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Who is This Guide For?

Going on an interview? This guide is for job seekers.

WNhYy do you need the Manager Foundation
Interview Checklist?

Recruiters and hiring managers are setting the bar high. They want to hire the best
people for the job. The key to a successful job interview is good interview preparation.

What will the Manager Foundation
Interview Checklist do for you?

“By failing to prepare, you are preparing to fail.”

— Benjamin Franklin

This interview checklist for job-seekers will make sure you are prepared for your next
job interview and prevent you from making common mistakes.
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The 3 Steps to Interview Success

Recruiters hire people they like. They want their new hires to be able to do the job
and they want to know that they’ve made the right decision. This is why the 3 steps
to successful interviewing are:

1. Connect
2. Competence
3. Close

#1 Connect

It's no surprise that recruiters want to hire people they like. But you only get one
chance to make a first impression. The first step to interview success is all about
making a personal connection with the interviewer and building rapport.

#2 Competence

Recruiters want to know that you can do the job. To show that you are a good match
for the position you need to demonstrate your skills and competencies.

#3 Closing

Hiring is a big decision. Doubt delays decision-making and there is a lot of
competition. Just like any good sales person closes a sale, to convert a good
interview into a job offer you need to do the following:

- Take control of the hiring process,
- Remove any doubt that the interviewer may have and,
- Confirm that you are the best candidate for the job.
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Interview Success Index

1.1 Body language & building rapport
1.2 Managing anxiety & improving self confidence
1.3 Company & interviewer research

1.4 Writing a winning CV and CV cover letter

1.5 Using an interview checklist You are here

2.1 Behavioral interview questions

2.2 What interviewers expect you to prepare for

2.3 Answering difficult interview questions

3.1 Finding & communicating your USP

3.2 How to use psychometric tests to identify your strengths. Get the
solution here: (http://bit.ly/1TumJsDu)

3.2 Best interview questions to ask

3.3 Closing techniques

3.4 What to do after the interview

4.1 Salary negotiation. Get the solution here: (http://bit.ly/1qwbx8B)
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Special Mention — New Job Fundamentals

New Job Fundamentals: NEWJ101
( http://bit.ly/1IRbSQC)

A new job is one of the most complicated life transitions you can make. Don't let a
good job turn bad.

Managing Your Relationship With Your Boss: BOSS101
(http://bit.ly/1hQ5IRK)

Find out what your boss really wants,

How to work smarter, not harder and get your work recognized,
How to integrate well into the organization,

Identify and avoid new job pitfalls.

Starting a new job? We’ll show you how to manage and build the most important
professional relationship you have::

The 6 things you need to do to understand your boss’s priorities,

How to get what you want from the employee/boss relationship, including better
pay and work that is fulfilling, developmental and uses your skills.

How to implement the change,

Tips and insights to work smarter — not harder.
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How to Succeed at Interviews and Get the

Job You Want

Interview Preparation:
The Key to Getting the Job You Want

Interviewing for a job is difficult, stressful and it's a winner take all competition. We
don't practice interviewing very often which means our skills are not as good as they
could be. So preparing for interviews is essential not to seem like a weak candidate.
This guide will improve your interview skills but the fact is that the best interview
preparation is to have interview coaching from a professional interview coach
(http://bit.ly/1pDbFIR)

Interview Coaching is the Difference Between Getting the Job and
Waiting for the Call That Never Comes.

Skills Required for Interview Success:

Interviewing is complex. To succeed you need to do well in many different areas such
as:

Communicate strengths and stand out from the competition
Control interview anxiety and negative body language
Answer technical questions to prove your skills

Answer difficult interview questions

Build rapport with interviewers and much more

akrwNPE

Per Wikipedia: "Research has shown that how well an applicant does in the interview
can be enhanced with coaching”. Manager Foundation trains managers how to
Interview so we are in a unique position to know how recruiters will evaluate you.
Professional coaches can do something better than anyone else: They can give you
discreet, unbiased, constructive feedback and can identify mistakes that you may be
making.

Being Good at Your Job Doesn't Mean You Will Interview Well.

Coming second in an interview doesn't get you the job offer. Professional interview
coaching is what successful job applicants do. Interview coaching is a small
investment compared to improving your employability. To find out how interview
coaching will improve your interview success, click here. (http://bit.ly/1pDbFIR)

Page 6 © Manager Foundation 2014


http://managerfoundation.com/interview-coaching
http://bit.ly/1pDbFlR
http://managerfoundation.com/interview-coaching
http://bit.ly/1pDbFlR

Wl MANAGER FOUNDATION

How to Succeed at Interviews and Get the

Job You Want

Other Interview Preparation Methods

This guide will improve your interview skills but is only part of the solution.
Interviewing is complex and to succeed you need to do well in a number of skills. If
you do not have the budget to invest in interview coaching or prefer more of a "self-
service" solution then download “The Complete Interview Success Guide to Get the
Job You Want" (http://bit.ly/1AdifTN)
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Interview Checklist for Job Seekers

. Do an Interview Skills Assessment to evaluate my current skill
level and to identify areas for improvement.

. Researched the organization I'm interviewing with, the industry,
my interviewer, and the job itself.

. Checked interview logistics, such as directions, parking, office
location, paperwork, attire, and the type of interview that will be
conducted. | have confirmed the interview time.

. Done a practice run to the interview location. OR Made sure |
know exactly where it is and how long it takes to get there.

. Prepared and practiced for the interview without memorizing or
over-rehearsing my answers. I've reviewed the questions | think |
may be asked and planned responses to them.

. Prepared some good interview questions to ask the interviewer.

. I've practiced my interviewing by one of these three methods
(from weakest to strongest):

Video recorded myself and watched the video.
Do a live mock interview with family or a friend.
Get interview feedback from a professional

. | know how to close the interview and | have prepared and
practiced this.

. Visualized the full interview experience identifying any potential
problems and planning how | deal with them.
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Interview Checklist for Job Seekers

10. Checked my social media presence for anything negative or
offensive.

11. LinkedIn profile review: I've made sure that | have a good
LinkedIn profile that is relevant to the role and preferably has
recommendations that are relevant to the role being applied for.

12. Eating - ensure you have good nutrition. Adequate protein and
omega oils. Oily fish the night before will make your brain work
better. Don't eat till discomfort or anything too heavy/ stodgy that
will slow you down.

13. Gotten a good night's sleep (Tip: You will perform better when
well rested.) Taken care of personal hygiene and grooming:
teeth, nails, hair, deodorant etc.

14. Appropriate interview attire for the job, the company, and the
industry. Prepared every part of the outfit, including shoes,
jewelry, hose, tie, accessories. Checked for cleanliness, ironed,
no holes, polished shoes etc.

15. Packed any essentials/ emergency items such as a water bottle,
cosmetics, tissues and umbrella. (Tip: a water bottle is important
for staying hydrated — but not too hydrated. Remember to take a
bathroom break before the interview.)

16. | have a copy of my CV ready to take with me to the interview.
I've checked it for errors (don’t want to go into an interview with
a CV that has errors!)

TIP: If your interview doesn’t go well or you choose to continue your job search,
consider having a professional review your resume. They are vastly more
experienced and able to spot mistakes. A resume review service will also provide
good advice from having seen many resumes.
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Good Luck...

This interview checklist for job-seekers will make sure you are
prepared for your next job interview and prevent you from
making common mistakes. Good luck with your interview

preparation.
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About Manager Foundation

The mission of Manager Foundation is to make work a better place:

e Helping employees to find job satisfaction;
e Helping managers with a difficult job and;
e Improving employee performance through better engagement.

We do this by providing management systems, resources and training for managers
that focus on:

e Proven time saving techniques;

e Motivating employees by tapping into employees internal motivators which
Improves performance and,

e Support & resources for managers.

Sign up for the free “Make Managing Easy” email series and find out about how
the Management Sweetspot can:

e Make the lives of Managers easier;
e Make employees happier and;
e Make companies more profitable

www.ManagerFoundation.com/signup
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www.managerfoundation.com

“Managing Made Easy”
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About Manager Foundation (Continued...)

Help Us to Spread the Message:
Work, isn't working if:

e Staff are unhappy at work;
e Managers are stressed and,;
e Company profits suffer.

The vision is to work towards a place where:

e Employees are engaged and get job satisfaction from intrinsic motivators;
e Managers have effective, time-efficient ways to manage staff and;
e Companies are productive and profitable.

If this is a vision that you feel is worth spreading then please help me to spread the
message because | can't do it on my own.

Join: http://managerfoundation.com/super-users/ to become part of the community
and find out more.

© Manager Foundation 2014

' MANAGER FOUNDATION
www.managerfoundation.com

“People, Performance, Profits”



http://managerfoundation.com/super-users/
file:///C:/Users/Chantel/Documents/Chantel/Keith%20Tatley/Manager%20Foundation%20Modules/HIRE101/Resources/Final%20Drafts/www.managerfoundation.com

