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Appropriate Dress

Dress for Success. For most jobs, dressing on the conservative side is the best advice.
Women
· Simple business suit, preferably dark in color
· Wear sensible shoes, preferably closed-toe pumps (dress shoes with low heels) and make sure that they are clean, polished and not scuffed 

· Be moderate with make-up and perfume 

· Simple jewelry 

· Hair and fingernails should be well groomed...no outlandish hairstyles or nail color 
Men 
· Clean, ironed shirt. Preferably white, but light blue or yellow could work 

· Conservative tie 

· Simple jacket or business suit, preferably dark in color
· Polished shoes, no sneakers 

· Facial hair should be trimmed, otherwise faces should be clean-shaven 

· Hair and fingernails should be well groomed 

· Use cologne or after-shave sparingly 
Research the Company

You have probably heard of the term "background check". You should run your own background check on the company you are interviewing with. If you know a little bit about the place and the people, you will be in a more familiar and consequently, more comfortable place during the interview. 

Before the interview you should:

Research history and philosophy
You might find this general information by going to the company's web site.  If you are not aware of the client company’s web site, please request it from your recruiter or the account manager.

Research financial information
Look in the business section of the newspaper for current news about your potential company as well as its most prominent products and competitors. You never know when this information might become handy during the interview.
www.hoovers.com
http://smallbusiness.dnb.com/
Tips

1. Plan Ahead- Do a little homework!  Research the company and be prepared to ask questions about the company.  Also, review your work experiences.  Anything on your resume is fair game.  Be ready to support past career accomplishments with specific information targeted toward the companies needs.  Have your facts ready!

2. Be Positive and show interest- It’s important to main eye contact with the interviewer at all times.  Wandering eyes tend to make the interviewer question your sincerity.  Also, never ever say anything negative about a former/current employer…you’ll quickly be pegged as a troublemaker.

3. Adapt and Listen:  Be sensitive to the style of the interviewer.  Follow his or her lead in answering the interview questions.

4. Relate- Try to relate your answers to the interviewer and his or her company.  Focus on achievements relevant to the position.

5. Bring at least two pens and a portfolio for an interview:  The paper should be in a nice folder.  It doesn’t have to be a leather bound portfolio folder but remember presentation is key.  Always looks as professional and organized as possible.  Have your questions about the company and the position already written out and ready to go.  

6. Bring copies of your resume:  You should bring 3 copies of your resume to the interview as a backup.  The Account Manager from Modis should meet you for your face to face interview.  The Account Manager will bring copies of your resume in the Modis format.  However, from time to time the Account Manager cannot meet the candidate at the site so it’s beneficial to have copies just in case.

7. Drive to the interview location the day or days before the interview:  In the do’s and don’t section of the packet we emphasized how key it is to be early for an interview.  So many times the candidate thinks they know how to find the location only to end up lost minutes before the interview.  Being even a minute late can cause you not to get the job.  Allow for traffic and security checks.  The drive to the interview should not be full of stress and anxiety.  If you know exactly where you are going you should arrive calm and positive to make that lasting impression.

8. Try on your interview attire several days before the interview:  Sometimes we have the perfect attire picked out only to find out that is doesn’t fit the way we remember it…or a button is missing, etc.  Ideally you should have a primary outfit and a secondary outfit picked out and ready to wear just in case of a spill, etc.  If you look sloppy the interviewer will think your work is sloppy as well.

Do’s and Don’ts 

Do

· Be Early (You must be in the lobby 20 minutes before the scheduled interview.)

· Dress to Impress

· Bring a pen and portfolio

· Smile and make eye contact

· Give a firm handshake and thank the interviewer for their time

· Know your experience as it relates to the position

· Have your short and long term goals well thought out and rehearsed

· Answer questions concisely and give examples

· Have research of the company written and rehearsed

· Close for the position with enthusiasm
Don’t

· Don’t be nervous

· Don’t drink too much coffee prior to interview

· Don’t squirm in your seat or tap your foot

· Don’t trash talk prior employers

· Don’t interrupt while others are speaking

· Don’t talk about personal problems…unhappy married life, divorce, problems with parents, etc.

· Don’t ramble and talk too much

· Don’t talk money
Power Words

	Accurate  
	Creative
	Proposed
	Eliminated
	Provided
	Translated
	Progressive 

	Eager
	Curious
	Reflective
	Founded
	Qualified
	Streamlined
	Purposeful

	Fair-Minded
	Imaginative
	Invented
	Administered
	Scheduled        
	Tripled
	Rational

	Generous
	Mature
	Supported
	Completed
	Taught          
	Structured
	Self-Controlled

	Active
	Patient
	Increased
	Designed 
	Uncovered    
	Trimmed 
	Tactful

	Broadminded 
	Helpful
	Promoted
	Ensured 
	Recommended
	Strengthened
	Understanding

	Capable
	Independent
	Presented
	Analyzed
	Served 
	Tutored
	Versatile 

	Determined 
	Logical 
	Tenacious
	Developed 
	Verified
	Stressed
	Quiet

	Easygoing 
	Methodical
	Relaxed 
	Established 
	Withdrew 
	Succeeded
	Realistic

	Adventurous
	Optimistic
	Serious
	Approved
	Recruited
	Superseded
	Sensible

	Good-Natured 
	Persevering
	Thorough
	Controlled
	Won
	Supervised
	Teachable

	Businesslike
	Honest
	Reliable
	Devised 
	Redesigned
	Implemented
	Budgeted

	Careful
	Individualistic
	Significant
	Evaluated 
	Simplified
	Led
	Conceived

	Dignified 
	Meticulous
	Thoughtful
	Assisted
	Tracked
	Managed
	Delivered

	Efficient 
	Organized
	Sincere
	Converted
	Worked 
	Organized
	Edited  

	Firm
	Humorous
	Tolerant
	Directed 
	Reduced
	Performed
	Formulated 

	Aggressive 
	Industrious
	Resourceful
	Expanded
	Sold 
	Improved 
	Artistic

	Cautious
	Moderate
	Sociable 
	Coordinated
	Traded
	Motivated
	Competitive

	Energetic 
	Poised
	Responsible
	Doubled
	Utilized
	Originated
	Assertive 

	Flexible
	Informal
	Spontaneous
	Counseled
	Reorganized
	Planned
	Confident

	Alert 
	Modest
	Trustworthy
	Created
	Solved
	Improvised
	Conscientious

	Challenging
	Outgoing
	Strong-Minded
	Identified
	Trained
	Prepared
	Attractive

	Experienced
	Intellectual
	Successful
	Launched 
	Researched
	Achieved
	Conservative

	Ambitious 
	Motivated
	Supportive
	Maintained  
	Spared
	Conducted
	Considerate

	Cheerful
	Practical
	Accomplished
	Negotiated
	Transferred
	Demonstrated 
	Consistent

	Analytical 
	Intelligent
	Forecast
	Operated  
	Revised
	Innovated 
	Cooperative

	Competent
	Precise
	Generated
	Participated      
	Transformed
	Processed
	Courageous

	Friendly
	Inventive
	Accelerated
	Helped 
	Started  
	Programmed
	


Reasons for Leaving

When asked why you left a former employer or why you are considering leaving a current employer it’s important to always remain *positive*. It is never appropriate to say negative things about a current or former employer.  

There are certain words that should be avoided:

· Fired/Terminated

· Laid Off: you should probably elaborate for example: lack of work; lack of operating funds; temporary employment; company closure; corporate merger, etc.

· Quit: instead say “voluntarily separated” or “resigned”

· Illness

· Personal Reasons

If you have “voluntarily separated” or are considering separating from an employer there are some positive, valid explanations that will make your future employer more comfortable.  Here are some of those explanations:

· In search of an opportunity with advancement potential
· Relocated/relocating to be closer to family; to an area with greater economic potential; better schools, etc.
· Temporarily left the workforce to raise children; to pursue an education
· Time for a career change
Links to Helpful Websites

1. Job Interview's Questions and Answers for Interview Preparation
2. Monster.com Interview Prep
3. Job Interview's Interviewing Secrets
4. Monster.com's Quick Tips
5. College Grad's Interview Tips
6. Job Interview's Interview by Job Tips
7. About.com's Interview Tips
8. OCS Publications Job Interview
9. Job Search Online's Interview Prep
Q&A

***Please practice answering these questions before your interview.***

1.  What are your long-range and short-range goals and objectives?  When and why did you establish these goals and how are you preparing yourself to achieve them?

2.  What are the most important rewards you expect in your business career?

3.  What do you expect to be earning in five years?

4.  Why did you choose the career for which you are preparing?

5.  Which is more important to you, the money or the type of job?

6.  What do you consider to be your greatest strengths and weaknesses?  What are some of your areas where you feel you need improvement?

7.  How would you describe yourself?

8.  What motivates you to put forth your greatest effort?

9.  How has your college experience prepared you for a business career?

10.  Why should I hire you?

11.  What qualifications do you have that make you think that you will be successful in business?

12.  How do you determine or evaluate success?

13.  What do you think it takes to be successful in a company like ours?

14.  In what ways do you think you can make a contribution to our company?

15.  What major problem have you encountered and how did you deal with it?

16.  What have you learned from your mistakes?

17.  Why are you leaving your current position?

18.  How do you deal with conflict?

19.  What would your last boss say about you?

20.  What sets you apart from the other applicants?

21.  Tell me what you know about our consultants…

Practice Makes Perfect

· Once you have finishing studying, begin role playing/rehearsing for your interview.  Sit down with several people and have them question you using the example questions cited in this interview packet.  Those are just example questions so have your friend or spouse throw out as many new questions as possible.  Remember, practice makes perfect!

· Review all technical requirements of the job you are seeking, and seek out reference materials to help you brush up on those skills. Sometimes the interviewer will only know to ask book questions pertaining to these skills, although it might not truly pertain to what the technical skill requires. Do not lose the opportunity because you were unable to answer these types of simple questions.

**Note: Phone interviews rely more closely on the technical portion than an in- person interview.**

Closing the Deal

The interview is a sales presentation where you are selling your skills, knowledge, experience, and energy. Sell yourself!  You do not want to lose out on the opportunity by failing to get closure. For a screening interview, you want to get a commitment from the interviewer as to what action will take place next and when. If the interviewer does not provide details as to whom will contact you and when, you should ask before leaving the interview. If you have a strong interest in the employer and the opportunities presented, make this clear in your closing remarks.

After the interview, notify Modis of the status of the interview and send a thank-you card or business letter to the recruiter within two days of the interview, so it can be forwarded to the interviewer.  A short business letter thanking the interviewer and restating your interest for the position.

· Ensure all questions/concerns of the interviewer(s) are addressed.

· Know what the next step(s) will be in the interviewing/decision making/hiring process.

· Ask for the job.

· “Have I answered all your questions to your satisfaction to help you make a decision in my favor, because I am very interested in this position.  Thank You!”

.   

PAGE  
Interview Preparation Packet, Page 1

