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INTRODUCTION 

A job interview is a screen test, an act. Getting hired depends 
almost completely on the actor factor. If you know your lines, 
perfect your delivery, and dress for the part, you’ll get hired. If 
you don’t, you won’t. No retakes. No bit parts. 

For almost a decade, I was behind a personnel director’s 
desk, interviewing applicants of every age, stage, and wage, 
every day (and night—in my sleep). I’ve probably read every 
book on how to interview. I’ve taken courses on it. I’ve even 
trained supervisors on how to do it. 

I rapped nonstop about interviewing techniques: directive 
or nondirective, specific or general, closed-ended or open-
ended, structured or unstructured, restricted or unrestricted, 
window, choice, hypothetical, theoretical, interpretive, lead-
ing, loaded, stress, interrogation, machine-gun, multiple, 
double, curiosity, and so on. 

Interviewing is a welcome break for supervisors and 
keeps a lot of personnellers off the unemployment line. But 
studying interviewing techniques is a total waste of time for 
a serious job seeker. At best, studying them will get you tired 
long before you’re hired. At worst, it will intimidate you. In-
terviewing hasn’t changed since Laurel hired Hardy. It’s just 
as comical as it has always been. 

Now you can memorize the script in advance. There are 
only so many questions that can be asked and only so many 
ways to ask them. Oh, there might be minor variations—like 
the accent of the interviewer, his or her tone of voice, or a 
pause here and there. Experienced jobgetters appreciate them. 
Otherwise, they’d undoubtedly start snoring before the offers 
were extended. 

Because interviews are so predictable, they’re control-
lable. Only the places and faces change—not the words. And 
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you can have them all embedded in your subconscious, ready 
for instant replay at the drop of an interesting job lead. 

I know—you think background, qualifications, or experi-
ence have something to do with getting hired. You’re right—not 
about the job, though. About interviewing! The director only 
knows what you show. That’s why the actor factor is so critical. 

Twenty-five years ago, I developed the only measure that 
counts: the interview-to-offer ratio. If you ask enough people, 
you’ll find the ratio averages twelve to one: It takes twelve in-
terviews for the average person to get one job offer. That 
means for every person who intuitively knows how to get 
hired every time (or uses our techniques), some walking 
wounded is limping into his or her twenty-fourth interview. 
For every two people who know, there’s someone being car-
ried into his or her forty-eighth, showing battle scars and 
telling war stories. Destroyed, not employed. 

After a while, these folks live with a self-fulfilling 
prophecy: rejection. They might as well just call the inter-
viewer and say, “I’m canceling the interview. Your time is too 
valuable to waste with me.” They’re destined to flub their 
lines from the time the first board claps. 

Tragic. Even more tragic when that interview-to-offer ra-
tio will tumble down for anyone who’ll just follow the pro-
grammed interview system automatically. It’s nothing more 
than preparing that amazing computer between your ears to 
signal your mouth and limbs to move in the right way at the 
right time. 

Unlike your conscious mind, which understands, judges, 
and controls (thinks), your subconscious mind stores infor-
mation. If you give it the right input (images and cues), the 
output (words and actions) will be right, too. 
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The input about interviewing that is now stored back 
there in your subconscious is probably based on a few random 
encounters when you were looking for a job. You were ner-
vous, unprepared, and probably don’t even consciously re-
member how you reflexively responded. In fact, applicants 
forget 90 percent of the dialogue within hours after leaving an 
interviewer’s office! Some are lucky if they even remember 
their own names when they leave. 

This is no way to learn how to respond to something so 
predictable as an interview. There’s no positive reinforce-
ment—no disciplined practice, either. How unfortunate when 
your livelihood and personhood are on the line. 

At first most people are afraid they’ll be like a bionic 
with a broken brain and will just talk or move out of context. 
Not a chance. The subconscious just stores. Words and ac-
tions will happen naturally when the time is right. You’ll 
adapt the delivery to your own vocabulary and mannerisms 
like any accomplished actor. That’s why interviewers will 
never know you’re using the system. They won’t care, either. 
They want that job requisition off their desks and out of 
their lives for as long as possible. They’ll even coach you if 
you know your lines. 

Oh, maybe you have some moral problems with using the 
actor factor to your advantage and not being yourself. If so, I 
suggest you ask a past interviewer for the rating forms he or 
she used on you. It won’t get you hired, but it will open your 
eyes wide to the games interviewers play and to how biased, 
unfair, and incorrect their snap judgments really are. Now 
you can work this to your advantage. 

People who interview well are better employees, too. 
That’s because they’ve learned how to interact on the job—to 
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sell themselves and their ideas to others. They aren’t en-
slaved because they know they can always find another job. 
They’re working because they want to. They’re the ones who 
succeed in their careers: Positive interaction gets people 
hired, promoted, and recruited for better opportunities. They 
develop a loyal fan club, which follows them to the top. 

All you’re doing is taking the most random selection 
process imaginable and controlling it. That’s right, you’re in 
control! No, I don’t recommend that you try to switch seats 
with the interviewer. You’ll never have that much control. 
It’s his or her office and decision (almost). After all, he or she 
can always yell, “Cut!” 

So don’t fight it. Just do it. Let it work for you. Then you 
won’t want to fight it, anyway. You’ll feel great about your-
self when you know you can knock any interview cold. You 
should. You have lifetime unemployment insurance and a su-
percharged career. 

Here’s how to use the programmed interview technique 
to fast-forward your future: 

1.	 Read the questions and answers to yourself once. 

2.	 Customize the questions where necessary to apply to 
your background and target job. 

3.	 Customize the answers where necessary to your vocabu-
lary, background, and target job. (Just don’t change them 
radically; each answer is carefully designed and tested to 
score the most points. The further you deviate from it, 
the more you risk.) 

4.	 Prepare a cassette for yourself containing the most difficult 
questions for you to answer, leaving spaces on the tape to 
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read your answers aloud. (You can stop the tape occasion-
ally to rehearse a particular response, but it is important to 
simulate an interview where the dialogue continues.) 

5.	 Then, play the cassette at least three times a week for the 
next two weeks, sitting in front of a full-length mirror. 
Try to simulate an interview as closely as possible by us-
ing a table for a desk and adding other props. Don’t stop 
the tape. Pay attention to your facial expressions, hand 
movements, and body language. Smile. Look the inter-
viewer (you) in the eye. Try not to speak with your hands. 
Lean forward to make a point. 

6.	 Use your driving, riding, or walking time to listen to the 
cassette and answer the questions. (You can just think the 
answers, but talking aloud to your imaginary friend will 
rivet your attention. Engaging your mouth when your 
brain is in gear is good practice.) 

PREPARATION 

If you want to come out of a job interview with an offer on 
the table, then for you the interview should begin as far in ad-
vance of the date and time of your appointment as possible. 
For starters you’ll want to find out as much as you can prior 
to the big day about the company and the position you’re ap-
plying for. And you’ll need to find out what’s considered ap-
propriate dress and deportment at the company. These issues 
are not as clear-cut as they once were. Traditionally, stan-
dards had been set, which no one questioned. Both men and 
women were expected to dress conservatively (suits and ties 
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for men and business suits or dresses for women). As to per-
sonal conduct, the standard advice was to be reserved and re-
spectful and let the interviewer control the interview. 

Today abiding by these standards certainly will stand you 
in good stead in many situations and professions; when you’re 
in doubt, they can and should be considered your fallback po-
sition. But since the early 1980s, there is no single response to 
how to dress and behave in a job interview. In particular since 
the Internet has come into widespread use, with the concomi-
tant explosion of e-commerce, job applicants may find them-
selves face to face with break-all-the-rules entrepreneurs as 
well as traditional business people—sometimes in the same 
day—who want and expect different things from job candi-
dates. More than ever applicants must prepare themselves by 
researching the firms and people with positions to fill. Let’s 
begin by discussing the importance of learning all you can 
about the company you’ll be interviewing with. 

It’s What You Know 

Unless you know someone at the company where you’ll be in-
terviewing, someone who can and is willing to share with you 
insider information, you have to reverse the adage “It’s not 
what you know, it’s who you know.” To be confident going into 
an interview (which is a primary ingredient in making a good 
impression), you need to find out as much as you can about the 
company—and ideally the person or people—you’ll be inter-
viewing with. Fortunately, this has never been easier. Thanks 
to the Internet, and more specifically the World Wide Web, you 
can find out valuable information about most companies 
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worldwide. No longer do you have to make difficult, some-
times embarrassing phone calls to receptionists or assistants 
and try to eke out any piece of information that might give you 
a leg up on the interview. No longer do you have to go to the li-
brary and track down articles in periodicals or newspapers in 
search of recent news on a company or person. Just log on to the 
Internet, and the business world is at your fingertips—literally. 

Note If you don’t have Internet access from your home, 
most libraries and schools now provide free service to the 
public. 

It’s How You Look 

Since the 1980s, dress in the workplace has become almost 
universally more casual (with a few exceptions, such as the 
legal and investment brokerage professions); even doctors 
wear jeans or chinos under their lab coats (which aren’t even 
always white anymore). What started as casual Fridays have 
become casual all days in many organizations. Perhaps 
prompted by the rapid and widespread emergence of high-
tech companies, many of whose founding entrepreneurs con-
sidered themselves to be rebels against the tight-laced, 
suit-and-tie corporate world, the old rules of suits for men 
and dresses for women have, by and large, fallen by the way-
side. Today most companies, large and small, have loosened 
their dress codes. To the job candidate, this raises difficult 
questions about how to dress for an interview. Do you dress 
the old-fashioned way, meant to show respect and to impress, 
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or do you show your willingness to fit in by dressing as others 
in the company do? The answer is: It depends. 

The following are some guideline questions to ask—and 
get answered—in advance of your scheduled interview. 

How do the employees in your target 
company dress? Does there seem to be a 
standard, a dress code? 

If you don’t know the answer to this, you might just 
want to conduct some on-site casual research (assuming 
you are not traveling out of town to the interview). Hang 
out during rush hour or lunch hour at the company head-
quarters, for example, to see how people are dressed. A 
more direct and surefire approach is to call the human re-
sources department at the company and ask someone 
there what the dress code is. Do not be embarrassed to 
ask this question. It is the job of human resources person-
nel to act as the go-betweens for the employer and em-
ployee candidates. They want to ensure they’re not 
wasting the time of the interviewers by setting them up 
with inappropriate candidates, and they’ll respect your 
desire to dress correctly. 

And don’t forget the Web; most companies now have 
web sites, and a good number of those sites include job op-
portunities sections or pages, where you might be able to 
get the information you need. In particular, if you’re inter-
viewing with a large corporation, you’ll probably discover 
its web site goes into some detail about its recruitment 
procedures. Companies don’t want to waste their time or 
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yours, so they make this information readily available. 
Take advantage of all the sources available to you. 

What if the company is so small it has no 
human resources department or no web site? 

Today, it’s highly unlikely that a company won’t have 
one of these sources of information available, but if this is 
the case, chances are you’ll have a preliminary screening 
interview, often by phone, either with the person you’ll be 
meeting with at a later date or with his or her assistant. 
During that conversation, you may be able to ask about the 
company’s dress code. If you feel it’s inappropriate or un-
comfortable to do so, err on the side of caution: Dress con-
servatively, in traditional business attire—suits for men 
and business suits or dresses for women. 

What if I’m told it’s okay to wear jeans? 

Unless you’re absolutely sure this is acceptable, 
don’t do it. It’s still safer to dress “up”; in general no in-
terviewer is going to penalize you for being too neatly or 
conservatively dressed. I say “in general” because today 
this, too, can be tricky. Some companies today, whose 
owners and executives prize creativeness and the entre-
preneurial spirit, may be put off by someone who appears 
too traditional. Others are returning from casual to tradi-
tional. Again, preparedness is key: Know the industry, 
know the company. Probably a safe level of dress for this 
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type of company is somewhere between traditional and 
casual: for men, chinos, a shirt, tie, and sport coat; for 
women, slacks, shirt, and blazer. 

It’s How You Act 

As important (perhaps even more so) as the clothes you wear 
is how you carry yourself and behave—your deportment. 
Probably the best way to tell you what to do is by telling you 
what not to do: 

•	 Don’t chew gum or smoke; don’t bring food or a beverage 
(even water). If you’re asked if you’d like something to 
drink, accept if you want, but don’t presume it’s all right 
to bring refreshments with you. 

•	 When your interviewer extends his or her hand to shake 
in greeting, don’t limp-fish your grip; make it firm, full of 
self-confidence. Make solid eye contact with each person 
you meet. 

•	 Don’t sit down until invited to do so. Then, sit upright; 
don’t slouch or sprawl. 

•	 Don’t give in to the tendency to talk with your hands if 
you, like many other people, do this when you’re nervous. 
Hold your hands in your lap if you have to, but don’t wave 
them around as punctuation to your remarks. Your inter-
viewer will focus on your hands, not on what you’re saying. 

•	 As much as possible, refrain from interjecting your com-
ments with uhs, you knows, um, and the like. It’s no sin 
to pause and say nothing while gathering your thoughts. 
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•	 Don’t take the ball and run with it, which means don’t 
talk so much that you dominate the interview. Don’t an-
ticipate what the interviewer is going to say or ask, and 
most important, don’t interrupt. Likewise, don’t try to 
demonstrate you know more than the person interview-
ing you! Remember this is a conversation between peo-
ple, not a soapbox from which you are expected to recite 
your knowledge and capabilities. 

•	 If you’re being interviewed by more than one person, fo-
cus on whoever is speaking or directing a question. Do 
not look only at the person you know to be in charge. Em-
ployers want to be assured that you are comfortable deal-
ing with employees at all levels of the company. Treat 
everyone as your client or customer. 

Theoretically, the number of questions you can be asked 
in an interview is unlimited. This is because there are unlim-
ited word combinations in the English language. However, 
our inventory of thousands of questions was consolidated and 
organized into the chapters that follow. And for this, our 
fourth edition, we’ve added a chapter on interrogation ques-
tions. We carefully chose questions that are generic enough 
to cover the entire range of interview subjects and then se-
lected those designed to elicit “KO (knockout) factors”—the 
ones that have you down for the count on the interviewer’s 
carpet. Knowing how to respond to the questions we chose— 
programming your mind with effective answers—will enable 
you to naturally respond to any variations that arise. Uncon-
sciously, your brain will scan your database for your input 
and instantly signal your mouth, eyes, limbs, and torso to re-
spond in unison with maximum impact. Don’t worry about 
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overrehearsing. You can’t. You either know your lines or you 
don’t. Once you do, you’ll never forget them when you hear 
the cue. 

Once you start auditioning, you’ll feel more confident. 
You should. You know the script. You’re computer literate, 
too. In the actual interviews, you’ll be a superstar, receiving 
Oscar offers time after time. Talent scouts (recruiters) will call 
you an MPC (most placeable candidate). Your biggest worries 
will be taking the time for interviews and deciding which of-
fers deserve Academy-Award-winning acceptances. All super-
stars must face these decisions. Ah, the price you pay. 

Practice your lines, go through your dress rehearsals, and 
watch your self-esteem increase as you shine above the cast 
of thousands. From script to screen test, you’ll be headed 
straight for that office with the star on the door. 

No more understudy roles. Straight up. An anxious public 
awaits. Roll ’em—and—knock ’em dead! 
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CHAPTER 1 

DELIVERY 

Of all the questions you’ll be asked, personal and family ones 
appear to be the most statistical. For this reason, most job-
seekers answer them in a static way, with name, rank, and se-
rial number. 

They’re also often emotionally charged because inter-
viewers ask about personal perils, family feuds, and status 
symbols. Therefore, rehearsing your lines is particularly im-
portant because what you say is as important as what you 
convey. 

While most of the questions in this area have only mar-
ginal value in determining your qualifications to perform a 
specific job, you must get past them so you can get down to 
business with the interviewer. That’s why they’re called 
“KO” factors. Wrong answers mean knock out in Round 1; 
right answers will keep you in the ring for a while. 

Personal and family items are invariably at the top of re-
sumes, on the front of application forms, and at the beginning 
of interview checklists. Because these documents are the cue 
cards used in the actual interview, expect the questions in 
Act 1, Round 1. 

If first impressions really count (and they really do to 
overworked people who are interviewing), then now is your 
chance to shine. Most film critics will tell you they lock into 
a review within five minutes. If they watch longer, it’s either 
to enjoy the show or to justify their negative rating. That’s 
why lawyers often see judges writing their decisions from the 
bench soon after the opening statements. Yours will, too. 
Your judge is overworked. 

Greet the interviewer with the Magic Four Hello: 
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1.	 A smile. If you can’t fake it, just think about how lucky 
the interviewer is to be meeting you. 

2.	 Direct eye contact. If it’s too much for you, look at the 
bridge of the interviewer’s nose. 

3.	 Introduce yourself. Say, “Hi, I’m (first name) (last name). 
It’s a pleasure meeting you.” 

4.	 A firm but gentle handshake. Rehearse. No live shark; no 
dead flounder. 

Then, once you’re on the set (the interviewer’s office): 

1.	 Head for the chair on your favored side (right if you are 
right-handed, left if you are left-handed). If you’re am-
bidextrous, you can take center stage. Just be sure there’s 
a chair behind you. 

2.	 Stand there until you’re asked to be seated. (If you’re not 
asked, it’s probably because you’ve already drawn an SRO 
audience!) 

Now, sit up straight, feet on the floor (women may cross 
their legs), and look the interviewer in the eye. 

Lights . . . Camera . . .  

SCRIPT 

Just the Facts 

The first seven questions that follow might have appeared 
on the employment application you completed prior to the 
interview. Even if you answered them already, be prepared 
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again with short, direct, upbeat answers. Most applicants 
answer either with statistics (bad) or excuses (worse). With a 
little practice, you’ll really shine when it counts most—at 
the beginning. 

1. What are your parents’ occupations? 

(Think your answer through. Avoid saying anything 
negative, like “My father was just a janitor” or “My 
mother didn’t work.” Show pride in your background and 
heritage, even if you have come to regard it as very hum-
ble: “My father was a custodial supervisor, and my 
mother ran a busy home.” 

Be careful about overstating, too. Avoid an answer 
like “My father is the leading brain surgeon in the state 
and my mother is a retired Superior Court judge.” In such 
cases, “My father is a surgeon and my mother is an attor-
ney and former judge” positions you properly.) 

My father is a ___________________, and my mother 
is a _____________________. 

2. Do you live with your parents? 

(It’s okay if you do. Even mature adults are finding it 
financially beneficial to share expenses with their par-
ents. Give the impression that you made a responsible fi-
nancial decision.) 

Yes, I moved back in with my parents after I discov-
ered that more than half my net income was being used to 
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pay for rent and utilities. We have an economic arrange-
ment that allows me to save for my future, while I’m 
around to help them maintain our home. We all benefit, 
and we have been able to develop a strong friendship as 
three adults. 

3.	 Were you in the military service? Where and 
when? 

(If yes, give dates and where stationed. Mention 
briefly any training or experience that relates directly to 
your target job.) 

I served as a ________________ in the _____________ 
from ________ to________. 

OR (if no) 

I was never in the military. 

4.	 What is the year and model of your car? 

(If the job for which you are applying requires you to 
use your own car for company business and if you really 
are riding a set of wheels, mention the make and model of 
the reliable car you intend to buy soon. After all, you do, 
don’t you?) 

I own a ____________________. 

OR 

I will be buying a _________________. 
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5. Do you own or rent your home? 

(This is one of those questions that attempts to es-
tablish your stability. The translation is “Are you a re-
sponsible member of the community?” Answer briefly 
and honestly. If you are renting while you save to buy 
your own home, mention where you’ve been looking. If 
you haven’t, start now with a call to a local real estate 
agent.) 

(I/We) purchased our home in ____________ (name of 
town) in ___________ (year). 

OR 

(I am/We are) currently renting a (house/unit) in 
__________ (name of town), but (I’m/we’re) looking for 
(my/our) own home in the area. 

6. How far do you live from this company? 

(If you currently live farther away than what would 
be considered a reasonable commuting distance, you 
might mention that you would be willing to locate nearer 
the company’s offices if hired.) 

I clocked it on my way here today. I’m exactly 10 
miles door-to-door, and it took me 17 minutes to get here. 
A breeze. 

OR 

The ride here today was 40 miles. With moderate 
traffic, it took almost an hour. I don’t mind commuting 
that far twice a day—I like to get an early start on my day, 
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anyway. If I were hired, however, I would probably inves-
tigate the real estate market in the immediate area. 

7. Do you speak a foreign language? 

(If you speak another language fluently, by all 
means say so. This is an asset. However, if you took 
Spanish or French in school but cannot remember more 
than two or three phrases, simply mention that you un-
derstand the language better than you speak it. Try this 
answer:) 

I studied ____________________ (Spanish/French/Ger-
man) in ______________________ (high school/college) and 
enjoyed it. I’d like to get some language tapes and increase 
my fluency. 

RELATIONSHIPS AND HOME LIFE 

You’re probably aware that certain questions cannot be asked 
by an employer prior to hiring an applicant. These include 
questions that directly or indirectly probe race, color, reli-
gion, national origin, age, gender, marital status, physical 
handicap, medical condition, arrest information, or other un-
lawful criteria. 

In spite of the law, illegal questions get asked every day, 
and company attitudes and interviewer prejudices creep into 
every personnel situation. You can choose not to respond, 
you can tell the interviewer you intend to file a charge of dis-
crimination, or you can lecture to the interviewer about civil 
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rights. These things might make you feel better momentar-
ily, but they will likely result in an apology, not an offer. 
Wouldn’t you rather answer the question, get the job, and 
change the employer’s attitude? Everybody will win if you 
get hired. 

8.	 How much time do you spend with your 
family? 

(Be careful to project a balanced attitude here. This 
can be a touchy subject. You might be dealing with an in-
terviewer who is work oriented and lives by the credo 
“Work is not only the way to make a living; it’s the way 
to make a life.” Or you might be talking to one who rec-
ognizes the importance of family. Before you answer, 
scope out the situation: Look around the office for family 
photos, desk accessories made by children, and the like. 
The following is your basic generic answer. Customize it 
as necessary.) 

I suppose I spend an average amount. My family is 
important to me. My great relationship with them gives 
me the best reason in the world to succeed in my career. 
In that way, they are an inspiration. 

I have a responsibility to my job as well as to my 
family, since I’ve made a strong commitment to both. I 
like to be there for them when they need me, but they 
also understand and accept the commitment I have made 
to my work. So I spend my time accordingly. 
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9.	 In your opinion, what makes a happy

marriage?


(Another loaded question. Even if unmarried, you 
have probably developed some ideas on this subject. 
Again, keep it balanced.) 

I think a good marriage is based on mutual respect 
and trust, with a lot of sharing, communicating, and giv-
ing. If you can’t express your feelings in a sensitive but 
candid way, your marriage will undoubtedly suffer. 

Learning to communicate effectively with and to 
understand the needs of another in your personal rela-
tionships teaches you how to get along better on the job. 
And a good marriage frees you to be more successful in 
your work. All the successful people I’ve known have 
had their personal lives in order. So a happy marriage is 
worth the effort. 

10. Who is the boss in your family? 

(Unfortunately, there are still interviewers out 
there asking this type of question. Remember, avoid an 
angry reaction. Allow for the possibility that the inter-
viewer is just trying to lure you into saying something 
without thinking. Just smile confidently, and say:) 

We operate our family on democratic principles, 
with the adults making ultimate decisions on what is 
best for the children. My (husband/wife) and I are equal 
partners. 
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11.	 Is your spouse employed? Will there be a 
conflict? 

(This is one of those logical but unnecessary ques-
tions that is often asked. If you answer it in a neutral 
way, the interviewer will go on to something else. Yet, if 
you indicate there is a conflict, it could reduce your 
chances of being hired. The following answer usually 
works well:) 

Yes, my _______________________ (husband/wife) is 
a __________________ (computer programmer/astronaut) 
for ____________________. We have always been a two-
career couple, and we have made the arrangements nec-
essary to accommodate our careers. 

12.	 What contributed to your divorce? What 
have you learned from this experience? 

(This is getting personal. It might not be within the 
bounds of good taste, but worded this way, the question 
is probably legal.) 

We married very young and made some mistakes 
we didn’t know how to correct. We lost touch with each 
other, and eventually it was too late to salvage anything. 
I’ve learned that, to earn respect and honesty, you have 
to communicate openly and be prepared to give honesty 
and respect. It was a painful lesson, and I have no inten-
tion of repeating it. 
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13.	 Describe your relationship with your children. 

I was surprised by my reaction to ________________ 
(motherhood/fatherhood). My ______________ (husband/ 
wife) and I waited a long time to have kids and weren’t 
sure what kind of parents we would be. We have come 
to appreciate our children’s day-to-day activities, and 
sometimes we wonder what we ever did for fun before 
they were born. 

14.	 What child care arrangements have been 
made for your children? 

(While this question was rarely, if ever, asked of a 
male applicant in the past, it is and should be an em-
ployer’s concern no matter who is applying for the job. 
Today, more than half the children in the United States 
are being raised by single heads of household or have two 
working parents, and the lack of quality child care is a 
problem that can intrude on any parent’s work life. Let-
ting the interviewer know you have worked out a solid 
solution will show your sense of responsibility to those 
important people in your life, as well as to your work.) 

Our children attend an excellent nursery school 
and day care center near our home. The youngest is 
there all day, and the oldest is dropped off after school. 
Usually, my _____________ (husband/wife) picks them 
up at night, while I have responsibility for morning 
drop-off. If work commitments prevent both of us from 
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getting there by 6 o’clock, when they close, there is a re-
sponsible neighbor who picks them up, brings them 
home, and prepares dinner for them. 

Personal Management 

These questions relate to the ways in which you arrange your 
personal life. The philosophy behind them is that personal 
decisions provide clues to your attitude and behavior on the 
job. Be prepared with answers that will show responsible, ma-
ture attitudes and actions now, even if there are some hazy 
spots in your past. 

15. Do you keep and follow a personal budget? 

(Any of the three alternatives given, all of which 
reflect responsibility and good judgment, are accept-
able.) 

Yes. 

OR 

Not item by item, but I don’t live beyond my 
means. 

OR 

Generally, yes. I’ve intentionally allowed for flexi-
bility to take advantage of good investment opportuni-
ties or exceptional savings on household purchases. 
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16. Do you own a life insurance policy? 

Yes. 

OR 

No, I don’t believe life insurance would be an effi-
cient use of my money now. When I have dependents for 
whom I am responsible, I will buy life insurance. Right 
now, I prefer to invest my money. 

17. Do you have a savings plan? 

(Almost everyone has a savings plan, even if they 
have only one account with a minimum balance. He or 
she didn’t ask you if you follow your plan. So the answer 
will invariably be “Yes.” If applicable, you can add the 
following:) 

Yes, I contribute __________ (5 percent/10 percent) 
of my net pay to a regular savings account. 

18. Are you in debt? 

(Ouch! This is another one of those I wish I didn’t 
have to prepare you to answer.) 

Well, I have a ________________________ (mortgage/ 
auto loan/charge card balance), but my personal balance 
sheet is definitely in the black. I don’t extend my credit 
beyond what I can afford to pay. 
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19.	 Have you ever been refused a bond? 

(If not, then “No.” Period. If “Yes,” consider care-
fully the reason, and what has changed in your personal 
life since that time. Explain the situation briefly and sin-
cerely.) 

Yes, that happened in _____ (year) due to _________ 
__________________________________________________. 
However, I ___________________________________. 

20.	 Do you have a valid driver’s license? 

Yes. 

OR 

No, but if this job requires someone who drives, I 
would apply for a license as soon as possible. 

21.	 Have you ever had a driver’s license 
revoked? Why? 

(If no, then the answer is simple. If yes, hopefully 
the circumstances that led to such an occurrence are 
long in your past. Your best bet is to think carefully 
about your own personal situation, and find a way of 
presenting it in the most positive light. For example:) 

When I was a teenager, I ran up some points, and my 
license was suspended briefly. I have held my driver’s 
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license now for __________ years without a single moving 
violation in that time. 

22.	 When was your last physical examination? 

It was ______ (date), and my health is excellent. 

23.	 Do you have any chronic health conditions 
we should consider? 

(If not, then simply answer “No.” The question is 
illegal, and the interviewer is asking for your opinion. 
The only time you should answer this question posi-
tively is if you do have a condition that will become evi-
dent in a preemployment physical, like diabetes. In that 
case, you might answer:) 

Nothing that would interfere with my work perfor-
mance. I have had diabetes for ____ years, but I control it 
very successfully and unobtrusively. It has never be-
come an issue in my work; and, aside from my family, 
only my doctor knows. It isn’t a secret—it just has noth-
ing to do with performing on the job. 
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DELIVERY 

Although not as sensitive an area as personal and family 
questions, educational questions also cause applicants to trip 
when they make their grand entrances. 

Degree delirium reached epidemic proportions in the 
United States during the 1960s and 1970s. After many casual-
ties (and fatalities), industry has finally realized that experience 
in thinking doesn’t necessarily correlate to ability at doing. Ex-
perience at doing is a much more accurate measure. If you 
doubt this, just look at the early films of most veteran actors. 

I discuss the value of initials after your name in Finding 
the Right Job at Midlife. 

During a recent tour, I found myself in front of a mi-
crophone on an all-night radio talk show somewhere west 
of New York. I ran out of fingers counting the number of 
interviews that day and was due to catch a plane to the 
next city. Since they’re so much easier to catch when 
they’re on the ground, the host announced that the next 
call would be the last. The caller asked, “What does the 
‘J.D., C.P.C.’ after your name mean?” Of course, the 
straight answer would have been, “Juris Doctor and Certi-
fied Placement Counselor.” But I just couldn’t be straight 
under the circumstances. As I removed the headset and 
stood up to leave, my candid reply said it all: “The ‘J.D.’ 
stands for ‘Just Do It!’, and the ‘C.P.C.’ stands for 
‘Courage, Persistence, and Confidence!’” 

So unless you’re applying for a job that requires a special-
ized course of study for entry (lawyer, doctor, certified public 
accountant, etc.), don’t waste a good worry about that piece 
of paper. In fact, be careful about accentuating unrelated edu-
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cation—it can pull you off the stage like a hook from the 
wings. 

Don’t falsify anything, and be sure to indicate any other 
names you used in school. (Sorry, Farrah Rambo Einstein is 
already taken.) These can be checked easily and usually are. 

Instead, tell how your education ties in with: 

1. A business approach. 

2. Self-discipline. 

3. The target job you’re after. 

SCRIPT 

1. What college did you attend? 

I went to ____________ in ______________. 

2. Why did you attend that particular college? 

I chose _________________ because of its competitive 
atmosphere and the good reputation of the _____________ 
School. Although I could have attended other colleges, 
this one emphasized practical, job-related courses and 
student participation in activities related to their specific 
career plans. 

Many of my friends found themselves going to col-
leges their parents had chosen, but I set my own educa-
tional and career goals. _______________ might have been 
a little more expensive than some of the other colleges, 
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but this forced me to work harder because I helped pay 
my own way. 

I’m pleased with my decision. I relied on my instincts, 
and they paid off. Now I’m extremely optimistic about my 
future, because my college education also taught me self-
reliance, time management, and the value of hard work. 

3.	 Did your family have any influence on your 
choice of college? 

My family had several suggestions to make, but they 
realized I was pretty sure of myself and knew what I 
wanted. They stood back and let me decide. They agreed 
with my decision when I shared the results of my re-
search with them. 

4.	 What was your major in college? 

I majored in _____________________ with a minor in 
_____________________. 

5.	 What made you choose_____________________ 
as your major? 

(Your answer here will obviously depend on your in-
dividual situation. Here are two scripted responses. The 
first is for people who majored in a subject or area that di-
rectly applies to their careers. The second is for those who 
majored in one thing and are doing another.) 
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I always knew ____________________ (business man-
agement/electrical engineering) was where I had the 
most potential, and I’ve remained with it because I 
turned out to be right. Not everyone is as fortunate as I 
have been. It’s very difficult at 18 to predict and plan for 
the future; but, even then, I knew what I wanted to do. 
I’m glad I set my goals at a young age. It has worked out 
well for me. 

OR 

When I was 18, nothing in the world seemed so im-
portant as ______________ (U.S. history/philosophy/Eng-
lish literature), and I studied for the sake of learning. 
Later, I realized I needed further education in subjects 
that would help me in my career. 

6. Do you feel you made the right choice? 

(Again, the first answer is for those who never made 
a career veer, and the second is for the rest of the world.) 

Absolutely, and my career success bears me out. I am 
very happy with the path my life and work have followed. 

OR 

Yes, at the time I did. I learned a great deal, and I be-
lieve in the value of education. I, of course, went on to 
learn more, both formally and on the job, that applies di-
rectly to my field. I’m glad I started out in one area and 
switched to another. It has enhanced my ability to be cre-
ative and flexible because I have learned different ap-
proaches to performing the work successfully. 
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7.	 How have your education and training 
prepared you for the job? 

My education gave me the tools to succeed, and my 
training taught me how to do the job properly. Before I re-
ally knew what my job entailed, I only thought I would 
perform it well. 

The training gave me the opportunity to apply my 
education. By having the chance to do the work ex-
pected of me in advance, I gained the confidence to 
meet future challenges and the experience to do so suc-
cessfully. The real challenge starts where the education 
and training end. 

Studying diligently and practicing constantly really 
paid off. Now I am confident in my work and have earned 
the respect of my coworkers. 

8.	 What specialized training have you received 
to improve your job skills? 

(From the three choices given, choose one answer 
that most closely applies to your situation.) 

After beginning my career, I saw that my __________ 
(high school diploma/vocational education/undergraduate 
degree) wasn’t enough. I needed knowledge of a higher 
and more specific level, so I went back to school to get a 
_________________ (bachelor/master) of ________________, 
which I (will complete/completed) in __________________. 
By integrating my studies with actual job experience, I 
found I could leverage the value I received through my ed-
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ucation. I estimate I learned about 10 times as much that 
specifically applies to this field during my ______________ 
(graduate) work. 

OR 

I took every opportunity that arose to attend classes, 
seminars, and workshops in this area. Even when my em-
ployer wasn’t sponsoring the education, I used my own 
money and personal time to learn what I needed to know. 
It really paid off. 

(If you can, mention two or three well-known and 
reputable seminars, especially those linked to schools 
prominent in the field—such as Wharton, Stanford, or 
AMA-sponsored seminars for management candidates.) 

(Finally, if no further formal education:) 

I know education is important. When we stop 
learning, we stop growing and achieving. Since I began 
my career ________ years ago, I have been so thoroughly 
occupied with the demands of work that my ongoing ed-
ucation has been through on-the-job learning, company-
sponsored training, and similar activities. I read 
everything I can find that applies to my profession, sub-
scribe to its trade journals, and keep myself current on 
new developments. 

9.	 Why didn’t you continue your formal 
education? 

Two reasons. The first was my impatience to earn 
rather than learn. The second reason was that I enjoyed 
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being productive. As I mentioned, I worked part-time to 
pay my college expenses, and I was fortunate to be em-
ployed by some excellent companies. 

My employers always seemed to want more of my 
time and talents, and in many cases, I was working at 
levels beyond what I was studying in my classes. Fi-
nally, I left school in my _______ year and devoted my-
self full-time to my career. I’ve never regretted that 
decision because I have continued to learn and grow 
with my work. 

10. How did you do in school? 

Dean’s list throughout, with a _______ grade point 
average. 

OR 

Above average—mostly Bs and some Cs. I worked 
and was involved in many extracurricular activities 
while maintaining a low B/high C average. 

OR 

My grades were average, but I spent a great deal 
of time achieving in other areas, such as part-time 
employment and extracurricular activities like 
________________ (mention activities and affiliations 
related to the work for which you are applying). I al-
ways did my work thoroughly. As with most other 
people, if I could do it again, my grades probably would 
be much higher. I’d not only work harder, but I’ve 
learned a lot since then! 
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11.	 How did you finance your education? 

I worked part-time to pay expenses and (if applica-
ble) had a financial aid package that included scholar-
ships and student loans. 

12.	 Are you currently taking, or do you plan to 
take, any evening courses? 

I am presently studying _______________________ at 
____________, which I find very valuable to my ongoing 
job performance and general knowledge. 

OR 

With the demands of keeping up with my job while 
interviewing, I haven’t signed up for anything this se-
mester; but as soon as I’ve made a decision and settled 
into my new position, I’m sure I’ll be looking at those 
catalogs again. There’s always something being offered 
that can help me perform better and bring new ideas to 
my work. I like to learn about new developments. Edu-
cation is a lifelong process. 

13.	 Do you subscribe to trade or professional 
journals? Which ones? 

Yes, I subscribe to and read ______________. (Men-
tion the most influential journals in your field. If you 
don’t know them, do some research. If you’ve ever con-
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tributed an article that was published, mention that as 
well. If you don’t subscribe now, get your hands on back 
issues and mail in your subscription orders before you 
begin interviewing. It makes career sense to be conver-
sant about new developments in your profession, no 
matter what your current job level.) 

14.	 In the past year, have you attended any 
professional seminars or conferences? At 
your own expense? 

Yes, I attended ________________________________ 
in ________ (month) and (if applicable, continue listing) 
_______________________ in __________ (month). My em-
ployer paid my registration fees. I would have attended 
at my own expense, however, because these courses 
were valuable to improving my productivity. 

OR 

No, not in the past year, but at other times in the 
past I’ve attended seminars and workshops on 
________________ and ________________ given by various 
organizations in the field. Because there are so many 
seminars available, it’s important to be careful in mak-
ing a selection. Otherwise, there would be no time left 
to apply what is learned. 

Because I’m selective, I always get something out 
of every educational program I attend. If a program is of-
fered that would help me improve my knowledge or 
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ability in my work, I’d attend on my own time and at 
my own expense. 

15.	 What are your educational goals for the 
future? 

My goal is to do everything possible to keep learn-
ing and improving. Things change so rapidly that we 
cannot rely on what we learned 10, 5, even 2 years ago. 
Some of my education will be informal reading, re-
search, and simply paying attention to what is going on. 
You can learn a lot just by listening to the right people 
and watching them. 

(If applicable:) 

Also, however, I ___________ (am taking/plan to 
take) courses in _______________ at __________ (name of 
school) and hope to complete a (bachelor of ________/ 
master of _______) by ______ (date). 

16.	 Did your grade point average reflect your 
work ability? 

My grades were above average to excellent, and I 
think my work record has been the same. There is a dif-
ferent method of evaluation in school, of course, and I’ve 
worked harder on the job than I did in school. At work, 
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it’s results that count, and I’ve always been able to 
achieve results. It’s not just what you know, but what 
you do with what you know. This has always been my 
formula for career success. 

OR 

I earned average grades in school, but my work 
record has been good to excellent. In school you are eval-
uated simply by how well you show what you know. At 
work it’s what you do with what you know—the results 
you achieve—that counts for everything. I’ve always 
concentrated on the result, and I’ve always delivered. 

17.	 Name three things you learned in school that 
could be used on this job. 

Many of the subjects I studied in school specifically 
apply to this field, including _________________________, 
______________, and _________________. Yet what school 
really taught me that has worked throughout my career 
was how to solve problems, how to apply myself, and, fi-
nally, how to set a goal and achieve it. 

18.	 What was your favorite subject in college? 

(Even if the answer to this question is scuba diving 
or mountain climbing, try to think of a subject that will 
mean something to a prospective employer. Invariably, 
this will be something job related or business oriented.) 
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The turning point for me was when I took a course 
in __________. It opened my eyes to the possibilities in 
this business, and I found I had the potential to be suc-
cessful at it. 

19.	 Did your college grades differ after military 
service? 

If no, then the answer is simply “No.”


(If yes:)


Yes, the military changes most people, because it


demands self-discipline and self-reliance. I was a good 
student before the military but when I returned to 
school after I was discharged, there was a definite im-
provement in my grades. No excuses, only excellence. I 
wouldn’t settle for less. I was there to learn. 

20.	 Have you ever been tutored? In what 
subjects? 

No, I never had any particular difficulty in school. 

OR 

Yes, when I was in _________________ (elementary/ 
junior high/high school), I needed tutoring for a brief pe-
riod in __________________ (English/math). It was benefi-
cial to have one-on-one extra help like that. It helped me 
overcome a temporary obstacle and gave me an even 
stronger foundation in those skills. 
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21. Why didn’t you do better in school? 

I guess I was just involved with other activities and 
growing up. I always got along with my teachers and 
classmates, and I even won awards for ________________ 
(perfect attendance/science projects/debate club). The 
importance of grades did not have an impact on me then. 
Today I realize the value of formal academic achieve-
ment, and my career marks have always been well above 
average. 
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DELIVERY 

Character is the most subjective area of all. Your personality 
probably changed several times today alone. 

When is your best time of day for interviewing? Are your 
peak hours in the morning when your mind and body are 
rested? Are you irritable before lunch? Lethargic after lunch? 
Energetic in the midafternoon? All of the above? 

How about your best days of the week? Is Monday morn-
ing particularly rough for you? It is for people who are hiring. 
They’re flooded with calls and walk-ins from weekend ads, 
Friday fireds, and rookie recruiters. 

Unlike professional actors, interviewing pros can sched-
ule the best time for themselves. You’ll be surprised at 
how that will affect your delivery—looks, posture, attitude, 
reaction time, and overall confidence can dramatically 
improve. 

What about the fuel in that walkin’, talkin’, interviewin’, 
jobgettin’ machine? As I say in How to Turn an Interview 
into a Job: 

I recommend coffee highly as insurance to keep you 
on your toes during the interview, and improve your at-
tentiveness and attitude. Coffee has a predictable, harm-
less, positive effect for interviewing purposes. Caffeine is 
more than just a stimulant—it is an antidepressant and 
actually has been proven to cause the neurons in the 
brain to fire faster. This means you actually will store 
and retrieve information more rapidly. 

The employer probably furnishes coffee to employees. 
(Don’t ask, though.) There’s a reason. One cup a few minutes 
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before the interview should give you an extra edge. Too many 
cups will have you ready to jump over it. So experiment be-
fore the appointment. 

Eat a light snack a few minutes before the interview, also. 
The perfect one is those peanut butter or cheese sandwich 
crackers. They’re convenient and contain just the right 
amount of carbohydrates, protein, and fiber to have your in-
credible interviewing innards operating at peak efficiency. 

So much for character traits. 

SCRIPT 

1.	 Do you consider yourself to be a smart 
person? 

Yes. That means I’m smart enough to know my 
opinion is biased. The kind of intelligence required on the 
job isn’t always measured by an IQ test. Only through 
coping with different situations and interacting with 
other people can intelligence truly be judged. By these cri-
teria, I’m above average in intelligence. 

When it comes to working with people, solving 
business problems, and making decisions—especially 
those related to the job—I’m as good as or better than 
anyone else. There are many things I don’t know, but I 
can learn. In that way, a smart person is one who asks 
questions, listens carefully, and realizes nobody knows 
everything. 
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2.	 How important is job security to you? 

Security is a basic need, but I know that there are no 
guarantees in life. The only true job security comes from 
making a meaningful contribution to my employer. If I 
know my job will be around for as long as I excel at it, I 
am able to concentrate on my work and remain focused. 
The best environment is one where employer and em-
ployee form a partnership for their mutual benefit. 

The first priority of any job is the work itself. Every-
thing else is secondary. As long as I am challenged by my 
work and respected by those around me, I’m confident 
that I’ll be able to continue getting the work done prop-
erly, always meeting or exceeding expectations. 

3.	 Do you get bored doing the same work over 
and over again? 

Not really. If the work involves my job, I don’t get 
bored because it is my responsibility to complete it to the 
best of my ability. Work is not necessarily entertaining; it 
is something that must be routinely and successfully ac-
complished time after time. That’s why they call it 
“work” and why I am being paid to do it. 

If someone gets bored with repetition, he or she 
might have a serious problem. Sometimes you just have 
to set your preferences aside and focus on what needs to 
be done—even if it isn’t something new. 

I guess I’ve always been too busy doing my job to get 
bored. 
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4.	 Do you prefer working as a member of a team 
or would you rather work alone? 

Working as part of a team is one of the most impor-
tant elements in a successful career and life. If you can’t 
work well on a team, you probably can’t work and com-
municate well on a one-on-one basis either. 

While teamwork is very important, I can work just 
as hard alone. Though more pressure to produce might ex-
ist, it would also prove to be a challenge. Whether I prefer 
to work as part of a team or alone depends on the best 
way to complete the job. Either way, I would work 
equally hard with the initiative required for success. 

5.	 What are the reasons for your success? 

I always give 100 percent. Some people try to prove 
themselves to someone else, but I think sometimes it’s 
better to prove to yourself that you can succeed. No one is 
a better judge of your success than you, and you know 
what you can do. When I do a job well, it gives me per-
sonal satisfaction that carries over into everything I do. 

Working very hard does not prevent me from getting 
along with all sorts of people. By respecting everyone as 
an individual as you advance in responsibility, you not 
only make a good impression, but also you gain the re-
spect of others. 

Paying attention to details is also important. I usu-
ally like to recheck everything I do, just in case I missed 
something the first time. I also find it beneficial to at 
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least review my work that has my name on it, even if 
completed by a secretary or someone else in my depart-
ment. Proper delegation requires some supervision. 

Eventually, hard work, respect for others, and atten-
tion to detail pay off, and they make the job more enjoy-
able and challenging along the way. 

6. Do you like to work with “things”? 

(If yes, or if the job requires manual/technical apti-
tude:) 

Yes, I’ve always had an aptitude for the absolute and 
definable. I have good technical ability and can make 
things work. I have the ability, however, to conceptualize 
a job and then translate those concepts into reality. 

(If no, or if the job is more abstract:) 

Yes, but usually as the result of design and concept. 
This work takes ideas, imagination, and the ability to for-
mulate a project from beginning to end—see it first, then 
specify what it will take for others to make it work. I’m 
the idea person, but I pride myself on being a practical re-
alist. An idea is only as good as its use. 

7. Do you like to work with facts and figures? 

(If yes, or if the job requires analytical and math 
skills:) 

Absolutely. That’s the basis of this work. I’ve al-
ways had a flair for the numbers side of the business, and 
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my thought processes are very analytical and precise. 
Accurate books and records are an essential manage-
ment tool and can help to identify areas that need im-
provement. 

(If no, or if the job likely would not fit the thinker/ 
analyzer personality:) 

Facts and figures are important. I respect them, I’m 
good with them, but I don’t get bogged down in them. I 
always read the reports, and I’m quick to spot inconsis-
tencies and errors. I don’t check every number twice, 
though, because that’s not what produces results. Finan-
cial records are like X rays that allow a doctor to make a 
diagnosis. I leave the preparation to the skilled techni-
cians. 

8. Do you like to work with people? 

(If yes, or if it’s a teamwork situation:) 

Without a doubt. If we’re to meet our goals and keep 
up with the growth that’s predicted for this industry, 
we’ll have to organize and coordinate the efforts of many 
people. There’s a synergy in teamwork that can accom-
plish far more than the same individuals could working 
alone. When people work together, there’s nothing like 
it. The energy and creativity they activate in each other 
are many times greater—the whole is greater than the 
sum of its parts. 

(If the job requires solitary hours analyzing reports or 
crunching numbers:) 
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I’ve always worked well with others, but I have no 
difficulty getting my work done independently. I’m a 
self-starter. I can set my goals, or I can take assigned 
goals and complete them. I’m comfortable with myself. 

9.	 Are you absent from work often? 

(If your work record shows extended absence as the 
result of an injury or illness that is no longer a factor, ex-
plain what happened and why it no longer affects your 
attendance. Otherwise, use the following:) 

No, my attendance record is very good. I think you’ll 
see when you check that the few days I missed work were 
due to the usual flu viruses going around. I figure, when 
you’re sick, it’s better to take one day off and get well 
rather than to go to the office, work at half speed, and 
take more time off to recuperate. I’d rather work at home 
when I’m sick than expose coworkers to my illness. 

I’m in good health and rebound quickly. I’ve no-
ticed that people who miss a lot of work really don’t like 
their jobs or themselves very well. 

10. Do you get bored with detail? 

No. I’m getting paid to do what the job requires. If 
checking details is part of what it takes to do the job 
right, then that’s what I do. Success and advancement 
are not boring, and they directly result from doing your 
work well. 
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11.	 How do you show your interest in your 
coworkers? 

By keeping my eyes and ears open. I try to be sensi-
tive to those around me. If someone behaves in a way 
that is different from what I expect, I ask myself, “Why? 
Are there problems that have caused this person to per-
form differently?” 

On a day-to-day basis, I try to remember the little 
things that are important to the people around me. I fol-
low up and ask them how things are going without be-
coming overbearing. Work teams often become like a 
family, and it’s important to remember that coworkers 
need to be appreciated, liked, and respected. 

If I am the supervisor in the relationship, I usually 
call a quick, closed-door conference to see if there’s 
something that can be done before a possible problem 
becomes a probable one. 

12.	 If you could be anyone, whom would you 
like to be? 

(Now, here’s a chance to really get unhired if 
you’re not careful. Use the answer I’ve given or modify 
it to adapt it to your own personality, but don’t reveal 
a fantasy that’s too fantastic. Remember, you’re in an 
interviewer’s office, not on your psychotherapist’s 
couch.) 

Generally, I’d say I’m pretty happy with who I am 
and what I have done with my life. If I could be anything 
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or anyone I wanted, it would be a person who used 
(his/her) business skills to make the world a better place. 
There’s a great law of life that I try to live: The best way 
to succeed is by helping others to succeed. 

13.	 What career or business would you consider 
if you were starting over again? 

I like what I’m doing now. I chose it, and it has 
worked out well for me. I suppose the only other work I 
would consider is __________________________________. 

(At this point, mention something related to the 
target job. For example, if the company manufactures 
hospital products, you might say, “. . . being a health-
care professional, because my work in this field has 
shown me that the work we are doing is important and 
that I do it well.” This is a direct, upbeat, high-scoring 
answer. 

You would also be safe mentioning a field related 
to an outside activity you enjoy, one that demonstrates 
other skills the employer might be able to use, for 
example:) 

Although I’m well-suited to _____________________ 
(accounting/general management/operations), I like to 
design and build things. I’ve remodeled our kitchen and 
built a sunroom addition as well as play equipment for 
my kids. I’ve often thought I might have gone into ar-
chitecture or drafting and design if I hadn’t gone to busi-
ness school. If I had, I’d probably be running a business 
on the side! 
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(Another example, if applicable:) 

I might have become a journalist or writer. I’ve had 
the opportunity to contribute articles and comments to 
____________________ and __________________ (names of 
professional journals), and I enjoy the discipline of re-
searching a topic and communicating it clearly. My abil-
ity to conceptualize an article—as well as to research, 
write, and revise it—really facilitates the written com-
munication required in this work. 

14.	 How do you react to criticism by superiors if 
you believe it is unwarranted? 

Criticism is never unwarranted, but it is often un-
welcome. No one likes to be criticized, and many people 
are insulted. When they’re hurt or angry, they either 
overreact or block out the criticism entirely. Even un-
necessary criticism is caused by something. If it was 
something I did, I want to know as soon as possible so I 
can clarify the misunderstanding. 

I’ve learned to think about the other person’s com-
ments for a while, so I can see them as feedback to my 
actions, not rejection of me. Why did the other individ-
ual see what I did as negative? 

Once I’ve taken time to think, I can respond, rather 
than merely react. If I still feel the criticism was unjust 
or was the result of some misunderstanding, I schedule a 
few minutes to sit down and talk it over calmly with my 
manager. I always try to present my case with a smile on 
my face and without placing blame. 
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I have learned that being right isn’t always the best 
thing, especially if you’re telling someone else that he or 
she is wrong. It might feel good at first to get someone 
else to back down, but usually it doesn’t do much for the 
long-term working relationship. The important thing is 
to place the derailed train back on the track so it will 
start moving again. When work is going along smoothly, 
it doesn’t matter who is right and who is wrong. It mat-
ters that you’re all part of a successful effort and that 
you all share in the rewards of that success. That train 
can be an express if everyone works together. 

15.	 Do you have any fear that might deter you 
from traveling by air? 

(If you have an enduring phobia that prevents you 
from traveling by air, you shouldn’t be applying for an 
astronaut’s job. Go for what you know and like.) 

None at all. I’ve always recognized that the speed of 
air travel is necessary to business, and I’ve traveled rou-
tinely in past jobs. The most important thing is to get in 
front of the customer so I can make the sale (solve the 
problem), and I view it as all in a day’s (or night’s) work. 

16.	 What would you do if it were your last day 
on earth? 

That’s a tough question, but not as tough as having 
it happen! I’d gather the people who are important to me 
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and really let them know how much they’ve contributed 
to my happiness. I’ve led a fulfilling life and enjoy what I 
do every day. The book can close on anyone at any time. 
That’s why it’s important to live it a page at a time. 

17.	 Would you be willing to take a lie detector 
test? 

Yes, I have nothing to hide and always make it a 
practice to tell the truth. But if taking a lie detector test 
is a requirement of employment here, I’d like to know 
the purpose and accuracy of the test. 

18.	 Name three books you’ve read in the past six 
months. 

(Your secret’s safe with me! Keep your eye on the 
business bestseller list and mention three current titles. 
Management-oriented ones give you the highest marks.) 

19.	 Do you have a competitive nature? 

Yes. A competitive nature is necessary to be suc-
cessful in a corporate environment. But competitiveness 
doesn’t mean vying with my coworkers for recognition, 
raises, or promotions. If I do my work well and always 
give my best effort, the rewards will come. I’ve found 
that’s the only real way to succeed. 
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But I do compete with myself. I’m always trying to 
break my own record—to do something better or faster 
than I did it the last time. I’m especially competitive 
when it comes to improving my company’s product or 
service. 

There’s so much potential for accomplishment 
when you’re part of a vibrant company like this one. 

20.	 What is your idea of success? 

To wake up in the morning and feel good about 
what I will achieve during the day, to meet each new 
challenge with confidence in my ability, and to have the 
respect of my fellow employees. 

If I am successful, I will continue to be given new 
challenges that develop my abilities and make me even 
more productive. Having fulfilling work to do, doing it 
well, and participating with others in reaching our 
goals—that’s my idea of success. 

21.	 How would you feel about working for a 
female executive? 

I’m an equal opportunity employee. I enjoy work-
ing for anyone who practices good management and 
knows how to tap the potential of team members. Tal-
ent has no gender. 
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22.	 What would you like inscribed on your 
headstone? 

I hope you’re not taking orders! I’m just not ready 
to go yet. Life’s too enjoyable, and I have a lot more to 
accomplish before my days are over. 

I hope it can say: “(He/She) was a good person, lived 
a useful life, helped and respected others, and left the 
world a better place than when (he/she) entered it.” 

23.	 What types of people try your patience? 

Well, patience goes a long way in understanding why 
people do things that cause others to react negatively. I try 
to save my reaction until I’ve explored the reasons. 

The only kind of people who try my patience are 
those who intentionally and repeatedly don’t do their 
jobs properly. If you’ve accepted a job and the paycheck 
that goes with it, you owe it to the employer and the 
customer to do your best. 

24.	 How well do you cope with tension? 

I’ve adopted several techniques. There is so much 
available on the subject that I’ve developed a program 
that works well for me. I eat properly, exercise regu-
larly, and take vitamins. When work causes tension for 
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whatever reason—deadlines, schedules, special projects, 
and unexpected obstacles—I’m ready. 

Also, I try to keep a perspective on the situation. 
There’s nothing you can’t accomplish if you set your 
mind to it. History has proven that. My history, too. 
We’ve all had to turn mountains into stepping stones. 
Eventually, as one success spawns another, those moun-
tains start to look smaller. They’re not—it’s just that 
self-confidence and experience make you bigger. I realize 
no stressful situation lasts forever, so I just set my sights 
high and keep climbing without looking down. I’ve al-
ready been there. Climbing is so much more fun when 
you realize what awaits you at the top. 

25.	 Do you speak up if your point of view differs 
from that of your superiors? 

I’m not a yes person, but I am careful about how I 
express my opinions. I don’t disagree vehemently with 
my superiors or coworkers in front of others. During 
staff meetings I take notes, formulate my ideas fully, 
and then present them to the other person privately. 
You can disagree without being disagreeable. In fact, it’s 
much more likely your opinion will be accepted—and 
appreciated. 

People don’t like to be nailed in front of others, 
and it’s a waste of time and energy to cause unneces-
sary dissent on the job. Private meetings and carefully 
worded memos that aren’t distributed to the entire or-
ganization get the message across much more effec-
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tively. Few points are worth making at the expense of 
morale. 

How you say something determines whether your 
opinions will be heard or not. Instead of opening with a 
statement like, “I don’t agree with you on the subject of 
delegation,” I might say, “I’ve been reviewing methods of 
delegation and have an idea about how we can drive up 
our efficiency measurably. Would you like to hear it?” 

26. Are you an innovative person? 

It appears that way. Innovation shows up in small 
ways, as well as large. While I haven’t redesigned an en-
tire product line, I have made improvements wherever 
I’ve worked over the years. They resulted in saving time 
and money and were a more sensible alternative to the 
way things were done previously. Sometimes, innova-
tion is just the application of common sense. That’s why 
most inventions seem so simple after they’re developed! 

I also can work well with the company’s creative 
staff, communicating my ideas to them so they can use 
their talent to produce something tangible. In this way, 
I’ve contributed to the creation of and the innovation in 
many projects. 

27. How often do you lose your temper? 

Rarely. However, it’s a good thing to lose—perma-
nently. I’ve never lost my temper at work. At best, it’s a 
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waste of time and energy. At worst, it makes people un-
comfortable and diminishes your effectiveness. 

Even if you’re completely right about something, 
losing your temper often destroys your ability to con-
vince others that you are right. Venting anger is inappro-
priate in a business, team-oriented environment. 

28.	 How have you benefited from your 
disappointments? 

I’m glad you said “disappointments” rather than 
“failures” because no one fails until he or she stops try-
ing. Every disappointment is a learning experience, and 
one you would not have had otherwise. Each time one 
has occurred, whether in my work or personal life, I’ve 
been able to tell myself, “Okay, so now I know not to do 
that.” Through trial and error, a conscientious person 
eventually learns what works. 

My biggest disappointments have been the ones 
I’ve tried hardest to overcome. It’s worked pretty well 
because I have fewer and fewer disappointments as the 
years go by. 

29.	 How confident are you about addressing a 
trade group or seminar audience? 

(If you feel comfortable and have experience with 
public speaking:) 
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Even though I’ve had speech classes and extra train-
ing in presentation techniques, I used to be nervous 
about speaking in front of groups. Yet I found that prepa-
ration, practice, and knowing my subject helped me 
overcome this. I’ve also found that the world won’t wob-
ble on its axis if I admit I don’t know something. An au-
dience can sense when you’re bluffing—what you 
convey overpowers what you say. 

Now, within the first few minutes, I’m consistently 
able to develop rapport with my audience, and it’s no dif-
ferent from talking to you like I’m doing now. I know my 
material and present it in a logical, organized, and inter-
esting manner. When people accept the messenger, they 
accept the message. That’s what teaching is all about. 

(If you’re not comfortable with public speaking, but 
know the job requires it:) 

I am comfortable presenting my material in an in-
formal setting, such as this meeting, or to a smaller 
group, like a staff meeting. However, extemporaneous 
speaking is an essential communication skill. I’d wel-
come the opportunity to learn more about how to pre-
sent ideas effectively. 

30. Can you name three of your biases? 

Let’s see, three of them. Well, first, I tend to be bi-
ased against people who intentionally don’t perform 
their jobs to the best of their abilities, who think they 
are doing the employer a favor by being there. 
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Second, I’m biased in favor of getting the work done 
when I promised and how I promised. I guess you could 
call it a sense of commitment; and I expect that same 
level of commitment from coworkers. 

Finally, I tend to be biased in favor of an organiza-
tion that fosters challenge and increased responsibility. 

31.	 Do you feel the only way to get a job done 
right is to do it yourself? 

No, that kind of attitude results in mismanage-
ment. If I am the only person in my group with a partic-
ular skill, my first priority after completing the task is to 
train someone else to do it in my absence. 

Effective team management requires that the job 
gets done even when some of the players are on the 
road, at a meeting, or on assignment elsewhere. I don’t 
delegate responsibility and then forget about it, how-
ever. If I have ultimate responsibility for something, I 
follow up to make sure it is done. I’m a pilot, but I be-
lieve in a trained copilot—and then in an automatic pi-
lot, properly programmed, to keep us flying right on 
course. 

32.	 If you could do anything, what would you 
do? 

I’d keep on doing what I’m doing now. I have mean-
ingful work with daily challenges and rewards. I don’t 
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have any desire for an easy life. That’s a contradiction in 
terms—nothing worth having in life comes easily. For 
now, I’m interested in achievement, accomplishment, 
and seeing just how much I can do with the talent and 
intelligence I have. 

33. Do you get along with your coworkers? 

Yes, I do. Good working relationships are essential 
to a successful career and to getting the work done, so I 
have always tried to foster them. But there’s a definite 
difference between being friendly with your coworkers 
and working with friends. 

It’s important to maintain just enough distance to 
be able to deal with problems that arise without being 
hampered by personal feelings. Professional detach-
ment is directly related to objectivity and, therefore, 
effectiveness. 

34. What can you tell me about yourself? 

I’m a self-starter, highly motivated, energetic, and 
results oriented, but cooperative and a team player as 
well. I’m a good communicator and can help others fo-
cus on a goal and motivate them to attain it. 

Enthusiasm and energy are contagious, and I’m in-
fected with both. As a result, the groups I’ve worked 
with become highly charged and very successful. 

I’m persuasive, but I also have good listening skills. 
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I’m sensitive to my environment and those around me. I 
value excellence. 

35. What do you think you do best? 

(Mention your specific job talents and skills that 
are applicable to the target job and employer. Write 
them in the lines provided and rehearse them. Then con-
clude with the high-scoring final paragraph.) 

In addition, I am adaptable and flexible. There is 
rarely only one right answer. I can call on my past expe-
rience and apply it to the problem at hand. I can teach 
myself new skills and have a proven ability to transfer 
my job skills to new areas successfully. 

36. What have you learned from your mistakes? 

Almost everything I’ve learned! If you never made a 
mistake, you’d probably never learn anything new. 
Someone who doesn’t make mistakes doesn’t take risks. 
Sometimes you must risk to grow, and all risks can re-
sult in mistakes. When I’ve made a mistake, I’ve ac-
knowledged the error but used it as a lesson to keep me 

66 



ccc_allen_ch03_45-78.qxd 1/14/04 3:37 PM Page 67

CHARACTER TRAITS 

from making the same mistake again. It’s all part of the 
educational process, of growth. 

However, I weigh potential outcomes carefully be-
fore deciding on a course of action. In this way, I mea-
sure the risks against the use of my employer’s 
resources. Making a mistake is inevitable, but not antic-
ipating it is inexcusable. 

We all make mistakes. It is what we do with the 
lessons learned from our mistakes that determines our 
success in life. 

37. Do you work well under pressure? 

Definitely. Positive pressure can be the tightly coiled 
spring that forces the release of untapped reserves of en-
ergy and initiative. Some of the greatest events in history 
were the results of pressure situations, when someone 
was called on to make a quick decision and act on that de-
cision. Positive pressure brings out the best in people. 

However, when pressure, tension, and emergencies 
become the daily routine in any organization, positive 
pressure becomes a negative. Resources are used up and 
people burn out. A competent manager knows how to 
control the pressure and dispense it in effective doses. 

38. What are your feelings about a large company? 

I welcome the opportunity to work in a large, de-
veloped, well-known organization such as this. The 
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resources and potential for advancement in a large or-
ganization are not available in smaller companies. I’d 
be proud to add my skills and abilities to the excel-
lence that flourishes here. 

39.	 What are your feelings about a medium-sized 
company? 

Medium-sized companies have emerged from their 
growing pains and are more secure in their markets than 
smaller companies. Yet they haven’t become large and 
impersonal. They are still able to respond quickly to 
change and accept the individuality that fosters innova-
tion. This gives employees a sense of not being too far 
removed from the decision-making processes. I like the 
potential for being involved in even more growth with a 
company this size. 

40.	 What are your feelings about a small 
company? 

The advantage of working in a company of this size 
is getting in on the ground floor of something that is 
happening, helping it meet its challenges, and participat-
ing as it thrives and prospers. There’s a hands-on in-
volvement that brings a sense of accomplishment not 
available in a larger, more established organization. 
From what I have seen and heard, this company is going 
places, and I’d like to travel with it to the top. 
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41.	 Wouldn’t you be better off in another 
company? 

No, I’m sure I wouldn’t. The type of opportunity 
and challenge I seek are here. Furthermore, my skills 
and experience match what you’re looking for. I’ve re-
searched my options thoroughly, and this company 
comes out on top for me. That’s why I’m here. 

42.	 Do you consider yourself aggressive? 

I think the word I’d use to describe myself would be 
assertive rather than aggressive. When I think of an ag-
gressive person, I think of someone who bullies or 
steamrolls others to get his or her way. Being assertive, 
on the other hand, allows me to make my ideas known 
without disparaging the ideas and opinions of others. It 
allows for a mutually fulfilling, two-way exchange, 
without anyone’s being put down or attacked. 

43.	 What do other people think of the way you 
work? 

The formal feedback from my superiors on my per-
formance reviews has always been positive. Informally, 
I’ve been praised by fellow employees as well. I’ve made 
it a goal to earn the respect of coworkers, and I’ve been 
successful in achieving that goal. 
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44.	 Describe the perfect job. 

The perfect job is one that offers daily challenges, 
provides the kind of stimulation that keeps my skills 
and abilities at peak levels, and allows me to achieve 
tangible results on a regular basis—something that is 
fast paced without being frantic, in a situation where 
new ideas and creativity are fostered. 

The perfect job is in an organization that’s progres-
sive and competitive. I want to be a part of a winning team 
and to make a significant contribution to its success. 

45.	 What public figures are your role models? 
Why? 

(In answering this question, it’s all right to give spe-
cific names of individuals, as long as you are careful to 
avoid those who are controversial. You’ll be encounter-
ing the interviewer’s own biases in this matter, and you 
don’t know what they are. Rather than choose partisan 
political figures, you should mention the names of neu-
tral individuals, such as highly regarded leaders in your 
community, well-known academic figures, or historical 
household names.) 

I admire anyone who has the courage of his or her 
convictions and is not afraid to express them, like 
________________________________________. People like 
_____________________________, who do something with 
their lives and contribute to society are also high on my 
list. Finally, those with new ideas, the innovators in sci-
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ence and the arts, such as ________________________, are 
people I admire. 

46. Name five things that motivate you. 

One, daily challenges. 
Two, tangible results. 
Three, understanding and assisting to achieve my 

employer’s goals. 
Four, the opportunity to work as part of a talented 

team of individuals. 
Five, respect for a job well done and encouragement 

to use creativity and initiative in finding new ways to do 
things. 

47. What would you like to be remembered for? 

For accepting new challenges and being equal to 
them. For always being willing to go the extra mile, 
work the extra hour, and give what was needed to get 
the job done. For getting the job done with a minimum 
of complaints. For encouraging others in the company to 
give their best. 

48. Tell me a story. 

Once upon a time there was a (man/woman) who 
heard about a great company to work for, called 
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___________________. So (he/she) did some investigating 
and found that the good things were true, that the com-
pany hired creative, self-motivated professionals and 
gave them the opportunity to shine, both individually 
and as part of a dynamic team. (He/She) also found that 
the company expected excellence from its employees. 

(He/She) saw that (his/her) skills and abilities 
matched the company’s needs, so (he/she) completed an 
application, attached (his/her) resume, sent it to the 
company’s (human resources director/personnel man-
ager), and obtained an interview. The interview went 
very well, and the (man/woman) was even more enthusi-
astic about the possibilities for (his/her) career growth at 
this company. To be continued . . .  

49.	 How would a friend describe you? 

Likeable, energetic, and an organizer who is always 
thinking of different ways to make being with friends 
fulfilling and enjoyable. Someone who keeps personal 
commitments, protects personal confidences, and makes 
the time to help the community. A family person whose 
house is in order. 

50.	 Would you prefer to work with numbers or 
words? 

(If you are applying for a position that requires 
strength in a specific area, you should emphasize your 
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particular abilities and how they apply to the target job. 
The first answer below is a neutral answer, the second 
answer is for numbers-oriented professions, and the 
third is for jobs that require special communications 
skills. Choose one for your script.) 

Actually, I like both. I’m a good communicator, 
and language skills—written and verbal—have always 
come easily to me. At the same time, I enjoy numerical 
analysis and number crunching. I appreciate a job that 
requires the use of both talents because diversity in my 
work allows me to change gears, get something else 
done, and then come back to the first task with a fresh 
approach. 

OR 

While I am skilled at both, this work requires 
an exceptional grasp of numbers and the statistical 
side of business, which has always been a strength 
of mine. 

Statistical reports logically tell you about financial 
strengths and weaknesses. The numbers don’t lie. As 
you can see from my resume, I have a great deal of expe-
rience in gathering, analyzing, and interpreting statisti-
cal data. 

OR 

While I have a good head for figures, as they say, my 
main strength is in communications, both written and 
oral. I’m a creative and expressive writer and an orga-
nized and fluent speaker. Both of those skills are essen-
tial to success in this business. I know how to use 
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numbers to arrive at a conclusion and support my deci-
sions, however. 

51.	 Do you think you can get along with 
________________? 

(This is a loaded question. When it is asked by an 
interviewer, he or she usually has someone specific in 
mind. Often, it’s a company president or other top 
manager whose personality is rigid and everyone else in 
the organization must learn to adapt to it. A common 
variation is, “Do you think you can get along with a 
very dictatorial, strong-willed individual?” Your reply 
should be:) 

I have always found that people admire in others 
the traits they like about themselves. Someone with a 
strong will is very likely proud of that strong will and 
doesn’t mind when others show conviction. Sometimes 
you can be of greatest assistance by speaking your mind 
candidly but carefully. 

In the past, I’ve always been conscious of my posi-
tion and acted accordingly. I don’t let the personalities of 
others affect how I feel about them. I judge them by the 
quality and quantity of their work. I get along with any-
one whose accomplishments I can respect. 

There’s a saying “Everyone looks strange to some-
one else.” When it comes to accepting others, that says 
it all. 
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52.	 Will you be able to cope with a change in 
work environment after working ____ years 
in your last job? 

Definitely, I welcome the challenge of learning 
about and adapting to a new environment. That’s one of 
the reasons I’m seeking to make a change right now. 
Any organization benefits from new blood, and I’d like 
to transfer all I’ve experienced to this company, while at 
the same time having the opportunity to meet new chal-
lenges and achieve new goals. 

53.	 How do you feel about company policy? 

Policies are an essential part of any business. Some 
structure is necessary. It helps people make decisions 
and gives them a sense of direction. I’ve always followed 
company policy and have been instrumental in translat-
ing it into understandable, workable procedures. 

54.	 Are you a self-starter? 

Yes, I am. I have the ability to see what needs to 
be done and the resources to do it. I can set expecta-
tions for my work that are usually higher than others 
set for me, and I can achieve them. I’m a quick study 
and can be up and running with a minimum of instruc-
tion and training. 
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55.	 Would you work if you did not need money 
to support yourself? 

Yes, I would. Having something meaningful to do— 
a reason to wake up in the morning, problems to solve, 
and goals to accomplish—is what life is about to me. I 
feel much better in a business suit than a leisure suit. 

I suppose a life of leisure would be nice for a while; 
and, if I acquired a fortune, I might try it—for a month or 
two. But then I would get restless. Because there’s not 
much chance I’ll ever be independently wealthy, my ca-
reer remains my first priority. 

56.	 Are you sensitive to constructive criticism? 

Not at all. Constructive is the key word in that 
question. It is important to see criticism as useful feed-
back on what we’ve done, not who we are. Managers, or 
any individuals, who have learned to criticize construc-
tively can help others realize much more of their poten-
tial than if no one ever gave them the benefit of such 
insight. 

57.	 Do you have an analytical mind? 

In the sense that I can identify problems and work 
out solutions to them, yes. I have above average ana-
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lytical skills. Like anything else, good analytical skills 
come through practice, through using that amazing 
computer between your ears on a regular basis. That’s 
why I’m looking for work that requires me to think 
and act. 

58. Are you interested in research? 

I’m always interested in new developments that 
will make operations more efficient or improve the 
product. When we stop discovering, learning, and creat-
ing, we cease to exist—as an industry and as a civiliza-
tion. I welcome any job assignment that would call on 
me to further the research in this field. 

59. Do you arrive at work on time? 

Yes. If I have a problem being on time—due to car 
trouble, for example—I always call and explain the situ-
ation. Also, I’m very diligent in making up any time I’ve 
missed due to an emergency. 

More than obeying a clock, I look on work and my 
job as an assignment that must be done and done well. 
If the work I’m required to do in a day is not done, my 
day is not over. I either stay to complete it or take it 
home. The next day’s work awaits when I arrive in the 
morning. 
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60.	 What is the most foolish thing you’ve ever 
done? 

I suppose we’ve all had our foolish moments. Mine 
were mostly the result of youthful free-spiritedness. I’m 
fortunate that nothing I did had any negative or long-
lasting consequences. 

When it comes to my career, I’m pleased there’s no 
foolishness to report. Every step has been carefully 
planned and executed to give both me and my employer 
maximum benefit. Although there have been a few mis-
takes and disappointments, I was quick to learn from 
them so I didn’t repeat them. 
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DELIVERY 

Have you ever noticed how much initiative you have when 
you’re uncomfortable? You’re also highly creative in devising 
ways to bring yourself back into your comfort zone. The 
more you itch, the more you scratch. 

For interviewing purposes, concentrate on the parts of for-
mer jobs that you improved. Then work backwards—if “Ne-
cessity is the mother of invention,” then “Invention is the 
daughter of necessity.” Focus on what you did, then why. 

Next, tie these improvements into the target job. You’ll 
be surprised how easy this is, because initiative and creativity 
are highly transferable. Once you learn how to scratch, it 
doesn’t matter where you itch. 

Scratch out your script using the following questions as a 
guide. 

SCRIPT 

1.	 What do you do when you have trouble 
solving a problem? 

One thing I don’t do is ignore it and hope it will 
go away. I’m not afraid to ask questions or to look for 
the answers myself. There is a solution to every prob-
lem. Sometimes, it just takes creative investigation. I’m 
a problem solver by nature. Nothing puzzles me for 
long—if it does, I just keep working until I find the 
solution. 
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2.	 What have you done in your present job to 
make it more effective or more challenging? 

I’ve made my job more effective by finding ways to 
streamline the paperwork and administration so I can fo-
cus more effort and energy on producing results. Working 
smarter and harder really accomplishes a lot. 

More challenging? I’m always looking for new oppor-
tunities, and I’ve been particularly successful in finding 
different applications for the existing product and its 
users. I ______________________________________________ 
____________________________________________________. 

(Mention briefly an example of using initiative and creativ-
ity to help the company, such as “found a new market for 
the XYZ product among _______________,” or “saw a prob-
lem with the computer system and recommended 
____________________,” or something similar.) 

3.	 What is the most boring job you’ve ever had? 
How did you do at it? 

I haven’t found any of my work in my adult career 
boring. I’ve always been too busy to be bored! 

Perhaps, as a teenager, you could say I wasn’t very 
excited about some of the part-time work available. But I 
always found something positive about every job. When 
I was behind the counter at a fast-food store selling a 
thousand hamburgers a day, the routine was eased by the 
hundreds of people I met. There has been something in-
teresting, something that held my attention, about every 
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job I’ve held, or I don’t think I would have taken the job 
in the first place. 

4.	 What is the most interesting job you’ve ever 
had? How did you do at it? 

My most interesting job to date has been __________ 
___________________________________________ because of 
_______________________________________. I received par-
ticularly favorable performance reviews in that job, but 
I’ve had excellent ratings in all my work. When I make a 
commitment to a job, I give it all I’ve got. 

5.	 Is there a lot of pressure in your current job? 
How do you cope with it? 

There is pressure in every job. In my present job, the 
pressure is usually associated with production deadlines 
or special projects. Experience has taught me how to cope 
with pressure. 

All jobs have more demands at some times than oth-
ers. The key is to manage your time and prioritize the 
work so you’re ready for anything. When I work out the 
details and set the schedule in advance, I see that any big 
job can be broken down into many smaller jobs. When 
taken one task at a time, any job can be mastered. 

I respond to pressure; I don’t react to it. After analyz-
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ing the components of a project, I take a few steps back so 
I can see the big picture. This approach has seen me 
through many a tough situation with results that have ex-
ceeded what anyone imagined—except perhaps me. 

6.	 What do you think it takes for a person to be 
successful in _______________ (specialty of 
position being discussed, such as engineering, 
parts assembly, customer service)? 

I think you need good skills in ____________________ 
_____________________ (conceptualizing a design/working 
with your hands/dealing with people). 

In addition, being successful in this work requires a 
drive to do your best and to continually improve on your 
past performance. One reason I think I’ve succeeded is 
that my past accomplishments have given me the self-
confidence that comes from viewing each day and each 
task as a new challenge and an opportunity for improve-
ment on whatever I did yesterday. Knowing that yester-
day was successful helps me approach today and 
tomorrow with a can-do attitude. After all, I did do! 

7.	 If you encountered this situation, how would 
you handle it? (Typical employment situation, 
such as: “Your manager is out of town and 
cannot be reached. Only the manager has the 
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authority to approve shipments over a certain 
value to new customers on credit. A customer 
you’ve been trying to get calls with a large 
order and insists that it be shipped 
immediately, on a credit basis. You know your 
manager wanted you to get this customer, 
but you don’t have authorization to release 
the merchandise without payment. What do 
you do?”) 

I’ve been in a similar situation in the past. I like a big 
order as much as anyone else, but I also know there is a 
good reason for the company credit policy. When you 
send $10,000 worth of merchandise out the door to a new 
customer without payment or prior credit approval, you 
deserve whatever you get—or don’t get. Most customers 
are accustomed to COD shipments on initial orders or to 
those waiting for credit approval. When customers try to 
circumvent these policies, it’s a signal to proceed with 
caution or even to stop. 

I would call the customer back, thank him or her for 
the order, and let the person know how happy we are to 
have the business. I would explain the policy clearly and 
politely and would offer the opportunity either to accept a 
COD shipment or to wait until credit is approved. I’d as-
sure him or her I would personally expedite the paper-
work and ship the order the fastest way possible once 
good credit was verified. 

If the customer has called with an order, he or she al-
ready likes the product and price. So my job now is to de-
liver flawless customer service and sales follow-up. If the 
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person is trying to put one over on me and I stand firmly 
and politely behind our company policy, he or she gains a 
new respect for the company. I have an excellent chance 
of keeping the business by demonstrating this kind of pro-
fessionalism. That’s the reason for company policies and 
procedures in the first place—to help employees solve 
problems like this on their own with firm, fair, and con-
sistent guidelines. 

8.	 How do you go about making important 
decisions? 

I evaluate my options, laying them all out in front of 
me. I find it helps to write down briefly what my alterna-
tives are, so I can examine them objectively. Then I rely 
on past experience, company policies, and—in part—intu-
ition to guide me to a decision. I look at each situation in-
dividually and weigh possible outcomes before making a 
choice. 

If it is a big decision that has no precedent, I get in-
put from those who will be affected by it—the staff—as 
well as those who will be called upon to explain my deci-
sion—my superiors. 

9.	 Has anyone in the business world been an 
inspiration to you? 

Yes, several people. I’ve been fortunate to work with 
bright, talented, energetic individuals. Several of my 
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managers have served as informal mentors who have 
helped me develop my own management skills and style. 

In every field, the trainees learn from the pros. I’ve 
never been so sure of my abilities that I wasn’t willing to 
listen and learn from those who had more experience 
and had accomplished more. I think I’ve learned an even 
greater amount from these individuals than from the 
textbooks I’ve read and the courses I’ve taken. 

10.	 Are you able to work alone without direct 
supervision? 

Definitely. I’m a self-starter and finisher. I usually 
need direction only once—the first time I do some-
thing—and, from then on, I work well on my own. I’m 
inner-directed and enjoy applying my creativity and 
problem-solving skills to my work. 

However, I’m not one of those individuals who will 
keep doing something wrong rather than getting help, 
operating out of some fear of looking bad. If I’m not sure 
about a task or about whether I’m getting the expected 
results, I check with the person in charge to make sure. 
I’m not afraid to ask questions. 

I don’t believe in that old saying “’Tis better to re-
main silent and be thought a fool than to open your 
mouth and remove any doubt.” I much prefer “It doesn’t 
matter who is right, but what is right.” The important 
thing is to do the job right and with the greatest effi-
ciency and productivity. 
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11.	 How did you handle the toughest decision 
you ever had to make? 

I remember it well. I had to _____________________ 
____________ (make a decision that would affect the jobs 
of several employees, perhaps require permanent lay-
offs). I thought seriously about the consequences to the 
employer, without ignoring the human factors involved. 
I arrived at a solution that produced the best result for 
the company while minimizing the effects on the em-
ployees. 

We kept the most qualified people, but those who 
had to leave were good employees also. We were able to 
help each one of them get work in the same field within 
a month of leaving our company. That minimized our 
unemployment insurance burden and kept those who 
were affected by the downsizing from losing self-esteem. 

Making the right decision required a lot of fore-
thought and looking at best- and worst-case scenarios 
extensively before making my recommendations. I 
firmly believe you have to look carefully at both the 
business and the people side of every work decision. 
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DELIVERY 

Because the ability to manage depends on sustained personal 
interaction with subordinates, it’s virtually impossible for 
your skill to be measured. Interviews aren’t held with under-
studies present. 

The closest an interviewer can get is to find out whether 
you’ve learned how to apply basic principles. Asking you 
about results is about as reliable as asking an actor whether 
he or she deserves an Oscar. 

What if you’ve never managed anyone? Not to worry. Just 
sensitize yourself to situations where you supervised others. 
It doesn’t have to be a cast of thousands. Be ready to discuss 
how you helped organize those you supervised to accomplish 
specific tasks. 

If the supervisory situations aren’t job related, aim for 
anything that’s business related. Even charity fund raising 
and community service projects can be effectively woven 
into the script. Managing a dozen volunteers can be the 
equivalent of directing a cast of hundreds earning union 
scale. 

Your local public library stocks many books and periodi-
cals on management. A few current ones are all you need to 
pick up new theories, the latest buzzwords, or an interesting 
case study. 

Then customize your script so you sound like an M.B.A. 
In fact you are—a Most Believable Applicant! 
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SCRIPT 

1.	 As a department manager, how would you go 
about establishing rapport with your staff? 

I would first want to know as much about each indi-
vidual as I could, professionally as well as personally. 
Every employee is an individual and cannot be evaluated 
solely by arbitrary standards. Independent judgment is the 
major part of every manager’s job, and there can be several 
right ways to approach something. 

By reviewing each individual’s position and work 
record, I would gain insight about his or her strong points 
and weaknesses. Similarly, by meeting with each person 
on a one-to-one basis and making myself open to candid 
dialogue, the stage would be set for a healthy working re-
lationship. 

Too many supervisor/subordinate relationships are 
like two monologues rather than one dialogue. This is a 
management problem and a manager’s responsibility to 
solve. In a word, I’d start by listening. 

2.	 What makes the best manager? 

The best manager is a person who is dedicated to 
company goals yet sensitive to the individuality of each 
employee he or she manages. Managing people effectively 
is a difficult job, but the rewards in helping them develop 
while contributing to company objectives are great. 
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Essentially, good management requires understand-
ing human nature so people can be motivated to fulfill 
their potential. The best manager develops people to their 
fullest. He or she creates a system that allows the depart-
ment to operate so efficiently that the work won’t skip a 
beat if he or she isn’t there and that also allows for 
smooth succession if he or she is promoted. 

Exciting and igniting people is the manager’s vi-
sion. 

3.	 What do your subordinates think are your 
strengths? 

The people who have worked for me will tell you 
that I am fair and that I have a balanced approach to man-
aging, one that considers both the business and people 
side of every issue. They know I don’t make hasty deci-
sions that everyone will repent at leisure. And working 
for me usually means being on a winning team with a 
coach who expects everyone to give 110 percent. I ask a 
lot, but they love it. 

4.	 What do your subordinates think are your 
weaknesses? 

What might be perceived by some as weaknesses are 
really my strengths. I expect a lot from my staff, but no 
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more than I expect from myself. I look for and reward peo-
ple who show initiative and creativity. 

People I’ve supervised in the past will tell you that 
they worked harder in my department than in any other 
job. They’ll also tell you they enjoyed it more, because 
they were accomplishing more. 

5.	 Have you ever been in a position to hire 
employees? 

(If yes:) 

Yes, making employment decisions has been a rou-
tine part of several of my past jobs and my current job as 
well. I have always valued the opportunity to have a say 
in staffing my own department. As you well know, hiring 
people is a real judgment call, and eventually you develop 
an insight—even an intuition—about who will work out 
and who won’t. Personnel decisions are people decisions, 
and everyone is unique. Hiring them properly isn’t really 
a science. It’s an art—just like motivating and managing 
them. 

(If no, but if you have related experience:) 

I have never been directly responsible for hiring, but 
in many cases I have been asked to speak to prospective 
employees and later give my opinion. My superiors val-
ued my insight and my knowledge of the job require-
ments in making their selection. In that way, I’ve 
indirectly hired some of my best coworkers. 
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6.	 Tell me about the people you hired in your 
(current/previous) job. How long did they stay 
with you? How did they work out? 

I’ve developed a sense of the type of employee who 
will do a particular job well, and also a sense of which 
people work best together in a given situation; so there’s 
always been a minimum of unrest and turnover among 
the troops. 

I think any manager’s best bet is to be candid right 
from the start. I don’t overstate or oversell the job, but I 
let prospective employees know we value their contribu-
tions. I also let them know what I expect and what the job 
entails. It’s important to get the right person for the job, 
or both the person and the job suffer. 

Once you hire people, you must take the time to 
train them properly and give them the tools they need to 
do the job right. Then you determine who will work best 
with a minimum of guidance and who needs more super-
vision. Management is like a dance for which you antici-
pate the music to stay in step. It doesn’t have to cause 
corporate musical chairs. 

7.	 What are some of the things your 
(current/previous) employer might have done 
to be more successful? 

I don’t overanalyze the reasons for management deci-
sions. Any decision is only as good as the facts on which 
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it is based. Management has access to market research, 
projections, and other important data. Yet, sometimes, 
even with the best input, things don’t work out. Overall, 
the companies I’ve worked for have been very sound, and 
I learned a great deal from the successes and their fail-
ures. In fact, the failures can be the reasons for the suc-
cesses! 

8.	 In what manner do you communicate with 
staff? With superiors? 

In most cases, a manager must develop a uniform 
and consistent communication style so that employees 
know what to expect. I would say I project assertiveness 
and a positive attitude when communicating with my 
staff, but I’m also flexible. 

Good managers are skilled in the art of communica-
tion and sensitive to the different personality styles of 
their employees. With some, you adopt a more outgoing 
style; with others, you must be reserved and careful or 
they will feel threatened. There are cues and constant 
feedback from the subordinate. A good manager knows 
how to read these and respond properly. 

You develop communication skills by listening, not 
just by hearing. It becomes second nature to adapt your 
own style to that of the person with whom you are speak-
ing. This is the fastest way to get on the same wavelength 
and avoid misunderstanding. It takes a little more effort 
on the manager’s part; but I’ve seen the results, and they 
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are definitely worth it. Management theorists call this 
“pacing.” You need to align with someone before you can 
lead him or her. 

When acting as the communications link between 
your staff and superiors, representing your department to 
upper management and upper management to your de-
partment, the best communication style is one that is 
open and honest and that allows others the freedom to 
question. 

Much of the success in the corporate environment 
depends on clear communication of company goals and 
directions—and on listening to feedback. Fostering good 
communication is one of my top priorities. 

9.	 What steps would you take to terminate an 
employee who is not performing adequately? 

First, I’d make sure I followed all applicable com-
pany rules and procedures and any laws that govern the 
given situation. 

People should have at least one warning and a 
chance to improve their performance. I would counsel 
confidentially and give a written warning covering a spe-
cific period of time, along with clear guidelines for im-
provement. Then I would watch carefully and be sure to 
acknowledge and praise the employee for a sincere effort 
to remedy the situation. 

However, if counseling and warning fail to produce re-
sults, I would not hesitate to terminate the employee. Fir-
ing is probably the hardest thing a manager does because 
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you come to know your employees as people. But when 
someone who is notified that his or her work is below 
acceptable standards won’t take steps to save his or her 
own job, the manager must protect the company. Again, 
I would make sure that my actions were properly docu-
mented and that justifiable cause for termination was 
shown. 

10.	 What plan of action do you take when facing 
a problem? 

Before I act, I think. I try to distance myself from 
the problem so I can look at it objectively and analyze all 
sides. Sometimes I even write it down to see it more 
clearly. 

When I’ve reached a decision, I present my planned 
solution to the people affected by it or to those who 
must carry it out. I get their input, incorporate any sug-
gestions that are appropriate, and then we implement 
the plan. 

I believe in immediate but realistic solutions to 
problems. Ignoring them rarely makes them go away. 

11.	 After you’ve made a decision, do you stick 
to it? 

Generally, yes, because I have found that my prob-
lem-solving and decision-making methods work. But I 
am flexible, and when a proposed solution clearly isn’t 
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getting the expected results, I modify. Sometimes a mi-
nor change will make a major difference. 

12.	 What experience have you had supervising 
people with advanced degrees? 

(If you have had experience:) 

I’ve supervised highly credentialed professionals in 
(one/several) of my jobs, specifically _________________. 
The work I was required to supervise and evaluate was 
very specialized. In many cases, I learned from them as 
the work progressed. It is very stimulating to work with 
highly educated people. 

(If you have had no such experience, but you don’t 
want to rule out your potential ability in that area:) 

To date, my work has not required me to super-
vise people with advanced degrees. I do have experi-
ence working with people who hold graduate degrees 
in ______________________________ (engineering/law/ 
accounting/science/psychology) and have acquired 
through association with them much knowledge about 
their work. I would be very comfortable supervising 
postdoctorate professionals. I am confident we could 
develop a relationship of mutual respect. I would al-
ways respect their greater knowledge of specific areas 
of the work; but I think they would come to respect 
me for my evenhanded and broad-based management 
skill. 
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13.	 (Did/Does) your staff come to you with 
personal problems? 

My staff knows my door is always open, but they 
also know my number-one priority is getting the job 
done right and on time. They have come to me with 
personal problems in the past only when those personal 
problems might interfere with work progress. I have 
shown sympathy, but my advice and solutions have al-
ways been offered with the company’s goals in mind. 

14.	 (Did/Do) you run your department only “by 
the book”? 

In many companies, management style is depen-
dent on corporate culture and company philosophy. 
When that philosophy dictated a very strict interpreta-
tion of rules and procedures, I adhered to it. But there are 
many situations not covered by the book, and in those 
situations my judgment was guided by the particular sit-
uation and the department’s mission. My main goal is to 
get the work done by people who perform their jobs with 
energy and initiative. It’s very difficult to write how to 
do that into a policy manual. 

15.	 Have you ever been in a position to delegate 
responsibility? 

Delegating responsibility is one of a manager’s first 
priorities. No matter how great or small my assignment, 
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I developed a system for the work to go on even when I 
was not there. I prepare competent people to take my 
place successfully when I move on. This is one of the 
most difficult jobs a manager has, because it can inter-
fere with his or her feeling of being indispensable. But 
only after you train someone to assume your duties are 
you ready to move up. 

16.	 Have you ever been responsible for the 
profit-and-loss statements? 

(If yes:) 

Yes, my position as _________________________ at 
_____________________ involved direct responsibility for 
the bottom line. I had the authority to make decisions 
that would affect the company Ps & Ls in the areas of 
_______________________, _______________________, and 
_________________________. During the time I held that 
position, the company realized ______________________ 
_______________________________________ (a XX percent 
increase in gross/net profit, or a similar statement; 
choose and rehearse language that sounds objective and 
uses percentages). 

(If no, but you do not want to rule out your poten-
tial skill in this area:) 

I have never been directly responsible for the bot-
tom line in the sense that management would come to 
me and ask me to explain why profits were not as pro-
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jected or expected. However, my work has required me 
to keep an eye on methods that would produce effi-
ciency and would improve the overall financial picture 
of the company, and I have accomplished that with suc-
cess. I would welcome both the responsibility for bottom-
line results and the authority to make decisions that 
would improve the P & L. 

17. How well do you manage people? 

I have experienced good results from the people-
management side of my work. I can communicate com-
pany goals and motivate people to produce. More than 
that, I’ve seen and tapped potential in my subordinates 
that even they didn’t realize existed. I’m pleased that 
(many/several) of those I initially trained and super-
vised eventually moved on to positions of greater re-
sponsibility in other departments and areas. This is a 
private legacy, and I’m proud of it. 

18. What makes a good department head? 

Good communication skills are an important part 
of department management because the department 
manager acts as a communications conduit both from 
management down and from the people in the depart-
ment up. 
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A good department head must be able to internalize 
corporate goals. Then he or she should apply them to the 
work in his or her department, using those goals as a 
guideline for making decisions, assigning priorities, and 
developing new projects. 

Effective management of any department—large 
or small—requires the same management skills used 
in directing a larger segment of the organization—an 
entire division or facility. These skills are difficult to 
acquire, but they’re highly transferable from one situa-
tion to another. 
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DELIVERY 

Your career objective should vary, depending on the target 
job. For this reason, you shouldn’t indicate one on your re-
sume, and you should be careful about what you write down 
on an application form. Don’t write the real one down either 
(“getting this job”), even though that’s what it is. 

The key to determining your objective is to find out as 
much as you can about the job and the employer before the 
interview. Do your phonework: Making a few anonymous 
phone calls to the personnel or hiring department is the best 
way. The usual telephobia subsides once you start. 

Don’t speak to the person who will be interviewing. Just 
find out general information, such as the job title, the super-
visor’s title, how the position relates to other jobs in the com-
pany, and so forth. 

If you’re responding to an ad, use it, too. But be careful 
about taking it too literally. The employer is paying for re-
sponses. The ad might hire only quality, but it advertises 
for quantity. The result is a wish list—a construct of an 
ideal candidate, who could be developed only by a genetic 
engineer. 

Call first. Listen carefully, and develop an objective that 
is ambitious, but realistic. Then you can throw the objective 
dart right at the bull’s-eye. Most other candidates won’t even 
hit the target. 

If the interviewer is nursing a wound when you walk in, 
one of those aimless candidates probably just skipped past 
you in the hall. 
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SCRIPT 

1.	 How important to you is the opportunity to 
reach the top? 

It’s more of a general goal than a constant ambition 
of mine. I know that, if I’m the best employee I can be, ca-
reer advancement will take care of itself. Having a goal 
without hard work is like aiming at a target without am-
munition. Working hard and enthusiastically is the best 
method for reaching the top. 

I complete my work to the best of my ability and 
trust that, if I prove myself to be an asset to my employer, 
I’ll be rewarded. So although the opportunity to reach the 
top is important to me, I know that opportunity presents 
itself only to those who earn it. 

2.	 Why do you want this job? 

Because of the challenge and the opportunities at 
_________. I’m well qualified for it, and this is exactly the 
kind of _________________________ (competitive/creative/ 
progressive/technically oriented—use an adjective appro-
priate to the company and type of work) atmosphere I’ve 
been looking for. My career goal is _____________, and 
this job would allow me to develop my potential further 
while actively participating in that kind of work. 

I’ve been offered a number of other opportunities; 
but, after evaluating those jobs and companies, I de-
cided not to make a move. Making a job change is a ma-
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jor decision, a long-term commitment that I take very 
seriously. 

After researching the history and future plans of 
___________________, meeting people who work here, and 
seeing the kinds of jobs there are to be done, it seems like 
a perfect fit! 

3.	 How long will you stay with the company? 

As long as I continue to learn and develop my capa-
bilities. As with any partnership, I intend to fulfill my 
commitment and meet challenges as they come. 

It’s my hope that, as long as I perform well on the job 
and make contributions, I’ll be considered a valuable em-
ployee. And as long as I’m making a contribution that is 
valued, I’ll have no reason to leave. However, if for any 
reason I don’t meet the company’s expectations, I don’t 
expect to remain on the payroll. So I look forward to stay-
ing as long as I’m productive. 

4.	 What do you picture yourself doing (five/ten) 
years from now? 

Five years from now, I see myself working for this 
company. My job will have increased at least one, prob-
ably two levels in responsibility and scope. I’ll have 
made a significant contribution to the ________________ 
______________ department and will be working on new 
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ways to ____________________________________________ 
___________________________. 

Ten years from now, I will have progressed up the 
ladder into general management. I’ll have gotten there by 
proving I’m a producer, a problem solver, and someone 
who can grasp the scope of a program while not losing 
sight of the details. 

5.	 What are your long-term career objectives? 

(Give specific details about the field or profession 
first and then about the level you hope to attain within 
it.) 

Essentially, I have given my career and opportuni-
ties a great deal of thought, and from that process I’ve 
developed a plan for achieving my long-term objective. 
This position is an important step in that long-term 
plan. 

6.	 Are your present career objectives different 
from your original goals? 

Slightly. I made my plans at an early age.  However, I 
modified them as I progressed and learned more about my 
capabilities and the work. 

For a career plan to be useful—like any business 
plan—it must be flexible enough to respond to changes in 
the world of work. Career planning is an ongoing process, 
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and several times throughout the years I have revised and 
have updated my goals in response to new developments 
and opportunities. 

7.	 Would you consider a switch in careers at this 
point in your life? 

Possibly. I’m very happy with my chosen field, have 
done well in it, and think there are things I can do even 
better as I progress upward. 

However, I believe in being flexible and open to new 
opportunities. If you have a position in mind for me in the 
company that is different from the work I’ve been doing, 
I’d like to explore it. I’m always interested in seeing how 
my background and skills can contribute to my success at 
a particular job. 

8.	 Would you be willing to relocate in the future? 

(If the answer is an unqualified “Yes”:) 

Definitely, yes. When I have moved or relocated in 
the past, new worlds of opportunity opened for me. Any 
major change, while always containing some risk, is a 
chance to grow, learn, and advance. All I need is a few 
days’ notice, and I’ll be ready. 

(If the answer is a qualified “Yes”:) 
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Yes, if that relocation provided opportunity for ad-
vancement or for making a greater contribution to the 
company. My family is very supportive of my career. 
They know I would base such a decision on whether the 
move would be advantageous for them, too. I would eval-
uate the opportunity carefully; and, if it were good, I’d 
need a little time to complete my commitments—both 
on the job and at home—before getting settled some-
where else. 

(If you would rather not:) 

My family and I have established our roots here. It’s 
a great place to live, and we’ve made many friends in our 
community. Stability and continuity are important for 
raising a family. 

I’d never reject a transfer without considering it seri-
ously, however. I’d base my decision on whether the re-
sult would be a net gain—for the company, for my family, 
and for me. 

9. Do you want to be president of this company? 

Yes. I don’t know too many capable, ambitious peo-
ple who don’t aspire to the highest management level 
within their companies. I aspire but I perspire, too. It gets 
better results. 

I also realize that there are many other steps along 
the way through which I can learn, contribute, and be re-
warded in my work. I want to do the best job I can, moving 
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on to the next challenge when I’m ready. If I continue to 
do that, I’ll automatically rise to the top. 

10.	 Did you want to be president of your 
(current/previous) company? 

Yes. Whenever I think about my goals and plan how 
I will achieve them, I aim high. However, I’m also a real-
ist and know there can be only one president. 

Being president of my (current/previous) company 
would have given me the opportunity to carry out plans 
and ideas for improving and enhancing the company, its 
operations, and its products. But wherever I’ve worked, 
whatever the scope of my position, I’ve done that to 
some extent. 

11.	 Would you like to have your 
(current/previous) boss’s job? 

Yes. I think a major part of any good employee’s job 
is to contribute to the department’s work and efforts in a 
way that reflects on the department manager’s skills and 
abilities. When that happens, the manager often is tar-
geted for promotion. 

Helping my boss get promoted might result in my 
being considered for his or her job. In that sense, I guess 
you could say I’m interested in my boss’s job. 
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For companies to grow and improve, the people 
who work there must grow and improve. Promotion and 
advancement within the ranks are signs that a company 
provides opportunities and recognizes the potential of its 
employees. 

12.	 What kind of business would you like to 
own? 

I wouldn’t like to own a business right now. I’m 
committed to my career, and that means working in an-
other organization and helping it meet its goals. 

I have considered what business might be interest-
ing to own after I’ve accomplished all I can in this indus-
try and have retired. It would probably be something 
related to my outside interests, such as _______________ 
___________________________________________________. 

13.	 When do you expect a promotion? 

I would like my career to continue progressing as 
well as it has in the past. But I’m a realist. I know pro-
motions aren’t given, they’re earned. When I’ve mas-
tered my present position, have improved it with my 
ideas, have prepared myself to take on new responsibili-
ties, and have trained someone to take over my job, I’ll 
be ready for a promotion. 
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14.	 How much thought have you given to your 
future? 

I think about my future on a regular basis, but in a 
practical way, rather than just wishing. I consider my at-
tributes—my abilities, skills, and experience. Then I de-
termine how I can combine them into an action plan. 

Occasionally, I update my plans in response to new 
information and opportunities. But I don’t let them in-
terfere with giving all I’ve got in the present. You don’t 
improve the future by wasting time in the present. You 
get to it by making every day count. 
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DELIVERY 

Suitability for a job is really just specialized use of certain 
learned information and practiced skills. Almost everything 
we do on the job (even a highly technical one) is common 
sense. Ask any supervisor and you’ll find out how few em-
ployees specialize in that! 

If you’ve done your phonework (preinterview phone 
sleuthing), it’s just a matter of matching your background and 
skills to the requirements and duties of the target job and 
selling the interviewer on your suitability for it. Then, com-
bine your unique background, experience, and qualifications 
with the interviewing skills you’re learning here, and the job 
offers will follow. Just don’t flub your lines. 

SCRIPT 

1.	 If we offer you a position and you accept it, 
how soon thereafter can you begin to work? 

After giving my current employer two weeks’ notice. 
As long as I know what’s expected of me, there’s no rea-
son I can’t plunge right into the new job. Procrastinating 
has a way of draining energy, which I could channel into 
my new job. 

I have the enthusiasm and energy to get started. I’d 
also enjoy meeting the people I’ll be working with so we 
can develop a positive working relationship right away. 

Some people like to take a vacation between jobs, 
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but a vacation should be earned. I might have earned a va-
cation on my last job, but I intend to prove myself here at 
the earliest opportunity. 

2.	 Would you be in a position to work overtime if 
required? 

Absolutely. A job is a lot more than a paycheck—it’s 
a responsibility. I can understand that some people like to 
leave their work at the office and finish it the next day. 
But when I’m given a task to complete, I do so as soon as 
possible, even if it requires that I work overtime. 

When I’ve been given the responsibility for a job, I 
take it seriously. I make sure what needs to get done gets 
done. Whether I’m compensated for overtime or not, I de-
rive personal satisfaction from the extra effort that results 
in success. 

Extra effort makes the difference between a good job 
and a better one. 

Questions 3 through 9 are job-search research questions, re-
quiring research into the industry, the company, and the spe-
cific position or positions available—that phonework I 
mentioned earlier. If you’re aiming at a public company, call 
ahead and request a copy of its most recent annual report. If it 
is a private company, request a brochure, catalog, or product 
spec sheets that will help you learn more about the com-
pany’s profile, programs, and products. 

There are other resources that can be used, such as 
Standard & Poor’s Register of Corporations, Directors, and 
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Executives; Moody’s Industrial Manual; Thomas Register 
of American Manufacturers; and others. Head for your local 
library and the reference librarian for assistance. 

3.	 What do you know about our company? 

(Do your job-search research, and single out two or 
three positive facts about the company, like growth in re-
cent years, increasing market share, and innovative 
breakthroughs. Print these facts neatly on cue cards—3-
by-5-inch index cards—for rehearsing your script. Just 
don’t take your cue cards into the interview. You might 
also want to include any other information you picked up 
during your research, such as:) 

Most important, I’ve heard that ___________________ 
_________________ (name of company) offers a challenging 
work environment that expects a great deal from people 
and gives them the opportunity to realize their potential. 
That’s what I look for in an employer—an active, creative 
environment where I am limited only by my capabilities 
and where positive results are acknowledged. 

4.	 What do you know about the position we 
have open? 

(Again, demonstrate your initiative by offering a few 
facts about the position you couldn’t have learned from 
the advertisement.) 
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5.	 Who do you think are our three major 
competitors? 

I’d say __________________________________ because 

___________________________________________________; 

because ____________________________________________; 
and probably _________________________________ because 
______________________________________________. 

6.	 Do they have any advantages over our 
company? 

(Although you want to show you are aware of 
competitors and their products, be careful to balance 
any complimentary remarks about them with equally 
complimentary remarks about the employer. For ex-
ample:) 

I understand that ____________________ has a higher 
market share in the __________________________ line, but 
_______________________________’s recent introduction of 
________________________ is already being received favor-
ably and should surpass the competitive products within 
the next 12 months. 

OR 

_________________ is well-established, large, and has 
a higher sales volume, but _____________________ has the 
advantage of being more aggressive, innovative, and—it 
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appears—more efficiently managed. You’ve already made 
impressive inroads into their customer base. In the mar-
ketplace, ______________ has the giants worried. 

7.	 What three trends do you see in the future for 
our industry? 

(Take the time to prepare yourself for such a ques-
tion, and be sure you can name three trends. Try to 
choose favorable ones. The following example would be 
suited to an employer in the communications industry.) 

First, as our economy has developed away from man-
ufacturing and toward service jobs, the urgent need for 
better communication between people has become obvi-
ous. While the volume of paper increased steadily, com-
munication—meaningful interaction—decreased. 

Second, communications companies provide an in-
dispensable service to people everywhere, helping them 
understand each other better. In the business environ-
ment, increased communication results in a better under-
standing among associates, employees, and customers. 
There’s a definite trend toward more use of the services of 
companies such as ______________________________ by all 
kinds of businesses to help them identify their needs and 
enhance their ability to meet them. There’s a great poten-
tial for growth. 

Third, the trend to desktop publishing should stream-
line operations in companies like this, decreasing cost and 
improving turnaround time to the customer. Whereas some 
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believe customers will invest in their own equipment and 
render our industry obsolete, there’s little evidence this is 
happening. In fact, there’s a trend toward increased use of 
outside service companies like __________________ to avoid 
the high cost of full-time employees. 

All in all, the future looks very bright for this indus-
try. That’s why I’m here. 

8.	 What interests you about our company? 

I’ve been very impressed in all the reading and re-
search I’ve done about ________________. It projects an ex-
cellent image, and its message is persuasive. Internally, 
it’s a sound operation, with ambitious goals and realistic 
plans for achieving them. 

I see great potential for growth here, and I want to be 
part of it. I have many ideas that I know could be imple-
mented here better than anywhere else. 

9.	 What single thing about our product or service 
interests you most? 

(As before, you must be prepared for this one. Know 
something about the company and what it does, such as:) 

I understand your computer systems have the least 
maintenance downtime of any on the market. For an ac-
count executive, that’s an important sales advantage. 

119 



ccc_allen_ch07_113-138.qxd 1/14/04 3:42 PM Page 120

CHAPTER 7 

You’re offering the customers more value and efficiency 
for their investment. 

OR 

You just introduced an innovative life insurance 
package, and you’re the only company in the industry that 
offers benefit flexibility like that. I’d like to be able to 
work with a creative organization whose products offer its 
customers the leading edge in life insurance protection. 

10.	 Do any of your friends or relatives work for 
this company? 

(Some companies have policies against nepotism— 
hiring friends and relatives of employees—even for unre-
lated positions. If your answer is “Yes,” and you know 
you’re interviewing at a company with such a policy, 
honesty is still your best response. Your answer is a mat-
ter of company record, and you could be dismissed if you 
misrepresent even in an area as seemingly insignificant 
as this.) 

11.	 Why are you interested in this job? 

Because it offers everything I’ve been looking for, 
both in the position and in the overall environment. It 
fits perfectly with my career plans. 
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Everything I’ve accomplished in my career to date 
has prepared me to perform the job you need done. My 
background in _________________________, my experience 
with _______________________________________, and my 
training in ________________________________ uniquely 
qualify me to perform this job better than anyone else. 

You won’t find a better candidate or a more dedi-
cated employee. 

12.	 Why would you be happy doing this type of 
work? 

Because it’s the kind of work I’ve always enjoyed 
doing. All the tests I took early in my career said I was 
best suited for this kind of work. I agreed and made my 
career plans accordingly. 

Someone who likes his or her work demonstrates 
enthusiasm, initiative, and energy that others can’t 
match. There’s a great law of life that few people realize: 
We like most what we do best, and we do best what we 
like most! 

13.	 In what specific ways will our company 
benefit from hiring you? 

It will be getting someone whose skills and training 
most closely match the job requirements. Further, it 
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will be getting the benefit of my experience at _________ 
__________________, ____________________________, and 
______________________________. 

My background relates directly to the position be-
ing considered and is a primary reason why it will take 
me less time to produce than someone who hasn’t had as 
much direct experience. 

I’m dedicated and learn quickly. I try always to ex-
cel at what I do. So, when you hire me, there’s little risk 
you’ll be interviewing for the job again soon. 

14. How did you learn about this opening? 

(Your answer should demonstrate an active, 
thoughtful job search, not just a weekend scanning of 
the want ads.) 

I responded to your ad in the _____________ edi-
tion of the _______________, but for some time prior to 
that I had been investigating this company as a poten-
tial employer. I was intrigued by your _______________ 
______________ and your _________________________, 
and I determined that I really had something to offer 
here. 

I made a few initial contacts and learned more 
about the company; then, when your ad appeared in the 
newspaper, I thought to myself, “What timing! This is a 
perfect match.” And here I am. 
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15.	 What do you believe are your special 
qualifications for this job? 

(Begin by mentioning any specific training and ex-
perience that apply to the position. Then:) 

As a result of my background, I have direct insight 
into the requirements of this job and know how to in-
crease _________________ (efficiency/productivity/sales). 

Further, I’m driven to achieve, to surpass my most 
recent record, so you’ll never see me turn in a merely 
acceptable performance. I really think, from all you’ve 
told me, that the position could use someone with my 
attributes. There are a great many challenges to be met, 
and the right person—someone who approaches them 
with energy and determination—will achieve results 
greater than anyone thought possible. I believe I’m the 
right person. 

16.	 Do you feel confident in your ability to 
handle this position? 

Absolutely. I’m familiar with the basic job require-
ments, and I learn quickly. It should take me only a 
short time to become familiar with this company’s pro-
cedures and methods. 

If I don’t have the answer to something, I find it. 
The sooner I learn what is expected of me, the sooner I 
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can excel in the job. I don’t like to waste time when 
there’s a job to do. 

It undoubtedly will require extra time and effort on 
my part in the beginning; but I’m more than willing to 
devote that time and effort because it enables me to do 
the job right the first time. 

17.	 Will your military experience benefit your 
job performance? 

(If your military experience is directly applicable to 
the duties of the position:) 

Yes, my training and experience in (electronics/ma-
terials handling/communications) are directly related to 
performing this job. 

Throughout my military duty, I was continually re-
quired to accomplish 16 hours’ work in an 8-hour day. 
Most of the time we put in 12 hours and more. 

You can take the (two/four/six) years of military ex-
perience on my resume and effectively double it. That’s 
how intensive it was. Some people have one year’s expe-
rience two times. I have (two/four/six) years’ experience 
twice! 

(If your military experience is not directly applica-
ble:) 

While my duties as a ___________ (munitions offi-
cer/decoding expert/mess cook) might not appear related 
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to the duties of this position, everything else about my 
military experience helped prepare me for the job. 

In the military I learned responsibility, discipline, 
and hard work. Because military pay starts out low, I 
drove myself to exceed the requirements for promotion 
and advancement. As a result, I rose rapidly through the 
ranks. Those skills have served me well throughout my 
career, and I know they’ll serve this company well if I’m 
hired. 

18.	 How do you manage to interview while still 
employed? 

I’m using personal time that I’ve earned as a result 
of rarely taking sick leave. I manage my interview sched-
ule, and I try not to be away from my job more than one 
day at a time. 

Sometimes it means working extra hours, but I 
take my responsibilities seriously. No one has to cover 
for me. In addition, I check in through the day for mes-
sages and to see if any situations need attention. 

I’ve developed a system for the work flow. As a re-
sult, no order sits on my desk, and nothing is delayed in 
my absence. Employees do themselves and their em-
ployers a disservice by getting themselves overloaded or 
in a position where they are the only ones who can do a 
job. If you take care of the little things, the big ones take 
care of themselves. A little organization, self-discipline, 
and prioritizing go a long way. 
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19.	 How does the fact that you are a recent 
college graduate benefit our company? 

I have a wealth of knowledge I’ve acquired over the 
past four years, and I’m anxious to get started using all 
I’ve learned. I’m already trained in new methods and 
procedures, so I should be able to implement them im-
mediately. 

My college education was a very full-time job. With 
classes, studies, exams, papers, and special projects—all 
in addition to my part-time job to help support myself— 
I worked constantly. I had to make every hour count, so I 
became adept at time management and planning. 

No one supervises you in college. You know 
whether you’ve been successful when your grades are is-
sued. There are long periods between evaluations, so you 
must be self-disciplined and budget your time. 

I have the latest training and skills and the willing-
ness to get the job done. 

20.	 Do you feel you are ready for a more 
responsible position? Tell me why you 
think so. 

Yes, definitely. When you cease to be challenged, 
you stop growing. I’ve gone as far as I can go in my pres-
ent job. My manager is very pleased with my work, but 
the ________________ (size of the company/present eco-
nomic environment) limits additional responsibility in 
the foreseeable future. 
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I know I am capable of greater achievements, which 
is why I’m interviewing for this position. There’s a chal-
lenge offered here that I’m ready to meet. 

21.	 Is there one particular trait or skill you 
possess that should lead us to consider you 
above other candidates? 

(Think about your answer to this question in terms 
of your particular abilities and how they apply to the tar-
get job. Then tell and sell. 

Are you a fast typist or programmer? If the job in-
volves customer service or is otherwise people ori-
ented, do you have the ability to make others respond 
favorably? In the lines provided, formulate the first 
part of your answer, being sure to mention what you 
think is the most prominent of your own unique and 
proven skills. Then close with the scripted paragraph 
that follows.) 

In addition to that, I have the drive to take on this 
job and to do it well. In fact, I think I’ll excel at it. 
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22. Do you have your own tools? 

(If yes:) 

Yes, I do. The right tools, used skillfully, improve 
the quality of the work. I’ve invested time and money 
selecting and maintaining quality tools. They go where 
I go. 

(If no:) 

I don’t have a complete set of professional-quality 
tools for this kind of work, because they were provided 
in my past jobs. I would be willing to make the invest-
ment, however, because the right tools used skillfully 
improve the quality of the work. 

23. Do you have any questions? 

(Be ready for this one. Listen carefully throughout 
the interview, and ask incisive but benign questions 
when given this opportunity [see Chapter 13, Questions 
to Ask the Interviewer]. This is not the time to inquire 
about things like salary and benefits. You’re right for the 
part, but don’t bring up the contract before the director 
offers it to you. Questions relating to the structure of the 
company, duties of the position, or nature of the product 
line would all be appropriate here. For example:) 

Yes. You mentioned you’d be expanding your Albu-
querque packaging plant, which would result in about 
100 new positions. Is that due to a move away from out-
side packaging suppliers and to in-house handling? Is 
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this a test, or are there plans for more of this kind of ex-
pansion? 

OR 

Yes, I have a question regarding the organization of 
the department. You mentioned this position reports to 
the director of customer service, but you also remarked 
that it falls within the authority of the marketing de-
partment. Is there also a director of marketing to whom I 
would report? If so, where does the company divide the 
duties and responsibilities of each director? Is there any 
overlap? 

(A final note: Make sure you’re comfortable with 
your topic before asking the question. Don’t ask a ques-
tion just to have a question handy here. If it was a 
lengthy interview and all of your questions have been 
covered, it is perfectly all right to say:) 

I had many questions, but you answered them all. 
You’ve been so helpful, I’m even more excited about this 
opportunity than when I applied! 

24. May we contact your present employer? 

(If your employer does not know you are interview-
ing, smile—don’t giggle—and say:) 

No. I haven’t told my employer. So please let me 
know before you contact anyone there. Once there’s a 
firm offer on the table, or you’ve narrowed the field to 
only a few candidates, the information I’ve given you 
can be verified. 
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My boss deserves the courtesy of hearing I’m leav-
ing from me. (He’ll/She’ll) be upset, but I’ll assure 
(him/her) that everything will be done to accomplish the 
most efficient transfer of my duties. You’ll probably get 
more than a reference—you might get a testimonial! 

(If your employer knows you are interviewing and 
would give you a good reference:) 

Yes, my employer knows I am interviewing and un-
derstands the reason. We’ve had a good working relation-
ship for the past _____ years. But now I’ve reached the 
highest level possible there, and I’ve trained people to as-
sume my duties. 

My boss regrets not being able to offer me more at 
this time and understands that I’m not working to my 
full potential. We’re parting on good terms. (He/She) 
even told me recently, “That’s the price you some-
times pay for hiring and training the best people.” All 
of what I’ve told you will be confirmed when you call. 
But please let me know first so I can let (him/her) 
down gently. 

25.	 Do you know anything about 
(bookkeeping/printing processes/and so on)? 

(If yes, give a brief summary of your experience and 
skill level, plus:) 

I’m looking forward to learning more in this area, 
particularly the _________________ system you use here. 
I’ve heard it is the most efficient, state-of-the-art 
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method. I’m a quick study and know I would pick it up 
fast. 

(If no:) 

I don’t have specific experience in that area, but I 
have a great deal of related experience that will help me 
learn quickly. I have a natural ability for ______________ 
(numbers/computers/manual dexterity/sales), which I’m 
confident will enable me to learn the job in record time. 

26. Are you willing to start as a trainee? 

(If you are willing to accept an entry-level position:) 

Yes, definitely. This is a new area for me, and I be-
lieve in getting a good foundation in the basics before 
progressing. I also have a great deal of knowledge and 
work experience, which I’m sure will contribute to my 
rapid progress through the basics. If I learn at my usual 
rate, I expect to be assuming greater responsibility when 
it becomes available. 

(If you already know the job, and taking a step back-
wards would not be in your best personal or professional 
interests, try to leverage that knowledge like this:) 

I’ve had ____ years of background in this field al-
ready. While I know I’ll need to learn the specific meth-
ods and procedures this company uses, I’m a trained and 
experienced person. 

I’d be wasting your management’s time as a trainee, 
and that wouldn’t be in the company’s best interests. 
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The knowledge I bring with me qualifies me for the 
higher level position of ________________. 

27.	 Are you looking for permanent or temporary 
work? 

(You wouldn’t like to be looking for a permanent 
position and find yourself hired for a job that lasted only 
six months. So understand the employer’s point of view. 
Don’t take it too seriously, though. After all, life is a 
temporary assignment!) 

I’m looking for permanent work, a position with 
challenge and responsibility, that will allow me to de-
velop as I meet those challenges and handle that respon-
sibility. 

Temporary work is for people who haven’t decided 
what they want to do with their lives. I have a carefully 
considered career plan and am looking for the right com-
pany that will help me fulfill that plan—while I help it 
grow and become more profitable. 

28.	 In five minutes or less, tell me why this 
company should hire you. 

(What an opportunity! Portions of what you will 
answer might have been covered in your answers to ear-
lier questions, but here’s a chance at center stage for five 
whole minutes! That’s about as long as the average sales 
presentation. You’re getting a chance to screen-test us-
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ing a role you play every day! So develop a succinct, con-
vincing sales presentation, and don’t forget to close with 
a happy ending. 

Use the following sample presentation for a job as a 
sales representative with a pharmaceutical company to 
get ideas for your five-minute monologue. Pay attention 
to the words and phrases in italics: They are examples of 
effective use of interview vocabulary. Then write your 
own presentation in the lines that follow this sample an-
swer and rehearse it!) 

You need a self-starter who can handle a large terri-
tory and deal regularly with a variety of people—from 
hospital purchasing agents and directors of nursing to 
private physicians. You need someone who can take ob-
jectives and systematically meet them using creative 
approaches. 

I’ve proven my ability to work with people and 
numbers and to handle big responsibility with a mini-
mum of supervision. In my previous sales work, I usu-
ally exceeded my quotas. Further, I filed my paperwork 
on time, expediting order processing and shipping. I’m a 
high-energy person who doesn’t leave until the work I 
have to do is done. 

My employers have always been satisfied with my 
sales totals. Just as important, my customers were al-
ways pleased with the follow-up, support, and service I 
offered. These things are crucial to succeed in this busi-
ness. When you’re dealing with medicine and other 
pharmaceuticals, your customers need to know there is 
someone available to answer questions and to deal with 
problems that might arise in patient application. I’ll 
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work hard to establish a presence with the doctors and 
hospitals. 

The customer contact and public relations experi-
ence I gained from my other, nonsales, jobs will also 
help me deal with all the different personalities I’ll en-
counter on a daily basis. 

Finally, my degree in biology gives me the scientific 
knowledge to understand the technical aspects of this 
product line and to discuss it intelligently with physi-
cians and other health-care professionals. 

(The close:) 

Based on this, my ability, experience, skill, and per-
sonality match the requirements and diverse responsi-
bilities of the position. Most of all, I really want this job. 
I know time will confirm your decision to hire me. 

(Now, you write the script. You’ll be surprised how 
easy it is. After all, you’re writing about your favorite 
subject—you! Welcome to center stage. Spotlights on! 
Get ready for a standing ovation when you’re through.) 

___________________________________________________. 
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29.	 What makes this job different from your 
previous one? 

(Only you can answer this question with specific 
differences in job requirements and duties. That’s why 
it’s imperative that you know the target job well. If there 
are differences, list them; then:) 

Jobs are like people: If two people focus on their 
similarities rather than their differences, they get along 
better and accomplish more. If I focus on what I know 
and can do, I’ll learn the less familiar tasks as I go along, 
and I’ll be contributing right from the start. 

30.	 Why do you want to enter this field? 

From the research I’ve done, there appears to be 
tremendous opportunity in this field. The possibilities 
seem limited only by the imagination and energy of 
those in it. 

I want to spend my career in an industry and a com-
pany where the horizon is always expanding, and there 
is always new territory to cover. When I wake up in the 
morning, I’d like to anticipate the possibility that I’ll 
learn something new or solve a problem I’ve never faced 
before—one that will require all my talent. 

In summary, I want to be where things are devel-
oping, changing, and growing. And I want to make a 
meaningful contribution to that development and 
growth. 
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31.	 What do you think about how we run our 
operation? 

From everything I’ve seen and heard, I’m very im-
pressed. 

From my outside research, the way my first tele-
phone inquiry was handled, and our discussion here, I 
see a vibrant, responsive organization. A good measure 
of a company is in the enthusiasm of its employees, and 
the people here sure demonstrate that. 

32.	 Do you think your lack of ____________ (a 
degree/experience) will affect your ability to 
perform the job? 

(No degree:) 

No, I don’t think it will have an adverse effect. 
Even though I might not have the traditional academic 
letters after my name, I’ve learned a great deal, both in 
my job and on my own, that will help me perform the 
duties required by this job. 

Education is an ongoing process throughout life. I 
have a great deal of respect for formal education, and I 
acquired all that time, money, and circumstances would 
allow. But I find myself learning all the time. When it 
comes to my job, I’m very practical: If something will 
make me better at what I do, I want to learn all I can 
about it. If it won’t, then it can wait. 

I’m confident I have the knowledge and skill to get 
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the job done and even to find new ways of doing it more 
efficiently and effectively. 

(Lack of experience:) 

Even though I might not have years of experience in 
this profession, I have the knowledge necessary to make 
an impressive start and the willingness to learn and im-
prove. I have the skills required by this position. I learn 
quickly and will work hard to prove myself. 

Sometimes employers can do better when they hire 
people who don’t have a great deal of repetitive experi-
ence. That way, they can train these employees in their 
methods and ways of doing the job. Training is much 
easier than untraining. 

And when you’re required to prove yourself, there’s 
a healthy tension at work, like the mainspring that 
moves a watch. When that spring releases, momentum 
is working in your favor. I think you’ll be impressed by 
how quickly I learn and how much I accomplish in this 
position. 

33. Aren’t you overqualified for this job? 

Although I already know the job we’re discussing, 
my background will enable me to eventually expand it 
into something more. I might be more qualified than 
others you’re considering, but every job can be enhanced 
by being creative. 

With my qualifications, I can do the job right away. 
Then the company will benefit from my additional 
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experience, and I’ll be able to do more with the position 
than has been done in the past. In that way, I’ll continue 
to be challenged—and you’ll be acquiring someone with 
additional potential. 

I’ve learned many techniques for improving the ef-
ficiency and productivity of this type of operation. I’d 
welcome the opportunity to use what I know to improve 
things here. 

So while I might be starting out at a slightly lower 
level of responsibility, this company is growing and go-
ing places. I see a lot of opportunity here. 
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DELIVERY 

The rule of thumb is: Don’t discuss salary until you’ve been 
given a clear indication that you’re the preferred candidate (or 
one of a short list). Yet this rule can be tough to follow, and di-
versionary tactics can quickly develop into something of a 
power struggle between you and the interviewer—which is not 
what you want. Salary negotiations should be the starting point 
for your employment with a company; that is, ideally, you will 
have been offered a position before talk of money begins. Of 
course, the operative phrase here is “should be,” because unfor-
tunately, often salary negotiations may begin before you even 
walk across the company’s threshold—most commonly, on an 
application form or during a screening interview over the phone 
with a representative of the human resources department of the 
company, who has been instructed to do some preliminary 
weeding of the candidates. Your goal is to not show your hand 
until you have a clear idea of what the position is and what the 
employer thinks it—and you—are worth; the employer’s goal is 
to save time, and potentially money, by establishing as quickly 
as possible an opening bargaining position. 

Note It’s important to distinguish between salary history 
and salary requirements, because they really are two sep-
arate issues. Salary history should be (but isn’t) illegal to 
ask about (after all, what does another employer’s idea of 
your value have to do with this employer’s assessment?). 
Even if it had some marginal significance, benefits and job 
duties are never the same. 
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It goes without saying that you’ll be expecting to earn 
more in the target job than in your current position, so when 
you’re asked for your salary history, make sure you know 
what you’re actually earning. Yes, that’s what I said: Make 
sure you know what you’re actually earning. You’d be sur-
prised how many people don’t. Though everyone can tell you 
what his or her monthly take-home pay is, many don’t realize 
that, when calculating annual income, he or she should factor 
in nonsalary compensations, which include medical benefits, 
stock options, overtime, bonuses, profit-sharing and retire-
ment plans, and others. These factors can add 25 percent or 
more to your salary. 

The question regarding your salary requirement may 
seem like a trap just waiting to be sprung. The chances of 
your answering too high or too low when asked this question 
(whether on an application or in person) are almost one to 
one. As I said, your goal is to keep your options open as long 
as you can, to enable you to drive up your value and knowl-
edgeably state an amount satisfactory to you and the em-
ployer. I don’t know of a single case over the past 20 years 
when an employer rejected someone before an interview for 
not stating a specific salary requirement on a resume or appli-
cation. Yet I know of hundreds of applicants whose salary 
numbers excluded them. Applicants concerned with being 
able to pay the rent/mortgage don’t realize how negotiable 
salary is to employers. Even the most structured compensa-
tion systems allow for hiring above the stated rate range. 

Artificial salary constraints are a great negotiating tool, 
but they rarely stop employers from getting someone they 
want. Don’t let them stop you. Instead, after reading the 
following salary questions, which will test and hone your 
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negotiation skills, adapt the answers to fit your situation 
and your style. 

SCRIPT 

This chapter’s Q&A is divided into two sections, to address 
two very different scenarios: The first addresses the very diffi-
cult situation of being asked salary questions in the early mo-
ments of the interview, before you’ve had a chance to 
describe your suitability to fill the open position or even to 
find out the responsibilities you would be expected to assume 
in the job. The second scenario addresses the preferable situa-
tion: You’ve been told you’re the candidate of choice, or that 
you’re one of the top contenders for the job. 

Scenario 1 

If the interviewer puts you on the spot at the beginning of the 
interview by asking you one or both of the first two ques-
tions, your best bet is to try a diversionary response to gain 
time to learn more about the position and to open the way for 
a discussion about your experience and capabilities. 

1.	 What salary are you hoping to make in this 
position? 

At this early stage, without knowing the details of 
the position, it’s almost impossible for me to cite a fig-

142 



ccc_allen_ch08_139-150.qxd 1/14/04 3:43 PM Page 143

SALARY NEGOTIATIONS 

ure. Perhaps you could tell me at least the broad para-
meters of the position and the salary range that has 
been established at this company for this position. In 
my experience, similar or identical job titles at var-
ious companies don’t necessarily mean the same thing, 
and I’d really like to know how the job is described here 
before attempting to put a dollar figure on it. Further-
more, future opportunities at a company carry as much 
weight with me as salary and current job description, 
and both those factors will impact my salary require-
ment. 

(If the interviewer continues to pursue the salary 
topic before you’ve had a chance to sell yourself, you 
may have to cite a figure to avoid annoying the inter-
viewer and thus being eliminated from consideration 
simply because you were unwilling to respond to this 
line of questioning. If you’re put in this spot, your prein-
terview preparation will enable you to make as in-
formed a response as possible, and one that is in your 
best interest.) 

2.	 What is the salary you think is appropriate for 
someone with your experience? 

I’ve determined that my responsibilities are com-
mensurate with the high end of the salary range most 
employers are willing to pay for this position, which is 
$________ to $________. 

143 



ccc_allen_ch08_139-150.qxd 1/14/04 3:43 PM Page 144

CHAPTER 8 

3.	 What is your current salary? Or what is your 
salary history? 

I understand your need to know this information, 
and of course, I’m happy to tell you, but I’d be more 
comfortable if you’ll allow me first to explain what my 
current responsibilities are, then ask what the responsi-
bilities of this position are, to better enable both of us to 
determine if the two positions can really be compared 
monetarily. 

For me, job fit is as important as money fit, so I’d like 
to avoid boxing myself in or being excluded at this early 
stage because of salary restrictions—either mine or yours. 

(If you feel you cannot avoid giving an actual figure:) 

OPTION 1 

My current employer pays me $____, which is at the 
high end of the salary range at the company, and attests to 
the level of success I have achieved. 

OPTION 2 

Though my current salary is $____, which is lower 
than many other companies are paying for similar work, 
it is not a reflection of my work, but rather a reflection of 
the fact that my current employer is a small (or startup) 
firm just beginning to gain a foothold in this area, and 
therefore salaries are necessarily lower. I do, however, 
also receive a yearly bonus and stock options. 

OPTION 3 

My current base salary is $_____, but with overtime, 
end-of-year bonus, company-matched savings plans, pen-
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sion, and profit sharing, I earn $_____, which doesn’t ac-
count for the complete medical coverage benefit at my 
current company. 

Scenario 2 

In this scenario, we assume you’ve made it through the in-
terview process and that either you’ve been presented with 
an offer or it has been made clear the employer is about to 
begin the salary negotiation process. Though this is the 
ideal position to be in (the employer has a good idea of your 
value and you know what will be expected of you if you ac-
cept the offer), these, too, can be treacherous waters to navi-
gate, in particular if the first scenario has been played 
out—that is, you were forced to cite salary figures early in 
the interview process. 

This scenario can be further broken down into two sub-
scenarios—we’ll call them 2a and 2b. The first puts you 
squarely in the hot seat; the second at least gives you a 
launch point. Both situations, however, may be impacted by 
two factors: (1) what you have or have not already revealed 
about your current salary or salary history and expectations, 
and (2) whether the offer is made in person, over the phone, or 
via mail or e-mail. 

Scenario 2a 

If your potential employer has made it clear that you’re the 
candidate of his or her dreams, but is still unwilling to show 
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his or her hand regarding money, the opening line in this sub-
scenario may go something like the following. 

1.	 Your professional experience and personal 
demeanor seem to be an ideal match for both 
this position and this company; what we need 
to find out is whether we can match the salary 
you are looking for. What are your salary 
requirements for accepting this position? 

(As in scenario 1, you can try putting the ball back in 
the employer’s court first, again, to give you more infor-
mation to work with. If the opening question comes over 
the phone or via mail or e-mail, your first move is to re-
quest a personal meeting to discuss this important issue, 
where you’ll have the benefit of body language cues. Re-
minder: You should have done your homework, to deter-
mine what the standard salary range for the position is 
across the industry. Thanks to the Web, getting this kind 
of information has never been simpler.) 

I’d prefer to hear your opening offer, based on your 
knowledge of my capabilities and experience, in conjunc-
tion with your knowledge of the salary cap for this posi-
tion at this company. 

(If you did not have to reveal this information during 
scenario 1:) 

2.	 What is your current salary, and what 
percentage increase do you expect to make? 
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Note Never lie about how much you’re currently mak-
ing. Don’t forget: Employers have access to the same 
tools—in addition to personal contacts—that enable them 
to check any information you provide. 

(Here, too, your preparatory research will stand you 
in good stead. Be honest about what you’re currently 
making, including nonsalary factors, and then base your 
desired increase on what you know to be the going rate 
for the job title and whether the new position is a promo-
tion from your current post.) 

My current yearly salary, including bonuses and ben-
efits, is $_________, and I am willing to accept a 15 per-
cent increase over that. 

(If the move is a lateral one, most employers expect 
to offer an increase of 10 to 15 percent, so asking 15 per-
cent at the outset will allow for the all-important wiggle 
room. If, however, the position is a promotion and/or in-
volves relocation, increase that percentage based on the 
new title and the new location. For example, a move to 
San Francisco’s Silicon Valley from Des Moines, Iowa, is 
going to mean a huge rise in your living expenses.) 

Scenario 2b 

This is the best position to be in: You’ve been able to avoid 
giving any—or too much—information regarding your salary 
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history and/or requirements; the employer has made it clear 
you’re the person they want for the job; and an offer is on 
the table. 

1.	 We’re prepared to offer you $_____. How does 
that meet with your needs/expectations? 

(If the offer falls short, either of what you’re cur-
rently making or the percentage increase you were ex-
pecting to make:) 

Though I’m very excited about the job and the pro-
fessional opportunities it holds, I am disappointed in 
your offer. I’m currently making $__________, which in-
cludes _________, _________, _________, and _________, 
and to make the move, I’d need to increase that by at 
least ____ percent. 

(At this juncture, many counteroffer scenarios are 
possible, and it is beyond the scope of this or any other 
book to cover them all, but here are some guidelines. If the 
employer counters with, say, a base figure that meets your 
current salary, and adds stock options, you’ll need to base 
your decision on what those options might be worth. Is 
this a startup that is short on cash but that shows real 
promise of huge growth in a reasonably short period of 
time? Is this an established, successful, and still-growing 
firm whose stock you’d be foolish to turn down? 

You’ll also need to base your decision on your per-
sonal situation. Are you cash poor now because you’ve 
just bought a house—or will have to do so because accept-
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ing the job will require relocation to a higher-cost area— 
and therefore need your salary in the form of a biweekly 
check? Again, preparation is all-important. You should 
have learned, for example, how the company’s stock has 
been doing. And at this point, it’s fully appropriate for you 
to ask the questions regarding company benefits because, 
as discussed, nonsalary benefits can add as much as 25 
percent to your real salary, and so will impact your deci-
sion to accept or to continue negotiating. See Chapter 13, 
“Questions to Ask the Interviewer.”) 

WHEN ENOUGH IS ENOUGH 

One of the most important strategies of the salary negotiation 
process is to know when to stop negotiating. You don’t want 
to talk yourself out of the job. It’s important to keep your goal 
in mind—which presumably is to get the job—not win some 
game of dollars and cents. 

Use your common sense to determine when to stop, based 
on your preparatory research and your interactions so far with 
the employer. If you have compromised as much as you are 
willing or can afford to, and the employer is clearly unwilling 
or unable to offer more, it’s time to say “thank-you,” accept 
the offer, and move on. Remember, you will be working with 
these people, and they won’t forget how you handled yourself 
during this important process. And of course you may choose 
to reject the offer, if you feel—reasonably—that you can do bet-
ter elsewhere. This is not a one-way negotiation; you are inter-
viewing the company as much as they are interviewing you. 
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DELIVERY 

Experience isn’t what you’ve done; it’s what you do with 
what you’ve done. Everyone who is the same age has the 
same amount of experience—it’s just that each person has it 
in different areas. Those different areas are really just matters 
of focus. 

Even nontraditional experience can apply to the require-
ments of the target job. As you prepare for your interviews, 
take an experience inventory. Be sure to include knowledge 
and skills gained from part-time jobs, volunteer work, and 
community service. 

Training is everywhere: adult education programs, com-
munity colleges, university extension courses, trade or tech-
nical schools, and correspondence courses. If you want to 
acquire new skills—or brush up on old ones—to meet the re-
quirements of the job you’ve targeted, get the training you 
need without delay. Just be sure the course is skills oriented 
(no theory unless you need it for the job), inexpensive, and 
short enough to give you a certificate of completion within a 
few months. Anything longer is unlikely to make much dif-
ference in getting hired. 

But if you have set career goals that will require longer 
training—such as completion of a bachelor’s or graduate 
degree—go for it. The long journey begins with that first step. 
In the meantime, explore job opportunities at lower levels in 
the same field. If your ambition is to be a registered nurse, ap-
ply for an entry-level job in a hospital or clinic. By the time 
you’ve completed your course of study, you’ll also have sev-
eral years of related experience and will be all the more valu-
able in your target job. 
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Employers say they want people with potential. But re-
ality doesn’t yield to rhetoric. They want skills. Usually 
yesterday. 

SCRIPT 

1.	 How did you get into the type of work you are 
doing now? 

(The first part of your answer should include spe-
cific information about the career path that led you 
to your present job. Rough out your script in the lines 
provided. Then close with the scripted paragraph that 
follows.) 

____________________________________________________. 

Considering my educational background, my inter-
est in _______________________________, and the satisfac-
tion I derive from completing a job properly, I decided to 
become a __________________________. 

I don’t think I’d be able to really excel if I weren’t 
truly interested in the job or if I were merely motivated 
by its financial rewards. However, because I find the work 
both challenging and fulfilling, the better I do, the more I 
enjoy it. 
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2.	 What have been the biggest frustrations in 
your career? 

I’ve always approached my career with enthusiasm, 
so I really haven’t experienced much frustration. The pri-
mary annoyance on the job is from fellow workers who 
don’t seem to be interested in performance, only in their 
paychecks. 

It isn’t that everyone should live up to my standards, 
but hard work and respect for others are common denom-
inators for any successful team. Beyond that, the primary 
motivation should be to excel—to find ways of doing 
things better, faster, and more effectively. 

However, when I find myself up against a source of 
annoyance, I convert it to an opportunity to prove myself 
and set an example for others to follow. It has worked 
very well—for them and for me—because enthusiasm is 
contagious. 

3.	 What have been the biggest failures in your 
career? 

While I honestly can’t recall any major failures, I’ve 
had a few temporary setbacks—mainly when I tried to do 
too much at once. There are times when we’re called 
upon to produce more results in less time. When you 
work at maximum production anyway, it’s unrealistic to 
expect a week’s work to be done in a day without the 
quality suffering. 

In one instance, when I was given an assignment 
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that was long on work and short on time, I tried to com-
plete twice the work by the deadline. It was impossible. 
Fortunately, I accomplished enough to make the project 
successful. But I learned that no one, including me, can 
consistently produce optimum results with that much 
self-imposed pressure. 

I’ve benefited greatly from the experience and have 
become even more effective in my work than before. 
Managing time and establishing priorities can make any 
employee more effective. 

4.	 What risks did you take in your previous job 
and what was the outcome? 

In my previous job, it appeared that the only way to 
succeed was to drive myself and those around me to the 
limit of our potential. If you’re afraid to try something 
new, you’ve unnecessarily foreclosed other options. But 
if you’re willing to attempt another way, more might 
be accomplished. Our hard-driving approach turned 
our department into a responsive, respected part of the 
company. 

At times, being creative can be risky. My risks 
have always been carefully considered. I took them only 
after making sure I could save my employer money or 
time by my action. Because I put careful thought into 
my decisions, the outcome was consistently positive, 
and my success was noticed. By the time I left, I had the 
reputation of being an innovator who knew how to get 
the job done. 
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5.	 How (do/did) you like working for your 
(current/previous) supervisor? 

Working for my (current/previous) boss (has 
been/was) a great experience. (He/She) (is/was) a dedi-
cated professional who really (understands/understood) 
this business and how to be successful in it. As a result, 
(he/she) (has earned/earned) the loyalty and respect of the 
entire department, and I (will be leaving/left) with mixed 
emotions. 

From the time I began working at _________________ 
_____________________ (name of company), my supervisor 
took a sincere interest in my work. Under (his/her) guid-
ance, I grew personally and professionally. I’ve learned 
that a great working environment is a two-way responsi-
bility. All employees have to work together and respect 
each other for the job to get done. 

I’ve been fortunate to work with and learn from 
someone who trusted and believed in (his/her) subordi-
nates. That trust gave me the confidence I needed to be 
successful. I plan to use that same leadership style when I 
supervise others. 

6.	 Have you done the best work you are capable 
of doing? 

That’s hard to say, because I’m always striving to do 
better; but my performance reviews were consistently ex-
cellent. I’ve often tested my limits and have found I was 
capable of more than I—or my employers—thought. 
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There are times when, for various reasons, it be-
comes difficult to do your best work. At times like those, 
I found myself driving to produce, to maintain my record 
of success. I approach every assignment with all my en-
ergy and talent. Even if I’ve done it before, I regard it as a 
new challenge to be met with a fresh approach. 

I guess I’ve succeeded, because the results of my 
work have always been well-received. 

7. Why are you leaving your current position? 

I need to be challenged to develop my potential fur-
ther. I’m interested in additional responsibility and new 
opportunity, which unfortunately are limited at __________ 
(name of current employer) because of __________________ 
(company size/limited product line/company restructuring 
or downsizing). 

The reputation and market focus of ______________ 
_____________________________ (name of prospective em-
ployer) offer many opportunities for someone with my 
training and experience. It’s the optimum kind of environ-
ment I’ve been seeking. 

8. What three areas of your job do you like most? 

Only three? That’s difficult to answer because I like 
everything about my chosen field. Rather than pick out 
little details of the routine work, here are three general 
things. 
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First, I believe in the ________________ (product or ser-
vice) and its value to our customers, so that’s a major one: a 
sense of pride that we’re doing something important. 

Second, I like the constant challenge to all my 
faculties—intellectual, emotional, and physical—that 
working in this field provides. It keeps me active and 
productive. 

And third, it’s the sense of progress—knowing that 
we’re in a growing, dynamic industry that will be impor-
tant for many years. I’m excited about my participation in 
the future. 

9. What three areas of your job do you like least? 

I really like this work, so I can’t think of any major 
dislikes. I guess my answers will have to come under the 
category of “nuisances” or “annoyances.” They’re in-
evitable when you’re trying to accomplish something. 

The biggest annoyance is other people who don’t 
share the same sense of purpose or care about the com-
pany’s goals—the kind of employees who are just putting 
in their time. It happens everywhere you work; but I can’t 
help thinking that, if everyone would concentrate on the 
business at hand, we’d all accomplish even more. 

Then there’s the usual paperwork that seems to slow 
down the action. I realize the importance of documenta-
tion, and I cooperatively fill out the forms and log in all 
my time and phone calls. But I’m always looking for effi-
ciencies in that area that will get me out (on the floor/in 
front of the customer/in the field) where I belong, doing 
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my job. I’d rather be on top of my paperwork than the 
other way around. 

Finally, under the category of “nuisances” is 
____________________________________________________. 
(Mention something trivial but common, like back-
orders from overseas suppliers, computer systems that 
need updating as soon as they are installed, and the like. 
Smile good-naturedly to show you realize “no pain, no 
gain.”) 

10. Describe the best supervisor you ever had. 

My best supervisor was someone who expected a 
lot from me and taught me to expect a lot from myself. 
Then, (he/she) guided me through the training, knowl-
edge, and experience I needed to fulfill my potential and 
become a credit to the company. 

(He/She) didn’t overmanage, but let me make 
enough minor mistakes on my own so I’d learn by doing. 
We discussed assignments—what was required, what I 
needed to do it, and where I could find assistance—but 
then (he/she) let me do my work my way. 

There was always a feeling of mutual respect and 
trust. (He/She) fought for (his/her) employees, but 
(he/she) never tolerated anything less than the best job 
possible. As a result, (his/her) people always knew 
(his/her) expectations and internalized them so little di-
rect supervision was required. 

With such a firm, fair, and consistent leader, a lot of 
typical coworker dissatisfactions and disagreements 
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were avoided. I remember that as a time when we 
showed that teamwork could accomplish a great deal. It 
was a pleasure to go to work in the morning and leave at 
night with a sense of accomplishment. 

(If you’re applying for a management position, the 
final paragraph in this answer is also applicable:) 

I’m fortunate that I met this extraordinary person 
early in my career. Knowing (him/her) really helped me 
develop my own leadership skills. Whenever I encoun-
tered problems in managing others, I thought about 
what (he/she) would do in the same situation. If I 
couldn’t come up with an answer, I’d call (him/her) and 
ask. Although it’s been ____ years since we worked to-
gether, (his/her) methods serve as a strong guide for my 
own leadership decisions. 

11.	 Describe the best company you ever 
worked for. 

(Think carefully about what “best company” 
means to you as an employee and develop your script 
from your experience. Write it in the lines provided after 
the following two samples.) 

The one where people worked long and hard, but 
enjoyed themselves doing it. There was always a sense 
of purpose, and of achievement, in the air. At the end of 
every day, I had a real feeling of accomplishment and 
looked forward to the challenges awaiting me the next 
morning. 
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OR 

The one where there were no arbitrary lines be-
tween management and staff, but rather a team of 
skilled professionals all working together. People re-
spected each other, understood what was required of 
them, and did their jobs to the best of their unique abili-
ties. It was always “you and me against the problem,” 
rather than “you against me.” 

The really exceptional companies I worked for rec-
ognized people as a resource and made a conscious effort 
to acknowledge and reward people for their work. In that 
way, employees felt they were needed and were moti-
vated to do their best. 

(Now, your answer:) 

That would be _________________________________ 
(name of company) because __________________________ 

___________________________________________________. 

12. Describe the best job you ever had. 

(As with your response to Question 11, think about 
this response in relation to your own experience. Do you 
want a steady work flow and no surprises? Do you thrive 
on challenge, change—even chaos? 
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Because you’re aiming at the target job, know what 
that job requires and describe one very similar. If your 
description of your best job is the complete opposite of 
the target, you’ll be shooting off your toes. Most compa-
nies have stretchers for emergencies like that. Your get-
well card will be “No-interest Letter No. 2.” Here’s a 
guideline to hit the bull’s-eye:) 

My best job was the position of __________________ 
____________________ at _____________________________ 
(name of company). It offered me the opportunity to use 
all my initiative and skill to solve problems and get 
things done. At times the pace was fast, but things were 
never out of control. Beneath it all were organization, 
structure, and guidelines that helped employees make 
decisions and accomplish their jobs effectively. 

Defined policies and procedures, combined with 
encouragement to use creativity in my work, are what 
characterize a great job for me. 

13.	 What references would your 
(current/previous) employer give you? 

I’m confident that all my references will be favor-
able and will confirm what we’ve discussed here today. 

(If you suspect that any unavoidable reference 
might be negative, and you’ve really tried to correct it, 
here’s a sample answer. Rehearse it carefully, because 
this is a preemptive strike to minimize the importance, 
objectivity, or validity of the bad rap.) 

The majority of my references will be favorable, 
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but you might not find that to be the case with 
________________________________ (name of supervisor/ 
company). Although I’m proud of the work I did there, 
and always did my best, my supervisor and I never 
seemed to overcome some philosophical differences. 

I tried to be accommodating, and I learned a great 
deal about interpersonal relationships from my at-
tempts. Finally, I decided (his/her) philosophy was get-
ting in the way of our productivity, and I chose to leave. 

I gained a lot of useful knowledge and experience 
on that job, which I use every day in my work now. It 
was just one of those things that happens occasionally 
even in the most successful careers. I made the best of it, 
cut my losses, and moved on. Even though people know 
they should consider the source, few really do. There-
fore, I wanted to let you know in advance. 

(Now, your answer:) 

____________________________________________________. 

14.	 How would you compare the quality of your 
work to that of others in the same job? 

The quality of my work has been consistently as 
good as—or better than—that of my coworkers. I’ve al-
ways met or exceeded expectations. 
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Some people pay too much attention to the work 
that others around them are doing. If they’re doing more, 
they lower their speed to the average. I’m just not that 
kind of person. I set my pace according to what is re-
quired by the job, and I always try to beat the clock and 
my own record. 

People spend more time on the job than anywhere 
else. I owe it to myself and my employer to make every 
minute count. If I just kept doing the average work, at an 
average pace, life would be awfully boring. So I don’t 
wait for challenges to be dropped in my lap. I go out and 
find them! 

15.	 How would you compare the quantity of 
your work to that of others in the same job? 

Like the quality of what I’ve produced, the quantity 
of my work has generally exceeded expectations. My out-
put was as high as—or higher than—that of any coworker. 

There have been times, however, when it was nec-
essary to temporarily set aside quotas to improve qual-
ity. As organized as I am, there have been times when 
I’ve needed to (fix manufacturing problems/devise a new 
work-flow program). Temporarily, the output was re-
duced so we could improve overall operations. 

It was always time well spent that paid off in the long 
run. We don’t expect our machines to run indefinitely at 
peak efficiency without maintenance, and we can’t expect 
that of systems, either. If we didn’t take time out to take 
care of the exceptions, eventually we’d get nothing done. 
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16.	 In what areas of your current job are you 
strongest? 

(Think about your strengths, and script your an-
swer in the lines provided. Use the sample answer as a 
guideline, but make your answer specific to the work 
you do and the target job.) 

My strengths come from my energy and my ability 
to find the fastest, most efficient way to get the work 
done. As a result, I’m able to keep increasing my output 
while maintaining the quality. 

One of my other strengths that supports this is how 
well I get along with others—supervisors, coworkers, 
and subordinates. Because I communicate well with peo-
ple, I get the support and cooperation I need in my work. 
I try to be sensitive to the many personalities with 
whom I work. Each has different needs and is motivated 
by different things. 

(Now, your answer:) 

___________________________________________________. 
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17.	 In what areas of your current job are you 
weakest? 

(Remember, you’re here to sell yourself into a job, 
not out of one. Avoid revealing any major weaknesses. If 
you have them, you plan on eliminating them anyway, 
don’t you? Leave them in the lobby. Just mention some-
thing benign that shows you’re human before you take 
the preemployment physical.) 

I don’t have any major weaknesses that interfere 
with how I do my work. The only area where I occasion-
ally fall behind is in completing my daily activity reports. 

Sometimes, I find myself with two or three days’ 
worth of reports to do at once. If that’s the case, I stay 
late and get them done. I have a good memory, but I also 
keep careful notes in my calendar as I go along; so I al-
ways have the information I need to fill them out accu-
rately if I do fall behind. 

(Now, your answer:) 

___________________________________________________. 

18.	 What factors contribute the most to your 
success on your current job? 

First, experience. The training and situations in my 
previous jobs helped me go further and faster on this job. 
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My jobs have increased in responsibility, with each level 
building on the last. 

Second, continuing education. In addition to formal 
schooling, I’ve always taken the time to be informed and 
current on what I needed to know to be effective. I at-
tend seminars and workshops and take courses, and I al-
ways have professional or management materials 
available to read when I’m waiting somewhere. 

This leads me to the third reason for my success: 
good planning and productive use of time. When I run 
into roadblocks on the job, I figure out a way to elimi-
nate them or at least turn them into speed bumps. 

Wasting time while you’re waiting for something 
to happen drains energy. If Plan A is temporarily on 
hold, I immediately swing into plans B, C, D, and so on. 
It’s amazing how much nonproductive time can be 
turned into job improvement if you’re just aware of how 
to do it. 

19.	 What do your supervisors think are your 
strengths? 

From what they’ve told me informally—and for-
mally during performance reviews—they think I’m a 
productive and efficient employee and a good team 
player. 

I’ve had particularly high ratings in meeting ob-
jectives, completing assignments on time, and work-
ing well with coworkers to accomplish company 
objectives. 
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20.	 What do your supervisors think are your 
weaknesses? 

(Prepare an answer here that mentions some trivial 
matter. In most performance reviews, supervisors find it 
necessary to pinpoint some area that needs improve-
ment. Like teachers, supervisors hesitate to give anyone 
a perfect score. 

Again, don’t mention any mortal sins, only minor 
correctable and corrected items. Tardiness, absenteeism, 
negligence, and poor attitude are all mortal sins to be 
avoided. Instead, confess to something like:) 

Although my evaluations have been overwhelm-
ingly favorable, I have occasionally received comments 
about needing improvement in the area of __________ 
_______________________________ (record keeping/filing/ 
expense accounting). 

It’s not that I don’t meet the requirements in those 
areas. It’s just that sometimes I get so intent on achiev-
ing something major by a certain deadline that, occa-
sionally, these routine functions are delayed while I’m 
immersed in a major project or problem. 

Eventually I catch up, however. Supervisors don’t 
like to give employees a perfect score, so occasionally 
something like that appears on a performance review. 

21.	 What is your current boss’s title, and what 
are his or her duties? 

(Sample answer:) 

168 



ccc_allen_ch09_151-198.qxd 1/14/04 3:45 PM Page 169

____________________________________________________ 
____________________________________________________ 

EXPERIENCE AND TRAINING 

My supervisor’s title is supervisor of sales support. 
(He/She) reports to the national sales manager and is re-
sponsible for overseeing the work of the department, 
which consists of five sales coordinators and a clerical 
staff of three. 

The department is responsible for supporting a 
national sales force of 25, preparing the salespeople’s 
correspondence, processing orders, making sure sales-
people follow up on all leads, and maintaining distrib-
utor relationships. 

As the senior sales coordinator, I also have re-
sponsibility for special projects, such as tracking sam-
ples given to customers and reporting on the results of 
their use. In that function, I report to the national 
sales manager, who is responsible for the sales force’s 
meeting its objectives. 

(Now, your answer:) 

(His/Her title is _______________________. (He/She) 
reports to the _____________________________________ of 
___________________, and has responsibility for ________ 

___________________________________________________. 

22. Describe a typical day in your job. 

(Sample answer:) 

I arrive early to review my list of objectives for the 
day, which I prepared before I left the previous night. I 
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assign priorities to my work, so the most important and 
necessary tasks are accomplished first. 

There are many interruptions throughout the day. 
The phone rings, and suddenly there’s a fire to fight. It’s 
unavoidable. As long as I’ve established a good plan, I 
keep those objectives in mind, and accomplish them one 
at a time between all the emergencies. 

I stay levelheaded. Everyone takes their cues from 
me, so I’m positive, organized, and congenial. No matter 
how difficult the task seems, the work gets done, the 
problems get solved, and we make progress. 

No day is really typical in my job; there’s always 
something new. But good planning and time manage-
ment skills help me stay on top of the work, so my 
coworkers and I enjoy meeting new challenges while we 
keep the department moving along. 

(Now, your answer:) 

___________________________________________________. 

23.	 What do you consider the single most 
important idea you implemented in your 
current job? 

(Spend some time in a careful review of your previ-
ous jobs. It is human nature to forget achievements and 
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to focus on what we haven’t achieved. One way of always 
having your achievements handy is to write them down 
as they happen. Whenever you solve a problem or create 
a more efficient method for doing something, write a sen-
tence about what you did on a business card; keep these 
in your wallet where you can refer to them often. 

As you add to the deck, insert the older ones in a 
business card holder. In addition to sensitizing you to 
your own value, it’s a great source to help you update 
your resume. Employers want to know more than who 
you are—they want to know what you’ve done. That’s 
how they decide what you can do for them. Here’s an ex-
ample of the presentation:) 

Shortly after I became a clerical supervisor at 
_______________________________ (name of firm), which 
employs 20 attorneys and 10 secretaries, I determined 
that the lawyers were still writing most basic pleadings 
in longhand, with legal secretaries merely transcribing 
them. Yet, most of these documents had common ele-
ments. There was a lot of duplication of effort, and some 
brilliant analysis by the attorneys was being used only 
once before it was filed away forever. 

I compiled a file of pleadings that I thought could 
be stored in a retrieval system, and I produced a cost 
analysis for the firm’s partners to review. They accepted 
my proposal after analyzing it thoroughly. Then I re-
searched the best word processing system for our use, 
negotiated the terms of a lease, and supervised the in-
stallation. The project took about six months from start 
to finish, and I invested a great deal of overtime but the 
results justified the effort. 
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Now all attorneys have a 5-inch binder of pleadings 
organized by categories. When they need a motion or other 
court document, it’s just a matter of making a photocopy, 
filling in the blanks, and sending it to the clerical depart-
ment. Other documents are being added continually. 

I also created a work-request system to monitor and 
assign priorities to the work, rather than using over-
stuffed in-baskets where the work was handled on a last-
in, first-out basis. Now the clerical department can turn 
around anything from a one-page motion to a hundred-
page brief in half the time, error free. As a result, the 
firm has been able to increase its legal staff to 25 attor-
neys, with no accompanying increase in clerical staff. 
Billable hours have increased by 40 percent. 

(Now, your answer:) 

___________________________________________________. 

24.	 How would you install a ______________ 
system? 

(In the first interview with the personnel type, spe-
cific qualifications usually are not probed thoroughly. 
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However, there might be one or two questions like this 
one, and you should be prepared. If you know the an-
swer, relate it in a logical, organized step-by-step way. 
Don’t be an expert who can’t communicate what he or 
she knows. On the other hand, if you don’t know, don’t 
ad lib. Try this:) 

I haven’t had experience with that specific system, 
but I have installed a similar one, the _________________ 
__________________. I’d check the manufacturer’s litera-
ture to determine the differences between that system 
and the one I know. Then I’d proceed to _______________ 

_________________________________________________. 

25.	 What specific strengths did you bring to your 
(previous/current) job that made you 
particularly effective? 

(Sample answer:) 

When I became marketing director of the textbook 
division, I had the advantage of knowing the books, be-
cause, in my former job as development editor for the 
company, I supervised their production. 

So I concentrated on matching products to mar-
kets. As my research revealed other products we could 
launch to increase market share, it was easy to work 
with the product development people because I’d been 
there. I understood their creative and schedule needs, 
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and they appreciated working with a marketing person 
who didn’t make unreasonable or uninformed demands. 

My extensive experience in all areas of production 
and distribution was my greatest asset. It enabled me to 
be practical and to capitalize on additional opportunities 
to increase sales dramatically. 

(Now, your answer:) 

___________________________________________________. 

26.	 What specific strengths do you think you can 
bring to this position? 

(Sample answer:) 

My education in ______________________, my expe-
rience in ___________________________________, and my 
knowledge of the area of ___________________________ 
all will contribute to my performing this position with 
little or no downtime. I have the proven ability to trans-
fer my skills from one job to another. 
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Because of this, I can learn my way around an orga-
nization quickly. I can concentrate on motivating and 
managing the staff, while developing relationships with 
other supervisors. 

27.	 Would you recommend your 
(previous/current) place of employment to 
others? 

Certainly, depending on the kind of work they were 
seeking and their attributes. _________________________ 
________________________ (name of company) is a sound, 
viable operation. There is interesting work there for peo-
ple who can produce. 

As I might have mentioned before, I am seeking an-
other position because my growth there is limited by 
_______________________ (company size/downsizing). But 
someone at a lower level might have many years of pro-
ductivity and challenge ahead. 

28.	 Can you explain the long gaps in your 
employment history? 

(This is a tough one. If there are long gaps, your an-
swer should offer a brief, believable explanation, and 
then you should convince the interviewer why this 
won’t affect your ability to succeed at the target job.) 

When I was younger, the decisions I made seemed 
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right at the time. Although these choices don’t appear 
on my resume, I learned a lot along the way. 

In one case, I believed I needed more education 
and training to achieve my goals, so I left work and re-
enrolled in college. That decision was justified because, 
when I returned to the work force, it was at a higher 
level of responsibility and pay. Not only did I learn crit-
ical skills, but I learned the self-discipline that formal 
study requires. 

Another time, I had the opportunity to serve on 
board a three-masted schooner on an expedition in the 
South Seas. While being a deckhand didn’t add to my 
computer programming knowledge, I learned the value 
of hard work, team effort, and overcoming hardship. 
Everyone should learn those values. It really helps to su-
percharge a career. 

I’ve had life experiences I can bring to bear on the 
job. My track record for the past _________ years has 
been consistent and progressive, and my work has in-
creased in responsibility. 

I have set my career goals and have developed a 
plan for achieving them. That, combined with my fam-
ily responsibilities, makes me a very stable employee 
and a good risk. 

(Now, your answer:) 
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____________________________________________________. 

29.	 What was your first job and how did you 
get it? 

(Sample answer:) 

My first job was as a carrier for the daily newspa-
per in my hometown. I was 12 years old, and my mom 
wasn’t sure she wanted me out in the predawn hours. 
The circulation manager wasn’t sure I was old enough 
either. I asked them to give me a chance. Then I in-
vested in reflectors for my bike and a loud horn that I 
could use if necessary. It could be heard from anywhere 
on my route. That satisfied my parents, and they gave 
me permission to take the job. 

I handled that route for three years, rarely missing a 
day. I eventually built it up to the number-one route in 
the paper’s circulation area. I won several sales contests, 
even a trip. The circulation manager many times told 
me how glad he was he had taken a chance on me. My 
parents were very happy with how my college savings 
account had grown over those three years. 

That job taught me more about responsibility and 
self-discipline than the part-time jobs I held through 
high school. I was in charge. I considered myself a 

177 



ccc_allen_ch09_151-198.qxd 1/14/04 3:45 PM Page 178

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

CHAPTER 9 

route manager. I even kept a notebook with all my cus-
tomers’ preferences. You know, “Mrs. Jones wants her 
paper in the milk box,” “Mr. Adams wants his inside 
the screen door.” I still have that notebook—some-
where. That job gave me the first great sense of satis-
faction in doing a good job. It’s something I value to 
this day. 

(Now, your answer:) 

___________________________________________________. 

30.	 How would you sell me that chair next to 
you? 

Before I’d sell you on buying it, I’d learn all about 
the features and benefits. Then I would learn about you, 
your company, the chairs you are now using, and your 
needs. I’d determine what advantages my product had 
over your current chairs—price, quality, comfort, dura-
bility, or design—that would appeal to you. 

Then I would determine if you were the decision 
maker to whom I should make my presentation. If so, I’d 
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make an appointment to meet with you and discuss 
your office furniture needs. In that discussion, I would 
listen carefully. Then I’d make you aware of needs you 
hadn’t realized before. 

For example, I would say, “Mr. Jones, my research 
reveals that your office staff lost 210 days last year to 
lower-back injury and pain. I’m not saying your current 
chairs caused that problem, but they aren’t designed to 
alleviate it, either. Our chair is designed with lumbar 
support to cushion and ease the pressure on the lower 
back that often results in injury and chronic back pain. 

It is a more cost-effective product than your current 
chair because it is designed to last 10 years—twice as 
long as the chairs you are now using. And it can poten-
tially save you thousands of dollars per year in down-
time and employee medical benefits.” 

Notice I didn’t make any unsupportable claims. I 
said, “potentially save thousands.” I made you, the cus-
tomer, aware of needs you might not have considered 
when purchasing office furniture. Then I positioned my 
product to meet those needs. When I was convinced I 
had secured your agreement to what I was saying, I 
would ask for the order: 

“Mr. Jones, how many of your current chairs 
would you like to replace at this time? My volume dis-
counts make the price of our chair even more attractive 
when ordered in quantities of more than five dozen. 
When you consider how well employees respond to 
their employer’s providing them with new, quality fix-
tures and equipment, I think you’ll agree it would be a 
wise move to replace them all at the same time. 
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From my count, I see you currently have 65 chairs 
in use. I would be happy to remove the old chairs for you 
when we deliver the new ones. Would the first of next 
month be a convenient date to take delivery?” 

31. Have you ever walked out on a job? 

(If no:) 

No, my responsibilities to my work and my fam-
ily are too important to simply walk out in frustration. 
In the past, when I saw a negative situation that was 
beyond my control, I carefully planned my exit, se-
cured another position first, and gave my employer ad-
equate notice to allow a smooth transition to my 
replacement. 

(If you have quit one job before securing another:) 

There was a time when I made a rather painful de-
cision to leave one company before I had secured a new 
position. This resulted from working very hard, putting 
in long hours, and trying to turn a negative situation 
around without any cooperation. 

As long as I was in that job, I couldn’t get away to 
interview for a new one. If I left, even for a day, the work 
wasn’t done. I’d lost my sense of perspective. Finally I 
gave my notice, leaving only when I had found and had 
trained my replacement. 

Then I took some time to evaluate my options, as-
sess my abilities, and get my career back on track with 
the right position. I secured the ideal job within six 
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weeks. By that time, I was rejuvenated and tackled my 
new assignment enthusiastically. 

When I look back on the job I left, I see that nothing 
since has even approached its difficulty. After what I 
learned there, I know I can meet any challenge. 

32.	 Have you made any contributions to 
publications in your field? 

(If yes:) 

Yes, I have. I’ve had articles published in the 
____________________ issue of ____________________ and 
the ___________________ issue of _____________________. 
I have copies of them right here in my briefcase that I’d 
be pleased to give you, if you’d like. 

(If no:) 

Not yet. But I have some ideas for articles and several 
outlines. My knowledge of the field and my writing skills 
have progressed to the point that I’m comfortable com-
pleting the articles and submitting them for publication. 

33.	 What do you consider the most significant 
accomplishment in your entire career? 

(Remember, “significant accomplishment” doesn’t 
necessarily mean a breakthrough discovery or a major 
financial success. Even a personal accomplishment that 
improved your professional stature or an idea that made 
the work of others more pleasant or efficient is worth 
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mentioning. Think about all you’ve done in your career. 
Read the sample answer. Then script yours in the lines 
provided.) 

My most significant accomplishment was rising 
from the steno pool at _______________________________ 
(name of company) to become its administrative assis-
tant. I worked there two years, and my only education 
beyond high school was a nine-month certificate course 
at a business college. But I knew I was capable of more 
than shorthand, typing, and filing. 

I continued to work hard by day while taking night 
courses in business administration at the community 
college. On the job, I asked about more responsibility 
and opportunity. Then, one day I had the chance to 
prove myself by volunteering to coordinate our com-
pany’s annual employee fund drive. I invested hundreds 
of extra hours over a six-month period. My effort and 
initiative were rewarded when the funds collected 
turned out to be the highest in the company’s history. 

As a direct result of the recognition I received from 
my volunteer success, I asked to fill the administrative 
assistant opening. A few years later, I broke into the 
management ranks. I’ve since completed my degree and 
accomplished many things in my career. But I still look 
back on that one event as the turning point and the ac-
complishment that made all the others possible. 

(Now, your answer:) 
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___________________________________________________. 

34. How did you get into this type of work? 

(Your script must be personalized. In preparing it, 
include information that shows your decision-making 
ability and your willingness to accept challenges. Don’t 
say, “I got lucky.” After all, the best definition of luck is 
“when preparation meets opportunity.” The harder you 
work, the luckier you get! Study the sample answer for 
ideas:) 

I was employed as an assembler at ______________ 
____________ (name of company) for two years, when a 
position opened in the materials handling division for an 
administrator. My coworkers teased me when I applied 
for the position. They thought it wouldn’t be possible to 
assume a desk job. 

Even my (husband/wife) was skeptical. (He/She) 
knew I wanted to make more of myself someday, but I’d 
only begun night courses in business and didn’t have the 
formal qualifications for the job as it was posted. What I 
did have was a strong belief in myself, and a track record 
of accomplishment and dependability. 

To everyone’s amazement, I got an interview, and 
another, and another. Management was also surprised 

183 



ccc_allen_ch09_151-198.qxd 1/14/04 3:45 PM Page 184

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

CHAPTER 9 

that someone from the shop floor knew as much as I did 
about the company’s product and the system for turning 
raw materials into finished goods. I sold myself hard for 
that job, and I got it. I remember my exact words: 
“Who’s better in the war room than someone who’s been 
on the front lines?” 

I’ll tell you, it was tough going for a while. I felt 
slightly insecure about not having my degree yet and in 
awe of everyone else in the front office who seemed so 
sure of themselves. But I soon learned that the ability to 
make intelligent decisions wasn’t something that came 
from a book. Besides, I knew more than they did about 
how our product was manufactured and about the prob-
lems manufacturing faced when we used materials that 
didn’t meet the specifications. 

One promotion led to another. Eventually, I ob-
tained a degree and entered the ranks of general manage-
ment. I never lost my practical perspective from 
manufacturing, and I never lost touch with the people 
who really make the company—those who produce the 
product. 

By moving from labor to management, I opened the 
door for others to follow. Today, that company has a 
much more integrated and people-sensitive approach 
than its competitors, which is one reason for its success. 
I don’t mind taking a small measure of credit for that. 

(Now, your answer:) 
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___________________________________________________. 

35.	 What has been your biggest disappointment 
on the job? 

There haven’t been many things I can point to as dis-
appointments. In one case, I worked for a company with a 
product that could really make a difference in helping the 
lives of many. I saw great potential there, believed it 
could be realized, and worked hard to make it happen. 

But it just wasn’t meant to be. Improper manage-
ment decisions, inadequate capitalization, and down-
right creative bookkeeping, as they say, led the company 
into debt. It’s a shame because the world lost a poten-
tially great product. 

In terms of my own career, I turned that disappoint-
ment into a valuable lesson. I’m sensitive to the danger 
signs that signal that a good organization is heading for 
trouble. As I gained more and more responsibility 
through my career, I’ve been able to call upon my experi-
ence to keep history from repeating itself in other places. 

36.	 Why did you work in civil service for so long? 

I didn’t think I needed to make a change. I knew I 
was doing something worthwhile, was progressing in job 
responsibility, and liked my work. 
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Some people think an executive must change jobs 
every three or four years to remain fresh. But in many 
jobs, experience and longevity make you more effective. 

I prefer to innovate on the job wherever I am. I 
don’t look for a new job according to an arbitrary 
timetable. Instead, I keep improving in skills and knowl-
edge. When I reach a dead end in the career path, as I fi-
nally did in that job due to funding cutbacks, I move on. 

37.	 Have any of your employers ever refused to 
give you a reference? If so, please explain. 

(A refusal to give a reference can be more damaging 
than a poor reference. Your explanation for such a situa-
tion should be brief, believable, and matter-of-fact.) 

Yes, once. I worked for __________________________ 
(name of company) for ________ years when I received a 
better offer from a competitor. The opportunity for 
growth at the new company was so much greater, and 
the working conditions so much better, that I didn’t see 
any other choice but to accept. In fairness to my then-
current employer, I gave (him/her) a chance to match the 
offer, and (he/she) refused. 

But my decision to leave made the first employer 
angry. The owner of the company believed in loyalty to 
(him/her) at all costs and despised the competition. It re-
ally didn’t matter to my new employer that my present 
employer wouldn’t give me a reference. They knew my 
abilities and qualifications, or they would not have re-
cruited me in the first place. 
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I don’t even know if (he/she) still refuses to give me 
a reference. To my knowledge, the situation hasn’t had 
any effect on my employability since that time. 

38.	 Have you had a chance to upgrade your skills 
to the level currently required? 

Yes, now my skills and abilities are well-matched 
to the requirements of this job. I don’t think a day has 
passed in my career that I didn’t improve my skills to 
some extent. 

I’m comfortable with my ability to handle this posi-
tion with only a very brief orientation into the company’s 
specific procedures. From there, I hope to continue im-
proving and expanding my skills and abilities here at 
___________________ (name of prospective employer). 

39.	 Have you ever sustained a serious injury on 
the job? 

(This is an attempt to ascertain if you’ve collected 
worker’s compensation benefits in the past and if, as a 
result, you’re a risk to the company. If you did sustain an 
injury from which you are completely recovered, explain 
briefly and honestly without indicating you’re accident 
prone.) 

In _______ (year), I was injured when _____________ 
____________________________________________ (a chain 
broke and a girder fell on me/noxious fumes escaped 
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while I was inspecting a construction site/and so on). 
My medical records show that those injuries have com-
pletely healed, and my physician approved my return to 
my former job. I haven’t had an incident since. 

40.	 Does your current employer know you are 
interviewing? 

(If no:) 

No, I decided not to discuss the matter until my 
search resulted in an offer of employment. My work 
record has made me a valuable employee who’ll be 
missed, and I didn’t want to create any morale problems. 

I don’t intend to entertain a counteroffer from my 
present employer. I’ve considered my decision to look 
for another job very carefully. There’s simply nothing 
my present employer can offer me at this time, so I’ll 
wait until it’s time to give my notice and help them find 
a qualified replacement. 

(If yes:) 

Yes, my employer recognizes that they have no posi-
tion available that would allow me to continue growing. 
They’re happy with the work I’m doing. But I’ve trained 
my staff well, and there are several ideal candidates for my 
position. They deserve a chance to move up, and I need to 
use more of my potential than I’m currently using. 

We’re parting on good terms. I’ll always value the 
experience I acquired there and will be able to use what I 
learned throughout my career. 
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41.	 Why have you had many jobs for short 
periods of time? 

(Your answer should explain the reason, then em-
phasize your future plans for more stability in your work 
record. Convince the interviewer your job-hopping days 
are over.) 

(Sample answer:) 

Early in my career, I made several changes after 
short periods of time. In one case, I accepted an entry-
level job on the basis that I would be promoted within 
six months. After a year of working below my capacity 
and receiving no response several times when I asked to 
be moved into the position promised, I realized I’d need 
to move out to move up. 

In another situation, my department was reorga-
nized shortly after I was hired, and I was moved into an 
unrelated position that didn’t fit my background and 
skills. I tried to make it work for six months, but it was 
obvious there was a mismatch. I did a good job, but I just 
wasn’t happy. It wasn’t my field. 

Since the beginning, I’ve charted a definite course 
for my career. I looked for positions that fit my skills 
and abilities, where I could really contribute some-
thing. In those earlier jobs I mentioned, I found myself 
in positions that I didn’t fit in, through no fault of my 
own. 

In every job, I’ve given my best effort and made it 
work. In recent years, my work record has been more 
stable. That’s due in part to the lessons I’ve learned. I’m 
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more careful now to be sure I’m going after something 
that will work out for my employer and myself. 

Employers and employees should work together to 
make the best match possible. When their commitment 
is long-term they both derive maximum benefit from 
the relationship. Anything else is counter-productive. 

(Now, your answer:) 

___________________________________________________. 

42.	 What is the highest accomplishment you can 
name from each of your previous jobs? 

(This answer should contain information specific to 
your job history. In the space provided, write the most 
significant accomplishment you can think of from each 
of your previous jobs. Use the sample answer as a guide:) 

In my first position as a management trainee for 
________________________________ (first employer), I de-
vised a system for handling customer orders that re-
duced the average waiting time from six minutes to four 
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minutes per customer. We were able to increase sales 
during rush periods by 30 percent. As a result, my sys-
tem was adopted for use companywide. 

As a district manager for the same company, I insti-
tuted employee incentive programs for customer ser-
vice. In a survey by our regional chamber of commerce, 
consumers in our area named us the friendliest fast-food 
chain. 

From there, I took the position of director of mar-
keting for _______________ (next employer). At the time, 
it was a start-up company with no name recognition fac-
ing formidable competition in the athletic shoe market. 
I recommended we target the children’s market, which 
was just beginning to boom. 

My strategy used television advertising during chil-
dren’s viewing hours. We offered premiums—kites, 
balls, and other sports equipment—with the purchase of 
shoes. Within one year, we were the fastest growing 
youth shoe manufacturer. 

Looking back, all my major accomplishments re-
sulted from doing something better. I developed fresh, 
creative approaches to old situations. I’ve had unique in-
sight into the operations of companies I’ve worked for. I 
regard them as flashes of intuition centered around com-
mon sense. Others call them ingenious—I call them in-
novative. 

(Now, your answer:) 

191 



ccc_allen_ch09_151-198.qxd 1/14/04 3:45 PM Page 192

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

CHAPTER 9 

___________________________________________________. 

43.	 Did you change any of the job duties in your 
current job after you began it? 

Yes. Initially, my strategy is to follow the job de-
scription until I’m sure of my responsibilities. Then I 
start to evaluate. 

I look at all the work I’m doing and decide which 
tasks can be handled more efficiently by delegating 
them to lower salaried support personnel. Then I can 
concentrate on increasing the bottom line. 

In a recent management consolidation, I found 
myself temporarily covering the assignments of three 
other managers. When I assessed their various duties, I 
found I could handle all the management decisions 
that involved getting new programs up and running— 
while a team of four clerks administered existing pro-
grams. 

We eventually hired one new manager. (He/She) 
and I have divided the work once done by four high-
salaried individuals. The company has saved more than 
$100,000 this year alone as a result of my restructuring 
improvements. 
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44.	 In what areas have you received 
compliments from your superiors? 

I have always had high marks in job effectiveness, 
initiative, and enthusiasm. Because I look at each as-
signment as a potentially exciting challenge, my man-
agers say I create excitement in my department. That 
spirit is contagious. It results in a greater team effort, 
less absenteeism, and higher output. 

45.	 Did your company increase its (sales/profits) 
this year? 

(Even if your job is not related to sales, knowing 
the answer will demonstrate an awareness of the bot-
tom line. Be optimistic. You always want to appear that 
you’re working for a winner. Two typical answers are 
given.) 

Yes, sales were up 10 percent in the last quarter, 
and 18 percent over the last three quarters from the pre-
vious year. Net profit as a percentage of sales increased 
from 8 to 10 percent. We’ve had a very good year. 

OR 

As the customer service manager, I don’t have ul-
timate responsibility for sales. But my work is impor-
tant to customer satisfaction and repeat business, so 
I’m included in all sales meetings. Our actual sales fig-
ures are not published, but we’re enjoying a record-
breaking year. 
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46. Have you ever been fired? 

(Be grateful if your answer to this is a simple “No.” 
If you have been fired, your explanation should be up-
beat, carefully prepared, and thoroughly rehearsed to ac-
centuate the positive, even if you can’t eliminate the 
negative. For example:) 

Yes, I was terminated from the position of 
_________________________ (title) at __________________ 
(name of company) in ______ (year). Although I didn’t 
take issue with it at the time, I was let go based on in-
correct information. 

I wasn’t given an opportunity to defend myself. I had 
other prospects and was able to locate a new position very 
quickly, so I let the matter drop. Looking back, I regret I 
didn’t make an effort to clear my record for the future. 

Otherwise, my work record has been exemplary. 

47. Have you ever been asked to resign? 

(Now, really. How can someone be asked to resign? 
You either resign or you’re fired! That means you have a 
choice. And which do you choose? The big R. So the an-
swer should honestly be “No.” But if you must answer 
“Yes,” here’s how to keep from committing screen-test 
suicide:) 

Yes, from the position of ________________________ 
(title) at ______________________________ (name of com-
pany) in _______ (year). The request for my resignation 
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arose because my job performance was consistently ex-
cellent. My entire department was ready to resign be-
cause it disagreed with the management changes taking 
place, and I had to convince all six employees not to do 
so at the same time. 

_____________________________ (name of company) 
was constrained by the effects of an unsatisfactory 
merger and became unresponsive to the changing needs 
in the marketplace. That was the major cause of their 
filing for bankruptcy last year. In the meantime, my ca-
reer has progressed very rapidly upward. 

48.	 What kind of supervisors get the most work 
from you? 

The kind who trust themselves and me—supervi-
sors who are secure in their ability to train people and 
trust their employees to carry out their responsibilities 
without exceptions, excuses, or explosions. 

By the time we reach the workplace, we should be 
ready to perform our jobs as mature adults. Most compa-
nies have systems for rewarding employees who meet 
expectations or for reprimanding those who don’t. 
Therefore, a supervisor shouldn’t be spending precious 
management time baby-sitting. 

A supervisor’s greatest strengths are in the ability 
to motivate, encourage, and lead others. If the right em-
ployees are there, they will respond favorably. The result 
is a mature relationship of mutual respect where every-
one succeeds and the company prospers. 
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49. Name five reasons for your success. 

One, I have high energy and skill levels. As a result, 
I have a high work output. 

Two, I place a strong emphasis on quality, so my 
work is consistently exceptional. 

Three, I continue to improve and polish my skills 
and abilities. This allows me to increase my contribu-
tion to my employer’s operations, while at the same 
time making me feel challenged and fulfilled. 

Four, I try to look at old problems from new per-
spectives and to come up with a creative approach that 
leads to a workable solution. 

Finally, I take responsibility seriously and make it 
my priority to give an honest day’s work for an honest 
day’s pay—every day. 

50. Have you ever owned your own business? 

(Your own business might have been a T-shirt silk-
screening operation run from your dorm in college. Even 
this seemingly insignificant pursuit is worth mention-
ing for the points you can score about your organiza-
tional, management, and marketing skills.) 

Yes, although it wouldn’t have made the Fortune 
500, I’m proud of it. The summer between my sopho-
more and junior years in college was the summer of 
1976—the nation’s bicentennial celebration. I had a 
friend at a design school who asked me to share ex-
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penses for an apartment for the summer. The only 
problem was, neither of us had a job. Because we 
wanted to be outdoors, we didn’t want to spend our 
summer waiting tables or working behind a counter. 

So we teamed up—my friend’s art skills with my 
emerging business skills. She designed and produced 
beautiful silk-screened T-shirts of tall ships. I handled 
raw materials, inventory, sales, and bookkeeping. We 
got a street vendor’s license and sold 3,000 shirts in just 
10 weeks. Each of us banked almost $4,000 toward the 
next year’s tuition, after we had paid our rent and other 
living expenses. We were outdoors, meeting people and 
having fun by day, then up till the wee hours making 
more shirts each night. That was fun, too. It was with 
mixed emotions that we shut down operations two 
weeks before the semester began so we could lie on the 
beach and reflect on our success. All in all, it was my 
favorite summer. 

51. How would you rate me as an interviewer? 

First, I’d give you high marks for your people skills. 
You helped me feel at ease right away, which made it 
easier for me to answer all the questions, even the more 
difficult ones. 

I’d also rate you highly on the creativity of the 
questions and their thoroughness. Matching the right 
person to the right job in the right company should be 
the highest priority. I don’t want to be here if it won’t re-
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sult in a successful, long-term relationship. By probing 
as carefully as you have, you’re giving me a better oppor-
tunity to secure the most suitable position. 

You’ve given me a complete picture of what to ex-
pect at _____________________________________ (name of 
employer), and it confirms my belief that this is where 
I’d like to work. 
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DELIVERY 

In the past, only people working in very specific fields, such 
as computer programming, information systems, or engineer-
ing, required in-depth knowledge of technology. By the end of 
the 1980s, however, employers began requiring all job appli-
cants to have some computer skills and training, the level de-
pending on the specific job. Today, all applicants, from 
cashiers at discount retailers to CEOs at multibillion-dollar 
firms, are expected to be familiar—if not highly proficient— 
with many of the technological tools now in widespread use 
throughout the business world. 

Note The questions in this chapter are aimed at helping 
to prepare job applicants whose work does not primarily 
involve technological know-how. Applicants who work in 
high-tech areas will need to ensure that they are up-to-
date on their area of expertise, to anticipate the kinds of 
questions they will be asked. 

This chapter cannot begin to address the innumerable 
questions an individual might be asked during an interview 
regarding technology. The details of such questions will de-
pend entirely on the particular business area and job require-
ments. What this chapter does do is to establish a baseline, 
by posing questions that candidates typically will have to 
field during a job interview. Most employers today will ex-

200 



ccc_allen_ch10_199-210.qxd 1/14/04 3:47 PM Page 201

TECHNOLOGY KNOW-HOW 

pect at least the level of technological knowledge that these 
questions address. 

SCRIPT 

1.	 What do you see as the primary impact of 
computer technology on society in the past 
ten years? 

On a spectacular scale, computers have enabled peo-
ple to effect achievements unimaginable only a generation 
ago: They’ve helped put people in space, totally altered the 
way warfare is conducted, solved centuries-old math prob-
lems, directed robots to resurrect treasure at the bottom of 
the sea, and so on. On a more personal level, they’ve taken 
over our bookkeeping and telephone chores; ATMs give 
people the freedom and flexibility to access their money on 
any day of the week and at any time of the day. In short, 
computers do anything that can be reduced to numerical or 
logical operations—an innumerable array of tasks. 

2.	 Have you been resistant to these changes? Or 
are you open and enthusiastic about the new 
technologies? 

To be resistant would be foolhardy. No one who ex-
pects to stay competitive and on top of his or her game 
can afford to deny the inevitable. Computer technology 
already is a part of all of our lives, even if some of it is 
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behind the scenes and seemingly “out of sight, out of 
mind.” 

But am I enthusiastic? I’d call myself a skeptical en-
thusiast because, historically, when a technological revo-
lution has taken place, the natural tendency is to focus on 
the positive effects and to marvel at the ingenuity behind 
the inventions that brought on the revolution. But I’ve 
learned through my professional and personal experiences 
that we never get something without having to give 
something up, too. 

3.	 What do you see, then, as the advantages and 
disadvantages of this technology? 

The advantages, as I said, are readily apparent. To-
day, it’s difficult for most of us to imagine how the world 
would function without the help of computerized sys-
tems. For example, how could doctors efficiently monitor 
patients’ progress; how could air traffic controllers direct 
plane traffic; how long would the Gulf War have lasted; 
what would I do if my car broke down out of town on a 
Sunday, and I had no cash? The list is endless. 

The disadvantages are only just becoming clear, al-
though most of us have already become so accustomed to 
some of them that we’ve become passive victims. Who 
hasn’t cursed the absence of a real person on the other end 
of the phone line when all we had was a simple question? 
Instead, we’re forced to step through endless menus of 
choices, none of which ever seem to specifically answer 
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our need. And who hasn’t spent weeks trying to have a 
mistake corrected on a bank statement caused by a com-
puter glitch, a hard disk crash, or some other technologi-
cal mishap? Then there are the physical manifestations 
of doing so much work on computers: Repetitive stress 
syndrome is practically epidemic; eyestrain is a given; 
and everyone complains about neck- and backaches 
caused by sitting immobile in front of a computer for 
hours on end. 

There is also the problem of standardization: Com-
puter operators are required to interact with many differ-
ent programs, each of which has many versions. It is 
difficult to achieve high competency when users are con-
tinually expected to absorb new information. Fortu-
nately, learning one program generally makes it easier to 
learn others. 

4. Do you consider yourself computer literate? 

(If yes:) 

Fortunately, through my work, I’ve been exposed to 
various computer applications and systems. In addition, on 
my own initiative, I have tracked the development of this 
technology closely. Of course, I don’t have hands-on experi-
ence with every type of computer or every program—I 
doubt anyone can say that—but I’m aware of most innova-
tions and highly skilled in several applications. 

(If no:) 
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Although in my most recent position(s) I wasn’t of-
fered the opportunity to work on computers or be trained 
on them, I consider it essential that this capability become 
part of my skill set. I welcome the challenge and intend to 
become proficient in this area. 

5.	 What computer platforms and programs are 
you comfortable using? 

(List them, and say how you implement them. The 
following is a sample response; word yours accordingly.) 

I use ________________________________ for example 
(Word for Windows/the Mac) to prepare all my correspon-
dence and for the text-based portions of my reports. I use 
(Lotus/1-2-3/Excel) as my spreadsheet programs. And in 
my current position, I use _____________________________ 
(QuarkXPress) to produce the company newsletter. 

6.	 In your current position, do you make 
frequent use of e-mail? 

Yes, e-mail has become the primary method of both 
inter- and intraoffice communication at my company. 
We use it in lieu of picking up the phone, faxing, and 
sending memos, to set meetings, to stay abreast of the 
details of projects, and to document our day-to-day 
activities. 
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7.	 Do you consider it to be an effective way to 
communicate? 

It is an incredibly efficient and inexpensive way to 
send brief memos and urgent notes to colleagues, friends, 
and family anywhere in the world. Certainly, it’s an easy 
mechanism to document the progression of a project—to 
create the electronic version of a paper trail. 

The downside is that some people have a tendency 
to overuse it. I’ve heard colleagues complain of being out 
of the office for a few days on sick leave or vacation and 
coming back to find hundreds of e-mail messages await-
ing them. That’s excessive. E-mail is so easy to use that 
it’s tempting for people to write a new message for each 
thought they have, rather than organize their comments 
into a report or lengthier memorandum—or get out of 
their chairs and take a walk to a colleague’s office down 
the hall. E-mail should be treated as a tool, an aid, not a 
replacement for all other forms of communication, cer-
tainly not for one-on-one human interactions. 

8.	 With so much e-mail flying back and forth, 
how do you manage to prevent it from 
intruding on work that you need to focus on 
for long periods of time? 

I control it; I don’t let it control me, by which I mean 
I set times during my workday to check my e-mail. I don’t 
stop what I’m doing every time the e-mail program alerts 
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me that I have a new message. Otherwise, I’d never get 
anything done. 

9.	 Do you find the Internet and the World Wide

Web to be of value in your daily work? If so,

how?


Absolutely—at the very least for research purposes. 
It is almost always more time efficient to look up a fact 
or detail on the Internet than to consult paper-based 
sources. In addition, I keep abreast of my company’s 
competitors on the Web, checking out their web sites on 
a regular basis to track any advances they’re making or 
new directions they’re heading. This is proving essential 
to doing my job effectively. 

10.	 Do you have a computer at home? If so, do 
you have an Internet account? 

(If yes:) 

Having a computer at home gives me more flexibil-
ity in my work. Instead of staying late at the office to 
finish an important project, I can come home, relax a lit-
tle, and get back to work, refreshed and reenergized. It 
also enables me to work with colleagues in different 
time zones all over the world, if need be. 

I also use my home computer to track my per-
sonal expenses, to take care of personal correspon-
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dence, and to indulge my outside pursuits, both recre-
ational and educational. 

(If appropriate:) 

My home computer is also an excellent way of in-
teracting with my children, who like all other kids to-
day, are very computer savvy. Not only has our home 
computer made it easier for my children to do home-
work and research, but it’s made the entire world avail-
able to us, to explore together. 

(If no:) 

I plan to ___________ (purchase/update) a computer 
system ______________ (before year’s end/in the next six 
months). I am in the process of educating myself— 
comparison shopping and doing research—to deter-
mine what platform I prefer and what would be most 
appropriate for my household. 

11.	 What are your thoughts about the various 
controversies surrounding such widespread 
use of the Internet, specifically issues 
concerning misuse, abuse, privacy, and 
copyright? 

Every technological advance in history has become 
the target of unscrupulous people who find ways to cor-
rupt it for unsavory, even criminal, purposes: A case in 
point is the telephone, which since its inception has 
been controversial because of wiretapping, obscene 
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phone callers, intrusive telemarketers, and so on. These 
problems continue to confound regulators more than 
100 years after the invention of the telephone. 

In short, there is no easy answer for how to handle 
the disadvantages that come with the many advantages 
offered by the Internet. Probably, answers will be found 
on an as-needed basis, depending on public demand and 
both private and government willingness and determi-
nation to find workable solutions. Some will probably 
be adaptations of current laws to a new format, such as 
seems to be happening with issues of copyright. Other 
solutions will come from the private sector, such as fil-
ter programs that enable parents to monitor and/or 
block their children’s access to certain aspects of the 
Internet. In the meantime, individuals must take re-
sponsibility for themselves and those in their care. 

12.	 The rapid pace of change in technology 
today is unparalleled. How do you stay 
up-to-date? 

I doubt anyone can be truly knowledgeable about 
all the technology on the market today; probably it’s not 
necessary. What is necessary is to stay informed about 
the tools and programs that impact how I do my job. To 
that end, I make an effort to read the technology news 
in the paper; and I regularly read at least one of the 
many magazines devoted to these topics. Of course, the 
Web is an excellent source of the latest news of techno-
logical advances. 
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13.	 Some people always seem to be connected to 
one gadget or another. Is there such a thing 
as too much technology? 

It depends; I can understand that a salesperson, for 
example, would really benefit by having a cell phone, a 
Palm Pilot, and a laptop computer with him or her at all 
times. Competition is tough out there, and being up-to-
date at all times can mean the difference between suc-
cess and failure. 

On the personal side, I’d have to say the same: It de-
pends—on whether a person’s idea of relaxation is 
spending his or her free time on the Web, playing games, 
being a member of a chat community, and so on, or un-
plugging it all and going for a walk in the country or 
reading a good book. 

Though the media hype would make it seem other-
wise, the truth is, we still have a choice as to whether 
technology runs us or we run technology. 
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DELIVERY 

In the vernacular, the word “interrogation” has come to 
have something of a negative, even threatening, meaning. 
When we hear of someone being interrogated, typically 
what comes to mind is an image of accused criminals and 
witnesses being interrogated by police officers trying to 
make a case or attorneys trying to win a case. And surely 
some of us have left job interviews feeling that we, too, 
had been interrogated in just that way. But “interrogate” 
is used here in its more proper, Webster’s, sense, to mean: 
(1) “to question formally and systematically,” and (2) “to 
give or send out a signal for triggering an appropriate re-
sponse.” 

That’s not to say, however, that something of the collo-
quial meaning of “interrogation” is not implicit here. It is. 
These are tough questions, some because they are tricky, oth-
ers because they force you to address issues you’d rather not. 
These are also difficult questions because their purpose is not 
always clear-cut; often, the interviewer, in asking them, is 
trying to narrow the field of appropriate candidates for the po-
sition you are hoping to win, and is testing, variously, your 
composure, your confidence, your ethics, and your resolve. 
To that end, some of the questions are similar or related to 
other questions in earlier chapters in the book, but generally 
they’re in more specific form. That’s one way interviewers 
have to backtrack, to ensure that you are consistent in your 
responses. 

The range of questions that fall into the interrogation cat-
egory is broad; hence the samples given in this chapter can-
not be comprehensive. The objective is to help you prepare 
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for the type of questions you can expect. Therefore, as you 
read them and consider how you might answer them (basing 
your answers, of course, on your professional field and your 
personal background), you should also be thinking of other 
similar and/or related questions that might come up and pre-
pare answers to those as well. 

SCRIPT 

1.	 According to your resume, you have been with 
XYZ Corporation for 15 years. This company is 
known to have a well-established—some 
might even say entrenched—culture. Do you 
think you will have trouble adapting to the 
tenor of our organization, which is much 
smaller and younger—at only five years in 
existence—and has a culture still in flux and 
not always well-defined? 

(This question could, of course, be the opposite— 
that the newer company has a more formal structure.) 

I am known among my colleagues and friends as 
someone who adapts smoothly and quickly to new situa-
tions and environments. In fact, I welcome the opportu-
nity to stretch myself in this way. Nothing enables a 
professional to grow so much as making a move from a 
more bureaucratic structure to one with an entrepreneur-
ial flavor, where it is often possible to be more creative 
and make more innovative choices. 
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2.	 I notice you also held the same position in that 
company for several of those years. Why? 

(Here the interviewer is trying to find out why you 
weren’t promoted, as well as why you didn’t move on ear-
lier if there was no room for advancement. In your re-
sponse, you want to avoid being seen as someone who is 
risk-averse or unmotivated—someone who would rather 
be comfortable than challenged.) 

Though my title remained the same, my responsibil-
ities did not, nor did my salary. As a result, my skills con-
tinued to develop and I went on being motivated by new 
and challenging goals. To paraphrase Shakespeare, 
“What’s in a title . . . ?” A title is meaningless if the job it 
describes has no long-term purpose, and my position at 
XYZ Company was fulfilling to me professionally and 
stimulating to me intellectually, for as long as I held it. 

3.	 This job comprises 70 percent travel, to 
Europe and the Pacific Rim/Asia, and as such 
will exact a tremendous physical and mental 
toll. At this stage in your career, are you 
prepared to meet this demand? 

(This question is a workaround age-related question: 
Are you older, hence have less energy? Are you younger 
and inexperienced, hence may not have the wherewithal 
to keep up with the demands the job imposes? The sam-
ple answer below is for an older professional. Formulate 
an answer based on your age and experience level.) 
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Not only am I prepared, I feel more confident in my 
ability to do so now than ever before. At the beginning of 
my career, I was somewhat cavalier about taking care of 
myself. Today, I know that to do a job to the best of my 
ability, I have to make self-care a top priority. To that end, 
I exercise regularly, eat right, and pay attention to what 
my body tells me—which is as important a form of com-
munication as any. 

4.	 In addition to a great deal of required travel, 
this job entails a lot of overtime. Can your 
personal relationships stand the strain? 

I am fortunate that I have the full support of my fam-
ily (or spouse, friends, other). We share common goals, and 
I’ve always been upfront with them about what it will take 
to meet those goals. I’m reluctant to repeat clichés, but the 
fact is, the time we spend together is quality time. Some-
times when there’s less of a thing, it’s better appreciated. 

5.	 The person you would be reporting to in this 
position is younger than you. Do you see that 
as problematic? 

Absolutely not. I evaluate people on their achieve-
ments and capabilities, not on their age—any more than I 
would on their race, gender, or ethnic origin. If a person 
can do the job—and enables me to do mine at the highest 
level—that’s all I care about. 
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6.	 What single trait of a supervisor, current or 
past, has caused a problem for you? 

I have found it difficult to flourish under a micro-
manager, someone who has to be involved in every deci-
sion I make, every step I take. I’m a highly skilled 
professional, and assume that’s why I was hired, and so 
expect to be trusted to do my job. 

When I have faced this situation, I dealt with it up-
front: I set up a meeting with my boss and asked him/her, 
pointedly but respectfully, whether there was anything 
about my performance prompting him/her to monitor my 
work in this close fashion. This turned out to be exactly 
the right thing to do: By demonstrating that I was con-
cerned about my own performance, I was able to direct at-
tention to the problem without assigning blame or 
issuing a complaint. 

7.	 What characteristic(s) of a work environment 
do you find counterproductive? 

(Obviously, how you answer this question will de-
pend on the environment of the company you’re inter-
viewing with. But, generally, the point of this type of 
question is to ascertain your ability to adjust to various 
work styles. You want to come across as balanced, not in-
flexible.) 

Anything taken to extremes. An environment that 
is too structured, too hierarchical, tends to be rigid, 
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making it difficult for employees to feel free to intro-
duce innovative approaches to conducting business, re-
maining competitive, and changing with the times—in 
short, such an environment stunts progress. Conversely, 
an environment that’s too casual often suffers from the 
same problem—stunting business growth—but for the 
opposite reason. Where there are no guidelines, no sup-
ported structure, people often become so caught up in 
pursuing their own ideas that they lose focus, and noth-
ing—or very little—gets done, and rarely in a timely 
fashion. 

8.	 Assume that one day, after working late, you 
realize you forgot something and have to 
double back to your office. There, you surprise 
a colleague who is clearly in the act of stealing 
company property. What would you do? 

(Questions about ethics are never easy to answer. 
You must somehow avoid coming across as a trouble-
maker at the same time you make it clear that your first 
priority is to protect company interests.) 

This is a tough one. On the spot, I think I’d confront 
the person, making it clear, but without threatening, that 
I will not ignore what I’ve witnessed. As for future action, 
first and foremost, I would check company policy for han-
dling such an incident. Then, to determine how exactly to 
proceed, I’d consult my supervisor or seek the advice of a 
colleague whose ethics I respected. 
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9.	 If you are hired, what do you plan to do in

the first week (month) on the job?


Barring walking into a crisis situation that re-
quires me to act immediately and decisively, I always 
think it’s wise to spend the first couple of weeks in a 
new job familiarizing myself with staff, company poli-
cies, and procedures, as well as my predecessor’s ac-
tions and decisions. 

(To demonstrate you have done your homework 
about the firm and its current state of business health, 
you might add here some areas you would like to focus 
on early in your tenure.) 

10.	 This job would seem to be taking you along a 
different professional track based on the job 
titles and descriptions I see listed on your 
resume, and is not necessarily a promotion. 
What reassurance do we have that this will 
not be a temporary diversion for you until 
something more appropriate comes along? 

(This type of question is very common when the 
economy is weak and/or unemployment rates are high, 
when many people are lowering their standards in their 
need to get a job—any job. Somehow you must convince 
the interviewer that applying for this job is a choice, not 
an act of desperation. If you are ever in this situation, 
come well-prepared to detail how your past experience 
directly relates to the job you’re applying for.) 
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Rarely, if ever, can a job title or description reveal 
all that is involved in doing a job. And though the roles I 
filled in my previous jobs might not, on the face of them, 
seem directly related to those identified for this posi-
tion, I can assure you that my experience and skills not 
only are fully adaptable to this job, but they uniquely po-
sition me to bring a fresh approach to meeting the re-
quirements included in this job description. 

If I may, I’d like to detail how my past experience 
qualifies me for this job. (Then list, briefly but compre-
hensively, which of your job experiences and skills apply.) 

Finally, because I believe this position to be entirely 
appropriate, I do not regard it to be temporary in any way. 

11. Describe what for you is an ideal workday. 

(This question is not as unambiguous as it might at 
first seem. It is designed to determine how well you 
work with others. Must you do things a certain way to 
be effective? Can you work with various kinds of person-
alities? Are you so compulsive that any disruption to 
your schedule throws you off your game? The answer 
you give will, to some degree, depend on—and should be 
adapted to—the type of job you’re applying for: Does it 
require the ability to switch gears often, and at a mo-
ment’s notice? Or must you be highly structured and 
self-disciplined, to take projects from starting line to fin-
ish line with little if any diversion?) 

Ideal for me is accomplishing what I set out to do 
on any given day—and I do like to establish goals for my-
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self on a daily basis. But I’m not rigid and so am not 
waylaid by the inevitable daily interruptions or sur-
prises. Naturally, I prefer to be able to accomplish a 
task with as little distraction as possible so that I can 
give it my undivided attention; but I know enough to 
always remain inwardly flexible. That way, when 
called on to do so, I can turn on a dime and redirect my 
attention fully to a more pressing concern. 

12.	 Are you afraid of what other people 
think of you? 

Afraid, no. But does it matter to me? Sure. Like 
everyone else, I want people to like and respect me, and I 
believe my conduct, both professional and personal, war-
rants that. However, I will not hesitate to take an action or 
make a decision unpopular with others if I am convinced 
it is the right thing to do. If that results in unpopularity, so 
be it. My first allegiance is to my conscience. 

13.	 Quickly, off the top of your head, tell me 
three words that come to mind that describe 
your best character traits, and then three that 
describe your worst. 

Best: conscientious, trustworthy, self-sufficient. 
Worst: intense, competitive, perfectionist. 

(This type of put-you-on-the-spot question is com-
mon today, so be prepared. And be aware that interview-

220 



ccc-allen_ch11_211-226.qxd 1/14/04 3:48 PM Page 221

INTERROGATION QUESTIONS 

ers are increasingly savvy about evasions of the second 
part of the question, so it’s best to just face it directly. 
But don’t be so direct that you are directed out the door. 
Find negative words that are double-sided—that can be 
flipped to be positive. For example, in the sample an-
swer, “competitive” can mean “combative” and “aggres-
sive,” but it can also mean “goal-oriented, diligent, 
determined.” Likewise, “intense” can mean, on the one 
hand, “harsh and extreme,” and on the other, “passion-
ate” and “powerful.” And “perfectionist” can mean 
“controlling and unyielding,” but also “meticulous, dedi-
cated, and thorough.” A good rule of thumb is, choose 
positives that don’t make you sound arrogant, and nega-
tives that can be given a positive spin.) 

14.	 Of the three weaknesses you listed, which 
causes you the most trouble? 

(This is your chance to put a positive spin on a 
negative. But, again, don’t veer into arrogance, which 
will end up being another weakness in the inter-
viewer’s mind.) 

I would say my tendency to seek perfection. My 
goal always is to dedicate myself to the task at hand 
and complete it as meticulously as possible; but, on oc-
casion, I’ve been reluctant to let go. Fortunately, I have 
no trouble hearing when I’m told, “It’s good enough 
and it’s time to move on.” I will, however, dig in my 
heels if I feel there’s a failing in a project that will ulti-
mately forestall its success. 
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15.	 Describe a situation when you lost it on the 
job—when you failed to remain objective or 
to behave professionally. 

I can honestly say I’ve never totally lost control in 
front of staff or colleagues. That’s not to say I haven’t 
felt like it or haven’t honestly expressed my unhappi-
ness or disappointment to staff on occasion; but when-
ever I have felt on the verge of saying or doing something 
unacceptable in a business situation, I step away—liter-
ally—take a break, go for a walk, get a cup of coffee. 

(To drive home your point, it’s a good idea to give a 
specific example, as the following demonstrates.) 

A particular incident springs to mind: My company 
had been courting a particular major multiproduct client 
for years. Finally, we were given the opportunity to design 
the packaging program for their entire line. My staff and I 
had been working long hours for months, and the feedback 
along the way from the client had been more than positive; 
it had been positively effusive. I thought we had it in the 
bag. In the midst of all this there was a management reor-
ganization at the client company, and the new president 
decided—without even reviewing our work—to go with a 
firm he was familiar with. It was a real blow and I was furi-
ous. But I managed to keep what I was thinking and feeling 
to myself. Then, after waiting a few days for the sting of 
disappointment to ease, I started thinking about ways to 
salvage something from the project. So, I called the person 
we had been working most directly with at the client firm, 
to say what a great pleasure it had been working with her; 
then I asked for three things: a written testimony based on 
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the work we had done, referrals to any other possible 
clients, and a promise to keep us in mind should any future 
opportunities to work with the company arise. She was 
happy to oblige. I know that if I had stayed angry, I—and 
my company—would have come away empty-handed. 

16.	 What would you do if you were a victim of, or 
witness to, sexual harassment on the job, but you 
were afraid that reporting it or seeking to address 
it would be regarded by some of your colleagues 
as rocking the boat or not being a team player? 

This is one of those situations I was referring to 
when I said sometimes you can’t worry about what other 
people think. Being a team player means that everyone 
on the team counts—including someone being treated in 
an unprofessional manner or someone being accused un-
justly. No team can succeed long term if some of its 
members are not playing fair or being treated fairly. The 
best way to proceed in such situations is quickly but ju-
diciously, and always according to company policy. 

17.	 If you could rewrite this job description to 
better suit you, what would you change? 

As I see it, the point is that I suit the job, not that it 
suit me. Only after I have mastered the job and am qual-
ified to suggest change would I suggest altering my re-
sponsibilities to meet some new objective that would 
benefit both the company and, ideally, myself. 
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18.	 This is a three-part question: First, what is the 
harshest criticism ever leveled at you by a 
supervisor, current or past? Second, was it 
warranted? Third, how did you handle it? 

(The interviewer is trying to determine several 
things with this question: your honesty; whether you’re 
willing to badmouth a supervisor; your ability to handle 
difficult interactions with those more highly placed than 
you; and, potentially, to trap you into revealing a per-
sonal weakness you otherwise wouldn’t. Your objective 
is to come across as truthful, respectful of your boss, yet 
confident that it was a situation—not a personality flaw 
in either you or your boss—that caused the conflict. 
Note how the sample answer balances all these issues.) 

Once, during a high-pressure staff meeting con-
vened to brainstorm how to solve a serious problem with 
one of our major clients—and at which almost everyone 
in the division was present—in my enthusiasm to be part 
of the solution, I interjected a suggestion that I regarded 
as a viable alternative to the idea my boss was promoting 
effusively. Later, he called me into his office and said that 
not only did he regard what I had done as undermining 
his authority—hence saw it as insubordination—but that 
the others in the room had seen it the same way. 

Though I know he believed the accusation was war-
ranted—in particular because of the number of other staff 
present—I confess I was stunned. Nevertheless, I was 
confident he had misinterpreted my intent, so I ex-
plained calmly that my objective had been only to ensure 
that we had an alternative option in hand before we 
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moved forward to resolve our client conflict, not to reject 
his suggestion. Then I also assured him that I would, in 
the future, be more careful about how and when I spoke 
out, keeping in mind how it might be seen by others. 

19.	 Conversely, what’s the harshest criticism 
you’ve had to level at a staff member under 
your supervision? 

Without question, telling a staff member that his or 
her performance was not up to company standards and 
that I was terminating him or her. 

Fortunately, these occasions have been rare. And I al-
ways smooth my way through these touchy situations via 
due diligence; that is, I make sure all my ducks are in a row 
before I proceed. I make sure I have documented unsatisfac-
tory performance issues in earlier reviews and that I have 
followed company guidelines to the letter; and I always con-
sult with human resources regarding any legal implications 
of my decision. Finally, I satisfy myself that everything that 
could be done had been done to give the employee the op-
portunity to improve and succeed at the company. 

20.	 What about your current job dissatisfies 
you and has compelled you to seek 
employment with us? 

(Here, too, beware of being seen as badmouthing 
your current employer when you answer this question; 
instead, focus on yourself and the future.) 
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Nothing has to be wrong with my present job to 
make a new opportunity look right for me. I think of 
myself as a mover and a shaker, even if the only thing I 
am moving and shaking is me. My reason for applying 
for this job has all to do with my desire to continue to 
challenge myself and grow professionally. 

21.	 What would you say if I were to tell you now 
that, during this interview, you had failed to 
convince me you are right for this job? 

Failure of this sort is never pleasant, but I would try 
to learn something from it; so my immediate response 
would be to express my disappointment, but then I’d ask 
you, first, to clarify which questions I had failed to an-
swer to your satisfaction. Next, I’d ask you to give me 
the opportunity to respond more fully to them. More 
broadly, I would ask you whether my style of communi-
cating was faulty in any way. 

22.	 Where would you see yourself in three 
to five years? 

I see myself as having mastered this job and being 
offered increasingly challenging and interesting opportu-
nities that continue to motivate me to excel. 
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DELIVERY 

If you were applying at a dating service, this would be an 
important area. Otherwise, your outside interests don’t af-
fect your ability to do your job. However, for the time be-
ing, you do have an important inside interest: delivering 
your script and successfully passing this final part of the 
screen test. 

So if the company is really big on charity drives, mention 
your assistance to charities. If it encourages employees to par-
ticipate in civic activities, mention that. Most people have 
enough outside interests they can convert to inside interests 
as soon as the curtain rises. 

How do successful interviewees learn how to answer 
these questions? Through keen powers of observation. Before 
they ever enter the interviewer’s office, they’ve scoped out 
the company’s offices and made mental notes of trophies, 
awards, citations, photos, and any other physical clues that 
reveal what is important to the company. Earlier phone 
sleuthing might have revealed information about company 
trips, picnics, and blood drives as well. 

I was a personnel manager for a company that wouldn’t 
hire anyone who didn’t lift weights. Was it discriminatory? 
Yes. Was it unfair? Yes. Was it ridiculous? Yes. Was it legal? 
Yes. 

Did I liberalize the definition of “lifting weights” for oth-
erwise qualified applicants? Yes. 
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SCRIPT 

1. How interested are you in sports? 

I like playing them more than watching them. Some 
require mental discipline. Some require a cooperative 
team effort. But all reward those who are the best. 

Sports are sometimes violent and unproductive, but 
they can also teach valuable lessons. If someone doesn’t 
have much self-esteem, sports can help him or her de-
velop into a high achiever. The message is that hard work 
can pay off. In sports, people learn their limitations, too. 
No one can be best at everything. Learning your weak-
nesses can help you develop your strengths. 

2. What are your leisure-time activities? 

(Before answering this question, take a second to 
conduct a mental review of the clues you picked up on 
your way in. If this company appears to be activity-ori-
ented, and you play racquetball but also collect stamps, 
emphasize racquetball. If you know something about the 
company culture—an emphasis on family values, for ex-
ample—concentrate on that aspect of your life.) 

My dedication to my career takes up most of my 
time. However, I make it a point to spend time with my 
family every day. I’m involved in my kids’ sports and help 
them with their homework. After that, I settle down and 
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catch up on my work-related reading—journals and other 
trade publications. 

Weekends are spent in family activities, gardening, 
social events, and community affairs. 

(Now, your answer:) 

____________________________________________________. 

3.	 What were your extracurricular activities in 
school? 

(If the target job requires leadership skills, accent 
your leadership activities. If physical stamina and condi-
tioning are required, mention your sports achievements. 
If it is a people-oriented occupation, tell about commu-
nity involvement.) 

I was captain of the debating team and vice-president 
of the senior class. My extracurricular activities in school 
served to guide me in my career choices. Leadership roles, 
where effective communication is required, come natu-
rally to me. 

OR 

My extracurricular activities in high school and col-
lege centered around sports—mainly football and track. 
Being active and staying in top physical condition are still 
important to me, because they make me more effective in 
everything I do. 
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(Now, your answer:) 

____________________________________________________. 

4.	 What newspaper do you read? What section 
do you turn to first? 

(Customize your answer to reflect the job. “News” is 
always a safe answer; but the business section is a good 
second stop for a business manager, and the commentary 
section is important for someone involved in govern-
ment.) 

I read the Wall Street Journal because it gives me a 
quick synopsis of international news and allows me to 
focus on economic trends that are important in my 
work. On Sundays I read our local weekend paper to 
catch up on community affairs, local business activity, 
and commentary. 

(Now, your answer:) 

____________________________________________________. 
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5.	 What is your favorite television program? 

(Just try answering Wheel of Fortune or I Love Lucy 
reruns, and see how fast the spotlights go out and the cur-
tain falls. Answer Masterpiece Theater and you might be 
labeled too highbrow. Try to chart a middle course.) 

There isn’t much time in my life for watching televi-
sion, other than the evening news. Occasionally, I see if 
there’s something interesting to watch. I like business-
oriented specials and news features the best. 

6.	 Can you name the U.S. senators from your 
state? 

(Be sure you can. If you don’t know them, look them 
up now and write them here.) 

Of course. The senior senator is __________________ 
_______________, a (Republican/Democrat), and the junior 
senator is _____________________________, a (Republican/ 
Democrat). 

7.	 Have you ever been the head of a committee? 

(This is a good chance to mention community lead-
ership and organization experience. Even if you haven’t 
participated in recent years, see if you can find something 
to score a few extra points.) 

Yes, several times. Most recently, I chaired the an-
nual fund-raising event for _________________, a local ser-
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vice club. I’ve headed up several different committees for 
that organization in past years. 

I had a great deal of leadership experience as a 
teenager as well. I was actively involved in youth fund-
raising efforts for the March of Dimes and other causes, 
often taking a leadership role. 

Citizenship means more than paying taxes and keep-
ing your yard clean. I try to get involved and to assist 
whenever I can. 

8.	 Do you consider yourself a social drinker? 

(A moderate answer is your best bet here. You have 
no way of knowing, but the company might prohibit any 
alcohol use by employees during working hours. Or you 
might be in the midst of a real office-party culture where 
nondrinkers are ostracized.) 

I enjoy an occasional glass of wine with a formal din-
ner. But I can take or leave alcohol in social situations. At 
business functions where clients are present, if I drink at 
all, it will be just one drink so I will be sure to stay alert 
and represent the company to the best of my ability. 

9.	 Does your social life include associates and 
coworkers? 

From time to time, it has. I have many outside inter-
ests, however, and many friends that I know through them. 

I enjoy company functions, but my social life doesn’t 
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revolve around work. I prefer to strike a good balance be-
tween my personal and professional activities. It’s easier 
to handle difficult situations with coworkers when they 
aren’t good friends. 

This professional detachment doesn’t mean you 
can’t be sensitive to the needs of others. It just makes the 
relationship more objective and businesslike. We’re being 
paid to do a job—there’s really not much time for socializ-
ing when we’re doing it. 

10. Have you ever received an award or citation? 

(Many of us tend to forget the awards, certifi-
cates, and other recognition we’ve received for work-
related and outside activities. Think carefully about 
this answer, then list any recognition in the blanks 
provided:) 

Yes, I was named ____________________________ by 
the _____________________________________ in ________ 
(year), and I received the ___________ award in _________ 
for _________________________________________________ 

___________________________________________________. 

11. What kind of jobs did you have as a child? 

My parents encouraged responsibility from an early 
age. I was assigned household chores from the age of 
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____ and began helping with the family business at the 
age of _____. 

In addition, my entrepreneurial spirit surfaced 
early. I had lemonade stands, rummage sales, and back-
yard plays. Also, I was the first kid outside with snow-
suit and shovel after a snowfall, knocking on neighbors’ 
doors to clear their driveways for a dollar. 

12. What are you doing to improve yourself? 

Self-improvement should be part of everyone’s life. 
I educate myself informally through reading. I try to 
learn something new on a regular basis by reading an ar-
ticle on an unfamiliar topic. I also review self-help tech-
niques in books and magazines. It keeps me sharp. 

(If applicable:) 

I’m presently taking a course in _________________ 
at __________________ as well. 

Beyond that, I maintain optimum health through 
regular exercise and proper diet, and I follow a routine of 

___________________________________________________. 

13. What do you plan to do to improve yourself? 

In the future, I plan to __________________________ 
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(return to school to get a master’s degree/finish my bach-
elor’s degree/take courses in ______)________________ 
_____________________. 

Beyond that, I’ll continue developing myself every 
day, both on the job and off. That’s what makes life 
worthwhile—the striving for excellence, to be the best 
you can be. 

14.	 What is the most interesting trip you have 
ever taken? 

My work and community responsibilities have 
kept me too busy to take extended trips to exotic places, 
but a fascinating trip was to _________________________ 
_________________________________________________. 

I’ve particularly enjoyed family weekend trips. One 
of the most interesting was a trip to __________________ 
in ___________. 

Of course, business trips are a great learning experi-
ence, too. They’re interesting as well, particularly when 
they’ve been successful! 
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DELIVERY 

Although they don’t require great acting ability to deliver, 
asking appropriate questions demonstrates your interest in 
the job. It also gives you the opportunity to lead the inter-
viewer into your strongest areas. 

Your questions and the interviewer’s answers shouldn’t 
exceed 10 percent of the total interview time. Because you 
don’t know how long the interview will last, just ask a ques-
tion after you have answered around nine of them. Don’t sit 
there writing tally marks on your resume, just mentally keep 
track. If you ask two questions, wait a little longer before you 
ask about something else. 

Questioning must be done naturally at opportune times, 
and in a nonthreatening manner. No question should be 
asked unless you are certain the answer will make you appear 
interested, intelligent, and qualified. 

Proper questioning helps you align your answers to the ar-
eas the interviewer considers significant. It also gives you 
feedback to check your alignment. Listen for company and 
industry buzzwords to use as the interview progresses. Above 
all, don’t interrupt or argue with the interviewer. You’re ask-
ing only to be able to play to your audience more effectively, 
not to rate or berate it. 

The average applicant talks about 85 percent of the time 
during an interview. That’s why average applicants don’t get 
hired. They’re amateur solo acts with monotonous mono-
logues who nervously bang their gums on the interviewer’s 
drums. Then both of them march out the door together, and 
only the interviewer returns. 
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Applicants who get hired zip the lip 50 percent of the 
time. This is one of the most accurate indicators of whether 
an offer will be extended—and you can control it. 

Use questions as zippers to help you. Don’t ask personal, 
controversial, or negative questions of any kind. Stay away 
from asking anything that will lead into sensitive areas. In-
variably, salary and benefits should be avoided—I’ve shown 
you how to answer properly the interviewer’s questions about 
them. 

Here are examples of benign questions that have a favor-
able impact, adapted from The Placement Strategy Hand-
book. 

SCRIPT 

1.	 How many employees does the company 
have? 

2.	 What are the company’s plans for expansion? 

3.	 How many employees does the department 
have? 

4.	 Is the department a profit center? 

5.	 Does the department work separately from 
other departments? 

6.	 Are the functions of the department important 
to senior management? 
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7.	 Is the relationship between the department 
and senior management favorable? 

8.	 What is the supervisor’s management style? 

9.	 What is the supervisor’s title? 

10.	 To whom does the supervisor report? 

11.	 Are you ready and able to hire now? 

12.	 How long will it take to make a hiring 
decision? 

13.	 How long has the position been open? 

14.	 How many employees have held the position 
in the past five years? 

15.	 Why are the former employees no longer in 
the position? 

16.	 How many employees have been promoted 
from the position in the past five years? 

17.	 What does the company consider the five 
most important duties of the position? 

18.	 What do you expect the employee you hire 
to accomplish? 
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BENEFITS QUESTIONS 

Though, of course, you will need—and have a right—to ask 
the following questions, the key is knowing when to do so. 
Under no circumstances do you want to spring these ques-
tions on the interviewer early in your conversation; doing so 
will make it seem as if you were more interested in what the 
company can do for you, when at this juncture what you 
want to get across is what you can do for the company. 

The best advice for raising these questions is to have them 
firmly in mind so that you can ask them at the appropriate 
times during the interview. And if you’ve followed all the ad-
vice so far in the book, you will know when these times are. 
In general, however, many of these questions will probably be 
part of the salary negotiation process (see Chapter 8). 

1.	 What type of medical insurance benefits

program does the company offer? Is more

than one type of program available?


[Be sure to follow the first question with questions 2 and 3.] 

2.	 What is the extent of the coverage of the

program [or various programs, if more than

one]?


3.	 Does the company pay for the coverage in

whole, or must the employee contribute? If

the latter, what percentage?


4.	 What is the sick leave policy? 
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5.	 What is the vacation benefit for this position? 

6.	 Is it possible to join a retirement plan? If so, 
is it contributory or noncontributory? 

7.	 Does the company have a profit-sharing 
plan? Is documentation of its payout history 
available? 

8.	 Is there a 401(k) plan? If so, how is it

structured?


9.	 Are there other savings or investment

programs employees can choose from?


10.	 Will the company arrange for and pay for my 
moving expenses? 

11.	 [In the case of a homeowner] Will the 
company assist in the sale of my current 
home and the search and purchase of my 
new home? Does the company reimburse 
closing costs on these transactions? 

12.	 [In the case of a renter] If my landlord is 
unwilling to release me from the time 
remaining on my lease, will the company 
assume the balance of the monthly payments 
for the extent of the lease? 

13.	 Will the company help with real estate loans, 
if necessary? If so, under what terms? 
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Absenteeism, 52

Advanced degrees, supervising


employees with, 98

Aggressive, assertive vs., 69

Analytical skills, 76–77

Awards/citations, 234


Biases, 63–64 
Body language


during interview, 11–12

in salary negotiations, 146


Bond refusal, 28

Boredom on the job, 48, 52, 


81–82

Business ownership, 111, 196–197


Career accomplishment, greatest, 
181–183 

Career/business choice, 54–55, 
153, 183–185


Career change, interest in, 108

Career goals, 105–112


long-term, 107

present vs. original, 107–108


Car ownership, 19

Children


child care for, 25–26

relationship with, 26


Civil service, reasons for

employment in, 185–186 

College

choice of, 33–35

favorite subject in, 42–43

financing of, 39

and job suitability, 126–127


Committee work, 232–233 
Communication skills, 101–102 

with staff, 95–96 
with supervisors, 95–96 

Company/industry, knowledge of,

116–122


Company policy, 75, 85, 99, 218,

223


Company research, 7–8

Company size, 10, 67–68

Compensation. See Salary history;


Salary negotiations 
Computer literacy, 203–204 
Computer technology 

advantages/disadvantages of,

202–203, 208


computer skills, importance of,

200–201


e-mail, 204–206

home computers, 206–207

impact of, 201

information resources on, 208

Internet/World Wide Web,


206–208 
use of, 209


Confidence, importance of, 7

Coworkers


conflict with, 59

ethics, 217

relationship with, 65

showing interest in, 53

socializing with, 233–234


Criticism

constructive, 76

by supervisors, 55–56, 224–225


Current job

achievements on, 170–172

boss’s title and duties, 168–169

change in duties in, 192

reasons for leaving, 157, 225–226

sales/profits of, 193

strengths brought to, 173–174

typical day in, 169–170


Decision-making skills, 87, 97–98

Delegation of responsibility, 64


244




ccc_allen_ind_243-247.qxd 1/14/04 3:51 PM Page 245

INDEX 

Disappointments

benefits from, 62

biggest on job, 185


Divorce, 24

Dress code, 6–10

Drinking, 233

Driver’s license, 28–29


Education

application to job, 42

college, choice of, 33–36

continuing, 39, 187

financing of, 39

goals, future, 41

grades, 38, 41–44

and job preparation, 36–38

and job success, 166–167

and job suitability, 136–137

lack of formal, 37–38


E-mail, 204–206 
Employment decisions, 93–98 
Employment history 

first job, 177–178 
gaps in, 175–177 
number of jobs in, 189–190 

Entry-level position, 131–132 
Experience, lack of, and job 

suitability, 136–137 
Extracurricular activities in 

school, 230–231 
Eye contact, during interview, 

11–12 

Facts/figures, aptitude for, 
50–51


Failures in career, 154–155

Family life, time spent on, 22,


215, 229–230

Fears/phobias and travel, 56

Finances, personal, 26–27

Foreign languages, 21

Frustrations in career, 154


Handshake, 11

Health


and absenteeism, 52

chronic condition, 29

physical exam, last, 29


Home, distance from job, 20–21 
Home computers, 206–207 
Human resources department, 

role of, 9–10, 140


Income, calculation of, 141

Industry trends, 118–119

Initiative, 80

Injury on job, 187–188

Innovation on job, 60–61

Intelligence, 47

Internet
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contributions to, 181
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