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Step 11: Interviewing: It's Now or Never

Worksheet #39a

20 Points to Remember
in Job Hunting

Review the 20 points here.Then answer the questions at the end of the exercise.

1. You have done more than you think. You have used skills you did not
recognize; you have values you hold and interests that have become a
part of your life. Pick two skills, two principles, and two interests. Learn
to express them quickly and clearly. Memorize your power words!

2. Most jobs are not advertised. The best way to find job openings is to
contact companies directly and network with people you know.

3. Jobs go to people who can communicate their qualifications and show
genuine enthusiasm. People hire people they like. Practice your
interviewing skills.

4. Write your resume early in your job search. It will help you with your
application, paper work, and interviewing techniques.

5. The application form is very important. Give it the respect it deserves. It
can keep you from getting the interview. If you are hired, it becomes a
permanent part of your file. Do not leave any blanks. Do not tell any
lies!

6. Follow up with the employer after you have submitted your application.
Be polite but be persistent and try to get an answer.

7. Appearance is very important in a job interview. You only have one
chance to make a good impression. You don’t have to spend money for
new clothes, but your clothes must be clean, pressed, and appropriate
for the interview. You must have a well-scrubbed look.

8. A handshake is a polite, proper icebreaker. It should be firm but not !
painful.

9. The interview is a two-way conversation. It is your opportunity to tell an 3
employer about yourself and to ask questions about the job and the
company. Do not mumble.
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Step 11: Interviewing: It’s Now or Never

Show an interest in the job. Show an interest in helping the employer. It
shows a willingness to do more. Ask a few questions. It shows you are
interested.

Stress your strengths. If your grades are fair to good, say so. If your
attendance is good, say so. If you have participated in school activities,
say so. If you participate in sports, say so.

Tell the employer your job objectives. Make them clear, but be open to
change.

Mention future plans only if appropriate. Your plans must make you
appear to be an asset to the employer. Don‘t spend a lot of time telling
the employer what you want to do after this job.

Gather information about the job and the company. Do your homework
to give yourself a head start.

Look your interviewer squarely in the nose. It's easier than looking him
or her in the eye and he or she will never know.

When ending the interview, ask for the job. You don’t have to say,
“Pretty please, | want the job.” You can be very persuasive in your own
manner and style.

Thank the employer for his or her time. Follow up with a thank-you
note.

Be at work consistently and on time. You cannot be a good employee if
you are always late or miss work often. Regardless of the reason, your
skills will not carry you if you are not reliable. Tell yourself, “I will always
be there. | will always be on time.”

Take responsibility for your own actions. You are responsible for
yourself.

Remember, employers are mostly concerned about themselves. If you
make them look bad, they will find a way to let you go. If you make
them look good, they will try in every way 1o keep you as an employee
and help you up the ladder. If you do not remember anything else,
remember this: Make your boss look good.
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