
Compare Yourself with the Job Requirements

Evaluating your requirements, abilities and qualities against the job specification to find out 
whether you are "fit". Every job specification in an advertisement often has the following 
seven parts: 
 
1) Company Description  
2) Job description and how the vacancy arises  
3) Responsibilities to be accepted  
4) Authority which will be delegated  
5) Knowledge and experience (essential as well as desirable) required  
6) Conditions, salary and other benefits  
7) Prospects the firm can offer to the person in this job.  
 
Find out how closely this specification fits your candidature. The better the fit, the more are 
your chances in getting the job.  
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Introduction

For many interviewees a major difficulty is that they are unskilled in presenting themselves in 
Interviews. As a result, they do not always get the jobs they should. Normally interviewers 
make up their minds very early on in the interview, and that personal chemistry between 
interviewer and interviewee is more powerful in influencing the recruiter's decision than 
anything the applicant has achieved.  
 
Use the period available till the interview date to the fullest. Investing your time during this 
period will probably help you get a job in your dream organization for years!.  
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Know Yourself

Selecting a job with which you intend to work is the most 
difficult decisions to make. It is important that you know 
yourself more than anyone else knows you. The 
interviewer will want to know you during the interview. If 
you are unaware of yourself, this will put the interviewer 
off. You must learn more of your own liking, area of 
interest, work interest, abilities and qualities that you 
possess. Ensure that you know the following: 

 

  
1) Your strengths  
2) Your weaknesses  
3) Your unique selling point  
4) Your interests - at work, after work  
5) Your personality traits and qualities.  
6) Your mannerisms, behavior in groups  
7) Your best times, your most preferred kind of work, etc.  
 
This is important particularly if you are going for a job with more responsibilities but you are 
not sure that you've got what it takes.  
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Planning for the interview

1) At any interview, you are bound to feel some anxiety and this will not improve your 
fluency. Those who are fluent are rated as more intelligent, having better interpersonal skills, 
making better managers. A way of overcoming this is to develop affirmations.  
 
2) Make sure that your CV is the latest and perfect from the Employer's point of view.  
 
3) Anticipating the questions and preparing the answers. 
 
4) Talk to yourself  
 
5) Develop self confidence trust yourself'  
 
6) Study about the company, the sector and the products.  
 
7) Decide your USP (Unique Selling Point) and your Positioning  
 
8) Practice bragging  
 
9) Develop the ability to show the employer at the interview that you are 'the person'.  
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Pre-Interview Checklist 

Following is the pre-Interview checklist. Take this with you before going for the Interview. 

 Perfect CV (2 copies) 
 Letter of Application 
 Letter of invitation 
 Company Literature (if available) 
 Plastic folder 
 Pre-interview Planning  
 Examples of work 
 Photograph (if required) 
 Notepad and Pen 

Run through the interview mentally while you wait or the day before. 
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Qualities Desired in a Candidate

A Desirable candidate would be preferred with the following list of qualities: 
 
Good Background  
Pleasant personality  
Good communication skills 
Maturity  
Sincerity  
Honesty  
Job knowledge 
Work experience 
Personal skills  
Right aptitude  
Right attitude  
Enthusiasm  
Ambition  
Qualification  
Intelligence  
Relationship  
Flexibility  
Sense of humor 
Leadership qualities  
Aim in life  
Hobbies & interests  
Age/Health  
Self confidence 
Loyalty  
Efficiency  
Initiative  
Emotional stability  
Hard working 
 
Find out your most striking qualities from the above list, and try to impress upon the 
interviewer that you posses the same. 

 

This document is created with trial version of CHM2PDF Pilot 2.15.68.



This document is created with trial version of CHM2PDF Pilot 2.15.68.



This document is created with trial version of CHM2PDF Pilot 2.15.68.



Your query has been sent to the counselor. Look forward to receiving a reply form the counselor on your query.  
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One to One Interview
In this format there is one interviewer 
only. This is the case in most situations. 
You need to remember that in this type of 
interview, all judgements will be based on 
one person's observations. You also need 
to focus eye contact with the interviewer, 
which is true for any case for that matter.  

  
The disadvantage here is that the range of questions will be narrower in this 
case as compared to that in a panel interview 
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FAQ's

1 Would it be right if I ask the company about the salary that they are willing to  
offer ? 
It depends. One can ask this during the pre-placement talk during campus recruitment, or even when you 
are having an advantageous position - they need you more than you need them. However, in India, the 
interviewers expect that such questions are not raised during the interview. They will be indicated to the 
selected candidates in most cases.  

2 Should I contact the company if I do not get a reply within a weeks time or  
so ? 
Yes. There is no harm in doing so. Look at it this way. No one has lost a job opportunity just because 
he/she called up to know the status. However, do not contact them if you are aware that they have yet 
to take a decision, or, if they have already come up with a shortlist. Typically, at the close of the 
interview or earlier, you would have been told, as to the time period within which to expect an answer.  

3 What do I say if I do not know the answer to some simple question ? 
Let them know first, that you are aware that this is quite a simple one, but cannot get the answer since 
you are nervous/cannot get the right word, or simply ignored that area of knowledge gathering. In any 
case, it is better to say "I don't know" rather than trying to cook up an answer. 

4 If I know someone in the company, what do you suggest I can do ? 
When given an opportunity during the interview, you can state "I would like to work for your 
organization, especially since I know that Mr. XYZ, a friend of mine, is working here. He tells me that this 
is a great place to be in." Before the interview, you can use your friend's "inside info" by asking him about 
the company's products, methods, technologies, style of operations, interview styles, etc. Do let him 
know the date & time of the interview, so that he can meet you if he feel so.  

5 If I have been called for an interview but I just cannot make it due to whatever reason, do you 
think I could seek a change in timing ? 
Normally this is bad manners. However, an answer(if this is true) will work well for you: "Sir, I do 
understand that timing is important. However, I am compelled to stay put at my present organization at 
this time, since I am responsible for a major new launch which is scheduled tomorrow." 

6 What do I do if I see a family friend in the interview panel ? 
As you enter the interview room, you suddenly notice that one of the panel members is known to you. 
Your reaction has to be a combination of two aspects that you need to keep in mind: 
a) The fact that you must greet him and show recognition  
b) The fact that this is not a general meeting point, but a place where your application for job in the 
organization is being processed. 

Typically, a "Hello" with a recognizing smile is good enough. The other members, or the acquaintance 
himself would expand further, and the rest would be made aware that you know each other. Please note 
that the acquaintance too would be slightly uncomfortable in this situation.  

7 When the company asks me for my salary expectations, what is the best answer ? 
This depends whether you are a fresh candidate or already in a job. If you are being recruited from 
campus, the typical answer would be "While you would be having a standard salary scale, I would be glad 
if the figure you offer is close or better to the industry standards."  

In case you already have a job, you can state your current salary, your expected salary, the salary 
people of your abilities, skills and knowledge get, and last but not the least, your actual needs. This 
gives a very fair picture to the company of the expectations and its reasoning.  
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8 What do I tell to my references (before the interview)? 
If you feel that you would be going through a lot of interviews, you need to let your references know 
that you have referred their name in the resume. You may chose to let them know the company name, if 
required. In any case, it is not good to surprise your references, by having the company suddenly call up 
on them to check your credentials. Needless to say, a copy of your resume with the reference would be 
worth it. 

9 Can I take along my work(project reports, designs, etc.) to the interview ? 
Certainly. In fact, it is necessary in cases you are a graphic designer, an artist, a writer etc.  

10 How do I get over nervous moments just before the interview ? 
This is quite common. Think of this from a different perspective for the time being. Consider that the 
need started from the company that is looking out for people. The company would thus be certainly 
happy if their requirements are met by you. Think of it as a fit between you and the company, not as an 
examination. This interview is not an end of the world situation, there are always several other 
organisations. 

In the practical viewpoint, the best idea is to read a joke book(unless you laugh out real loud), or to chat 
on some general topic with other candidates.  

11 Does it help asking others, who have just finished their interviews, as to what is being asked in 
the interview ? 
Sometimes yes, Sometimes not. If you are the nervous, curious type, you should avoid doing so, since it 
adds to your nervousness, and lose your focus. Yes, if you see that the typical questions belong to a 
specific technical area(which is often the case). A smart interviewer will ensure that the interview 
questions to one are not relevant or not asked to the other candidates. Thus, in most cases, asking 
others does not help. 
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Introduction

For many interviewees a major difficulty is that they are unskilled in 
presenting themselves in Interviews. As a result, they do not always get 
the jobs they should. Normally interviewers make up their minds very early 
on in the interview, and that personal chemistry between interviewer and 
interviewee is more powerful in influencing the recruiter's decision than 
anything the applicant has achieved.  
 
Use the period available till the interview date to the fullest. Investing your 
time during this period will probably help you get a job in your dream 
organization for years!.  
 
 

This document is created with trial version of CHM2PDF Pilot 2.15.68.



 

 

 

 

 

 

 

[Main Page]

This document is created with trial version of CHM2PDF Pilot 2.15.68.



 

 

 

 

 

 

 

[Main Page]

 

  

FAQ's

1 Would it be right if I ask the company about the salary that they are willing to  
offer ? 
It depends. One can ask this during the pre-placement talk during campus 
recruitment, or even when you are having an advantageous position - they need you 
more than you need them. However, in India, the interviewers expect that such 
questions are not raised during the interview. They will be indicated to the selected 
candidates in most cases.  

2 Should I contact the company if I do not get a reply within a weeks time or  
so ? 
Yes. There is no harm in doing so. Look at it this way. No one has lost a job 
opportunity just because he/she called up to know the status. However, do not 
contact them if you are aware that they have yet to take a decision, or, if they have 
already come up with a shortlist. Typically, at the close of the interview or earlier, 
you would have been told, as to the time period within which to expect an answer.  

3 What do I say if I do not know the answer to some simple question ? 
Let them know first, that you are aware that this is quite a simple one, but cannot 
get the answer since you are nervous/cannot get the right word, or simply ignored 
that area of knowledge gathering. In any case, it is better to say "I don't know" 
rather than trying to cook up an answer. 

4 If I know someone in the company, what do you suggest I can do ? 
When given an opportunity during the interview, you can state "I would like to work 
for your organization, especially since I know that Mr. XYZ, a friend of mine, is 
working here. He tells me that this is a great place to be in." Before the interview, 
you can use your friend's "inside info" by asking him about the company's products, 
methods, technologies, style of operations, interview styles, etc. Do let him know the 
date & time of the interview, so that he can meet you if he feel so.  

5 If I have been called for an interview but I just cannot make it due to whatever 
reason, do you think I could seek a change in timing ? 
Normally this is bad manners. However, an answer(if this is true) will work well for 
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you: "Sir, I do understand that timing is important. However, I am compelled to stay 
put at my present organization at this time, since I am responsible for a major new 
launch which is scheduled tomorrow." 

6 What do I do if I see a family friend in the interview panel ? 
As you enter the interview room, you suddenly notice that one of the panel members 
is known to you. Your reaction has to be a combination of two aspects that you need 
to keep in mind: 
a) The fact that you must greet him and show recognition  
b) The fact that this is not a general meeting point, but a place where your 
application for job in the organization is being processed. 

Typically, a "Hello" with a recognizing smile is good enough. The other members, or 
the acquaintance himself would expand further, and the rest would be made aware 
that you know each other. Please note that the acquaintance too would be slightly 
uncomfortable in this situation.  

7 When the company asks me for my salary expectations, what is the best 
answer ? 
This depends whether you are a fresh candidate or already in a job. If you are being 
recruited from campus, the typical answer would be "While you would be having a 
standard salary scale, I would be glad if the figure you offer is close or better to the 
industry standards."  

In case you already have a job, you can state your current salary, your expected 
salary, the salary people of your abilities, skills and knowledge get, and last but not 
the least, your actual needs. This gives a very fair picture to the company of the 
expectations and its reasoning.  

8 What do I tell to my references (before the interview)? 
If you feel that you would be going through a lot of interviews, you need to let your 
references know that you have referred their name in the resume. You may chose to 
let them know the company name, if required. In any case, it is not good to surprise 
your references, by having the company suddenly call up on them to check your 
credentials. Needless to say, a copy of your resume with the reference would be 
worth it. 

9 Can I take along my work(project reports, designs, etc.) to the interview ? 
Certainly. In fact, it is necessary in cases you are a graphic designer, an artist, a 
writer etc.  

10 How do I get over nervous moments just before the interview ? 
This is quite common. Think of this from a different perspective for the time being. 
Consider that the need started from the company that is looking out for people. The 
company would thus be certainly happy if their requirements are met by you. Think of 
it as a fit between you and the company, not as an examination. This interview is not 
an end of the world situation, there are always several other organisations. 

In the practical viewpoint, the best idea is to read a joke book(unless you laugh out 
real loud), or to chat on some general topic with other candidates.  

11 Does it help asking others, who have just finished their interviews, as to what 
is being asked in the interview ? 
Sometimes yes, Sometimes not. If you are the nervous, curious type, you should 
avoid doing so, since it adds to your nervousness, and lose your focus. Yes, if you 
see that the typical questions belong to a specific technical area(which is often the 
case). A smart interviewer will ensure that the interview questions to one are not 
relevant or not asked to the other candidates. Thus, in most cases, asking others 
does not help. 
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'INTERVIEW' the word itself scares most of the people. Trembling feet, sweaty 
palms, cold feet these are the general symptoms an interviewee comes across. 

There is no need to be nervous!! An interview apart from checking your 
knowledge in a specified field , is to know about you, yourself, your values and 

opinion. If you have an aptitude to learn and can present yourself in a 
professional way that appeals the interviewer and fit into the company's job 

profile, you are the right candidate! Be confident about yourself and the abilities 
you possess & the dream job is yours!! We are here to lend a helping hand.

GO AHEAD....

Use navigation buttons provided at the top of the page to browse 
through.

To return back to this page, click on [Main Page] link provided on each page.

Click here to quit. 
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Introduction

The introduction will include the welcome, 
personal introductions, and clarification as to 
how much you know about the organization 
and the post to be filled. The interviewer will 
try to make you relax, establish rapport, and 
set up a natural conversational flow. 
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Test Yourself Quiz on Interviews WBT
 

How To: 
Select appropriate answers to the questions. 

You will immediately know if the answer is right or wrong. 
  

1)If you are an hour late for the interview, you will

 nmlkj a)Not say anything and hope that the interviewer will not realize it.

 nmlkj
b) Apologize for the delay and state a reason, provided it is a good one, and 
request to be given a chance for being interviewed.

 nmlkj
c)Skip the interview totally and lose the opportunity, since you feel that you 
will be turned away in any case.

 nmlkj
d) Put back your watch, and when they ask why you were late, say that you 
followed your watch, and felt that you were on the right track.

 

2) To the question: "You have changed jobs more frequently than is usual. Why is that ?" 
what is the most inappropriate reply among the following ? 

 nmlkj
a) Give reason such as downsizing, dead end positions, company closed down, 
etc.

 nmlkj b) Say that you never had the right opportunity till you got this one 

 nmlkj
c) State that it is a career change and show how the experience and skills 
support this change to the recruiting organisation 

 nmlkj
d) Complain about what was wrong with each of your ex-employers that made 
you quit 

 

3) A good dressing sense at the interview will give you an edge over others. True or False ?

 nmlkj True

 nmlkj False

 

4)The interview in which you do not come face to face with the interviewer is the 
__________ interview:

 nmlkj Personal

 nmlkj Telephone

 nmlkj Panel Interview

 nmlkj Group Interview
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5) You are typically judged on the basis of various aspects. Which one of the following is 
typically not the basis of judgement during interviews ? 

 nmlkj a) Your qualifications

 nmlkj b) Intellectual ability

 nmlkj c) Personality

 nmlkj d) Your financial background

 

6)Which of the following is a quality that is typically expected from potential recruits ?

  nmlkj a) Right attitude

 nmlkj b) Emotional nature

 nmlkj c) Sensitive

 nmlkj d) Generosity

 

7)By studying body language, we benefit, because:

  nmlkj a) We can correct our own actions

  nmlkj b) We can get an idea what is on the interviewers mind

  nmlkj c) Both a & b

  nmlkj d) We can study the actions of others waiting to be interviewed

 

8)If you are asked about your weaknesses, you would… 
  nmlkj a) Tell your top three weaknesses and hope for the best 

  nmlkj b) Tell that you have overcome all your weaknesses 

  nmlkj

c) Tell them a weakness which indirectly works out as a strength but has an 
associated minor weakness. (Such as "I expect every subordinate to work 
hard")

  nmlkj
d) Tell them a weakness answer which you have read from a book, but is no 
way your weakness. In short, cover up with a fake weakness
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Looking Good

Physical attractiveness influences selection. 
The way you present yourself decides a lot of 
things from the interviewer's point of view. 
One can understand various aspects of a 
personality just by observing his dressing 
sense.  

Here are some basic rules for good dressing:  
 
 
1) Dress to suit yourself - style and color - rather than high fashion.  
 
2) Be traditional rather than avant-grade  
 
3) Darker colors are more powerful than lighter colors  
 
4) Get a good haircut  
 
5) Buy good shoes and keep them clean.  
 
6) If you buy a new outfit practice wearing it before the interview  
 
7) Dress to the stereotype of the industry or function  
 
8) Coordinate your colors. Matching is important.  
 
Other things being equal, a job goes to a person who is fittest amongst the 
lot, or at least appears in good health. All this is labeled as impression 
management. Visit the firm and notice from a distance, what people are 
wearing in terms of style, color and accessories.  
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'INTERVIEW' the word itself scares most of the people. Trembling feet, sweaty palms, cold feet 
these are the general symptoms an interviewee comes across. There is no need to be nervous!! 

An interview apart from checking your knowledge in a specified field , is to know about you, 
yourself, your values and opinion. If you have an aptitude to learn and can present yourself in a 
professional way that appeals the interviewer and fit into the company's job profile, you are the 

right candidate! Be confident about yourself and the abilities you possess & the dream job is 
yours!! We are here to lend a helping hand.

GO AHEAD....

Use navigation buttons provided at the top of the page to browse through.

To return back to this page, click on [Main Page] link provided on each page.

Click here to quit. 
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Conclusion

The conclusion will offer you a chance to clear up doubts and make any final points. It will be 
made clear what the remaining stages of the process are, roughly how long they will take, 
and end with a polite but non-committal farewell. 
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Employer's Expectations

Employers seek to gather information about the candidate in an interview mainly in the 
following areas: 
 
Physical Make-up and Manners 
- Appearance  
- Poise  
- Speech  
 
Qualifications  
- Education  
- Training  
- Experience  
 
Personality  
- Self-reliance/ Confidence  
- Initiative  
- Team Spirit  
- Leadership Qualities  
 
Intellectual Ability  
- Intelligence  
- Memory  
- Potential for Development 
 
Motivation  
- Objectives  
- Interests  
- Consistency  
- Aptitude  

While very few of these can be improved upon at the last moment, it is important for you to 
know what is important - and to make the interviewer aware of these strengths.  
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For Fresh Graduates

For these questions, it would do you good to get in touch with a counselor, your seniors in 
various companies, or your colleagues themselves. 

Tell me about your projects ? 

What is your strongest weakest subject ? Why ? 

Why did you chose to take up an education in … ?  

Tell me about your career aspirations

What attracts you to this industry ?

Why are you interested in working for us ? 

What is the result that you expect 
from your exams ? 

Where do you see yourself in 5/10 years time ? 

What are you looking for in a career ? 

What are you looking for in a job ? 

Tell me something about your ambitions ? 

What do you think is the formula for success in college ? 

What other companies have you been selected/short-listed for ? 

Who is your favorite professor ? Why ? 

What do you know about the job ? 

Tell me about your family background. 

What is your definition of success ? 

Is there anything else that you wish to state ? 

What factors influenced you to join this institute ? 

Why did you chose this elective ? 

Can you work overtime and on weekends ? 
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Introduction

The introduction will include the welcome, personal 
introductions, and clarification as to how much you 
know about the organization and the post to be filled. 
The interviewer will try to make you relax, establish 
rapport, and set up a natural conversational flow. 
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Methodical questioning

Methodical questioning will usually constitute the bulk of the interview. Based on CV it will 
aim to explore your past, present and future and their relevance to the current post to be 
filled. 
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Stress Questions

Note: The answers provided are a guide. It is up to you to select the best approach to 
these stress questions.  
 
Why should we select you ?  
In your reply…   
Have two to three points ready on this. You can highlight your understanding of the business 
segment that the company is in. Explain in short how your skills, knowledge and abilities 
match the job requirements. State your unique selling point. Be enthusiastic, and confident. 
Use examples.  
 
Describe a time when you felt that things were not going well.  
What will you do if we do not take you ?  
A probable reply:  
I will continue with my existing job as I have been doing for the past several years. I will 
keep looking for good opportunities like yours. However, I am quite positive and have good 
hopes of succeeding with you.  
Or…   
I will probably kick myself for not presenting myself to the best of my abilities. A job 
opportunity such as yours is a rare one and I will miss that.  

What is it that you do not like about your boss ?  
In your reply:  
State that everyone has their pluses and minuses. State that, in any case, this is not your 
reason for leaving, but something else is. You can probably state that (if true) a boss like the 
one you have is rare to find, and a difficult one to quit on, irrespective of minor things such 
as … (state a minor weakness of your boss)  

What do you think is your market  
value ?  
Your reply…  
Sir, despite being considered as an invaluable asset of my existing organization, I do not feel 
that I need to do my valuation. I feel that everyone is valuable in his or her own right. It all 
depends on how the company utilizes my skills, abilities and knowledge to its maximum 
benefit.  
 
How long do you think you will work for us ?  
Your reply…  
With due respect sir, I have got no answer to this question. At this point, I am keen to 
getting an opportunity to work for an organization such as yours. From what I have heard, 
once a person joins your organization, no one thinks of quitting the job - it is so interesting!  

Whom should we select from your class if we did not select you ?  
Your reply…  
I do not consider myself capable of passing judgements on my classmates, especially when it 
comes to job suitability. However, I definitely feel that you will be able to pick quite a few 
from our institute, including myself.  
 
How would your worst enemy describe your character ?  
Your reply…  
He would describe me with his own viewpoint. However, I feel that Whatever else he may 
say, he cannot leave out the fact that…(state your unique selling point).  
 
Tell me something that makes you really angry.  
Your reply…  
Looking back, I now realize the few times that I have actually got very angry, or at least 
expressed my anger. What makes me angry is hypocrisy, laziness and lack of commitment, 
especially after one promises to deliver.  
 
What would you like to change about yourself ?  
In your reply…  
Take a positive aspect about you and state that you will like to improve on it further. Don't 
say that nothing needs change.  
 
How would you rate your writing skills compared to your verbal skills ?  
In your reply…  
State that both are important. Also, state that you are better off in one than the other, and 
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are planning to improvise on that. Also show how the stronger one is leveraged better for the 
job.  
 
How long would it take you to make a contribution to our company ? 
In your reply…  
Give examples of how quickly you settled in your previous job. Ask the interviewer which 
areas are important for the company for you to contribute in. Then restate your abilities to 
adapt there.  
 
Have you ever misjudged something ? How could you have prevented the mistake ?  
In your reply…  
Discuss a specific but minor example. State your gains, what you learnt from this mistake. 
State what steps you are taking to prevent such situations from happening again.  
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Typical Questions

We have found out that the following questions are most often asked across all types of 
interviews. Since most of them refer to specific situations, it will not be possible to provide 
model answers to each. Your best approach would be to answer each of these aloud till you 
get confident on all aspects.  

Tell me about yourself. 
 
What are your major achievements?  
What are your strengths?  
What are your weaknesses?  
What interests you most in your work?  
What sort of salary are you expecting?  
What has been the highlight of your career so far?  
What would you want to work for us?  
What are you good at?  
What sort of a person are you?  
What do you do in your spare time?  
What motivates you?  
What would your colleagues say about you?  
Do you like to work in a team or on your own?  
What is your contribution in the team effort?  
What motivates you?  
 
Tell me a time when you successfully managed a difficult situation at work.  

What do you think you can bring to the company?  
What decisions do you find easy to take? 
How do you respond under stress?  
Give an example What makes you think you can be successful with us? 
What are the three things that I should know about you?  
What books have you read recently? 
Are you a follower or a leader? 
What do you know about our competition? 
How do you organize your time?  
What are you dissatisfied with in your present job? 
 
 

This document is created with trial version of CHM2PDF Pilot 2.15.68.



Your Questions

This is usually asked at the end of the interview.  
 
Question: 'Have you any questions for us?'  
Answer: Yes. But may I say how much I have enjoyed our discussion (it costs nothing to be 
polite) and I would like to say now that I am definitely interested in joining you (shows you 
are motivated) because (complete the answer in not more than 30-word.statement).  
 
And then say 'Now the question I would like to ask is: `What would you expect me to 
achieve in the first six months after the appointment?'  
 
The advantage of this question is  
· It gets you off the job description that is usually prepared by personnel and into job targets 
which is why the job really exists.  
· You can then pull out anything from your experience that you have not had an opportunity 
to talk about but has a direct bearing on the specified key result areas.  
 
What you have successfully done is:  
· Not broken rote as the interviewee  
· Been able to extend the interview  
· Got across evidence about yourself that is directly relevant for the real job.  
· Concluded the interview on a positive note  
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Test Yourself Quiz on Interviews WBT
 

How To: 
Select appropriate answers to the questions. 

You will immediately know if the answer is right or wrong. 
  

1)If you are an hour late for the interview, you will

 nmlkj a)Not say anything and hope that the interviewer will not realize it.

 nmlkj
b) Apologize for the delay and state a reason, provided it is a good one, and request to be given 
a chance for being interviewed.

 nmlkj
c)Skip the interview totally and lose the opportunity, since you feel that you will be turned away 
in any case.

 nmlkj
d) Put back your watch, and when they ask why you were late, say that you followed your 
watch, and felt that you were on the right track.

 

2) To the question: "You have changed jobs more frequently than is usual. Why is that ?" what is the most 
inappropriate reply among the following ? 

 nmlkj a) Give reason such as downsizing, dead end positions, company closed down, etc.

 nmlkj b) Say that you never had the right opportunity till you got this one 

 nmlkj
c) State that it is a career change and show how the experience and skills support this change 
to the recruiting organisation 

 nmlkj d) Complain about what was wrong with each of your ex-employers that made you quit 
 

3) A good dressing sense at the interview will give you an edge over others. True or False ?

 nmlkj True

 nmlkj False

 

4)The interview in which you do not come face to face with the interviewer is the __________ interview:

 nmlkj Personal

 nmlkj Telephone

 nmlkj Panel Interview

 nmlkj Group Interview

 

5) You are typically judged on the basis of various aspects. Which one of the following is typically not the basis of 
judgement during interviews ? 

 nmlkj a) Your qualifications

 nmlkj b) Intellectual ability

 nmlkj c) Personality

 nmlkj d) Your financial background

 

6)Which of the following is a quality that is typically expected from potential recruits ?

  nmlkj a) Right attitude

 nmlkj b) Emotional nature

 nmlkj c) Sensitive

 nmlkj d) Generosity
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7)By studying body language, we benefit, because:

  nmlkj a) We can correct our own actions

  nmlkj b) We can get an idea what is on the interviewers mind

  nmlkj c) Both a & b

  nmlkj d) We can study the actions of others waiting to be interviewed

 

8)If you are asked about your weaknesses, you would… 
  nmlkj a) Tell your top three weaknesses and hope for the best 

  nmlkj b) Tell that you have overcome all your weaknesses 

  nmlkj
c) Tell them a weakness which indirectly works out as a strength but has an associated minor 
weakness. (Such as "I expect every subordinate to work hard")

  nmlkj
d) Tell them a weakness answer which you have read from a book, but is no way your weakness. 
In short, cover up with a fake weakness
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Body language and Non Verbal Clue's (NVC)

What we say with our bodies is very powerful, and you can increase your likelihood of 
success by ensuring that you give out positive NVCs.  
 
The major positive NVCs are as follows:  
1) A higher smile rate  
2) Nodding the head when the interviewer is speaking  
3) Leaning forward while listening and when replying  
4) A high level of eye contact all of which deliver a positive message to the interviewer that 
you are important - which, of course, you are.  
5) The result of all this is that you are more likely to be given a favorable rating than a 
candidate who does none or very few of these things. However, it is important not to overdo 
things and it would be sensible to practice. 
 
Often, in panel interviews, one interviewer focuses on body language of the interviewee. It 
would be good to ask someone to study your body language.  
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Do's and Don'ts 

Do's  
 
1) Reply to questions after hearing them well, to the 
point, with confidence but politely avoid 
unpleasantness.  
2) Reply to questions reflects your in-depth knowledge, 
amicability with people and respect for elders.  

  
3) Reply to questions showing your keen interest in doing work with enthusiasm for achieving 
results.  
4) Reply to questions in such a way, as if to bring the board members towards the topic in 
which you have a mastery.  
5) You can also seek guidance from the board members about a question you do not follow.  
6) No one is going to give you a job on the basis of a handshake, but a good friendly and firm 
handshake may just contribute to the overall impression you wish to create.  
 
INVEST IN YOURSELF. A job interview rarely lasts longer than an hour, but its 
consequences may last for years.  
 
DON'Ts  

1) Do not use Hi-Fi words in your replies, otherwise somebody may stress too much on that 
and `flop' you.  
2) Do not beat around the bush or hide your ignorance by using words like: `Why should we 
do that' or `It depends'.  
3) Do not reply to questions in a manner as if to limelight yourself too much and hurt the ego 
of the board members.  
4) Do not argue too much with the interviewer, unnecessarily, even if you disagree with 
some member's views-remember interview is not the forum for it.  
5) Do not use language like "I am not sure ... but it may be" or "I may be wrong but it should 
be". This type of language reflects inferiority complex.  
6) Take care that you do not indulge in certain mannerisms in your speech or behavior. 
Expressions like `err', `you know', `Oh my God', `well,' etc., should be avoided.  
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Etiquette

The following etiquette would be useful when facing an interview: 
 
1) Legs: A low cross or "athletic" position is appropriate.  
2) Hands: Keep your hands lower than your elbows. Rest them on your thighs or clasp them 
in a low steeple.  
3) Eyes: Look at the interviewer in the which makes the interviewer look confident.  
4) Handshake: Shake hands with the interviewer only if he intiates the action.  
5) It is likely that on some occasions, you may require to be with the interview at mealtime.  
 
Here are some mealtime manners to keep in mind:  
 
6) Do not drink alcohol or smoke. This is not the best time to do so.  
7) Do not order the most expensive or inexpensive thing on the menu  
8) Do not over order and waste food.  
9) Order something that is easy to eat.  
10) Order something similar to the interviewer - or better still, ask the interviewer to suggest 
something.  
11) Doing what the interviewer does, makes the interviewer feel that you have the same 
wavelength.  
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Important Tips

1) First impression is important  
2) You will be judged by: - Your educational qualification - Your work experience - Your body 
language - Your manners - The way you dress - Your ability to absorb the information and 
interpret it intelligently and clearly  
3) Being late for an interview is like committing professional Harakiri (Japanese term for 
suicide)  
4) Listen carefully; don't answer what you have not been asked; pay attention to the exact 
wording of the question  
5) Keep your facial expression pleasant; smile only if the occasion demands  
6) While answering the questions look directly at the person asking the questions but don't 
stare  
7) It is better to admit if you don't know something, than trying to bluff  
8) Observe etiquette's  
9) Express enthusiasm.  
10) Say `please' and thank you' whenever required  
11) Never look at your watch  
12) You can ask for the job indirectly-say, "When can I expect to hear from you"  
13) Don't forget to say "Thank you!" at the end of an interview to every interviewer before 
leaving.  
14) Shake hands only if the other person initiates the gesture  
15) Pick up your handbag and move the chair back into the place if you have had to push it 
back to rise  
16) Walk out confidently without looking back  
17) Gently shut the door behind you as you leave  
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Looking Good

Physical attractiveness influences selection. The way you 
present yourself decides a lot of things from the 
interviewer's point of view. One can understand various 
aspects of a personality just by observing his dressing 
sense.  

Here are some basic rules for good dressing:  
 
 
1) Dress to suit yourself - style and color - rather than high fashion.  
 
2) Be traditional rather than avant-grade  
 
3) Darker colors are more powerful than lighter colors  
 
4) Get a good haircut  
 
5) Buy good shoes and keep them clean.  
 
6) If you buy a new outfit practice wearing it before the interview  
 
7) Dress to the stereotype of the industry or function  
 
8) Coordinate your colors. Matching is important.  
 
Other things being equal, a job goes to a person who is fittest amongst the lot, or at least 
appears in good health. All this is labeled as impression management. Visit the firm and notice 
from a distance, what people are wearing in terms of style, color and accessories.  
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Making Your Impression

A candidate who wants to get a job should treat himself much like a new product and 
market himself by earning and preserving impressions, which he can create through deeds 
and communication skills. Good deeds and good words are equally important. To create a 
better impression keeps the following points in mind. 

1) Self Description Talking about achievements, academic or otherwise, at the opportune 
moment helps you in creating a favorable image.  

2) Conformity Agreeing with the interviewer on certain issues and expressing your views in 
appreciation of the interviewer's viewpoint help in generating goodwill.  

3) Neutralize your negative points It is quite natural to forget something or do something 
which may create a negative impression. Try to neutralize the negative action with other 
positive actions. Use of commonsense and presence of mind can help you in this respect.  

4) Apologize when and where necessary It is better to admit your fault or ignorance than 
bluffing. Superiors appreciate an honest failure.  

5) Acclaim Art of presenting a success story in any area of your life is a strong instrument 
of creating an impression. But do not overdo it. It is a part of self-marketing skills provided 
you have facts and figures ready:  

6) Improve listening skills Sincere listeners are a rare species. They are a highly 
respected lot in the company as they are perceived to be receptive, empathetic and 
cooperative.  

7) Improve non-verbal presentation Outward and decent physical appearance, manners, 
facial expressions, warm gestures and dress habits could convey `business like' impressions  

8) Be well prepared If you take the interview casually, it is. certain that you will also be 
taken casually by the interviewers in which case your chances of success in interview are 
bleak: You need to prepare for interview thoroughly.  
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Video Conferencing Interview

A relatively new form of interviewing here. The key here is 
that when you talk to the interviewer, you need to talk as 
if he is in front of you, not miles across. So, treat it like a 
face to face interview. 
 
For video conferencing, there may be some communication 
hiccups. Therefore, ensure that you speak to the point, 
and the most important points first. Make sure you move 
little to take care of slow connections. Time is precious. 
Be quick in answering to questions.  
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Campus Interview

Here the territory is known, so is your competition. 
Typically there will be an initial shortlist based on the 
bio-data's, then on the basis of a written test/Group 
Discussion and finally the interview. 
 
Ensure that you pay attention to the pre-placement 
talk.  

This may be useful while answering questions from the company's point of view.  
 
Since you are still studying, you will need to impress upon the interviewers that you 
understand the needs of working in professional organizations, and that you have it in you to 
perform as per their expectations. In most cases, the interview questions are likely to focus 
on specific subject areas. Also, you would notice that in several cases, selection is 
comparative, keeping in mind a specific quota per institute. 
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Serial Interviews

You are typically passed from interviewer to interviewer. 
This is a long process. You strengthen your chances each 
time you move further. 
 
When you are interviewed by one person after another, 
consistency  

  
counts. Do not tell one person one story and a different one to the other, for the same 
question. When the team members sit together to compare notes, they should not have 
different versions. 
 
Use this format of interviewing to your advantage - As you progress further on the series, 
you can know more about the company's expectations, and use this information to fine tune 
your answers to the next interviewer.  
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One to One Interview
In this format there is one interviewer only. This is 
the case in most situations. You need to remember 
that in this type of interview, all judgements will be 
based on one person's observations. You also need 
to focus eye contact with the interviewer, which is 
true for any case for that matter.  

  
The disadvantage here is that the range of questions will be narrower in this case as 
compared to that in a panel interview 
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Panel Interviews

Typically a panel interview could take place when the 
organization wishes to analyze the candidate from 
multiple perspectives, from various angles. The purpose 
of a panel interview is to highlight your interpersonal 
skills, leadership, and your ability to think on your feet 
and deal with issues in a stressful setting. 
 

  
Use a notebook to record several simultaneous questions, explaining that you don't want to 
omit responding to anyone's important concern. 
 
Make sure that you address all the panel members, not just the one asking the question.  
 
Also, you need to ensure that each member is satisfied with your answers. You thus need to 
find out what interests each person, and then speak from each one's point of view.  
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Telephonic Interviews

This form of interviewing is on the rise, especially with the 
software industry. The reason why this is preferred is that it 
saves time, money and space.  
 
The interviewee does not get a chance to visibly please the 
interviewer. He has to depend on voice modulation and 
pitch.  
 

Ensure that you have all the relevant material accessible near the phone. Keep the phone 
area free from disturbance. If possible, transfer the phone to a quite location. 
 
Keep some set of key points in front of you, as also strong key words. Take advantage of 
the situation that he cannot see you. Better still, if you feel comfortable with the situation, 
keep the speaker phone on, and have a friend listen into your conversation. He can help you 
out with answers by writing points while you speak to the interviewer. All this provided you 
can focus on reading and talking at the same time.  
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Walk-In Interview 

Here, any individual can walk in to the specified location, and submit his resume. In most 
cases, this is done to shorten the duration of the recruitment process. 
 
One needs to ensure that he has a 30 second punch line - the unique selling point. This is 
useful in cases where there are far more applicants than the number that can be processed. 
Also, the duration of the interview may get shortened (to even up to 3 minutes) to ensure 
that all are covered.  
 
With a large rush of people, do not lose your confidence and focus. Keep your documents 
easily retrievable, and your statements to the point.  
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