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UNDERSTANDING THE DYNAMICS
OF AN INTERVIEW

The interview is arguably the most important step in the job search
process. It’s your chance to show a company that you are the best
person for the job. Your Robert Half Consultant is trained to help

you prepare for the interview, answer tough questions and close the
meeting on a winning note. This pamphlet breaks the interview down
into its basic elements and provides important tips for success.

Preparing for the Interview

Preparation is the first step toward a successful interview. Hiring
managers are continually amazed at the number of applicants who
drift into their offices without any knowledge of the company,
position or what they are going to say. Your Consultant understands
the benefits of being prepared and will ensure that you:

1. Know the exact place and time of the interview, the interviewer’s
title, his or her full name and its correct pronunciation.

2. Research the company and find out facts about the firm such
as the annual sales revenue, principal lines of business, affiliations
(parent company, outside auditors, etc.) and locations.

3. Understand why the hiring manager or client contact is interested
in your qualifications. Your Consultant will assist you in identifying
your most marketable skills and attributes.

4. Consider how the opportunity will impact your immediate and
long-term career development. Your Consultant can help you
determine if an opportunity is in line with your career goals and
how to demonstrate that the skills you currently have enable you
to make a contribution to potential employers.

5. Think about what to ask during the interview. An interview is

a two-way street, and probing questions are important for many
reasons. Your inquiries allow the hiring manager to evaluate your
professional and personal needs. Insightful questions help both of
you determine if your relationship will be mutually rewarding.

6. Plan how to present yourself in the interview. Your Consultant
will give you insights into the personalities of the decision-makers,
guidance in responding to specific questions and suggestions for
proper attire.
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THE INTERVIEW

The interview is the mechanism used to determine the right match
between an employer and a job seeker. Your Robert Half Consultant
takes the first step by evaluating your qualifications and skills against
the requirements of a potential employer.

For the hiring company, finding the right match means identifying
an individual capable of meeting the immediate challenge. More
importantly, the candidate must have the potential to be a future
resource and a long-term asset for the firm.

Similarly, you must determine whether you can be successful in

the available position and whether the company will give you oppor-
tunities for growth and development. During the interview, focus on
positives and accentuate your strengths. Remember that everyone
involved has the same goal of achieving the right match.

Interview Do’s

M Do arrive on time or a few minutes early. Late arrival for a job
interview is never excusable.

M Do complete all application materials neatly and accurately.
However, don’t rely on your application or CV to do the selling for
you. Interviewers will want you to speak for yourself.

M Do turn off your mobile phone.

M Do greet the interviewer by his or her surname, if you are sure of
the pronunciation. If not, ask the person how to pronounce it. Use
his or her name occasionally during the interview.

M Do show energy. Smile, and if interviewing with a non-Japanese
company, shake hands firmly.

M Do wait until you are offered a chair before sitting.

M Do listen attentively and remain alert and interested at all times.
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M Do maintain eye contact as much as possible.

M Do follow the interviewer’s leads, but try to get him or her
to describe the position and the duties to you early in the
interview so you can explain how your background, skills and
accomplishments apply to the position.

M Do keep the discussion focused on professional information if the
interviewer says, “Tell me about yourself.”

B Do make sure that your good points come across to the inter-
viewer in a factual, sincere manner. Stress accomplishments,
for example, sales records, processes developed, cost savings,
systems installed, etc.

M Do conduct yourself as if you are determined to get the job you
are discussing. Never close the door on opportunity.

M Do call your Robert Half Consultant with feedback as soon as
possible. Decisiveness is critical in the interview process. If you are
interested in the opportunity, enthusiastic feedback can enhance
your chances of being considered further. If you are not interested,
your responsiveness will still demonstrate your professionalism.

Interview Don’ts

W Don’t forget to bring your CV. Keep several copies in your briefcase
if you are concerned you might forget.

M Don’t answer with a simple “yes” or “no.” Provide details whenever
possible. Describe successes you've achieved that relate to the
situation. Answer questions honestly.

M Don’t make derogatory remarks about your present or former
employers. Obviously, there were or are issues; otherwise you
would not have left a prior company or be looking to leave the
present one. However, when explaining your reasons for leaving,
limit your comments to those necessary to adequately communicate
your rationale.

B Don’t over-answer questions. And if the interviewer steers the
conversation into politics or controversial subjects, try to do more
listening than speaking because the situation could be sensitive.

M Don’t inquire about salary, holiday, bonuses, pensions, etc. in the
initial interview. If the interviewer asks what salary you are looking
for, provide a range based on your knowledge of the skills and
experience required of the position. Your Robert Half Consultant
can offer guidance.
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Common Competencies

Specific competencies will vary from job to job. However, there
are a number of common competencies that you will be questioned
on no matter what job you are applying for.

Below are the most common traits that you will need to prove
you have:

Personal Profile

W Motivation

B Communication skills
W Teamwork

M Energy/enthusiasm

M Determination

Professional Profile
M Reliability

M Honesty/integrity
M Pride

M Dedication

M Analytical skills

M Listening skills

Achievement Profile
M The ability to save your company money
M The ability to save your company time

Business Profile
M Efficiency

M Economy

M Procedures

M Profit
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Crucial Interview Questions And Answers

M Tell me about yourself. Use this opportunity to describe your
qualifications, career history and your range of skills. Focus on the
aspects of your background that make you qualified for the position.

M Tell me about your last job. List key areas you were responsible
for and projects you worked on. Outline what the company was
like to work for and the culture. Remember to always put this in a
positive light. You do not want to appear negative by bad-mouthing
your past employer—that is unprofessional.

B What interests you about this particular position? This is a chance
to highlight why you want to work here. Once you have researched
the company, you will have no problems listing the advantages of
working for them. You can also give examples of what you find
interesting about the role.

B Why are you leaving your present employer? State how you are
looking for more challenge, responsibility, experience and a change
of environment. Never be negative in your reasons for leaving, and
rarely will it be appropriate to cite salary as the primary motivator.

B Where do you want to be in five years? A good response is to
throw a question back: “What opportunities are there within this
company?” If possible blend this answer with your prepared answer.

B How would you evaluate your most recent job performance? Talk
about your accomplishments and projects and how you managed
and met deadlines. You can select an achievement that is work
related and fairly recent, identify the skills you used and quantify
the benefits you provided.

B Would your previous employer recommend you? Be honest in
answering the question, if the answer is yes and you left on good
terms, say so. If you have not left your current position and your
employer does not know about the interview, tell the interviewer. You
do not want them contacting your employer without you knowing. If
you left on bad terms, outline briefly what the issue was and how
you dealt with it, and remember to remain unemotional.

10
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M How do you stay up-to-date professionally? Outline any courses,
seminars and online training you have done or are doing. Describe
any books you have read or are reading. Reinforce your willingness
to undertake any training this job will require.

B What is the most difficult situation you have had to face and
how did you tackle it? An interviewer who asks this question is
looking for insight into what you consider a challenge and how you
would handle a difficult situation. Come prepared with two or three
examples of difficulties you overcame on the job that are relevant
to the position for which you are interviewing.

M Do you prefer to work alone or in a group and why? The inter-
viewer is trying to gauge whether you will fit into the organization
or team make-up. If you prefer to work alone, you will not want to
be placed in a busy team environment, so be honest.

M Can you provide an example of how you have demonstrated
initiative? You need to prove to the interviewer that you are someone
who has the ability to effect change and drive projects. Can you save
the company time or money or make its workers’ lives easier? You
will need to provide examples in a work-related context.

B What are your strengths? Concentrate on discussing your main
strengths and list the benefits these strengths offer to the employer.
Strengths to consider include technical proficiency, ability to learn
quickly, determination to succeed, a positive attitude and the ability
to communicate well with all levels of staff. Be prepared to provide
examples of how you have demonstrated these strengths.

B What do you perceive are your weaknesses? This isn’t the time
to beat yourself up: don’t talk about all those projects you started
but didn’t have time to finish at your last job. Instead, be candid
and brief. Maybe planning wasn’t your strong suit in the past, but
you’ve found an organizational system that keeps you on track.

B What kind of salary do you require? Generally, it’s better to
postpone discussions about salary until you have a thorough
understanding of the job responsibilities and what the employer
is willing to pay. If salary does come up early in the interview
process, be sure you know your monetary requirements and
market value. Your perceived “value” is generally the basis of
most companies’ salary decisions.

12
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Other Key Questions to Consider

B What do you enjoy about the industry?

M What are you looking for in a company?

M How do you work under pressure?

M How would you handle a conflict of interest at work?
B What have you failed to achieve to date?

B What kinds of people do you like working with?

Negative Factors Evaluated by an Interviewer

During the course of the interview, the employer will be evaluating
your negative as well as positive attributes. Listed below are factors
frequently considered during an interview and those that most often
lead to rejection of the applicant.

B Poor grooming or inappropriate attire

M Overbearing, overaggressive or egotistical behavior

M Lack of planning for career; no purpose or goals

B Lack of interest; passive and indifferent attitude

M Lack of confidence and poise

B Overemphasis on compensation as the deciding factor
M Evasiveness; making excuses for unfavorable events in work history
M Lack of tact, maturity and courtesy

M Derogatory remarks about past employers

M Failure to look the interviewer in the eye

B Weak handshake

M Failure to ask questions about the job

M Persistent attitude of “what can you do for me?”

B Lack of preparation for the interview; failure to get information about
the company, resulting in the inability to ask relevant questions.
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CLOSING THE INTERVIEW

1. The interviewer will normally close by asking if you have any
questions. This is the right time to probe and find out if this is the
right position for you. For example you could ask:

B Why has this role become available?

B What are the staff retention rates?

B What career development and training opportunities are available?
M What is the company culture like?

B What would my first assignment or project be?

M Specific questions about the interviewer’s job and why he or she
enjoys working in the company.

2. If you are interested in the position, ask for it or ask for the next
interview if the situation demands. If you feel the job is attractive and
you want an offer, be a good salesperson and say something like:
“m very impressed with what I've seen here today—your company,
its products and the people I've met. | am confident | could do an
excellent job in the position you’ve described to me.” The interviewer
will appreciate your enthusiasm.

3. Don’t be disappointed if no definite offer is made or specific salary
discussed. The interviewer will probably want to communicate with
other people in the company first or interview more applicants before
making a decision.

4. Even if you get the impression that the interview is not going well,
remain enthusiastic. What you perceive as disinterest or negativity
may have nothing to do with you but instead other pressing priorities
the interviewer may have.

5. Thank the interviewer for his or her time and consideration.
Regardless of whether you are interested in the position, send a
thank you letter to the company immediately following the interview.
If you are interested in the position, be sure to express this in the
letter, restating briefly why you can make an exceptionally strong
contribution to the company. While an email message is fine,

a handwritten letter will leave a more lasting impression.

16
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AFTER THE INTERVIEW

Your Robert Half Consultant will speak with the hiring manager
after each interview to follow up. If you receive an offer, we can
help guide you and the employer toward a mutually agreeable
offer—including salary, benefits and start date—and also provide
guidance if you receive a counter offer. In situations where you are
not presented with an employment offer, your Consultant can obtain
valuable information from the interview to assist you in learning
from the experience and improving your chances of securing an
offer the next time.

TOP 5 TIPS FOR A SUCCESSFUL INTERVIEW:

1. Do your research about the company.

2, Dress to impress.

3. Prepare your answers and give work-related examples.
4. Ask the interviewer key questions to show your interest.
5. Be confident and follow up if you want the job.

Robert Half International

Robert Half International Inc. (RHI) pioneered specialized staffing
services and today is the world’s leader in the field. Founded in 1948,
the company is traded on the New York Stock Exchange (symbol: RHI)
and operates six separate divisions in Japan. They include Robert Half
Finance & Accounting, Robert Half Financial Services Group, Robert
Half Management Resources, Robert Half Technology, Robert Half
Sales & Marketing and Robert Half Human Resources. There are more
than 350 Robert Half International locations in Asia, Oceania, Europe,
North America and South America. For more information on Robert
Half services in Japan visit: www.roberthalf.jp.
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