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Interview Tips (General)

How do you work under pressure?
	1
	I thrive on pressure. I think it brings out the best in me.

	2
	I work well under pressure, although I usually try to avoid getting into eleventh hour situations.

	3
	Pressure makes me very anxious. I start my taxes three months before they’re due


(2)Congratulations, you picked the best answer.
This is definitely the best response. You want to walk the middle ground here - don't sound like pressure is the only thing that gets you to do your work, and don't sound like a wimp.

Tell me about a time when you received criticism for your work or an idea.
	1
	Last year I was doing attending a training course as well as my usual teaching. One semester I got delayed in sending the corrected answer papers to student. There were about 150 students in the class and correcting the answer papers in six days wasn't always easy-especially since I had classes of my own to worry about. Still, I managed to keep up until the end of the semester. I had a huge paper to write and I just couldn't finish the correction work that semester. My boss was sympathetic, but he was also upset. I apologised for the delay and made sure to finish on time the next semester.

	2
	In my last job I was the Executive Assistant for the president of a footwear manufacturing company. Among other things, I typed all his correspondence. He would give me the letters handwritten and I would type them up. I noticed there were a lot of grammatical mistakes in his letters, so I corrected them. But when he saw the typed letters with my corrections he made me change them back to his version, and he told me never to make changes to his letters again. You have to understand, these were not minor mistakes. A typical letter read, "Dear Mr. So-and-So, It was real nice meeting together again with you yesterday at my office." I recognised a futile situation; he was not going to change his mind. And besides, if the president of the company wants his letters to read a certain way, that's his prerogative. So I accepted the criticism and stopped correcting his letters.

	3
	I work as an editorial assistant at a book-publishing house, and recently I came up with an idea for a new book: a book about the history and changing dynamics of the airline industry. I told my boss my idea and she thought it had merit, so at the next editorial board meeting I presented the concept to the board. Well, the other editors were not nearly as enthusiastic. They said that the airline industry had already been written about a lot and they didn't see enough of an audience for the book. After the meeting my boss and I discussed the board's reaction and my presentation skills and how they could be improved. Even though my idea was not well received, presenting it to the board and discussing it with my boss were valuable learning experiences. As a result of this experience the next time I had to give a presentation my proposal was accepted and I received great feedback.


(3)Congratulations, you picked the best answer.
This response demonstrates a willingness to accept criticism and to follow up and learn from the experience. It also shows that you are good at taking initiative

Tell me about yourself.
	1
	Well, I grew up in Mumbai with my parents and two brothers, and I decided to go out of state for post-graduate studies so I could experience a new environment on my own. When I finished my post-graduation I didn't know what I wanted to do, but following everybody’s advice, I decided that I'd like to work in government and have done so for years. That's what brings me here today.

	2
	What would you like to know?

	3
	I've always been interested in the way the government works, especially after an internship on a rural development project. I'm particularly interested in legislation reform, how we can change the current system so that politicians can concentrate more on helping their constituents and less on running campaigns and returning favours. A sense of social responsibility and helping others is very important to me.


(2)Congratulations, you picked the best answer.
This is the best response. The question "Tell me about yourself" is far too open-ended to answer immediately. The interviewer may want to know about your career goals, your hobbies, who knows? When you ask the interviewer what he/she wants to know, you allow him/her to focus the question so that you can provide the kind of information he/she wants to hear.

What is your greatest strength?
	1
	I'm efficient and I know how to get things done. For example, in my previous job I repeatedly met my targets within time and budget and within our quality standards. I was able to do this by planning ahead, prioritising and ensuring I was up to date with any of the technical changes.

	2
	That's a hard question to answer. Probably my sense of loyalty.

	3
	I'm a people person. I'm good at developing and maintaining relationships


(1)Congratulations, you picked the best answer.
This is a good, straightforward response. You know what you're good at; you sound proud of it; and it's a talent that's valuable in any job. You’ve also provided a concrete example and the relevant skills.

Tell me about the positive and the negative aspects of your last job.
	1
	I really enjoyed working for Artwork Advertising at my last job. I was working on very different projects that I found challenging, and I was able to work with some really talented people. I think I learned a lot from them. The downside was that I was only there for a short period of time so that I was unable to see some of my projects through to completion.

	2
	Working on a project for rural development was a great experience. I really liked the people I worked for and with, and I had a lot of interesting projects. Unfortunately, NGO’s just can't pay what a corporate can.

	3
	I had a lot of responsibilities and an opportunity to work in a supervisory role for the first time. Also, I was able to work on my own a good portion of the time, and I was given good guidance from my boss. But the commuting was getting to be too much for me and the building we were in was too cold in the winter and too hot in the summer


(1)Congratulations, you picked the best answer.
This is the best answer: You should say you liked your last job - even if you didn't (generally there are aspects of a job that are enjoyable - focus on these). Also, negatives should be as neutral or harmless as possible.

What is your greatest weakness?
	1
	Lack of experience in this field. But if hard work and enthusiasm count for something, then I hope that won't be a weakness for long!

	2
	I'm a perfectionist. I'm never satisfied with anything until I know it's the very best I can do, and I recognise that sometimes this tendency can slow things down.

	3
	I used to be very disorganised. You know, the kind of person with every paper he owns spread on top of his desk. Eventually this got me into trouble; I missed a meeting because the slip of paper I wrote the details on got lost in the mess. I knew I had to make some changes, so I asked a very meticulous co-worker if she would help me organise my workspace. In just an hour we worked out a system that I still use today. I find now that not only am I more on top of things, but I work more efficiently, too.


(3) Congratulations, you picked the best answer.
This is the best response because you discuss a real weakness and show how you successfully acted to improve your self. Also, and very importantly, you’ve placed the weakness in the past.

If you are hired, how long will you stay with this company?
	1
	As long as the work is challenging and I have the opportunity to learn and advance, I see no reason to consider leaving. How long do you believe that will be?

	2
	I certainly wouldn't consider leaving this, or any job after less than one year. It takes that long to really assess a position.

	3
	I would like to stay with your company as long as possible, and I don't anticipate leaving in the foreseeable future.


(1)Congratulations, you picked the best answer.
"As long as the work is challenging and I have the opportunity to learn and advance" - this is the most important part of your response. Since no one can see into the future, you shouldn't give a more specific response. Asking the employer how long that environment will continue is also a good idea; it suggests the idea of mutual responsibility for your ongoing commitment

Do you have any questions?
	1
	You've gone over just about everything. I honestly can't think of another thing I need to know!

	2
	(2) How much growth potential is there in this job?

	3
	Did I get the job?


(2)Congratulations, you picked the best answer.
This is a good example of a final question. Others topics include: finding out why the job is open, what your initial responsibilities would be, and the company's competitors and future outlook. Do not ask too many questions, and never ask a question that may embarrass the interviewer.

How do you feel about working in groups? Do you tend to play a particular role?
	1
	I enjoy working in groups. Although some projects may take a little longer when several people have to reach a consensus, I believe the result is always better when you can benefit from several peoples' ideas. I've found that when I work in groups I'm usually the person who makes sure the work gets finished-the detail person, the person who ties up all the loose ends and who sees the thing through.

	2
	I don't mind working in groups, but I find that I'm generally more productive working alone, or maybe one-on-one with a supervisor.

	3
	I think teamwork is one of the most overrated management concepts! Innovative organisations need independent thinkers.


(1)Congratulations, you picked the best answer.
This is the best answer because it shows a real understanding of the value of teamwork and what your major strength is. Before answering this question, it's important to consider the type of job you're interviewing for. Obviously, if you're going to be alone in a room all day doing some type of individual research you don't want to convey the idea that you hate working alone. Conversely, if you're planning a career in management consultant where teamwork is everything, you don't want to come off as a hermit

How much money do you want to make in this job? (Assume your target range is Rs 2.5 lakhs – Rs 3 lakhs)
	1
	As I understand it, the position would entail reporting directly to the executive editor, overseeing all aspect of book production from acquisition to publication, reviewing submissions, and acting as a liaison between authors and agents and the company. Am I missing anything? In that case, based on my track record and qualifications, what would be the salary range for the position?

	2
	Based on my qualifications and the market rate for this type of position, I'm looking for about Rs 3 lakhs a year plus benefits.

	3
	I'm looking to make between Rs 3 lakhs and Rs 3.5 lakhs.


(1)Congratulations, you picked the best answer.
In any discussion of salary your goal should be to find out as much as possible about the employer's expectations and target range before you divulge your own. In this answer you clearly articulate your responsibilities (making them sound as weighty as you can); you ask the employer if there are additional responsibilities that should be considered, and then you turn the question around to try to find out the employer's bargaining zone. Nice work.

How did you feel about your last boss?
	1
	I have a lot of respect for the work she does, and I learned great deal from her.

	2
	I have to give him credit: He brings in a lot of money for the firm. While we didn't always get along, I'd say we had a mutually respectful relationship.

	3
	To be honest, he wasn't the easiest person to work for, but I managed to find ways of dealing with it. I'm looking forward to having a much more professional relationship with my next employer


(1)Congratulations, you picked the best answer.
Yes, this is the best answer. When talking about a former or current employer, never say anything negative. It will only make you look bad. Instead, focus on their positive qualities (come on, even the worst bosses have positive qualities) and leave it at that.

What aspects of your experience make you qualified for this job?
	1
	During the last couple of years I have worked for a marketing firm that sells FMCG products. Previous to that I worked for a travel agency and a computer training institute. As you know I received my PG diploma in business management with specialisation in Marketing, so I am sure I will be able to help your firm in those areas.

	2
	I have worked in several marketing positions over the past few years. This has given me a broad set of marketing and sales skills, which I am sure will be of great use to your company. Whilst I am not fully aware of the specific needs in your industry I am a quick learner and my current skill set will hold me in good stead.

	3
	I understand you are trying to expand your reach into youth. As well as having covered sales of soft drinks and branded apparels in your area gaining sound knowledge of youth spending habits. I have also increased sales by over 10% in the eighteen months I have been there. I have valuable contacts in the area that I can immediately tap into. In other words I can hit the ground running.


(3)Congratulations, you picked the best answer.
Ideally you want to show the interviewer that you know what will be asked of you and that you have some experience that applies directly to the job. Very importantly you have demonstrated the ability to increase sales.

Why do you think you would enjoy this kind of work?
	1
	I know this job would be a real challenge and would allow me to grow professionally. Also, marketing has always been my main area of professional interest, so I'm excited about the opportunity to work in that field.

	2
	Brand management appeals to me because it requires a combination of creativity, strategic and analytic ability-all qualities that I feel I possess. Also, after working at Sellstuff Advertising Agency, I have a pretty good idea of what it's like to work toward the same goal but from another angle, and I know I enjoy the work.

	3
	Right now I'm most concerned with finding a position that will challenge me and allow me to grow professionally. I'm a very positive person in general, and I know that if the environment is right, I will enjoy my work.


(2)Congratulations, you picked the best answer.
This is the best answer: you clearly demonstrate how your particular skills and talents match the requirements of the job.

What has been your most difficult work experience?
	1
	My most difficult work experience was when I had a falling out with my boss. I felt so bad that in the end I had to leave my job. For some reason he didn’t like me. I’m not sure why because he was never open enough to tell me. He made my life very difficult by being rude to me and giving me boring and dead-end projects. Every time I tried to talk to him he just avoided me. I’m glad I’m no longer there.

	2
	Last year when I was working in the recruitment department for a large financial institution I was having a difficult time because all the work I was given was the same - that is, reading through hundreds of resumes. Not only was the work the same, but it was also tedious. After several weeks of this, when I thought I would go mad, I approached by boss and told her how I felt. I asked if I could take part in some interviews and I also made suggestions on how I thought I could contribute more to the HR department. My boss reacted very positively. She told me the only reason I was reading resumes all day was because she thought that as a new person that’s what I really wanted to do. She was very pleased I approached her directly with my problem and immediately assigned me to new duties.

	3
	In my last job I was working for a law firm and sharing responsibilities with another woman. Unfortunately this woman refused to pull her weight. She spent large portions of the day on the phone, took long lunch breaks and left early, while I stayed late to finish the work she hadn't done. I tried talking to her about it, but nothing seemed to work. Finally, I went to our boss. He said he had noticed the inequity and that he would take care of the situation, and he did. After the conversation with my boss, I noticed that my co-worker began doing her share of the work. I was pleased by the way things turned out, pleased that I had taken the initiative and that the situation had been resolved to my satisfaction.


(2)Congratulations, you picked the best answer.
This example demonstrates your ability to confront and resolve a difficult situation in a responsible and non-aggressive manner. Not only have you demonstrated how you resolved the problem but you’ve also told the interviewer that you’re not a person who will sit there and take no action when things are not going well for you.

	Where do you see yourself five years from now? (assume you’re a candidate who has not had managerial experience).
1
In your chair!
2
In five years I see myself in a mid to senior level management position, with real responsibilities and projects of my own to develop.
3
To be honest I think it's difficult to know now exactly where I'll be five years from now. Certainly, my main goal is to move forward and to get ahead. In order to do that I need to continue my learning in the areas that are essential to this company. This is something I really look forward to doing. Once I've done that I can define my goals more narrowly.


	

	


(3)Congratulations, you picked the best answer.
This is the best type of answer for a non-manager candidate because it shows that you’re willing to continue your learning and forward movement but that you are also flexible where you end up. 

What do you do in your spare time?
	1
	I'm very committed to being fit, and I go to the gym whenever I can, usually about five to six times a week.

	2
	To tell you the truth, it's rare that I have a free moment, since, as you know, I work very long hours. Luckily, I love my profession. But when I do find myself with a free afternoon or weekend, I like to relax by reading and listening to music.

	3
	I have interest in theatre and I like to work with a local theatre group on weekends. The group conducts theatre workshops for children every summer and I have been volunteering for the last two years


(3)Congratulations, you picked the best answer.
Great answer. Your pursuits are interesting and unique, and you show a long-time commitment to your interests and community.

	Top of Form

What have you done that shows initiative?
1
This year I organised a group of co-workers to change the title system at our company. Our titles don't match the ones used by most of the other firms in the industry and make us sound like we're lower down on the ladder. Our superior recognises the fact that six out of the eight people at my level will have to leave the firm to move up, so I thought he would be sympathetic to our request. After all, it's not like we were asking for raises! I drafted a memo that all eight of us signed and submitted it to the superiors. A week later, our superior explained that he couldn't grant our request because it would require a company-wide overhaul - a process he didn't want to undertake. But, he did offer to speak with senior executives at other firms so that we would be viewed fairly. Since this outcome addressed our primary concern, we were flexible enough to accept this solution.
2
I started a community service group at my work. We provide voluntary assistance in case of any calamity and help raise funds for charity. Last year the group received a citation from the chief minister for commendable charity work.
3
When I was a Lecturer in University, my department was one of the smallest, and we often had trouble getting sufficient enrolments in our classes and classes got cancelled. This was extremely frustrating to me so I went to see the Dean to talk about it. He expressed his commitment to the department and suggested we form a task force with the department head and a few other students to address the problem. In the following year we revamped the curriculum so that it was more in line with student demands. As a result, classes were better attended. It was a great learning experience
Bottom of Form



	


(3)Congratulations, you picked the best answer.
This is the best response because it not only demonstrates initiative and results from your undertaking, it also shows how you identified a problem, were willing to take advice and took part in its solution.

(courtsey www.monster.com)

