Yet they're a critical first hurdle in landing a job.

For applicants, the goal of a phone interview is
to secure an in-person meeting. For recruiters,
it's to narrow their list of prospects. You can
increase the odds of passing this initial 
screening if you follow the advice in these four
tips:

1. Minimize distractions.

Flushing toilets, clamoring dishes and barking
dogs sometimes interrupt phone interviews,
recruiters report. If you have scheduled a 
conversation, plan to be in a quiet place, says

Chris Wilkins, manager, strategic staffing, at the Montvale, N.J., office of Ingersoll
Rand Co., a manufacturer based in Hamilton, Bermuda. If the call was unexpected, it is
OK to ask to reschedule, he says.

Avoid using a cellphone, if possible, says Kathleen Downs, division director, finance
and accounting, at the Orlando, Fla., office of executive-search firm Robert Half
International Inc. "You never know when a signal is going to be problematic," she says.
"I've had that happen several times with candidates. It was hard to hear them, and calls
ended prematurely." 

2. Sharpen your verbal skills.

Given a phone interview's lack of eye contact and body language, candidates are
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Interview-Prep
Tool

Use this interactive
tool to get ready for your 
next big job meeting.

evaluated largely by what they say and how they say it, according to recruiters.
Interviewers listen for clues indicating such qualities as passion for the job,
professionalism and whether the person might be a good cultural fit.

In May 2005, Ruth Bielobocky, principal of Ion Design LLC, a
marketing-communications firm in Frederick, Md., rejected a candidate for a senior
copywriting job because she wasn't able to "get a sense of who he was," she says. "I
couldn't imagine putting him in front of a client to communicate a concept, because you
need to have enthusiasm and intonation in your voice to sell."

"Teen speak" and other unpolished speech habits are a common knockout factor, says
Mr. Wilkins. "I've had people call me 'dude' and 'brother,' and use words like 'freakin,' "
he says. Other turn-offs are gum chewing, smoking and eating.

3. Prepare in advance.

If you've scheduled or are anticipating a phone
interview, keep notes and your resume at hand,
says Amy Segal, director of talent management for 
Verizon Communications Inc., a New York-based
telecommunications company. "The interviewer is

none the wiser," she notes.

A bit of homework can go a long way. In January 2005, a candidate for a job as vice
president of human resources at Ingersoll Rand impressed Mr. Wilkins by mentioning
its acquisition of Italian manufacturer CISA SpA. "The press release came out literally
the day we spoke," he says. Mr. Wilkins invited the candidate to interview in person,
though the person withdrew because of the job's location.

Susie Klinck, manager of the site-management team at the Palo Alto, Calif., office of
Xerox Corp., says a candidate for a content-manager position at the technology and
services company emailed her some work samples, and they reviewed them together on
the phone. 

The candidate secured an in-person interview. While she didn't win the job, says Ms.
Klinck, "being able to review her work together went a long way in her getting as far as
she did." 

4. Follow up.

After a phone interview, send a thank-you that recaps your best selling points.

Yvonne Gagnon, a part-time communications-management student at Manhattanville
College's School of Graduate & Professional Studies in Purchase, N.Y., did just that
after a phone interview in July. She had emailed her resume to a recruiter at an
executive-search firm and called a few days later to follow up. She was interviewed on
the spot for a communications job at a credit-card company. "I didn't know anything
about the position or where her questioning was going," she says. Afterward, Ms.
Gagnon crafted an email summarizing what they had discussed and information that she
hadn't thought to mention. 

"I'm really glad I did it, because I ended up getting five [in-person] interviews" for that
job through the recruiter, she says. While she didn't get the job, she still makes
follow-up emails a practice. "The face-to-face interview won't happen if you don't treat a
phone interview with the same gravity," she says.

-- Ms. Needleman is associate editor at CareerJournal.com.
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