@b"%

EE

[—— | ———

Poughkeepsie Public Library District

PPLD Public Computer Center

Interviewing
Resources

Instructors; .
Stephanie Harriso
Debbie Mlnnerly\ R

e
e

T ——
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Research Your Ideal Job

Create a Career Summary

Sjtzifie] oult
'ff!)ﬂ] 'tha Formatting Your Resume
gomagtitiony

Cover Letters

4/12/2011 3



Research your Ideal Job

= Your Local Library=Call number 331
= Career OneStop (www.careeronestop.org)
= Company Web Sites

Career OneStop Employer-tocator
(www.careerinfonet.org/employerlocator/empl
oyerlocator.asp?nodeid=18)

The Riley Guide
(rileyguide.com/employer.htmi)

= JobZone
(Www.nycareerzone. orgljobseeker/portfol|o/|nde

X.JSp)

4/12/2011 4
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|
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Research Your Ideal Job ‘[
HIE

= Occupational Outloek Handbook

(www.bls.gov/oco)
= Informational Interviews
= Social Media e

" |n the news!
= Business Trends

4/12/2011 5



Resumes and Technology

= On Avg. 500+ applicants per job

* HR Understaffed & Overworked

= Utilize Resume Scanning
Keywords —

Buzzwords
Match job description

-

4/12/2011 6



15 Second Rule

Rebecca Laszlo

15 Main St = Sometown, NY 55555

Home: 718-555-5555 = Cell: 91 7-555-5556
someone@example.com

4+ Entry-level Administrative Assistant

Profile

Administrative support professional offering versatile office managerment skills and proficiency in
Microsoft Office programs. Strong planner and problerm solver who readily adapts to change,
works independently and exceeds expectations. Able to juggle multiple priorities and meet tight
deadlines without cormpromising guality.

Education
ABC school — Sometown, NY

Relevant Courses:
Project Management for Executive Assistants
MS Office for Professional Staff
Electronic Presentations for Business Professionals
Keyboarding and Document Formatting
Communication Skills for Executive Assistants
Finance for the Mon-Financial Manager
Professional Office Procedures

Professional Development:

+ Microsoft Office Specialist (M0OS), 2007

Key Skills
Office Office Management Spreadsheets/Reports Front-Desk Reception
Skills: Records Management  Event Management Executive Support

Database Calendaring Travel Coordination
Administration

4/12/2011



Resume Scanning

= Customize, Customize, Customize

= No Pics or Crazy Fonts

" Leave a lot of white space

= Achievements: What have you done?

= Spell Check! Then read OUT LOUD!

= Contact Info Correct — Clean up Voicemalll

——
e

4/12/2011 8



= Action Verbs
o Bg} ‘Words
= Quan! ifiable

S—

——

4/12/2011 9



Developing a Career Summary
533944313324 0LL
Assesd yort
eredential
Relay the valie
Develof 9°%*

w

WW

Proofrasd as | —

4/12/2011 AN 10



itact Person

itact Person

Manager itact Person

Knowledge Based Skills
High 5

g res Earned
Trade 5C

Certifications

Computer Skills

Lamgu echnical Ability, Additional Training

Transferrable Skills - Portable Skills

Communication skills, Problem Solving, Project Management, etc.

4/12/2011




5 B
i B B E
Skills
Hospital Retail |Volunteer

Technical Equip

Planning Merch

Problem
Solving

Communication Staff Cust Clients
Creativity Prog
Team Work 4" Floor

Motivation Top #'s

Flexibility Shift

Analytical Sale Fig
Achievement Award
Integrity Leader

Interpersonal



— —

To write or not to write [//ll‘\\\\\

= Objectives:

“To pursue a"‘éﬁé‘*ltengingfaccount executive position at <competitor’'s
name>" (The objective contained the name of the rival company)
“This position will look really neat on my resume”

= Job Skills and Qualifications:
You will discover my skills if you hire me (for.a-programmer position)

= EXperience

“28 dog years of experience in sales (four human).”
Surfing the Internet

= Achievements:
| have never been fired from a job S
Won a strawberry eating contest when I'was 16 —— \\

= Education: P
Yes
| am bi-lingual in three languages

4/12/2011 13



Chronological:
Resume designed to
highlight your work
history.

**Easy to see job titles
and responsibilities and
duration at each
position.

4/12/2011

Resume
Types

Combination:
Resume designed to
highlight skills and
experience first, then
your employment
history second.

**Used when skills and
history are relevant to
job position.

Functional:
Resume designed to
highlight skills and
experience.

**Used while changing
careers or remove
focus on employment

gaps.

14



Chronological Example

[Stroct Addrana], [(Gotyr, 5T IIF Cadclphasclcmaidl]

[Your Name]

Objective
[Drezcribe vour career soal or ideal joh]
E ience

[Drates of emplevment] [Compamy Name]
[Javb Tikde]

= [Job rezpomdbibityac ievement]

*  [Iob rezpomdbibity.ac ievement]

= [Job respomibibity'ac hievement]

[Drates of emplevment] [Comparmy Name]
[Job Tibe]

*  [Iob rezpomdbibity.ac ievement]

*  [Iob rezpomdhility. s evement]

= [Job rezpomibility‘ac evement]

[Drates of emplevment] [Comparmy Name]
[Jusb Tikhe]

= [Job rezpomibibity‘ac ievement]

= [Job rezpomibibity'ac hievement]

= [Job respomibility‘ac hevement]

[Drates of emplevment] [Comparmy Name]

[Job Tite]
*  [Iob rezpomdhility. s evement] —
= [Job rezpomibibity‘ac ievement] iy
= [Job respomibility‘ac hevement] ~

Education

[Drates of avtendance] [Scheos] Mame]
[ Dregpreee: Oibrbavineed]]
= [Zpecia] award'sccomplchment or degres minor]

References

Befesences are avaflahle oo sequest

4/12/2011
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Your Name

iProfessionsl Profile
Career Objective
Inclade 2 seme

Perzomal Profile
Inclode 2 brief paazap

Professional Exparience
Primary Functienal Experiise
= it ey
adl
Dedad

coroend o rmes

wrioen] and pesom] profile ax

exparianoes

coroend o rmes

sorrant o rmes

sorrant o rmes

carrent o eme

rant of Eeme

[\




Combination Exam

(IFER RIVERS

ark Deive - New York, New York 10001

From Resumeedge.com

4/12/2011 17
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Converting to Plain Text

[ LynehHardcopy

—
i = = 4 E E o
5 | S Ll | Ll | Ll | Ll [ B | L

Joseph W. Lynich
S Hanrthorne Street, Apt. 1 = o, Il { = jlynch

ter, Editor and Communications hdana:

Autho

nental hearir
ncial.

From Susan Ireland’s Resume Site
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Converting to Plain Text

[% ResTextBreak.axt

L7 z E 2 & :
I--Elll |||||H [ ||||| |||||-||||| |||ﬂ| ||||||E||||| |||ﬂ| R

ZEPH W. LYNCH
Hawthorn

ajuiu g ayubiiy

FREELAMNCE WEITER, EDITOR AND COMMUNICATIONS MAMAGER

iring maturity and
atile
ecoming an "e ' in complicated =
and translating them into lay terms for the media,
i il the publi
cient at: p 3 ., Hews reporting, column

reporting, rewviews.

or Account Executive, EING

ges and presenting
store campailgn that
1 public relations
I" -
ion oh a
led to
Authored

From Susan Ireland’s Resume
Site



Online Resources

= poklib.org web page

i1 Poughkeepsie Public Library District Home Page

~ . POUGHKEEPSIE PUBLIC LIBRARY DISTRICT

Window fo the Past, Find Bcoks | Reference Kids Programs
. Gateway to the Future & £, Teens & Events | Community
jome

1 Do 1| Find Answers to Frequently Asked (]uestlons?E

ing?
Find It Fast Are You Reading?

. POUGHKEEF /7. POUGHKEEPSIE PUB

Window to the Past, Window to the Past,

s 5 & Services I —_— @
Ask a Librarian -

CITTET & Youth

4/12/2011 20



Resources

~ . POUGHKEEPSIE PUBLIC LIBRARY DISTRICT

'Window to the Past,
| Gateway to the Future

Home = Reference & Research = Useful Sites = Careers

Reference & Research

lUseful Sites
Online Databases

Subject Guides

Local History & Genealogy
Special Collections & Services
Asck 3 Librarian

Careers
Career Exploration and Assessment Tools-0*MET

CareerBuilder

CareerOneStop

Careers In Government

Careers.org

CareerZone-from the MYS Dept. of Labor
Civil Service Examinations-—-MYS

Civil Service Test Booklets

Dutchess County Personnel Job Lists
Dutchess Works

Ermnployment Laws/Labor Standards—-MYSDOL
Find Hows

Hudson Walley Firm Expansions/Contractions (NYSDOL)

Find Books
& More

Ref
& R

Law Jobs

Manpower

Mid-Hudson Library Systermn-"Get Help Finding a Job"
Monster

Mational Compensation Survey (NCS)

Met-Termps—- The Job Seeker's Home On The Internet
Mewspapers online (Select city/state)

Mew York State Job Exchange (MYSIE)

MYS Dept.of Labor-Workforce New York

MYS Unemployment Online

Occupational Qutlook Handbook (USA)

150 Best Recession-Proof Jobs Overall (Time]
Projected Job Growth- Mew Yaork

Hudson Walley Help Wanted
Indeed

JobHunt: On-Line JobMeta-List
JobHuntersBible

Jobstar Resurme Tools

Labor Unions in Mew York State

PutnamCountylobs.com

Resumes & Cover Letters: The Riley Guide

Riley Guide: Employment on the Internet

Salary Calculator
Salary Surveys--lohStar
Simply Hired

USAJOBS main page --U.5.Government Jobs




(www.nypk orq/vmces/bloqs/bloq channels/|ob-

search-central)
= JobStar Resume Tools * —

(iobstar.orq/tools/resurﬁﬁ/< ’

= Quintessential Careers .
(www.guintcareers. com/reermQ

*= The Riley Guide E——
(www.rileyguide. com/letters.

= Susan Ireland’s Resume Site
(susanireland.com)

4/12/2011 22



http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://www.nypl.org/voices/blogs/blog-channels/job-search-central
http://jobstar.org/tools/resume/index.php
http://www.quintcareers.com/resres.html
http://www.rileyguide.com/letters.html
http://susanireland.com/

Resume and Interviewing Books

———

" PPLD Call'number 650.14

CALL NOS (1-50 of 1423)

Step-by-step resumes @ build an outstanding resume in 10
Salvador, Evelyn U., 1952-

Indianapolis, IN : JIST Works, c2011.

Xvi, 295 p. :ill. : 28 cm. + CD-ROM.

2nd ed.

More Info.

' The image of success : make a great impression and land
- Vega, Lizandra.
New York : American Management Association, c2010.

264 p. - ill. ; 23 cm.

More Info.

: 101 best ways to land a job in troubled times / Jay A. Blogs —
101 = Block, Jay A.
TBEIEEEH.H[-HI‘TE New York : McGraw-Hill, c2010.
MJORIN == Xix, 194 p. :ill. ; 24 cm.

TROUBLED TIMES

More Info.

4/12/201 23



= 2 ome Insert Page Layout References Mailings

g Available Templates
& save As
- € 2} Home
| Open
[ Close
Info

Blank Blog post Recent Sample My templates
document templates templates

2 . N ew v Office.com Templates

i o e =]
Save & Send J @ —

Agendas Award Brochures Budgets Business
Help certificates

:] Options

Exit

certificates

3. Resumes and CV'’s , =
or New resume | A = g
samples Job Bhacs

descriptions

=

Receipts New resume Resumesand / Schedules
samples CVs

4/12/2011



El ~ [l mm v Pagev Safety~ To

Find Baoks § Reference Kids Programs The
& Mure & Research & Teens 1 £ Events Community

I Find Answers to Frequently ASReseugsti

Reference & Research

|_I5efu| Sites

Subject Guides

Subject Guides list useful resources on specific £ Ack 3 Librarian
search results are also included. Click on the links —

Fitness and Exercise
Grants for Individuals

Home > Reference & Research > Job Hunting & Ca

Job Hunting & Career Exploration

4 Job Hunting & Career Exploration

ﬁ_ = I:I.n_ t
Resumes

Career Exploration

o _ s . . o _ 5t D Kio
sstem's online catalog to find books with 5 L Test Preparation

Search the Mid-Hudson Library Sy
call number 650.14 in any public library.

Search the Catalog
Browse the Collection

gtabase, Testin

'Online Resume Emidas chun ’rh.ﬂ' is u&n:’rul with F Qs drllj 23

per page. You can also bring your own thumb drive (US

USB), to save your work at no cos

25



@ Home - Windows Internet Explorer

G http:/ www.nelnetsolutions.com/terc/ combination resumes

i Favorites | gk (@ Suggested Sites @] Web Slice Gallery -
>

== v_@Home | &€ What Resume Format is Be... | dey v Pagev Safetyv Tools~ @~

High School -« - College - Career - Grad School -~ International -

Education Reference Center is a start-to-finish resource with all the information and * Ower 100 practice tests and courses
aterials needed to make informed, confident decisions to shape the rest of your life. * Information on over 4,000 accredited :

Colege Prep Toois Gareer Tool

Test Prep Test Prep

Ep - including GED Spanish CLEP prep - earn college credit (includes 28 tests) MNCLEX - vour gateway to a career in nursing
ns DSST prep - get college credit for what you know ASVAB prep - prepare for the military

lprep - prepare for the military TAKS PRAXIS - your gateway to a career in teaching
ic Skills Question Banks - build your skills ECAT Civil service and licensure exams - includir
tice tests for math, reading, science, and writing ACT Postal, Firefighter, and Police Officer exams
hool Placement Test (HSPT) SAT Air Force Officer Qualifying Test prep (Af
ia High School Exit Exam {CAHSEE) SAT Subject Tests Military Flight Aptitude prep

zed High Schools Admission Test (SHSAT) PSAT Officer Candidate prep

dent School Entrance Exam {ISEE)

ary School Admission Test (SSAT) Other

btive Entrance Examination (COOP)

Other

Virtual Career Library
Online Resume Builder
NWgscarch careers

e —

for college application « Career col=ges search

+ Find and pay for college
» Resume for college application

€D Internet | Protected Mode: OFff

4/12/2011




Cover Letter Format

Address your audience

= Use a name if you have it....no name use “Dear Sir or Madam”
Be Clear

= “I'm writing in response to your ad in...."

Communicate Value — —
= You are the solution to their problem...why?
= Repeat the qualifications

Keep it short and simple
= Tease the reader into wanting to learn.more about you.

R —

—_—

Exit on a high note e
= “l look forward to discussing.....” A S — !

4/12/2011 27



Cover Letter

Name
Address Phone: home (xxx) xxx-xxxx, work (xxx) xxx-xxxx

(Date)

Human Resources
(Address)

Re: Registration Specialist (Position Title)

Dear Human Resource Specialist (Title or name of contact person):

I am very interested in the Registration Specialist part time position. For the last 6 years, I have
worked at “x” Hospital and gained knowledge and experience there that would be applicable to

this position. (Get their attention! Basically. this paragraph briefly summarizes why they should
keep reading. It answers. “You want to know more about me because...)

Example: Amazeyourself.net

4/12/2011 28




Cover Letter Continued

My work with “X’s” Human Resource Department has provided me with inside knowledge of
the unique business needs and culture of the healtheare industry. Working as a recruiter, I
became familiar not only with the various positions and duties within the hospital but also with
the various departments and their reliance on one another to create satisfactory patient outcomes.
(Let them know vou understand how the job duties relate to the big picture and that yvou share
their enthusiasm to achieve the desired results. While the immediate job duty of this position 1s
to register patients, this paragraph acknowledges the applicant’s understanding of how strong
interdepartmental communication 1s essential to patient satisfaction — the desired result of this
job function. Without saving “I'm good at™ or I have experience doing x-y-z” take something
you know 1s important to this position and explain that you understand and agree this IS
important. Deseribe how you know this through your own experience. )

As a Guest Services Secretary. I've worked directly with patients and family members. striving
to support their various needs in a way that would enhance their hospital stay experience. Cash
handling, responding to a multiple phone lines. and completing project work were other ongoing
demands of the job that were balanced with immediate patient needs. (SHOW that you have the
skills! By describing a typical scenario, notice how this paragraph in effect shows that the
applicant 1s used to handling the myriad of duties that this job will entail and can still produce
the desired outcome — patient satisfaction!)

Example: Amazeyourself.net

4/12/2011 AS




/.

Cover Letter Continued

e
EEHEH

I know my competence and dedication to patient satisfaction would allow me to fransition into
the Registration Specialist position easily and successfully. I would love the opportunity to
further share with you what I have to offer. Please call or email (email address) to arrange an
mterview.

(Leave them wanting more! This ending paragraph briefly and confidently says, “Trust me
there’s more than I can share with you in this short letter. If you like what you’ve heard so far,

ask me to an mterview and I'll tell you more!™)

Thank you for your consideration!

Sincerely,

Example: Amazeyourself.net

4/12/2011 30



Proper Follow Up Etiquette

= E-mail in 2 Weeks

= What are the next steps
In the recruiting
process?

= Will all candidates be
contacted?

addltlonal mformEf\n

4/12/2011 31


http://www.google.com/imgres?imgurl=http://www.nuigalway.ie/microbiology/cpoblab/gamidi/images/Email Icon.jpg&imgrefurl=http://www.nuigalway.ie/microbiology/&usg=__2Lo_e961JujbB0-tZ3GAPTLnj7c=&h=336&w=300&sz=13&hl=en&start=22&zoom=1&um=1&itbs=1&tbnid=r8LCCVi04OXUmM:&tbnh=119&tbnw=106&prev=/images?q=email&start=18&um=1&hl=en&sa=N&rls=com.microsoft:en-us:IE-Address&ndsp=18&tbs=isch:1
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What to Prepare

What to Wear

lNOrsss .
Fgr What to Do
SUCCESSY o

What to Say

Follow Up!

4/12/2011 35



Survey Says...

ﬂ %l:lli mﬂ?l

Q"What is your€ompany's policy on Monday absences?”

Q: “When you dd‘béékground checks on candidates, do things
like public drunkenness arrests come up?"

Q: “Why did you leave your last job?
A: “l have a problem with authority”

Q: "Why do you want to work forus?”
A: "Just for the benefits."

Q: "Tell of a time you made a mistake and how you dealt with it.”

A: "l stole some equipment from my old job, and | had to pay
for its replacement.” ' u

Q: “Have you submitted your two weeks’ notlce to you?@rrent
employer?” —_—

A: "What is two weeks' notice? I've never quit a job before,
I've always been fired."
4/12/2011 36
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What to Prepare

= Do your hemework on the company
Newspapers
Press Releases
Company profile . ——=

= Do your home work on the culture

e ‘\

= Prep your answers for common questions

4/12/2011 37



1 NeWSpaperS

e Press Releases
= Company Profiles

O CO”eagueS

4/12/2011

Research //[A\\\

38



Question prep

ﬂ %l:lli Hﬂ?ﬁl

= Elevator S;pgech:. 30 second summary (200-300

words)
My name is....and | work as (title or current
situation)...
Where | work with.. (customers, clients)...
Who experience...(the problem)...
Which means that...(the outcome of the problem)...

4/12/2011

So what | do is...(your product or service)...
Which means that... .(benefit/outcometef\the

solution) e
Call to action (what you plan to do now/future)

39



In the Dy Before the Interdew
Craaze 2 veo colome B Dhuring the Interview

Wit i the emplover Jooking for? What silfls do I hawve s fa? Ty o focas on fhe posods Yoo bave prapaned withoot sosoding sebearsed or siff
Regearch the company, the indociry and the compatition Felax and sajoy the comversasion

Wirste your elevador speech fo amrwer the “tell me abost yourse i goesticn”™ o S W WA —

Wi a1 lrasi frve snccass siorias fo amwer babavional Ederview guesticas (Tall Ak questions and limen, read betereas the o

e abost 3 vime when " o “Gve e ag sxamgl of 2 e At e conchosion, fhank the imerviswer, and desssmine the ey g
Lz five goestions 0 ask de sierviewrer 2ot e 1o, e company and e sk for the dmteviawres's hosiness cand 5o you can saad a follow-wo Jeser
ndumary

Besearch salary data o determine vour worth After the Inperview

Dhedenmine womr s safary eads bazed oo wour Hving expeses As so0n as possible, wrie dcv-*:n vhat yog are dhinking and ie-e.‘:u..

et pesamveicen i:\:w:u_-.\:r_.:' refarances jo me thedr mames L-r.\e-'ﬂ'he d!-.:’!"ﬂ!‘-‘ what

Before Yo Go to the Interdew
Do o dook professicanal? Theck vomrse i in the minror; past of yor confidence
will coame froen Jooking good

Carry these items to the imteriiew:
=  Z=veral coples of vour sevame oo goality paper.
= A copy of your refasences
= A madof paper oo which to fabe nodex, thomgh nodes ane opiioml
»  Dinecsicns io the meniew e

Pﬂ]:un Amwers to Commen Interiiew Joestiom

Tell me abomt yourself

Wy &id vou Jeave poor lant position, or whyy ane vou laving your conren
postiion?

Whatdo vou boow abost this compam?

Whatare yomr goak?

Whatare yomr srensde and weaknerges?

Why do oo wasmd to work for S coamany?

What bax heen yoor most significam ackisvement?
Heow wroadd yoor las boss and coll=agoes describe o
Wiy shoudd we bine po?

Whatare yomr salary expeciations?

'L]mn Arrival
Asrive sashy — emier the building 10 mimsies hefione oo appodoiment
Beview yonr prepased sicries and ammen
Go fo e restrocem and check woor appranance coe lax time
Anmormnce yoorsel to the recegdionist in a professicen] manner
Stand and greed yoor imerviewer with 3 beanty - 0ot bone-coaghing - handdho b
Zmile and mainhin eye cootact




What to Wear: Dress to Impress!

= First Impressions Still Count!
= Important to look professional

-

= | earn their dress code
= Dress for the type of job
" Not Sure ASK!

—

What not to wear / Safety Restrictions —

4/12/2011 41



What to do the day of the interview

ﬂ %l:lli mﬂ?@

= Bring several-copies of your resume
= Be sure you know where you are to meet the
Interviewer — arrive to the area early — check in
with the receptionist 5-10 minutes early
Keep this in mind — arriving-too €arly means that
someone may feel they have to “entertain” you

= Use some of the extra time to prepare yourself —
visit the restroom and turn off your cell phone!!

" Be sure to greet everyone you see with-a.smile —
you never know who has influence in the h hiring
decision

4/12/2011 42



Body Language

" No Fldgetlng

= Don’t bounce the leg

= Relax but don't slouch — “unfold”

= | ean in and engage — Mind-Yoeur Posture

= Good eye contact

= Smile, Nod, Show Interest

= | |sten

= Mirroring — e

= Be Confident D—
" Take notes |

4/12/2011 43



What to Say

= Don’t talk toe much: Don’t Ramble

= Establish Rapport — Take Cues

" Professional Language, no slang

= Ask Questions ==

= How can you plug into their mission?

= Script your answers
Strengths and Weaknesses ==

4/12/2011 44
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For more information on the STAR Interviewing method., go=fo:\\”~'“ —

4/12/2011 45


http://www.quintcareers.com/STAR_interviewing.html
http://www.quintcareers.com/STAR_interviewing.html

Top 5 interview guestions

1. Why are you here?
Z2.What can you do for us?

3. Are you easy to work with? Hard to work
with? Do you know?

4. Why is it better to hire you than one of the
other candidates?

5. Will your salary expectations-it: vvu;hm our
budget?

4/12/2011 46



Do you have any questions?

Don’t ask for the sake of asking — have
some questions you would like to ask about
the job, department or duties.

= Would you describe a.typicalday on the job?

= How would you describe your organization’s
management style?

= What do you like most about your

— - —————

organization? e

= How are employees evaluated and
promoted?

4/12/2011 47



Questions an interviewer can’t ask

= Copied from NY State Department of Labor
(http://www.laborny.gov/careerservices/findajob/intview.shtmj:
It is illegal for an interviewer to ask you questions
related to sex, age, race, religion, national origin or
marital status, or to delve into your personal life for
information that is not job related.—

If you decide to answer the question, be succinct and try to move the
conversation back to an examination of your skills and abilities as quickly as
possible. For example, if asked about your age, you might reply, "I'm in my
forties, and | have a wealth of experience that would be an asset to your
company.” If you are not sure whether you want to-answer the.question, first
ask for a clarification of how this question relates to your qualifications for the
job. You may decide to answer if there is a reasonable explanation. Ifyou-feel
there is no justification for the question, you might say that you do not see the
relationship between the question and your qualifications for the job and you
prefer not to answer it.

4/12/2011 48



The Fortune is in the Follow Up!

" Thank you'isa MUST
* Hand written, go the extra mile

= Phone call
= 2 Weeks —

= Etiquette
= Thank interviewer

= Thank referral =r——

4/12/2011
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e EE

(http:// WL labor ny. qov/careerserwces/flnda|ob/|ntV|eW

shtm)

" Five Questions to Get You Through Any Interview

(http://www.nypl. orq/bloqlzm guestions-get-
you-through-any-

Interview?sms_ss=email&at xt-A%‘Q §

0) =‘\‘\~.,
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