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	15 Golden Tips  


The thought of writing a resume intimidates almost anyone. It's  difficult to know where to start or what to include. It can seem like  an insurmountable task. Here are 15 tips to help you not only tackle the task, but also write a winning resume. 

1. Determine your job search objective prior to writing the resume. Once you have determined your objective, you can structure  the content of your resume around that objective. Think of your objective as the bull's-eye to focus your resume on hitting. If you  write your resume without having a clear objective in mind, it will likely come across as unfocused to those that read it. Take the time  before you start your resume to form a clear objective.

2. Think of your resume as a marketing tool. Think of yourself as a product, potential employers as your customers, and your resume as  a brochure about you. Market yourself through your resume. What are your features and benefits? What makes you unique? Make sure to convey this information in your resume. 

3. Use your resume to obtain an interview, not a job. You don't  need to go into detail about every accomplishment. Strive to be clear and concise. The purpose of your resume is to generate enough interest in you to have an employer contact you for an interview. Use the interview to provide a more detailed explanation of your  accomplishments and to land a job offer. 

4. Use bulleted sentences. In the body of your resume, use bullets  with short sentences rather than lengthy paragraphs. Resumes are read  quickly. This bulleted sentence format makes it easier for someone to  quickly scan your resume and still absorb it.  

5. Use action words. Action words cause your resume to pop. To add  life to your resume, use bulleted sentences that begin with action words like prepared, developed, monitored, and presented.  

6. Use #'s, Rs. and %'s. Numbers, dollars, and percentages stand  out in the body of a resume. Use them. Here are two examples: 
          * Managed a department of 10 with a budget of Rs.1,000,000. 
          * Increased sales by 25% in a 15-state territory.  

7. Lead with your strengths. Since resumes are typically reviewed  in 30 seconds, take the time to determine which bullets most strongly support your job search objective. Put those strong points first where they are more apt to be read.  

8. Play Match Game. Review want ads for positions that interest you. Use the key words listed in these ads to match them to bullets in your resume. If you have missed any key words, add them to your resume.  

9. Use buzzwords. If there are terms that show your competence in a particular field, use them in your resume. For marketing people, use "competitive analysis." For accounting types, use "reconciled accounts."  

10. Accent the positive. Leave off negatives and irrelevant points. If you feel your date of graduation will subject you to age discrimination, leave the date off your resume. If you do some duties in your current job that don't support your job search objective, leave them off your resume. Focus on the duties that do support your objective. Leave off irrelevant personal information like your height and weight.  

11. Show what you know. Rather than going into depth in one area, use your resume to highlight your breadth of knowledge. Use an interview to provide more detail.  

12. Show who you know. If you have reported to someone important such as a vice president or department manager, say so in your resume. Having reported to someone important causes the reader to infer that you are important.

  

13. Construct your resume to read easily. Leave white space. Use a font size no smaller than 10 point. Limit the length of your resume to 1-2 pages. Remember, resumes are reviewed quickly. Help the reader to scan your resume efficiently and effectively.  

14. Have someone else review your resume. Since you are so close to your situation, it can be difficult for you to hit all your high points and clearly convey all your accomplishments. Have someone review your job search objective, your resume, and listings of positions that interest you. Encourage them to ask questions. Their questions can help you to discover items you inadvertently left off your resume. Revise your resume to include these items. Their questions can also point to items on your resume that are confusing to the reader. Clarify your resume based on this input.  

15. Submit your resume to potential employers. Have the courage to submit your resume. Think of it as a game where your odds of winning increase with every resume you submit. You really do increase your odds with every resume you submit. Use a three-tiered approach. Apply for some jobs that appear to be beneath you. Perhaps they will turn out to be more than they appeared to be once you interview for them. Or perhaps once you have your foot in the door you can learn of other opportunities. Apply for jobs that seem to be just at your level. You will get interviews for some of those jobs. See how each job stacks up. Try for some jobs that seem like a stretch. That's how you grow -- by taking risks. Don't rule yourself out. Trust the process. Good luck in your job search! 

Answer Briefly:


When it comes to talking during an interview, sometimes less is more. As a general rule, you should speak one-third of the time and definitely no more than half of the time. The best interviews have a give-and-take atmosphere. To do this, you need to ask questions and try to draw out your interviewer rather than talking about yourself nonstop. When it's your turn to speak, don't hesitate to tout yourself -- just remember to stop talking after you do

Answering Interview Questions

Way of Answering 

Regardless of what type of question you are asked, you will find it easier to respond effectively if you keep in mind some basic question answering strategies: 
You can never predict every question that you will encounter, so approach the interview with an inventory of important points. Make a list of the points about yourself that you want the interviewer to know. For example, if you were to apply for a job as a Sales Representative, you might want to list the products you have sold before, types of customers (by industry, age, etc.), languages spoken, personal experience in that industry and related knowledge (perhaps from your academic program). 
Consider each question an opportunity to provide some of this information. Don't assume anything. You will be evaluated on your answers, not your resume. Therefore, ensure you incorporate the relevant information from your resume in your answers. 
Pause a couple of seconds before you respond to each question, even if you know exactly what you want to say. Take this time to quickly plan your answer, this helps to avoid misunderstandings and produces much more concise answers. 
If you don't understand a question, ask for clarification. This is expected and is preferable to providing an unsuitable answer. If you need time to collect your thoughts - take it. When people are nervous they tend either to "draw a blank" or to babble. It is better to think for a few moments and make sure that your answer is doing you justice and that there is a point to what you are saying. 
Always expand. Never answer a question with a "yes" or "no." 
The interview is an opportunity for you to sell yourself. Don't be afraid to 'blow your own horn.' As long as you can back up what you are saying with examples which demonstrate that what you are saying is true, you are not bragging. Third party observations can also be mentioned. For example, "My last employer told me that I was promoted because of how I handled conflicts with clients." 
Be very positive. Don't complain about anything - from your former employer to the weather - and don't apologize for experience that you don't have. Just sell what you do have and let the employer decide if you have what he/she is looking for. Also, avoid negative words. For example, you would not say "I have a little experience...," you would say "I have experience......" 
Don't be afraid to repeat important points. In fact, it is a good idea to do this. 

Ask the Power Questions:


Great questions to ask early in a job interview: "What are you most hoping to find in the person you hire?" and "What would be my first priorities on the job?" The earlier you can ask these questions, the sooner you can start tailoring your answers to the employer's priorities. At the end of the interview, ask, "Based on what we've talked about today, I feel good about the position. Do you have any concerns about my ability to do the job?" Often, that gives you a chance to counter any objections. 

Be Quiet and Focus:


One common mistake candidates make when interviewing is talking too much. It's important to listen to the question asked and answer that question. Keep your answers to two to three minutes at the most. When you limit your time, you tend to stay more focused. It is very easy to stray off the subject and ramble about things irrelevant to the job if your answer is too long. Watch the interviewer's eyes -- if they glaze over, you've lost them.

Be Ready for the Screen Call:


A telephone screen call can come at any time. Be sure everyone in your household -- children, roommates, etc., are aware you may be receiving calls from recruiters and companies. Ask them to answer the phone in a polite, professional manner. While you're at it, make sure your voice-mail message is professional and upbeat: No music or jokes for the time being -- just a straightforward message.

Beat Interview Brainteasers:


How many quarters -- placed one on top of the other -- would it take to reach the top of the Empire State Building? 

When Jeremy Solomon was asked this in an interview, he didn't have a clue as to what would be the correct answer. Nonetheless, he remained calm. 

First, he asked the interviewer exactly what she meant by “placed on top of the other.” After she said on their sides, Solomon began to explain his logic step-by-step to the interviewer. He estimated that a quarter is about an inch in diameter and guessed that there are 120 floors in the Empire State Building, with each floor being 10 feet tall. Then he did the appropriate math. 

Did Solomon give the right answer? Not quite -- the building only has 102 floors, and they aren't 10 feet tall. 

Did he nail the question? Absolutely. 

Divulge Your Thought Process

“Really, what interviewers are looking for is how somebody thinks through the problem,” explains Jean Eisel, director of the Career Management Center at Duke's Fuqua School of Business. “Whether somebody gets the answer or not, it's more looking at how [job candidates] think through the problem. Don't try to get the answer. Focus on how you're going to divide the problem up. You don't necessarily have enough information to give the answer. They're really looking at how people process information.” 

The brainteaser is a type of interview question that's recently been popping up more and more. The use of these puzzling questions (How many times do a clock's hands overlap in a day? How would you weigh a plane without scales?) is originally attributed to Microsoft and made its way into many technology companies' interviews. These types of questions have since been adopted by other industries, like business consulting, investment banking, law, marketing and finance. 

There's even a book about this phenomenon, William Poundstone's How Would You Move Mount Fuji? The author offers similar advice to Eisel's: “They really expect you to walk them through your whole way of reasoning. And even if you end up not getting the right answer, they can be very impressed by some of the approaches you toss out there. In solving any real-world problem in business, you basically have to go through this process of brainstorming some ideas that aren't going to work out. So if you can show that you can do that -- even with one of these [mind-bending] problems -- that gives them a lot of useful information, even if you don't actually come up with the answer.” 

Talk It Out

Joel Spolsky is founder of Fog Creek Software and used to work as a program manager at Microsoft. He's used brainteasers at both companies, primarily as conversation starters. “The goal is to have an interesting conversation with the person and to try to see if they're smart through that conversation,” Spolsky explains. “If you have an interesting conversation about certain types of topics with a person, you can determine if [he] is the type of person you want to hire. The questions are almost a pretext to having that conversation. If you have a conversation with somebody about the Back Street Boys, you're not going to learn how smart the person is.” 

The truth is, a smart interviewer won't particularly care if you know how many piano tuners there are in the world or why manhole covers are round instead of square. What interviewers will care about is how you approach, analyze and break down a problem. 

Brainteaser or Interview Torture Tool?:
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Jeremy Solomon sat across the table from a well-known national consulting company's interviewing manager, grappling with the question just posed to him. Suddenly, the $70,000 education he received from Harvard's Kennedy School of Government was momentarily useless. This topic hadn't popped up in public policy, economics or stats classes. In fact, the vexing issue was one few ever think about: How many quarters -- placed one on top of the other -- would it take to reach the top of the Empire State Building? 

You might think that's an odd question for an interview -- unless, of course, you're one of the many prospective employees who have contended with such brainteasers while trying to land a job. 

This genre of interview questions has gained popularity in technology companies, consulting outfits, investment banks and law firms, and includes questions like: 

· What does all the ice in a hockey rink weigh? 

· How do they make M&Ms? 

· How many gas stations are there in the US? 

Sometimes the questions literally have no correct answer, like “If you had to get rid of one state, what would it be?” 

This technique has become so prevalent that William Poundstone decided to write a book about it. How Would You Move Mount Fuji? was first published in May 2003 and is now in its third printing. 

“Ever since I was a kid, I was really into puzzles,” explains Poundstone. “A few years ago, I started getting these emails from friends saying they'd encountered these types of logic puzzles on job interviews, and they were basically asking for the answers to know if they had said the right thing. After I got about a half dozen of these questions, I figured there'd be a book in it.” 

Poundstone researched the topic and its origins at Microsoft. The company has used these interviewing tactics for decades, going back to when Bill Gates personally vetted every prospective employee before the company made an offer. Gates felt these puzzles were a good way to gauge a person's true intelligence and thought process. 

Poundstone went into the book interested in the puzzles themselves but skeptical about their effectiveness in evaluating prospective employees. But his views changed as he learned and thought more about it. 

“The more I talked to people who explained why they did this, [I] sort of realized that hiring is not a very scientific thing anywhere,” explains Poundstone. “If you don't judge people on the basis of something like these puzzles, you're probably going to be judging them on the basis of how firm their handshake is or whether you like how they're dressed, which are even less relevant. At least in the companies where you can say what you're doing constitutes a kind of problem solving, I think this is a very good idea actually.” 

Poundstone also explains why the origins of this interviewing approach can be traced back to the technology field. “I talked to a lot of people [at technology companies] who use these types of questions. They usually mentioned that it has to do with the pace of technological change. It's very hard to hire someone for a specific set of skills today, because some of those skills are going to be obsolete in a few years.” 

For many folks making hiring decisions in the technology field, puzzles became accepted as a way to assess what cognitive scientists call “noncontext-specific knowledge.” 

Poundstone points out that while various industries have glommed onto this interviewing trend, it makes little sense for many types of workers. “I think the phenomenon has been -- in the past year or two -- maybe oversold a little with some companies and some fields. Certainly, whether you're a counter person at Starbucks or a brain surgeon, the skills you're hired for are still going to be valid, so I don't see these [questions] are necessarily an especially good way of evaluating those people.” 

Even so, the question being used to evaluate you at your next interview may be one that doesn't even have an answer. Encouraging? Not exactly. But if you prep yourself mentally, you might end up giving a wrong answer that lands you the job. 

Bring Up a Weakness:


In an interview, bring up a weakness before you're asked for one. For example, "The truth is, I really need to work on my leadership skills. I'm a good worker and totally competent, but sometimes I lack the confidence to stand up and take a leadership position." 

That candor builds chemistry, helps ensure you're likely to succeed on the job and differentiates you from typical candidates who hype themselves. It can even land you the job.

   Build Resume for your First Job
	Most frequent resume mistakes 

to be avoided 


Please, be original.  Don't make these common mistakes.

	 

	Mistake:
	Incorrect Contact Information

	Correct:
	I once worked with a student whose resume seemed incredibly strong, but he wasn't getting any bites from employers. So one day, I jokingly asked him if the phone number he'd listed on his resume was correct. It wasn't. Once he changed it, he started getting the calls he'd been expecting. Moral of the story: Double-check even the most minute, taken-for-granted details -- sooner rather than later.

	 
	 

	Mistake:
	Listing a personal web site that contains inappropriate content.

	Correct:
	See listing your personal web site URL on your resume.

	 
	 

	Mistake:
	Using really small fonts

	Correct:
	Employers are typically reading many resumes, and are taking less than half a minute to read one. Really small fonts are hard to read and don't photocopy as well. (That applies to your address block as well.) What's too small? Generally don't go smaller than a 10 point, but notice that all font styles aren't sized equally. For example, a 10 point Arial font is smaller than a 10 point Antique Olive.

	 
	 

	Mistake:
	Really wide margins with content squeezed in the middle.

	Correct:
	Your margins should be at least one half inch. You really don't need more than one inch. Lots of students ask if their resumes have "enough white space." An employer isn't reading white space. Employers are reading your content, and you want it to be easy to see.

	 
	 

	Mistake:
	Long wordy descriptions in your objective and elsewhere.

	Correct:
	You don't need complete sentences in your resume. Concise, understandable phrases are sufficient. Look at the examples in resume formats and samples. Ask for a Career Services advisor's assistance in editing your resume through walk-in advising.

	 
	 

	Mistake:
	Typos.

	Correct:
	You have one chance to make a first impression. In many cases, your resume, or your resume plus a cover letter, are the only things an employer has to base an impression of you. The resume is a critical document for presenting yourself. The view is that if you would make a mistake on your resume, you'll probably make a lot more mistakes on the job. It's easy to miss your own typos. Use spellcheck, but remember it won't catch every error. Frightening example: If you leave the first "l" out of "public relations," spellcheck is not going to let you know. Get the idea? Ask friends to proofread.

	 
	 

	Mistake:
	Using too complicated a format; getting too creative.

	Correct:
	The employer typically spends about 15 to 30 seconds reading your resume. Keep the layout simple and clean (like the examples in resume formats and samples). Avoid too many layers of indentation. Stick with one font size for the document; only make your name larger. Don't mix font types.

	 
	 

	Mistake:
	Using a unique, creative layout or style to stand out from the crowd.

	Correct:
	The best way to stand out from the crowd is with high quality content and a clearly written, neat, error-free document. Employers are looking for content, not fancy or dangerously creative layout. Don't stand out for the wrong reason.


 

Do You Have any Questions?:


Surprisingly, the most common answer to this question is "no." Not only is this the wrong answer, but it's also a missed opportunity to find out information about the company. It is important for you to ask questions -- not just any questions, but those relating to the job, the company and the industry. 

Consider this: Two candidates are interviewing for an inside sales position. 

Henry asks, "I was wondering about benefits, and when they would become effective? Also, what is the yearly vacation allowance? And, does the company match on the 401K plan?" 

Assuming this is the first interview, it is premature to ask about benefits. "What's in it for me?" questions can be interpreted as self-centered and a sign of your lack of interest in the job. 

The next candidate, Chris, says, "No, I think you just about covered everything I wanted to know. I'm sure I'll have more questions if I get the job." 

This is a very passive response that doesn't demonstrate interest or imagination. Once you get the job -- if you get it -- may be too late to ask questions. 

It is important to ask questions to learn about the company and the job's challenges. In some cases, the interviewer will be listening for the types of questions you ask. The best questions will come as a result of your listening to what is asked during the interview. 

A good response to the interviewer asking, "Do you have any questions?" would be: "Yes, I do. From what you've been asking during the interview, it sounds like you have a problem with customer retention. Can you tell me a little more about the current situation, and what the first challenges would be for the new person?" 

This answer shows interest in what the problem is and how you could be the possible solution. It is also an opportunity to get a sense of what will be expected. 

Be Prepared 

What information do you need to decide whether to work at this company? Make a list of at least 10 questions to take with you to the interview. Depending on who is interviewing you, your questions should vary. 

· If you are interviewing with the hiring manager, ask questions about the job, the desired qualities and the challenges. 

· If you are interviewing with the human resources manager, ask about the company and the department. 

· If you are interviewing with management, ask about the industry and future projections. This is your chance to demonstrate your industry knowledge. 

Timing Is Important 

You will have to use your judgment about the number of questions you ask and when to ask them. Think of this as a conversation. There will be an appropriate time to ask certain types of questions, like those about benefits and vacation. To be on the safe side, it is best to concentrate on questions about the job's responsibilities and how you fit the position until you get the actual offer. 

When you begin to think of the interview as a two-way process, you will see it is important for you to find out as much as possible about the company. Questions will give you the opportunity to find out if this is a good place for you to work before you say "Yes." 
Don't Get Thrown for a Loop:
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While some interview questions are easy to answer, others can make or break you. Here are some tips for getting through the more difficult (and sometimes bizarre) ones.

Tell Me a Story.
Huh? Before you launch into Alice in Wonderland, find out what kind of story the interviewer wants to hear. Asking for clarification shows you are thoughtful and won't go on wild goose chases in the office if difficult projects aren't spelled out for you in advance.
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Related Articles

	Get more advice on answering interview questions, read up here: 

· Why Should We Hire You? 

· What Did You Like Least About Your Last Job? 

· Tell Me About Yourself 

· What Are Your Greatest Strengths and Weaknesses? 

· The Firing Squad


Once you learn the type of story requested, create your very short tale around a time that you accomplished something great. Keep it short and sweet, and remember: Always make yourself look good. Think of this as the interviewer, "What don't I know about you that I should?" or "What skills do you have that could make you do this job well?"

What Is a Weakness of Yours?
It's not just the brainteasers that will stump you. Old classics can trip you up as well. The rule of thumb is to take a negative trait and make it sound like an asset. For example, say you are a stickler for meeting deadlines and will stay on top of a project until it is done according to your specifications, which may cause you to sometimes work late nights. Again -- just make yourself sound good.

What Do You Think of Your Last Boss?
Be careful. Respond concisely in a way that indicates your respect for authority and your ability to get along with superiors.

How Would You Deal with a High-Strung Personality?
If asked a question that relates to how you'd deal with a difficult personality, answer and then ask why the interviewer is asking. It's best to find out early if you're interviewing for a job with a lunatic so you can quit pursuing it.

Tell Me a Little About Yourself.
Always be prepared for this question, or you'll end up droning on and on. Make your answer short and sweet. Also, feel free to get clarification from the interviewer: Any area you'd prefer to hear about? My education? Experience?

Generally, you want to tie your answer into a professional attribute or two. For example: "I work well with others," "My strong organizational skills end up making me the leader in most projects I'm on," or "I approach anything I do with gusto and put in 150 percent." Or if you're a great communicator, say so and state how that attribute has helped you in your career. It doesn't have to be a difficult question if you think of it as, "Tell me something great about yourself." But you should be prepared.

How Do I Rate as an Interviewer?
Even if you think the interviewer belongs in the Clown Hall of Fame, don't voice an ounce of criticism. You could say it's been a tough interview (if it has), and that you hope you are providing enough information for the person to make an informed decision. You could toss this back at the interviewer and ask, "How well do you think I would fit the job?" But be careful -- you might not like what the person has to say.

Talk about this article and get expert advice on the Interview Tips message board.

Dressing Right for The Interview

Preparations
Let's say you are going for an interview tomorrow. You have prepared yourself well for the occasion - anticipating the questions and getting ready the answers - but have you given a thought to what you will wear? 
If you have not peeked into your wardrobe yet, it's time to take a real hard look now. Your application's fate depends not just on how well you answer the interview questions, but also on how well you project yourself physically. The first impression your interviewer makes about you is based on the way you look, and you know what they say about first impressions. According to Joe Hodowanes, J.M. Wanes and Associates career strategy advisor, "The way a person dresses is the single biggest non-verbal communication you make about yourself." The right dressing is a measure of the seriousness that you place on the position, as a person normally spends time on his looks if he considers an event important enough. 
"Although proper dressing by itself will not get you the job, a poor dress sense may exclude you from further consideration," warns Gerry Ditching, managing partner of Filgifts.com. Besides, given two equally good applicants, the company may choose to hire the person who is dressed more professionally. Here are some tips to give you a headstart. 
Men 
Long-sleeved shirt and dark slacks. White is still the safest and the best color for shirts. The colour is also appropriate for our tropical weather. Also acceptable: pale shades such as beige, blue, and other pastels. 
Tuck in the shirt and do not roll up the sleeves. Never wear a short-sleeved shirt to an interview or any business purpose. Wearing a short-sleeved shirt will destroy your executive image.   
Ties. Optional. But if you do wear one, choose a conservative pattern. Solids, small polka dots, diagonal stripes, small repeating shapes, subtle plaids and paisleys are all acceptable. 
Belts. Belts should match your shoes. Those with smaller buckles with squared lines look more professional. 
Socks. Black socks are the best, followed by blue or gray, depending on your attire. Never wear white socks! Check your sock length, too--no skin should show when you sit down or cross your legs. Shoes. Black or burgundy leather shoes with laces on them, because tassel loafers are very casual. Other suitable colors are brown, cordovan and navy. 
Hair. Keep neat, short and preferably parted on the side. And shave off all those facial hair. 
Jewellery. Wear no or little jewellery. The watch and wedding ring are the only acceptable pieces of jewellery to go with the male attire. Thin gold or leather-strapped watches look professional but not digital watches. Also, avoid political or religious insignias, necklaces or bracelets. Definitely no pierced body parts, and cover up your tattoos! 
Accessories. As much as possible, use leather briefcases or folders to hold copies of your resume. Use narrow briefcases and avoid plastic folders and plastic ball pens as they are out of place. 
Women 
Three-piece business suits, blouse and skirt or slacks, and cardigan twin-sets. Sleeveless shirts should be rejected. Short-sleeved blouses are okay when they are tailor-cut or have features such as a sports collar or double breast design to create a business-like look. Skirts can either be long provided it does not create a Cinderella or barn-dance look or short where it falls no shorter than two inches from the knee. Nothing too revealing, please! 
Panty-hose or stockings. A must for professional grooming, but nothing with overly fussy patterns. Bring an extra pair, just in case the ones you are wearing run. 
Shoes. Closed shoes or pumps with at least 1½-inch heels suggest a more professional look. Dark colors are best. 
Hair. Hair longer than shoulder length should be worn up or pulled back. Don't let it fall in front of your face and don't keep trying to fix it during the interview. Avoid large hair ornaments and trendy hairstyles. 
Make-up. Be subtle; natural is the key word. Light shades of lip coloring and nail polish are recommended.
Jewellery. Be conservative. Studs of gold, silver or pearls are best. Do away with gaudy fashion jewelers, and those that clank and make noise when one moves. 
Accessories. Folders and bags should blend well with the total professional look. Women should match their purse with their shoe colour.   
Etiquette that you should have

Go for a mock exercise before the real talk at the job table 
Hone your interview etiquette................ Churn the right mix of deportment, attitude and dressingskills for a great job talk ! 
Never make the big mistake of treating an interview lightly. It's not an impromptu thing where you depend on your improvisation skills. An interview requires careful thought and planning before you take it. Keeping in mind some basic attitudes and presentation techniques will help you sail through it with panache. 

So if you thought that going for an interview just meant pulling your best suit out of the wardrobe and updating your resume, please think again. You are forgetting the other essentials: body language, basic etiquette and attitude. 

Remember that you are actually selling an entire package and the packaging, in this case, is as relevant as the product inside. Ultimately you are presenting yourself as a valuable professional to a new job environment. And you can't do that without minding the basic interview etiquette to get you ahead of the rest of the pack. 

An interview is the sum total of many parts. It's not just what you say but how you say it that matters equally. So it's good to brush up on more than just your training skills when you do go in for an interview. 

ATTIRE 
How you dress for an interview is perhaps as relevant as the way you lay out your resume. Says Nina Kochar of Upgrade Management Services, an organisation which coaches' executives in the basic rules of corporate etiquette: "A person who is sloppy in appearance shows a sloppy personality, so you have to be decently dressed." Of course, decently dressed does not necessarily mean being dressed to the gills. In most cases, this would mean you would wear long sleeved shirts and a pair of formal trousers. In fact, Nina Kochar does not recommend suits, especially for younger people. "A lot of young people do not have the money to invest in suits, consequently, they wear ill-fitting or borrowed suits and that looks even worse. A tie, shirt and pant should do the trick for most junior level positions." 

Most HR experts would also tell you to mind the accessories like ties, belts and shoes. To be sure, badly matched shoes and ties can have a jarring effect on an interviewer. Similarly, please avoid heavy jewellery or personal accessories as they would look incongruous on you. 

ENTRANCE AND INTRODUCTION 
Even though most of us are primed for the basic grilling that we would face during the interview, we seldom pay attention to the way we enter an interview room or how we introduce ourselves. Says Subhashish Mitra, deputy manager, Essar Cellphones: "A lot of people do not think it important to knock properly while entering the interview room. They assume that as an interview is taking place, the panel will be expecting them. To my mind this is a very major faux pas which really jars." 

In fact, the best way to enter an interview is to knock, ask for permission to enter and then wait for a while before you actually sit down. Few interviewees know this but the interview panel needs a little quiet time to discuss the previous candidate before they get around to the next one. So your silence till you actually get seated would be very valuable. Try and keep a bag with you for all your papers and certificates; make sure this bag is an unobtrusive as possible. 

ATTITUDE AND RESPONSE 
This is a grey area for most interview candidates. While dressing up and resume writing are skills you can Go for a mock exercise before the real talk at the job table handle with a little practice, cultivating the right attitude as an interviewee requires a lot of patience and reading between the lines. The usual complaint of most interviewers is that few interviewees are able to stri perhaps the best thing you can do for getting your answer right. Most interviewers like to give a lead to the candidate in the way they ask the question, so it's entirely up to you to note facial expressions and the tone of the words. 

Do you show your certificates immediately to the interview panel? 
Not till you are asked actually. You might already have sent in your resume, so you shouldn't try and offload all your achievements and skills onto the panel till a turn in the interview leads to such a situation. 

Try and take cues form the tonal variations, facial expressions and thrust of questions from the interview panel. That in itself will give you a clue as to where this interview is heading. 

TEN THINGS THAT AN INTERVIEWER LOOKS IN YOU! 
1. Family Background 

2. Education 

3. Experience 

4. Stability 

5. Initiative 

6. General Ability 

7. Interpersonal Skills 

8. Confidence 

9. Aptitude 

10. Pleasant Looks 

How one wished that an interview were a simple meeting of minds and hearts. Just one casual meeting where an employee's future gets sealed. Unfortunately, it's not something as pre-ordained as you would like it to be; it's a pre-meditated exercise which fetches you dividends only if your homework is done right.

First Comes the Phone:


Telephone screening is becoming very common as the first step in the interview process so you need to be prepared for the phone to ring at any time. These screenings usually last 10 to 15 minutes, depending on your answers and fit for the job. It's helpful if you've thought about questions likely to be asked during the screening (Why did you/are you leaving your job? What makes you qualified for this position?) and prepared your answers. 

Freshers News

WILL IT BRING ABOUT CHANGES IN CAMPUS CALENDAR? 
The Hindu Business Line : More>>
Your next-door neighbour's son is ecstatic. He has an offer letter from one of India's top software services firms. The only puzzling factor is, he is expected to join only by the end of September. That is more than three months away. And before you can get over this puzzle, he tells you some of his friends have been given dates that are much later than his!  

Surprising? No. IT companies are always in the news with the number of people they hire through the year. Some of them hire huge numbers straight out of engineering colleges. But their training and other infrastructure can support only so many at a time. Hence the system of staggered induction.  

But companies want this to change. They want to be able to meet manpower demand across the year and want to make more efficient use of their training infrastructure.  

And to the employee fresh out of college, it could mean three more months' salary, in the least.  

The solution? Companies now want the academic system to throw up two batches graduating every year: one as usual in summer and one in December.  

Says Bhaskar Das, Vice-President, Human Resources, Cognizant Technology Solutions, "We are talking to select academic institutions that are open to the idea of having two batches coming out every year."  

He declined to comment on the identity of those institutions, but added that it was easier for the industry to deal with autonomous institutes.  

In fact, Infosys Technologies has already written to the All India Council for Technical Education (AICTE). According to Mohandas Pai, Chief Financial Officer, Infosys, "We have raised the issue with the AICTE to have two batches graduating during the year like the ICAI. India needs this kind of flexibility."  

But it's not as if it's mayhem with the current system though. Says Laxman Badiga, Chief Executive Officer for Talent Transformation & Staffing, Wipro Technologies, "We have built our model around the existing scholastic year and are able to manage the influx, through a combination of staggered joining dates and by building infrastructure to manage the training of large numbers of people. Colleges currently have completion dates ranging from June through August and September, which allows us to phase in our new employees." 


INDIAN FIRMS IN BW'S INFOTECH 100 
The Economic Times  The Pioneer 
Indian IT firms Infosys, TCS, Wipro, Cognizant and Satyam and telecom services company Bharti Televentures have stormed into the Infotech 100 list of BusinessWeek Magazine, a leading global business news magazine.  

Infosys, which has been ranked number 10 among the global infotech giants, won praises from the magazine for keeping its clients and investors happy.  

Tata Consultancy Services (TCS) is ranked number 12, followed by Bharti Tele-Ventures at no.19, Wipro at no.23, Cognizant Technology Solutions at no.32 and Satyam at no.85," Business Week said in its Infotech 100 list, released this morning.  

TCS was ranked among the 10 most profitable companies, seeing profits of over $500 million. Cognizant was ranked among the 10 best companies in shareholder return.  

Interestingly, top global firms Accenture and IBM are ranked at no.31 and no.44 respectively. America Movil, which pioneered pre-paid services to emerge as Latin America's top wireless operator, has been ranked no.1 in the list.  

Commenting on Infosys, the magazine said "thrilled investors" in India value Infosys, which was well on its way to cross two billion USD in revenue during this year, more than its rival TCS, which was two-fifths bigger in revenues.  

"Infosys' customers are happy too: 19 out of 20 customers come back to this Bangalore-based firm with repeat orders. Now the company is eyeing China. Of the 12,600 people it will hire this year, about 1,000 will be at its Shanghai offices," the magazine said.  

On TCS, BusinessWeek said that the company took a big step in 2004, referring to the company going public and raising $1.17 billion, which was India's largest initial public offering.  

However, a one-time $23.5 million charge on employee incentives kept profit growth of the company to 27.5 percent, behind its peers in a fast growing industry and leaving investors momentarily disappointed.  

It also said TCS, the market leader, was looking for forward growth in high value businesses such as technology consulting, software embedded in electronic chips and Radio Frequency Identification (RIFD). 

On Cognizant, the magazine said: "As more companies farm out their business tasks to India, Cognizant keeps riding the outsourcing wave." But it said Cognizant gave a twist to the formula, which in turn gave it an edge in the increasingly crowded field.  

"Rather than setting up shop solely in India, Cognizant was one of the outsourcers to focus on building a US-based management team to develop closer relationship with customers. And about 87 percent of its sales come from customers in North America, most of which are large corporations that want to cut their technology costs like J P Morgan Chase and United Healthcare," it said.



INDIA'S SOFTWARE DREAM RUN IS FAR FROM OVER
The Hindu Business Line 
It's a lament one often hears nowadays: Indian software programmers, those global icons of cheap brainpower, have become greedy.  

With compensation costs in the Indian software industry climbing 12.5 percent annually the past two years, some investors are now concerned about how long the country can hold on to its most promising industry.  

“If salaries continue to escalate,'' Promod Haque, managing partner of Palo Alto, California-based Norwest Venture Partners, recently said, “China is more attractive to us as venture capitalists, Israel is more attractive to us, and Eastern Europe is more attractive to us.”  

That's perhaps too gloomy a view. India is far too ahead in the game to face a serious challenge any time soon. Out of the $40 billion of software ``outsourced'' globally last year, 44 percent went to India. China and Eastern Europe got less than 5 percent each, according to statistics reported this month by India's National Association of Software and Service Companies, or Nasscom.  

“With so much research and development and engineering design, wages may not be a problem,'' says S. Sadagopan, director of the Indian Institute of Information Technology in Bangalore, ``as long as productivity and the value of work done are high.''  

According to Nasscom's statistics, the 697,000 people employed in the Indian software industry had an average revenue productivity of about $23,000 in the 12 months ended March 31, a 7 percent increase from a year earlier.
 

General Tips To Overcome An Interview
So what if you are not a mountaineer. Or a keen hiker. You still cannot treat your interview like a careless morning trot along a jogger's path. Your jaw-jaw at the interview table is nothing less than a cautious climb up a mountain trail--which begins around your early childhood and meanders through the years at the academia before reaching a new summit in your career.And as you retrace your steps down memory lane make sure that you post flags at important landmarks of your life and career, so that you can pop them before the interview panel scoops them out of you. You don't want to be at the receiving end, do you?
Face the panel, but don't fall of the chair in a headlong rush-and-skid attempt to tell your story. Take one step at a time. If you place your foot on slippery ground, you could be ejecting out on a free fall.
So prepare, fortify your thoughts, re-jig your memory, and script and design your story (without frills and falsity). Without the right preparation and storyboard, you could be a loser at the interview. Here are a few preparation tips that books on interviews sometimes overlook.                                                           
Before the interview                                    


1. Chronological Outline of Career and Education Divide your life into "segments" defining your university, first job, second job. For each stage, jot down :
The reason for opting certain course or profession; Your job responsibilities in your previous/current job; Reason of leaving your earlier/current job. You should be clear in your mind where you want to be in the short and long term and ask yourself the reason why you would be appropriate for the job you are being interviewed for and how it will give shape to your future course.
2. Strengths and Weaknesses
You should keep a regular check on your strengths and weaknesses. Write down three (3) technical and three (3) non-technical personal strengths. Most importantly, show examples of your skills. This proves more effective than simply talking about them. So if you're asked about a general skill, provide a specific example to help you fulfil the interviewer's expectations. It isn't enough to say you've got "excellent leadership skills". Instead, try saying:
"I think I have excellent leaderships skills which I have acquired through a combination of effective communication, delegation and personal interaction. This has helped my team achieve its goals."
As compared to strengths, the area of weaknesses is difficult to handle. Put across your weakness in such a way that it at leaset seems to be a positive virtue to the interviewer. Describe a weakness or area for development that you have worked on and have now overcome.
3. Questions you should be prepared for                                                                                       


Tell us about yourself.
What do you know about our company?
Why do you want to join our company?
What are your strengths and weaknesses?
Where do you see yourself in the next five years?
How have you improved the nature of your job in the past years of your working? Why should we hire you?
What contributions to profits have you made in your present or former company? Why are you looking for a change?

Answers to some difficult questions:                                             
Tell me about yourself ?
Start from your education and give a brief coverage of previous experiences. Emphasise more on your recent experience explaining your job profile.
What do you think of your boss?
Put across a positive image, but don't exaggerate.
Why should we hire you? Or why are you interested in this job?
Sum up your work experiences with your abilities and emphasise your strongest qualities and achievements. Let your interviewer know that you will prove to be an asset to the company.
How much money do you want?
Indicate your present salary and emphasise that the opportunity is the most important consideration.
 Do you prefer to work in a group?
Be honest and give examples how you've worked by yourself and also with others. Prove your flexibility.
4. Questions to Ask                                                                                       
 At the end of the interview, most interviewers generally ask if you have any questions. Therefore, you should be prepared beforehand with 2-3 technical and 2-3 non-technical questions and commit them to your memory before the interview.
Do not ask queries related to your salary, vacation, bonuses, or other benefits. This information should be discussed at the time of getting your joining letter. Here we are giving few sample questions that you can ask at the time of your interview.
Sample Questions:
Could you tell me the growth plans and goals for the company?
What skills are important to be successful in this position?
Why did you join this company? (optional)
What's the criteria your company uses for performance appraisal?
With whom will I be interacting most frequently and what are their responsibilities and the nature of our interaction?
What is the time frame for making a decision at this position?
What made the previous persons in this position successful/unsuccessful?
 

5.Do your  homework    :                                                                                                                                    
 Before going for an interview, find out as much information on the company (go to JobsAhead Company Q and A) as possible. The best sources are the public library, the Internet (you can check out the company's site), and can even call the company and get the required information. The information gives you a one-up in the interview besides proving your content company or position.
 Clearing the interview isn't necessarily a solitary attempt. Seek assistance from individuals who are in the profession and whose counsel you value most. Be confident in your approach and attitude; let the panel feel it through your demeanour, body language and dressing.
Getting prepared for your interview is the best way to dig deep and know yourself. You will be surprised that it would breed a new familiarity become more familiar with your own qualifications that will be make you present yourself better. All the best and get ready to give a treat.
How To face The Interview 

1.Are your work practices similar or different from ours? 
(If Experienced)
2.Describe our (products/services). 
3.Describe our company for me. 
4.Describe our corporate environment for me. 
5.Describe your work (methods/processes) in comparison to ours? 
(If Experienced)
6.Do our competitors do things that we should be doing? 
7.Do you have any concerns about working here? 
8.Do you have any questions about (our/this) company? 
9.Do you know how long we have been in business? 
10.Do you know what products we make? 
11.How could you have prevented your (judgmental) errors? 
12.How do you think our company determines success? 
13.How does you present employer communicate with others in your 
deprtment? (If Experienced)
14.Tell me how you found out information about (our/this) company? 
15.Tell me what you know about (our/this) company? 
16.Was there anything your company could have done to be more 
successful? 
17.What about our company do you like best? 
18.What about your present employer (do/did) you like best? 
19.What advantages do you think our competitors have over us? 
20.What advantages do you think we have over our competitors? 
21.What are the greatest challenges that this company faces? 
22.What concerns do you have about this company? 
23.What direction do you think this company is headed in? 
24.What do you dislike about our company? 
25.What do you know about (our/this) company? 
26.What do you know about (our/this) operation? 
27.What do you know about our competitors? 
28.What do you know about our customers? 
29.What do you know about our products? 
30.What do you know about our products or services? 
31.What do you know about our stock? 
32.What do you know about our web site? 
33.What do you know about the way our company (works/operates)? 
34.What do you know about this position? 
35.What do you think are the challenges facing this company? 
36.What do you think are the greatest challenges facing this company 
in the near future? 
37.What do you think it takes to be successful in a company like 
ours? 
38.What do you think it takes to be successful in our company? 
39.What do you think the atmosphere here is like? 
40.What is the financial stability of your last company? 
41.What questions do you have about our organization? 
42.What would make someone successful in our business? 
43.What is the (best/worst) thing you have heard about (our/this) 
company? 
44. What is the (best/worst) thing you have heard about 
(our/this) department? 


 Precautions to Take-up before you enter the Interview Room 


For your first few interviews your background is important - your 
school, the medium and the place you studied in, all serve to give 
the interviewer an idea about you. Carry a copy of the bio-data that 
you have already sent, and the interview letter. Keep the extra copy 
with you, just in case. Show the interview letter to the 
receptionist/interviewer to establish your credentials, but keep this 
letter with you. This gives you, for your future reference, a time 
and date record of your interview, gives the official address of the 
company for further correspondence and clarifications, and may give 
you the name and designation of the person you are to report to. 


Carry everything you need for the interview in a neat folder - do not 
have loose papers cascading to the floor because you are desperately 
hunting for the degree certificate, while the interviewers drum their 
fingers impatiently. And don't carry your papers in a plastic or 
cloth shopping bag either: invest in a good folder, plastic or even 
leather.


Incidentally, don't feel shy or hesitant about calling up the office 
and getting details about location, landmarks/bus routes/other 
information to help you reach the venue of the interview. Again, if 
it is not a "mass" interview, where lots of people are being 
interviewed on the same day, and you do have a genuine difficulty 
about reaching on the scheduled day/time, many employers will re-
schedule if you ask them nicely enough. The reverse is also true: a 
good impression is created if you take the trouble to inform the 
interviewer that you can/will not attend the interview. If you are in 
the same town go and "case the joint" - see where the 
office/interview centre is, and how long it will take you to get 
there. 

Always arrive at least fifteen minutes before your scheduled time - 
that gives you time to catch your breath in case you climbed the 
stairs too fast, allows you to compose yourself and not be too 
nervous, and to check out the competition. If the interview is in the 
offices of the company itself, this also allows you to get a "feel" 
of the company. See how comfortable you feel, how efficient the 
interview process is. Says a lot about what the rest of the company 
is.
Illegal or Just Inappropriate?:
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During a job interview, have you ever been asked if you were:

· Married? 

· Pregnant? 

· Single? 

· Engaged? 

· A mother? 

· Divorced? 

While these questions seem irrelevant to how well you'll perform on the job, not all of them are illegal to ask during job interviews. Their legality depends on where you live.

According to 9to5, National Association of Working Women, only 19 states prohibit employers from asking questions regarding marital and familial status during a job interview. For example, Pennsylvania allows interviewers to ask such questions, though it recognizes they can lead to discrimination. But could you be protected under federal law?

Federal Law Title VII

Federal law Title VII, written in 1964, prohibits discrimination based on sex, religion, age, national origin and race.

Since this federal law supersedes state law, you may be protected. But since it was written nearly 40 years ago, its language is a bit archaic. Some candidates may have to play detective to find out if they've truly been discriminated against during interviews. One resource is the Equal Employment Opportunity Commission's Web site.

During the Interview

So how should you respond if you're asked inappropriate or invasive questions? “Keep a positive and professional tone,” suggests Cindia Cameron, organizing director for 9to5. “Don't refuse to answer questions, but work at drawing the conversation back to your skills and experience.”

Cameron advises to redirect the question with your response. For example, if you're asked about children or child-care arrangements, Cameron suggests you respond with, “I'm happy to discuss my qualifications and experience. Could you tell me how the issue of children, marital status, etc. relates to the job opening?” Or, “If you're concerned about my availability and attendance, I'm happy to provide references who can confirm I have an extremely high attendance record.”

Women and Motherhood

Times have changed for women since the days of Donna Reed. Divorce rates have escalated and single-parent homes are more the norm. It's not uncommon for women to be asked about their familial status. In some instances, women have been asked when they plan to start a family before they were asked to show their resume.

The Family Man

Invasive questions regarding marital status are just as detrimental to men. Employers have denied men employment because of the higher costs associated with providing family medical benefits to potential employees. Some men have been asked about taking time off to help their spouse care for a child during interviews.

College Grads

College students are equally at risk of not obtaining employment after divulging personal information. Employers are concerned with single employees finding love at the workplace and potentially creating a disruptive work environment as a result.

Know Your Rights

Before your next job interview, contact your local human relations commission to find out your state's laws regarding interview questions. You can also search for information online by performing a keyword search on a search engine like Google. While not all states call their human relations commission agencies by the same name, try typing your state and the keywords “human relations commission” or “commission on human rights.”

[An empowerment advocate, volunteer activist and response team member for 9to5 National Association of Working Women, Kiki Peppard hosts the Internet radio show “Hand in Hand.”]

Interrogation or Interview?


You determine whether you're interrogated or interviewed. If you don't ask questions throughout the interview, you force the interviewer to continue to ask you a series of questions. Interviews should resemble meetings where both people ask questions and provide answers. After you respond to a question, ask a question to make sure you're understood accurately and that you've provided enough detail. After responding, ask something like, “Did I give you enough detail?” “Was I clear on that?” or “Would you like me to elaborate?”

Interview Preparation 
The Interview 

Interview is an opportunity for both the employer and the applicant to gather information. The employer wants to know if you, the applicant, have the skills, knowledge, self-confidence, and motivation necessary for the job. At this point you can be confident that the employer saw something of interest in your resume. He or she also wants to determine whether or not you will fit in with the organization's current employees and philosophy. Similarly, you will want to evaluate the position and the organization, and determine if they will fit into your career plans. The interview is a two-way exchange of information. It is an opportunity for both parties to market themselves. The employer is selling the organization to you, and you are marketing your skills, knowledge, and personality to the employer. 
Interview Preparation 
Research is a critical part of preparing for an interview. If you haven't done your homework, it is going to be obvious. Spend time researching and thinking about yourself, the occupation, the organization, and questions you might ask at the end of the interview. 

Step 1: Know Yourself 
The first step in preparing for an interview is to do a thorough   self-assessment so that you will know what you have to offer an employer. It is very important to develop a complete inventory of skills, experience, and personal attributes that you can use to market yourself to employers at any time during the interview process. In developing this inventory, it is easiest to start with experience. Once you have a detailed list of activities that you have done (past jobs, extra-curricular involvements, volunteer work, school projects, etc.), it is fairly easy to identify your skills.
 Simply go through the list, and for each item ask yourself "What could I have learned by doing this?" "What skills did I develop?" "What issues/circumstances have I learned to deal with?" Keep in mind that skills fall into two categories - technical and generic. Technical skills are the skills required to do a specific job. For a laboratory assistant, technical skills might include knowledge of sterilization procedures, slide preparation, and scientific report writing. For an outreach worker, technical skills might include counselling skills, case management skills, or program design and evaluation skills 
Generic skills are those which are transferable to many work settings. Following is a list of the ten most marketable skills. You will notice that they are all generic. 
· Analytical/Problem Solving 
· Flexibility/Versatility 
· Interpersonal 
· Oral/Written Communication 
· Organization/Planning 
· Time Management 
· Motivation 
· Leadership 
· Self-Starter/Initiative 
· Team Player 

Often when people think of skills, they tend to think of those they have developed in the workplace. However, skills are developed in a variety of settings. If you have ever researched and written a paper for a course, you probably have written communication skills. Team sports or group projects are a good way to develop the skills required of a team player and leader. Don't overlook any abilities you may have 
When doing the research on yourself, identifying your experience and skills is important, but it is not all that you need to know. Consider the answers to other questions such as: 
· How have I demonstrated the skills required in this position? 
· What are my strong points and weak points? 
· What are my short term and long term goals? 
· What can I offer this particular employer? 
· What kind of environment do I like? (i.e. How do I like to be supervised? Do I like a fast pace?) 
· What do I like doing? 
· Apart from my skills and experience, what can I bring to this job? 

Step 2: Know the Occupation 
The second step in preparing for an interview is to research the occupation. This is necessary because in order to present a convincing argument that you have the experience and skills required for that occupation, you must first know what those requirements and duties are. With this information uncovered, you can then match the skills you have (using the complete skills/experience inventory you have just prepared) with the skills you know people in that occupational field need. The resulting "shortlist" will be the one that you need to emphasize during the interview. 
It is also in your best interest to identify the approximate starting salary for that position, or those similar. There are several ways to find out about an occupation: 
· Acquire a copy of the job description from the employer (Human 
· Resources/Personnel) or check with Student Employment Services. If you are responding to an advertisement, this may also supply some details. 
The Career Resource Centre has general information files on a variety of occupations. Make sure you have read through the appropriate file and are updated on the occupation. If you belong to a professional association related to the occupation, use its resources. These associations often publish informative newsletters and sponsor seminars. It is also a good way to meet people working in the field. Conduct information interviews with people working in the field. Read articles about people in the occupation, and articles written by people in the occupation. Sources include newspapers, magazines and the internet. Find out what the future trends are in the area. Is technology changing the job? 

Step 3: Know the Organization 
The more you know about an organization, the better prepared you will be to discuss how you can meet its needs. Some of the characteristics that you should know about an organization are: 
· Where is it located? 
· How big is it? 
· What are its products and who does it serve? 
· How is the organization structured? 
· What is its history? 
· Have there been any recent changes, new developments? 
There are a number of ways in which you can access this information. Most medium- to large-sized organizations publish information about themselves. You can access this a number of ways: 
· On campus at the Student Employment Services (company literature and business directories) or at the Drake Centre Library 
· The Winnipeg Centennial Library has a business microfiche with information on over 5000 Canadian companies and business directories 
· Many companies have internet home pages which you can locate by searching by industry and company name 
· Finally, you can visit or phone the organization and request some information on their products, services or areas of research 
If the organization is fairly small, or fairly new, there may not be much information published. In this case, it will be necessary to do an information interview. Contact someone within the organization, introduce yourself, explain that you are considering moving into the field, and ask if it would be possible to meet with him/her to inquire about the company/organization and about what exactly the position would involve. 
Step 4: Prepare Questions 
Having completed your background research, you are now ready to prepare questions to ask the 
interviewer(s). Try to think of questions for which the answer was not readily available in company 
literature. Intelligent well thought-out questions will demonstrate your genuine interest in the position. Be 
careful how many questions you ask, however, as too many can imply you feel the interview was not 
successfully run. Pick your questions with care - this is your chance to gather information, so ask about 
what you really want to know. Avoid sounding critical by mentioning negative information you may have 
discovered. This is one of the most effective ways to compare different employers, so for issues of 
particular importance to you (for example, whether they support staff upgrading), you should ask the same 
questions of each employer. Some sample questions are: 
· What are the most significant factors affecting your business today? How have changes in technology most affected your business today?  

· How has your business/industry been affected by the recession? 
· How has your company grown or changed in the last couple of years? 
· What future direction do you see the company taking? 
· Where is the greatest demand for your services or product? 
· Where is most of the pressure from increased business felt in this company? 
· Which department feels it the most? 
· How do you differ from your competitors? 
· How much responsibility will I be given in this position? 
· What do you like about working with this organization? 
· Can you tell me more about the training program? 
· Have any new product lines been introduced recently? 
· How much travel is normally expected? 
· What criteria will be used to evaluate my performance? 
· Will I work independently or as part of a team? 
· How did you advance to your position? 
· What are the career paths available in this organization? 
· When can I expect to hear from you regarding this position? 
It is very important to ask the last question because employers want to hire individuals who are interested in the position - and asking this question definitely helps to demonstrate interest on your part. Exercise judgement when asking questions to an employer. When being interviewed by a large company that has a high profile, one would not ask the question 
"What is the history of your company and how was your company started?" You can find the answer to this question in the company's annual report or articles in magazines/newspapers. However, small- and medium-sized companies do not always produce publicly available annual reports and it may be difficult to access information on the company and its role in the industry. This question is appropriate if you have exercised all other ways to find out the answer. 
Interview Questions 
Type of Questions 

Interviewers use five different types of questions - directive, non-directive, hypothetical, behavior descriptive, and stress. Being aware of the different types can help you in the preparation stage as you  build your skills  inventory. It may also help you focus in on exactly what is being asked and what the employer is looking for in specific questions.
 Directive Questions 
The interviewer determines the focus of your answer. The information that the interviewer wants is very clear. If you have completed the research on yourself, this type of question should be easy to answer. 

 Example: "What skills do you have that relate to this position?" 
"I have very good communication and interpersonal skills that I have refined through several summer and part-time jobs working with the public. In addition, I am fluent in both English and French." 
 Non-Directive Questions  
You determine the focus of your answer. The interviewer asks a general question and does not ask for specific information. The most common non-directive question is
"Tell me about yourself." 
When answering the question, keep in mind that the employer is interested in knowing how your background and personality qualify you for the job. In your answer, you should cover four areas: your education, related experience, skills and abilities, and personal attributes. As you talk about these areas, relate them to the job you are seeking. Decide what your response will be before starting to speak, this helps to keep responses concise. 
Example: " Tell me about yourself." 
"I have a Bachelor of Arts Degree in Psychology, and have recently completed the course 
in Volunteer Management through the Volunteer Center of Winnipeg. These have given me a strong background in many of the principles of human behavior and the recruitment, training, and supervision of volunteers. I have experience in working with young adults in a helping capacity, both through my position as a Peer Advisor at the University of Manitoba, and as a camp counselor at a camp for behaviorally troubled adolescents. Both of these positions involved individual counseling, facilitating discussion groups, and teaching young people about health issues - all of which relate directly to the services which I would be training volunteers to provide within your organization. In addition, I thoroughly enjoy working with young people, and can establish rapport with them easily." 
 Hypothetical or Scenario Questions  
When asking a hypothetical question, the interviewer describes a situation, which you may encounter in the position and asks how you would react in a similar situation. This is a good way to test problem-solving abilities. When answering this type of question, try applying a simple problem solving model to it – gather information, evaluate the information, priories the information, seek advice, weigh the alternatives, make a decision, communicate the decision, monitor the results and modify if necessary. 

Example: "Suppose you are working your first day in our laboratory, and a fire at a nearby work station breaks out. What would you do?" 
"Before I start working in any laboratory, I always locate the emergency equipment, such as eye washes, fire blankets and alarms. I would also review the safety protocols. So in this situation, I would be aware of these. As soon as I noticed the fire, I would shut down my experiment and if the fire is significant, I would pull the firm alarm and help to evacuate the lab. In the case of very small flame, I would ask the staff member at the station what I could do to help, Which would vary with the type of substances involved.”

 Behavior Descriptive or Behavioral Questions
This type of question is becoming increasingly popular in interview situations. It asks what you did in a particular situation rather than what you would do. Situations chosen usually follow the job description fairly closely. Some employers feel that examples of past performance will help them to predict future performance in similar situations. There is no right or wrong answer to this type of question, but keep in mind that you should relate the answer to the position. If you are interviewing for a research position, talk about a research project you completed.
Example: "Give me an example of a work situation in which you were proud of your performance." 
"While working as a sales representative for XYZ Company for the summer, I called on Prospective clients and persuaded them of the ecological and economic benefits of Recycling. I also followed up on clients to ensure that they were satisfied with the service They received. This involved both telephone and in-person contacts. I increased sales 34% over the same period in the previous year." 
When preparing for this type of questioning, it is crucial that you review the skills and qualities that the position would require and identify specific examples from your past which demonstrated those traits.
Stress Questions 
Some questions will surprise you and possibly make you feel uncomfortable during an interview. For
Example:"  Which do you prefer, fruits or vegetables?" There are many reasons why an interviewer might ask such questions. They may want to see how you react in difficult situations, or they may simply be trying to test your sense of humor. Such questions may directly challenge an opinion that you have just stated or say something negative about you or a reference. Sometimes they ask seemingly irrelevant questions such as, 

"If you were an animal, what type of animal would you be?" 
The best way to deal with this type of question is to recognize what is happening. The interviewer is trying to elicit a reaction from you. Stay calm, and do not become defensive. If humour comes naturally to you, you might try using it in your response, but it is important to respond to the question. What you say is not nearly as important as maintaining your composure. 

Example: "Which do you like better, Lions or Tigers?" 
"Oh, lions definitely. They appear so majestic and are very sociable. To be honest, I think that seeing The Lion King four times has probably contributed to this!"   
Know What You Offer:


Prepare answers for open-ended questions, like, "Tell me about yourself," by making a list of your skills and traits that match the employer's requirements. The closer your skills and traits are to the job description, the better chance you have of landing the job. You should leave the interviewer with a clear picture of what you have to offer.

	List Experience without Experience-How? 


If you haven’t got a job, how do you list experience on your resume? And if you haven’t got experience, how do you land a job?
Jasmeet has just finished an MBA from an Institute in Delhi. Each day he opens the appointment pages of the papers with a lot of hope, but closes them a disappointed man. He knows he can't do much about it: he just doesn't have the experience. But that's not something which should run him down.
Like the best of corporations that have been built from scratch, the best of careers can also begin from zilch. So what do you do if employers stonewall you simply because you do not have experience? After all, you have to begin somewhere. Give these hints a go if you’re a first time job seeker, ‘with no experience’.

PEG LOWER 

· If you have to take a job a peg lower than what you expect, take it. Just make sure the company you join has equity. That way whatever you do here will add to your portfolio. You can get ahead in time, even if you have to start lower. 

· A lot of people are disappointed in their jobs because their expectations were too high to begin with. You'll get to the job you want. But you can't skip the necessary steps that will take you there. 

· After a point, what you’re doing is as important as your qualifications. Get good remarks entered in your record book. It’ll all make up for your temporary compromise. 

MAXIMISE YOUR 'TRAINEE' EXPERIENCE 

· Many companies hire freshers only as trainees. Most trainees are not paid. The situation isn’t ideal, but it’s at least quid pro quo—you get your experience, they get an extra hand. 

· A traineeship isn’t the most exciting prospect, but it isn’t the dumps either. You work with a peer group, learn team values, and work impossible deadlines—perfect fodder for future success. 

GATHER PROJECTS 

· The more projects you have on your CV the better. Work on challenging projects, it's the best way to learn. 

ETIQUETTE MATTERS 

· Persuasion prevails. Don’t take a 'no' at face value, at least not always. Your persuasiveness will add a plus point to your profile. Especially in a marketing/sales opening. 

· Always remember to write in to say thank you after an interview. It increases recall. It also tells your potential employer you have etiquette. For all you know, this might fill in for the lack of experience. 

BE INFORMED 

· Research the company where you go for a job interview. It says that you're not hanging out for just any company that comes your way. You've taken the trouble to learn more about the company you want to work with. That makes your coming for an interview an informed decision. 

APPLY AT THE RIGHT PLACE 

· When you're researching prospective employers, find out what qualifications a company prefers when they recruit freshers. Do they show a preference for a particular qualification sequence or specialisation? Apply to the companies that show a partiality to the qualifications you have. After all, a person who seems to be not getting a job anywhere may not be applying to the right places. 

STRESS THE LEARNING FACTOR 

· Stress that you're just raring to learn as much as you can. Companies like enthusiastic youngsters who're ready to fit in with their way of working, who don't come in with rigid mind-sets. 

KNOW WHERE YOU'RE GOING
When an interviewer asks you where you see yourself in 5 or 10 years don't say you don't know, even if it's true! Make a course for yourself, realistically ambitious. You don't have to say exactly what you'll be doing and in which company, but you can outline the kind of work of work you'd like to be doing or the challenges you see yourself as facing.

HONESTY PAYS 

· Be honest about what you can do and tell them your talents. Nobody is going to do that for you. At the same time don't say yes, I'm really comfortable with speaking German if you know well enough that if you spoke to a German he'd tell you no speak English! 

· Don't take a rejection to heart. Just take it to head and perk up your determination. It's very difficult to keep the chin up but remember there’s a job out there for you. Try hard enough and you’ll find it. Sooner rather than later. 

ZERO IN ON INTEREST AREAS 

· You can also analyse your checklist and try to find out what you love and what you're good at. 

· Take advantage of self-assessment tools your career centre has to offer and maybe even sit down with a counselor to evaluate all this information. 

· Review your calendar and mark off events that are you want to participate in. 

Prep for the Top 10 Interview Questions:


Too many job seekers stumble through interviews as if the questions are coming out of left field. But many interview questions are to be expected. Study this list and plan your answers ahead of time so you'll be ready to deliver them with confidence. 

What Are Your Weaknesses? 

This is the most dreaded question of all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away from personal qualities and concentrate on professional traits: "I am always working on improving my communication skills to be a more effective presenter. I recently joined Toastmasters, which I find very helpful." 

Why Should We Hire You? 

Summarize your experiences: "With five years' experience working in the financial industry and my proven record of saving the company money, I could make a big difference in your company. I'm confident I would be a great addition to your team." 

Why Do You Want to Work Here? 

The interviewer is listening for an answer that indicates you've given this some thought and are not sending out resumes just because there is an opening. For example, "I've selected key companies whose mission statements are in line with my values, where I know I could be excited about what the company does, and this company is very high on my list of desirable choices." 

What Are Your Goals? 

Sometimes it's best to talk about short-term and intermediate goals rather than locking yourself into the distant future. For example, "My immediate goal is to get a job in a growth-oriented company. My long-term goal will depend on where the company goes. I hope to eventually grow into a position of responsibility." 

Why Did You Leave (Or Why Are You Leaving) Your Job? 

If you're unemployed, state your reason for leaving in a positive context: "I managed to survive two rounds of corporate downsizing, but the third round was a 20 percent reduction in the workforce, which included me." 

If you are employed, focus on what you want in your next job: "After two years, I made the decision to look for a company that is team-focused, where I can add my experience." 

When Were You Most Satisfied in Your Job? 

The interviewer wants to know what motivates you. If you can relate an example of a job or project when you were excited, the interviewer will get an idea of your preferences. "I was very satisfied in my last job, because I worked directly with the customers and their problems; that is an important part of the job for me." 

What Can You Do for Us That Other Candidates Can't? 

What makes you unique? This will take an assessment of your experiences, skills and traits. Summarize concisely: "I have a unique combination of strong technical skills, and the ability to build strong customer relationships. This allows me to use my knowledge and break down information to be more user-friendly." 

What Are Three Positive Things Your Last Boss Would Say About You? 

It's time to pull out your old performance appraisals and boss's quotes. This is a great way to brag about yourself through someone else's words: "My boss has told me that I am the best designer he has ever had. He knows he can rely on me, and he likes my sense of humor." 

What Salary Are You Seeking? 

It is to your advantage if the employer tells you the range first. Prepare by knowing the going rate in your area, and your bottom line or walk-away point. One possible answer would be: "I am sure when the time comes, we can agree on a reasonable amount. In what range do you typically pay someone with my background?" 

If You Were an Animal, Which One Would You Want to Be? 

Interviewers use this type of psychological question to see if you can think quickly. If you answer "a bunny," you will make a soft, passive impression. If you answer "a lion," you will be seen as aggressive. What type of personality would it take to get the job done? What impression do you want to make? 

Talk about this article and get expert advice on the Interview Tips message board.

Prove What You Could Do:


Always put a positive spin on your answers to difficult questions. If you lack a particular skill or don't know a certain computer program, be sure to emphasize how quickly you learn. Give an example of a time when you were able to get up to speed in a similar situation. Companies are interested in people who can hit the ground running

Questions They Shouldn't Ask:


	PRIVATE



	
	


	



The female candidate was asked, "Do you plan to have children?" She was taken aback by the question and wasn't sure how to answer.

She figured she had three choices:

A. To answer the question honestly even though she did not want to. 

B. To tell the interviewer it is none of his business and the question is illegal. 

C. To deal with the concern behind the question, ignoring the illegal question itself. 

How would you answer the question if you were the female candidate?

The best answer is "C." 

An appropriate answer from the candidate might have been, "Whether or not I plan to have children in the future is not really relevant to my career. I plan to work and have a career no matter what happens in my personal life." 

Why is this type of question asked in an interview? Why are interviewers concerned about your plans to reproduce, your marital status and your retirement plans? It's simple; they want to make sure you are the solution to a problem, not the source of more headaches.

When the female candidate was asked her plans regarding future motherhood, the interviewer may have been trying to determine whether she was in for the long-term or just until the company could pay for the birth of her firstborn. It is clearly a discriminatory question, one that would probably never be asked of a male candidate, and it is illegal to make hiring decisions based on it. 

Technically, it is illegal for an interviewer to make hiring decisions based on anything personal that is not directly job-related. Off-limit questions include (but are not limited to): information regarding your age, marital status, country of origin, religion, sexual orientation and health status. Almost any legal information about you is illegal in the job interview.

There are some exceptions to this rule, which might be confusing. Personal questions considered to be job-related usually are permissible in the interview or on the job application. 

Legal Personal Questions:
Have you ever been convicted of a crime?
Depending on the type of job you are applying for, this could be critical.

Can you show proof of your eligibility to work in the US?

Every new employee, regardless of place of origin, must provide such documentation during the first days on the job.

Can you perform the job's essential functions with or without reasonable accommodation?

This question must be accompanied by a job description covering the essential functions.

The concerns behind these questions are relevant to the job's requirements and performance. As an example, if you have been convicted of embezzlement, you will probably not be considered for a job handling money. The concern is that you had a problem in your past that could be a problem again. 

The interviewer wants to know if you can report to work and do the job. Any information that could be enlightening is important. But the interviewer's questions should focus on the job and your qualifications to do it. 

By becoming aware of illegal questions, you will be prepared to deal with them if confronted in an interview. Pre-interview thinking and preparation can spare some embarrassing or uncomfortable moments during the interview.

Resume Preparation 
Your resume is the first interface you have with your employer
Your resume is the first interface you have with your employer. Make the most of this opportunity............. The employment market is changing all the time and so have resumes, evolving from a one-size-fits-all standard. Here are our tips to convert your resume into a catching one.
Follow These Basic Standards....
· Don't overcrowd your resume; allow for plenty of white space. 

· Keep your resume to one page whenever possible. 

· Keep the number of fonts you use to a minimum -- two at the most. 

· Use a font that is easy to read. Times Roman works well. 

· Do not justify the lines of type on your resume. Allow the right side of the page to "rag." 

· Do not overuse capitalization, italics, underlines, or other emphasizing features. 

· Make sure your name, address, and a phone number appear on your resume and all correspondence, preferably at the top of the page. 

· Print your resume on white or cream paper using a good-quality printer. 

· Second- and third-generation photocopies must be avoided 

· Print on one side of the paper only. 

Avoid Mistakes:
Spelling Mistakes:
To avoid spelling mistakes:
· Don't use words with which you aren't familiar. 

· Use a dictionary as you write. 

· Perform a spell check on your finished resume. 

· Carefully read every word in your resume. 

· Have a friend or two proof read your resume for you. 

Punctuation Mistakes:
Things to look for:
· Periods at the end of all full sentences. 

· Be consistent in your use of punctuation. 

· Always put periods and commas within quotation marks. 

· Avoid using exclamation points. 

Grammatical Mistakes:
Grammar hang-ups to watch for:
· Do not switch tenses within your resume. 

· The duties you currently perform should be in present tense (i.e., write reports) 

· Duties you may have performed at past jobs should be in past tense (i.e., wrote reports). 

· Capitalize all proper nouns. 

· When expressing numbers, write out all numbers between one and nine (i.e., one, five, seven), but 

· use numerals for all numbers 10 and above (i.e., 10, 25, 108). 

· If you begin a sentence with a numeral, spell out that numeral (e.g. Eleven service awards won while employed.). 

· Make sure your date formats are consistent (i.e.11/22/01 or Nov. 22, 2001, or 11.22.01. Choose one and stick with it.). 

· Choose Your Words Carefully: 

· Phrase yourself well: 

· Be on the lookout for the following easily confused words: 

· accept (to receive), except (to exclude) 

· all right (correct), alright (this is not a word) 

· affect (to bring about change), effect (result) 

· personal (private), personnel (staff members) 

· role (a character assigned or a function), roll (to revolve). 

· Use action words (i.e., wrote reports, increased revenues, directed staff). 

References:
In most instances it is not necessary to include names and address of references on the resume. If you include a reference, make it sure that the referenced person knows very well about you. It is also advisable to add the persons as references, whom the employer can contact easily. If possible add the phone number and e-mail ID of the reference. Never add a person as a reference, about whom you know nothing
STICK TO THE POINT
Employers have a busy schedule, so don't expect them to read through a long resume. Ideally, resumes should be of one page, or of two pages only if absolutely necessary, to describe relevant work experience.
WORDS COUNT
Use of language is extremely important; you need to sell yourself to an employer quickly and efficiently. Address your potential employer's needs with a clearly written, compelling resume. Avoid large paragraphs (five or six lines). If you provide small, digestible pieces of information, your resume will be read. Use action verbs. Verbs such as "developed", "managed", and "designed" emphasise your accomplishments. Don't use declarative sentences like "I developed the ..." or "I assisted in ...", leave out the "I". Avoid passive constructions, such as "was responsible for managing". Just say, "managed": that sounds stronger and more active.
MAKE THE MOST OF YOUR EXPERIENCE
Employers need to know what you have accomplished to have an idea of what you can do for them. Don't be vague. Telling someone that you "improved the company's efficiency" doesn't say much. But if you say that you "cut overhead costs by 20 per cent and saved the company Rs 20 lakh during the last fiscal year", you are more specific.
HONESTY IS A GOOD POLICY
Employers will feel more comfortable hiring you if they can verify your accomplishments. There is a difference between making the most of your experience and exaggerating or falsifying it. A falsified resume can cost you the job later.
DOUBLE-CHECK FOR MISTAKES
Check your resume for correct grammar and spelling - evidence of good communication skills and attention to detail. Nothing can ruin your chances of getting a job faster than submitting a resume filled with preventable mistakes. Make your resume easy on the eye. Use normal margins (1" on the top and bottom, 1.25" on the sides) and don't cram your text on the page. Allow for some space between the different sections. Avoid unusual or exotic fonts. Preferred fonts: Arial and Times Roman 
