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[Peggy Mihelich] Welcome to today's “How Did you get that job Workshop”. These workshops are geared toward providing you with the knowledge and skills needed to find secure and keep a job. Today's workshop will last 60 Minutes include a presentation on preparing for and participating in a successful private sector job interview after the presentation will spend whatever remaining time. We have answering some of your questions.

You can submit a question by using the questions box located in the webinar control panel. Our presenter today is learning communication Specialists. Alan De Back. Welcome Alan.

[Alan De Back ] Good afternoon, and thank you Peggy and welcome. Happy to be with you here with you this afternoon. And thank you so much for spending some time with me this afternoon. As you know, we're going to be spending some time this afternoon talking about interview strategies in the private sector.

And I'm just having a little bit of a technical issue here. There we go.

So a little bit about my background and why I can well suited to share this information with you this afternoon. I actually made the transition from the academic sector to the private sector many years ago and have discovered a lot of challenges around that.

Okay. Sorry. I had a little bit of trouble with my screen. So let me start again. We're here this afternoon to talk about interview strategies in the private sector and a little bit about my background and what I bring to the table around that I actually made the transition from Academia to the private sector many years ago. I worked in Academia for about 15 years and worked in a variety of settings. I worked in a small liberal arts college. I worked in a medium sized public university.

And finally worked in a large private university and made the decision that I wanted to make a change. I wanted to move into the private sector and so made that change after about 15 years in academia.
So I have a lot of my own observations in my own experiences that I can share with you this afternoon, but in addition to that I have worked with many APA members who also were making the same change I work each summer in the career center at the APA convention and so have coached many APA members who wanted to make the change and help them strategize on how to make the change. So we'll talk about that transition this afternoon and we obviously will concentrate and interview strategies based on my background and also based on some of the questions that you submitted ahead of time.
I came up with some objectives for this afternoon that I'd like to share with you and those objectives look something like this.
So first of all, I do want to talk with you a little bit about what I call transition anxiety and talk with you about overcoming that transition anxiety from academia to the private sector because to be successful in an interview in the private sector you really have to be able to overcome that anxiety and really understand what it is you have to offer we also will talk about interview preparation and some strategies around interview preparation.
If you are not prepared, it's not going to go terribly well and there are some fairly straightforward things that you can do in advance of the interview to ensure that you’re as well prepared as possible. We'll also take a look at questions that employers may ask, we'll take a look at some commonly asked questions, and most importantly talk about a strategy for handling those employer questions and we'll also examine some questions that you might ask the interviewer.
Because very frequently at the end of the interview you will be asked if you have any questions and it's a great idea to have a few figuratively in your back pocket that you can use in that in that scenario will also talk about what I call delivery strategies and that really is all about how you present yourself the demeanor in the image that you have during an interview and that's really important. That's just as important as the words that come out of your mouth. So we'll talk about some strategies.
Energies around interview delivery and finally, we'll talk about following up after an interview and a couple of ideas and some strategies around following up afterwards because follow-up is incredibly important and I have a story I'll actually share with you about someone who did not follow up and because they did not follow up they ended up not getting a job offer. So that's a Coming Attraction.
So those are the objectives for this afternoon and let's start right off by talking a little bit about this concept of transitioning from Academia because a lot of people do have What I Call Transition anxiety around this so I guess started. I have a question for you and I'm interested in what your thoughts are around this and the question is this how do you feel about that transition from Academia? What has a tations?
You have what concerns do you have? What anxiety do you have? And if you could just answer that tell me what your thoughts are by jotting down your ideas in the question box will get an idea of what everyone is thinking around that and what some of your anxieties might be as we're waiting for some of those ideas to come in. I'll just share with you right suffered from kind of an inferiority complex. I felt kind of like gosh am I really good enough to do this?
Am I going to be able to make it in a corporate setting and will actually be able to succeed I was really concerned about that would I actually be able to succeed and so I see some ideas coming in and just a few of the things that people are sharing someone said they're really Worried about settling and not pushing ourselves hard enough and this certainly is a concern concerned about experiences in Academia. That will not transfer over that is a big deal. And we're going to talk about transferable skills and how you can sell those transferable skills along with the job-specific skills a couple of other things that I have. I won't find a job. I don't have the skills.
Well, Part of that is around networking and we'll talk about networking and then about really knowing yourself and really really knowing what you have to offer anxious about what they expect me to know matching the skill set with the needs of the organization. All of these were going to talk about this is an interesting one that I may be older than what they are looking for.

And I know those of us who are of a certain vintage have that concern and despite the fact that it is Legal, there is such a thing as age discrimination. And so let's focus on that as well and we'll focus on the whole demeanor and the whole image you have as you shall yourself. I see a lot of people talking about anxiety feeling unprepared concerned. I won't understand the business Yeah Boy A lot of these are things that I felt so great. Let's constant. Let's talk about these for a few minutes.

Lets talk about some of these concerns and talk about the transition and I'd like to share with you just a few ideas. I have around transitioning to transiting from Academia based both on my experience and APA members that I've worked with. So, let's take a look at a few of those ideas.

So here are a few things that I think are really important at addressing a lot of the issues that you've mentioned in the question box. First of all, in addition to job-specific skills.
It's really really important to think about what your transferable skills are. Transferable skills are things like communication skills, could be written communication skills, verbal communication skills interpersonal skills, management skills, but it's really important to know both about your job-specific skills and your transferable skills. And when I work with my clients a couple of things I suggest in terms of identifying your transferable skills. One of them is something I call the refrigerator exercise and the refrigerator exercise is putting eight and a half by 11 sheets of paper.
And your refrigerator with your refrigerator magnets and leaving them there for a few days and every time you go to the refrigerator thinking to yourself. What is it that I have to offer? What are those transferable skills. What can I offer to this potential employer. And research believe it or not tells us that most of us go to the refrigerator at least a dozen times a day. So you go to the refrigerator a lot and this is an opportunity over a period of time just to kind of brainstorm with your self and think about what it is that you have to offer. The other thing I would suggest is asking your colleagues and asking your friends what they see as your transferable skills because they may see you very differently than you see yourself and they really may help you be able to identify very important transferable skills that you might not even have thought of so going outside yourself and going to friends and colleagues is a really really good idea.
Also would suggest that you work on growing your network outside of academia and I get a lot of questions about that, you know, all of my friends. All my colleagues are in academia. Everyone I know is academia. How do I grow them network and one of the most beneficial strategies I have found is to seek out professional associations that are related to your field and professional associations that people from the private sector belong to and typically you can attend meetings of those associations without being a member.

People find that they do want to become a member but it's just going to those association meetings kind of listening to what's going on listening to the presentations getting an idea of what some of the big issues are in your field and also just starting to reach out and meet people who attend those meetings and that is to that's a really good way of starting to build that network and starting to meet people outside of Academia.
Yeah, and when I did it I in fact went the next step and I actually ended up joining the association and ended up getting on the board of directors of the local chapter. And that was the best thing I ever did because in that put and wasn't that hard to do because their volunteer positions, so they're typically just dying to find people and that was so beneficial.

I really met so many people and develop so many great Relationships by serving on the So grow that Network outside of Academia. I also have something here about updating your resume strategy and typically many of us in Academia have a CV rather than a resume and I'd like you to think about the difference between a CV and a resume because a CV is very much an autobiography pretty much everything you've ever done; all your publications, all your presentations, all of your research, all of your background, all of your experience.

And a business resume for the private sector is much more a marketing tool than it is an autobiography. It's not everything that you've ever done. But what is it that's going to be of interest to an employer. What about your background? What about your skill sets? What about your experience will be of most interest and a private sector resume really should be no more than two pages. So that's a heck of a lot shorter than the CV.

The most of us have so that's a challenge and it's really changing your orientation and thinking about a marketing tool versus an autobiography and many people have found it helpful to actually get a professional resume writer to help them in that process. So that's something you may want to consider. There are a lot of professional resume writers out there. I would be a little bit careful some are better than others. So I would try to seek one out that.

You can get references for or perhaps someone who a colleague has used in the past and I'm very very happy with but think about a marketing tool as opposed to an autobiography get the right references. If you can possibly get a mixture of business and academic references, that's probably going to serve you better and again in academia. We tend to have letters of reference. And typically you have to submit letters of reference.

When you apply for a position, that's not as common in the private sector. It's much more common simply to give a list of your references with their contact information because most private sector employers don't want to read a letter they want to pick up the phone or write an email and contact your references and ask some very specific questions about your background. So do that list of references with the contact information.

And then the biggest thing is in the biggest thing for me was just having confidence in what I had to offer because I did have this kind of inferiority complex about will I be able to make it in the private sector and I found out after I made the transition. Yes, I could and I also found out boy, do I have a lot to offer because I typically had a little bit different perspective than a lot of my colleagues had in the private sector and had a somewhat different set.

Skill sets and so have confidence in what you have to offer when you make that transition because on there's an awful lot you do have to offer so that's a little bit about making the transition. Let's move on now and let's talk about the interviewing process and let's start off by talking about preparing for your interview.

So once again, I've got a question for you, and before I give you my thoughts around preparing for an interview, I'm curious about your thoughts. And what are your strategies to prepare for an interview? What are some of the things that you do?

And once again, if you could put your answer to that question into the question box and give us some ideas about town what your strategies are and as people type in their answers and populate that back so I'll just Share with you that I'm going to share strategies that are centered around three steps. The first step is knowing yourself and knowing what you have to offer second is the Practical Logistics around the interview and the third some ideas around the day of the interview. They have the interview. So we have an awful lot of people who have added some ideas here several people have mentioned researching the organization reviewing the company's website.

Night researching the company that's a great idea because you want to know as much about the company the organization as you can before you go into the room a couple of people mentioned role playing and practicing and that is a great idea and I have some ideas around effectively role playing and practicing before you go into position researching.

The position is really important and I'm going to give you some strategies around taking the AB description for the position you're interviewing for and really thinking it through and thinking through what the important skills are and then someone has said something that is a perfect transition to my first step in preparing for the interview and they said thinking about my own skills and how they will match the position and that really is a great first step. So let me share some strategies with you. You all have some great ideas there.

Let me share some strategies with you and let's start off by by talking about knowing yourself and really knowing what it is you have to offer when you walk into that interview.

So a few things that are really important in knowing yourself. First of all, you need to know your pertinent skills.
And those are both the skills that are critical to the job itself and we'll talk more about that in a moment, but it's also knowing all those transferable skills that we talked about earlier that you will you'll be able to take to any type of employer and they'll be valued in almost any kind of work setting but let's talk first about job-specific skills and reviewing those job specific skills because you're likely to be asked about the most important skills that are critical to the job during the interview process and you'd better have some good answers about those skills and you'd better be able to demonstrate how you have used those skills in the past.
So here's we're researching the actual job description becomes really really important because I like to really focus on that and focus on the skills in the job description because it's very likely I'm going to be asked about a lot of those skills. So I can't do it the old-fashioned way. I like to print out a hard copy of the job description and then I take my yellow highlighter and I go through that job description and I highlight all of the skills that I see as I look at the job description.
And that really helps me start to divide identify what's important to the employer and if I have a see a skill and it's mentioned more than once that's a good there's a good bet that that's something I'm going to be asked about during the interview and I had really better.

Be able to demonstrate how I've used that skill and give some specific examples of how I've used that skill. So I'm going through that job description with a fine-toothed comb using your yellow highlighter. That's a great strategy for identifying the important skills and then thinking about the background the experience you have that relates to those skills.

The other side is understanding your weaknesses and what might be a weakness what might be a skill where I don't have as much each experience is I would like and when we look at typical interview questions in just a few minutes one typical interview question is what is your biggest weakness or what are your weaknesses and to handle that you really had better understand where you are going to need to talk about how you can compensate so it's not only looking at your skills and your strengths, but what are some of the areas that you may need to explain and we'll talk more about how to do that in just a few minutes.

And thirdly in terms of preparation know that resume backwards and forwards because anything that is on your resume is fair game for a question and unfortunately in the private sector these days there is a fair amount of resume fraud. So a lot of employers have been burned and are very careful about asking about the things they see on a resume so you had really better be well prepared to answer anything That is on your resume bird be able to explain anything and everything that's on your resume. So review that resume know everything that's on that resume and be ready. So those are a few ideas around preparing and step one is really knowing yourself what you have to offer what your weaknesses are and being able to explain everything that you've provided the employer and your resume. Let's move on to step two and step two is pretty much common sense but it's around practical logistics and as you look at these bullets a lot of them probably look very much like common sense, but I have to tell you I've been doing this for a long time and I have seen some very very smart people do some very stupid things hate to say it but it's true and I'll share a couple of examples of that so many of you when I asked about preparation many of you mentioned researching the employer going to the company website if you can find Someone who actually works for the employer and talk to them in person before your interview. That's a great first-person way of doing some research. But anything you can do to research the employer and find more out about the employer is really really important somebody mentioned when you review the website looking at their mission and looking at the mission and also looking at any of their critical organizational goals, that's really important because any time you can draw your experiences.

Um back to their mission and back to their corporate goals. That's golden that really buys you a lot because it shows you've done your homework and whole shows that you really understand what they're all about.

I would also suggest practicing responding to common interview questions somebody a little bit earlier in the question box mentioned doing a role play interview with a spouse or a colleague or a friend and I think that's a great idea practice with someone who you can trust to give you really good honest feedback that platitudes like oh that's wonderful, but really good honest feedback and provide them with some of the questions that you think you might possibly be asked so that you can practice those and practice those out loud. When you do that role play interview. I also would suggest to taking your smartphone or your tablet and making a video of it so that you can actually see and hear yourself in that role play responding to those questions. And in addition to your answers, you can see and hear yourself and see your body language and hear your voice and your tone of voice.
The person who your role play with can give you fantastic feedback, but there's nothing as great as actually seeing and hearing yourself and and also getting that feedback for yourself from the video. So strongly suggest doing the role play and I strongly suggest doing video as well.

The next few things are such common sense. Make sure you get the appropriate clothing ready. Make sure that you know how you're going to get there and what your route is make sure that you get enough rest all common sense things. But a quick story around transportation.

I have a client who was interviewing for a fairly high level position out in Western Virginia and between his home and the employer there happened to be a set of railroad tracks and he left home late didn't leave as early as he intended to to get to the company for the interview and then of course got to the railroad track railroad tracks and the train was going through and to make a long story short. He was 10 minutes late and you can do all the explaining in the world, but it did not make a great impression to get there 10 minutes late.

So really think about how you're going to got there, and and what your what your contingency plan is?

In terms of appropriate clothing when all else fails go for conservative professional dress for men. That's a suit and a white shirt and a tie for women. That's typically a suit. If you do have an idea of what the dress code is at the organization at a minimum dress at least one level above what they wear when they come to work.

That would be the absolute minimum one level above what they typically wear to work because when they see you at this you their thought processes. This is probably the best there ever going to be and so you certainly want to make the best possible impression all of this common sense, but I have seen so many people make so many errors step 3 day of the interview again.

Some of these things are really common sense, but a few ideas bring along copies of your resume just in case they could have misplaced it and they want it in front of them bring along a sheet with Your references typed up with their names and all of your contact information if things go well you might be asked for a list of references. And if you have that ready to pull out and give to the to the interviewer makes you look very professional and very smooth arrive early may seem like common sense and it is and by arrive early. I don't mean an hour early. I'm talking about maybe 5 to 10 minutes early. It does a couple of things for you.

First of all it gives you a chance to kind of settle yourself and calm your nerves and do some deep breathing whatever you need to do. But the second thing I think is incredibly important is it gives you a chance to look there for sit there for a few minutes and look around and just get an idea for yourself of what the culture is like and what the environment is like and just by sitting there for a few minutes boy. Can you learn a lot just with your powers of observation?

And a quick story around that many years ago. I interviewed for a position with a major International Association headquartered in downtown DC.

Not a PA another lar very large Association and one through actually a series of three interviews and every time I went got there a little early and I sat there and I observed people and it was a beautiful building and it was dripping with brass and marble it was gorgeous, but the people were kind of marching around like robots. No Smiles. Everyone seemed very serious just just seems like a very very formal and very cold work environment and a kind of filed that away in the back of my mind and I thought okay. I just need to be aware of this as I go through this process.

And then to make matters worse, I went back for the final interview and I was being interviewed by the person who was going to be my supervisor and she walked into the room and started pounding the table and someone who worked for her had arrived at work late and she pounded the table and said I expect people to be here when they're supposed to be here and I sat there and I thought oh boy that combined with what I had already observed. So to make a long story short,

I was actually offered That job and I turned the job down and it was a really good job and had it been a different environment. I would have been very very happy was to be their Global director of learning but I just based on what I had observed, I knew it was not the right place for me and that whole process started because I arrived early and I observed what was going on.

Be respectful with everyone you meet everyone from the receptionist and can be asked about you when you leave and so you'd better make as good an impression as you can and everyone who you meet and finally just have confidence in your preparation.

If you've gone through these steps, if you know yourself, if you got the logistics, right if you're prepared on the day of the interview and you've done the preparation that you need to do just have confidence you've done everything you can do and if it's going Oh, well, it's going to go well, and if for some reason it doesn't go well so be it. So those are some ideas around preparation. So let's take one more step and that is let's talk a little bit. I mentioned preparing for common interview questions. Let's talk a little bit about what are some common employer questions. And once again, I'd like to ask you what your experiences have been.

So if you could again go to the Jim box and what are some of the common employer interview questions that you've heard or you have been asked?

And there are many many of them out there.

But what are some of those common questions I'm going to talk about several with you. I'm going to talk about tell me your strengths. Tell me your weaknesses. Tell me about yourself. Those are very very common ones. But what are some of the other common questions that you have experienced or you have heard asked so if you could just type some of those into the question box, let's see what we have.

I'm not seeing any for some reason. Oh, here we go. Yeah, why did you leave your previous job a couple people are asking that situational questions. Like how how would you handle this? Those are called behavioral questions. We'll talk for a moment about behavioral questions. Why are you interested in leaving? Academia is a big one for people who are leaving academia. That is a very specific one that can be a challenge for people leaving academia.

[Peggy] Strengths and weaknesses several people have mentioned. Why do you think you'll be successful? That's a great one.

[Alan De Back ] Excellent Yeah, what experiences do you have? What strengths weakness is great. So a lot of the same questions. I'm actually going to address questions you have heard. So let's take a look at a few common employer questions and I've divided them basically into the stages of the interview. And so the first couple of stages are the opening and then typically most employers will ask you a little bit about your education background in your career background.

And so these are a few typical questions, you might see in these first two stages of the interview now opening icebreakers. The first one I have is: did you have any questions any problems getting here today?

And that is an icebreaker and not just to find out whether you had any issues but I used to use that just to kind of get an idea of what sorts what kind of an attitude the person had in general because if the answer was I had an awful time getting here and I ran into the train and it was awful and why didn't you give me better directions and blah blah blah that kind of tells me something about their whole attitude versus. Oh, it was great getting here. I appreciated the directions. Thank you that tells me something as well. But the big one is tell me about yourself.

Very very commonly used by a lot of employers in the business sector and I when I was in. I also was an interviewer for a period of time a recruiter for a period of time and it was one of my favorites. So as we look at these questions, I'd like you to think about not just how I'm going. How am I going to answer the question but as we look at these let's think about why is the employer asking this question?

What is their motivation and I had a couple of very specific motivations around tell me about yourself. Yeah, I was interested in learning more about the about the applicant but I had a couple of motivations one of them was that is a totally unstructured question and how they answered. It told me a lot about how they take something that is unstructured and actually apply some structure to it so that they can actually deal with it and I frequently had applicants who meandered all over the place.

And I'd have to stop them after a while. They were telling me about their dog when they were six years old and maybe we got as far as high school. I also have Wilkins who told me what about themselves? They thought was most pertinent to the jab and what I would be most interested in and that told me a lot told me they could take something that was unstructured and really zero in on what was important.

So that was one reason that that I asked that question. The other reason that I asked the question was I just wanted to get an idea about how well they really did know themselves and if they were able to zero in on the skills and attributes on the things that were really interesting to me based on the job. They were interviewing for that told me they really did have pretty good idea of themselves and what they had to offer.

So tell me about yourself on the surface sounds innocent, but it's really about taking something totally unstructured giving it some structure really zeroing in on what is important to me as the interviewer and that's why I was asking it as the interviewer.

Education and career tell me about your educational background. That's oops. I went there.

That's pretty straightforward. Why did you choose your current career path? That's pretty straightforward. Why did you have you decided to move to the private sector? That's an interesting one and related to that, why do you want to leave academia? So once again, let's take a look at why an employer might ask that.

They're probably interested in your motivation and whether you are going to first of all be able to make the move successfully and secondly very interested.

In whether you really can transfer the skill sets whether you have the skill sets that you need to make the move. And so did you just decide to move because you thought I'd like to try it out for a while or are you interested in taking those skill sets that you've developed and applying them in a different setting and continuing to build them and continuing to grow them. That's what I'm interested in when I ask that question. And where do you see yourself in five years. That is a very common one.

Once again, let's think about why I is an employer might ask that question and I just want to find out realistically what you think about where you might move in the future and I'm also interested in are you committed to staying with our organization? Are you just using this as a jumping off point? Are you going to leave in a year or two or do you have a commitment to stay with us?

So, you know, none of us know where we'll be in five years things happen, but if you can address the what you hope to continue to build your skill sets you hope to continue to grow over the next five years that tells me a lot and if you can say something about I really want to make a commitment to an organization and stay that tells me a lot as well.

A few other common questions background skills experience the strengths and weaknesses one really interesting one the strengths one. If you've done your homework, you should know the weakness is one is interesting.

And once again, I'd like you to think about why would an employer ask you that do they want you to just give a laundry list of all the things you can't do in all of your weaknesses, and no that's not it and it's also not about trying to take a weakness and make it sound like a strength trying to turn it around. I've heard some career counselors say that that's the route to go. I used to ask that question as a recruiter because I was interested in the applicants problem solving skills. And I got one of two answers one answer was I cannot do XYZ. I am awful at giving corporate presentations giving group presentations. I can't do it. I hate it. I dread it. I'm awful at it. Just don't do it well.

Versus, I learned several years ago that I was not all that great at giving corporate presentations. And so I really have been working on that over the past several years. I've taken every opportunity I can to make presentations, I have taken a class, but it's problem solving I've taken steps to try to address whatever that weaknesses and that tells me an awful lot about the applicant so you can think about the weaknesses proud.

Question in terms of how do I attack problems? How do I address issues and problems? How do you make decisions is an interesting one because decisions typically are made more quickly in the corporate sector than they are in academia. And that is one concern that corporate employers. Sometimes have about people who are coming from academia that they're coming from an environment where everything is studied to death before a decision is finally made.

And in a corporate setting decisions really need to be made pretty quickly. So as a recruiter, I asked that question because I wanted to make sure that someone had that ability to get the information they needed to make a good decision. But also to be able to make that decision in a timely manner very very important and then work style leadership style again pace is a really big deal and in the corporate world, there's often.

A concern about pace and will they will this person be able to keep up the pace? And so just saying yes, I can I work effectively. I work rapidly I can get things done within the timelines that are expected closing and procedural. What are your salary expectations rather than and that's very often a question. What are your salary expectations rather than telling them?

What you expect or what you want, I would suggest that you know what your market value is. And that is what is the value of that type of position that you're interviewing for in your particular geographic area, and they're actually websites. You can go to such as salary.com where you can find salary surveys that will give you that kind of information and many professional organizations. 

Also do salary surveys on a regular basis and So if there is a professional association related to your field, you may be able to get salary information from them. But again, it's doing your homework and if you actually have identified your market value, then you can say something like rather than saying. Well, I need a hundred and twenty thousand dollars. You can say,

well I've done some research and I believe the market value for this kind of job in the Washington DC area is Somewhere between a hundred and fifteen thousand a hundred and twenty-five thousand. That's a great strategy because you're telling them you've done your homework you now asking for specific figure, but you're telling them what you believe the market value is and that you would hope to get something within that market value. Very good strategy. Do you have any questions?

The answer should be yes because if you don't have any questions, it could tell an employer given the employer and idea that you're not all that interested. We'll take a look at some questions. You can ask in a second and what else would you like to tell me and we'll talk more about that in a moment, but that's about closing the sale and most interviewees. Do not close the sale. So we'll talk about that in a second. Let's look first at some.

Some tricky questions for academics and I think we've looked at most of these already.

Talked about pace and you really need to be addressed to be able to address that you can keep up with the pace. You can meet deadlines that sort of thing a lot of it a lot of business people view the academic world as an ivory Tower that's very comfortable and why the heck would you want to move out of that? Well, it's about challenging yourself and continuing to build and to grow your skills.

And what do you really know about the About the business World. Once again Network join professional organizations. So you can say that yeah, I've got this. I've got this foundation to work from questions.

You might ask the employer here are a few I'd like to specifically address the last bullet on the slide. What are the next steps in the process? What is your timeline? If they do not tell you that you need to ask that question before you walk out the door absolutely need to know that before you walk out the door and so definitely ask if they don't offer that because you don't want to walk out without knowing that notice.

None of these are about when's my first vacation and how much money will I make but it's really around growth and opportunity for the most part. Those are the kinds of questions that will really be well received and so I'd suggest having a couple of these questions figuratively in your back pocket. And then before you leave that interview, I strongly suggest you close the sale.

And that is having a closing message that is something to the effect of I really appreciate the opportunity to talk with you about this opportunity this position today. I want you to know I'm really really interested and then here are a couple of hot buttons based on what's happened during the interview here a couple of things we talked about that I think are real strengths that I can offer you that I think gives me a leg up on the competition.

Here's the difference most of your competition when they walk out of the room. We'll shake hands say thank you very much and be on their way and not have closed the sale now have asked for the job and it's not pleading. It's like not please give me the job. It's I'm interested. I really would like this job. And here's why here are a couple of final reasons why I think I'm the best fit. Most of your competition won't do that. It will make a difference.

France absolutely guarantee. So before we go through the last couple pieces this afternoon, let's take just a couple of minutes and I can handle just a couple of questions if anyone has a couple of overall questions, they'd like to ask about what we discussed so far. This is the opportunity to ask a couple of general questions. So if you want just want to type some questions into the question box. I'll be happy to handle a couple.
Before we finish up for the afternoon.

So a couple of things have come in.

And let me just address a couple of them one person asked if your pair preparing and the job description is very vague.

For example, you're applying to a generic posting for an industrial psychologist or something like that that makes it much harder to prepare because you really don't know what the skill sets are that are important and you really don't know specifically what the skills are that the employers going to be looking for and so I would strongly suggest that you get in contact and try to get some more details if you possibly can because you're kind of just Kind of aiming in the dark if you if you don't have a if you don't have a very very specific job description to work from so I would try to get some more details. If you possibly can. Otherwise, you're just going to have to do the best you can one thing just off the top of my head. One thing you might do is take a look online for job more specific job descriptions for that same job title with other organizations and take a look at the skill sets.

That might be a good Thing to do. This is a big one for a lot of people. How do you address a gap year and employment? First of all, I'll say that is less of an issue than it used to be. A lot of people are taking a year off for whatever reason to raise families. A lot of us have elderly parents were in that sandwich generation. We need to take time off to deal with that. We take a year off to develop a professional skills their wide variety of reasons why people take a year off.

And so the most important thing is to be able to address what you were doing during that time period were you doing something productive? Because if you were just you know sitting by the lake fishing for a year that probably is not a real good answer, but maybe you had to take a year off for personal reasons and you don't really want to go into those personal reasons. So I had to take your year off for personal reasons, but during that time I did a lot of research. I did a lot of study.

I took some classes. I got a certification, but I did something productive during that year off. That's a really important thing to show.

So those are a couple of questions and we'll have a couple of more minutes at the end to handle a few additional ones. But time is moving along. So let's go ahead and let's talk about interview delivery strategies. And when I talk about interview delivery strategies, what I'm talking about is you our entire communication package during that interview process because a lot of people get totally caught up in the questions that they're being.

That they're likely to be asked and the words that are going to come out of their mouths and you really need to focus on that entire communication package during the interview. So what I'm talking about are all of the components of your messaging. Yes, the words are important.

Yes, your answers to the questions are important but equally important portent our voice and tone and Those are things we'll talk more about what they are. But things like pace, pitch, monotone those sorts of things and also body language; everything that you do with your body ranging from eye contact to facial expressions, whatever during the course of the interview and making sure that everything is in sync that everything goes together.

So there's some rather Old is some rather old research that I want to share with you and some of you may have heard about this research in the past. But I like this research because I think it's still stands today and I really think it helps you think about that entire message that you're delivering and your entire messaging package. And so some of you may be familiar with Albert. Mehrabian who is a very famous Communications researcher has done this research for many decades.

Cades is quite elderly now. I believe he's now a professor emeritus at UCLA. But based on his research. He came up with something that is called the Moravian communication model and the idea is that our Communications package is made up of three primary components.

And those are the words that actually come out of our mouths our voice in our tone of voice and our body language and based on his research. One of the things he did was to assign percentages to each of these in terms of the role that they play in the overall communication delivery strategy. And as you'll see it's 7%, 38%, 55% and the pushback I often get on this is words are only seven percent.

Well, I can say whatever the hell I want because the words don't mean anything and that's not the message here at all. It is about the voice and tone and about the body language being in sync with the words being consistent with the words and I'll give you two quick examples. One of them is I teach presentation skills and a couple years back the students in my classes they get up and they do practice presentations and I take video and they use the video for feedback and one of my participants.

Got up to do her practice presentation and she looked at us and then looked at the floor and stayed looking at the floor and in a very low voice we could hardly hear. She said I'm so happy. No, she said I'm so excited to be here with you today with a monotone like that and her words were I'm so excited to be here with you today, but the voice and tone in the body language were not consistent and we could tell she would have rather been a thousand miles away. And so because the whole package was nap consistent the words lost their meaning another example in an interview setting when I was a recruiter. I interviewed a woman for a position.

And during the interview she either looked at the floor or looked over my head out the window and not once did they have any kind of eye contact or any kind of connection with me and the answers to the questions were pretty good. But I really was left wondering about their confidence level because there just was no connection. They avoided any kind of eye contact with me whatsoever.

So you really need to think about Out this this whole connection and you really need to think about the consistency of these three components of your Communications package. And is your when you think about your voice and tone are the voice and tone consistent to they show the enthusiasm that you want to show. Do you have inflection in your voice or you loud enough to be heard and body language? And if you're sitting in an interview body language is basically from your way stop.

Facial expressions eye contact gestures your posture is you sit in the chair everything that you do that reinforces those words. So the message here is just think about the whole Communications package words voice and tone and Body Language. So as we move along we've already talked about some best practices.

Let's move along and let's talk about follow up after the interview before we close for the afternoon and I have another Your question. I'd like to get your ideas on if you could answer in the question box. And that is what should you do to follow up. What are your ideas around following up after an interview as you populate the question box with your thoughts. I want to share with you that follow-up is very very important and not following up could make a big difference quick story around that I have a colleague who was hiring for a position in her organization and it was a position that involved a good deal of marketing. And so she interviewed this candidate and the candidate was fantastic and after the candidate left she thought wow, she's got the whole package and she thought you know what? I think I should hire her and she literally had her hand on the phone to pick up the phone and call HR and tell them to make an offer and then she thought you know what?

Better just sit back in the way follow-ups important in this particular job. I'd better see what she does and you probably know the rest of the story. No follow-up whatsoever nothing and as a result of not getting any follow-up. She did not get the job offer and think about that my friend literally had her hand on the phone to call HR. So here are some ideas that you have shared with me and they're all around. Thanks. Thank you.

You send a thank you note send a thank you note handwritten send an email send a thank you email thank the interviewers at the end of the interviewer send a card all of those are great ideas. And the last person who responded said something really important. They said I've wondered about the pros and cons of email for the thank you. So let's talk about that. Let's talk about interview follow up.

So the first bullet you see is follow up in writing. So some kind of thank you in writing using the appropriate communication channel and what I mean by that is think about the culture of the organization with which you have interviewed. And what do you think is going to be most appropriate if they're a high-tech company probably an email if there are more formal.

More conservative organization perhaps written thank you note sent by snail mail, but think about what's going to be most appropriate for the organization now, I'll tell you in most business organizations these days email is perfectly acceptable and perfectly appropriate and so a good deal of the time I think an email is perfectly fine, but I'll tell you about a client. I had who worked for a very conservative Bank very conservative Financial.

And he said to me I expect to get a handwritten note because that's the kind of organization. We are we believe in that Personal Touch were very conservative and I want to see that handwritten note on my desk. So appropriate Communication channel.

You need to make a judgment based on the organization and what you believe the culture of the organization is talks about communicating to find the outcome if you I hear anything unlike the academic world where my experience has been. Typically you get some kind of response regardless of what do you got the job or not many corporate settings. You will not hear anything unless you get a job offer. You'll just get crickets chirping if you don't get an offer, so if you don't hear anything back within the time period that you expected definitely definitely go ahead and follow up.

And just pick up the phone or send an email and say something like I understand you intended to make your decision within two weeks. Haven't heard anything. Just wanted to check in and see if you've made a decision yet better to know the answer is no then to hear nothing and these days unfortunately often hear nothing and if you don't get the job if you possibly can getting some feedback to prepare for the next interview is a really good idea. Some companies will not do that.

That HR does not want them sharing that kind of feedback and they're prohibited from doing so but if you can get an interviewer or hiring manager who's willing to give you some feedback and you can say something like I'm going to be continuing to interview for similar jobs and have wanted to present the best possible package when I go through those interviews.

Do you have any feedback about where I might improve my skills or where I might make changes that's a great idea and you can often So very very helpful feedback from someone who's interviewed you so all of those are some ideas around interview follow up but bottom line is absolutely follow up really really important. So that is what I have for this afternoon. I think we are almost at our end time, so I'm not sure if we have time for additional questions or not. I'm going to turn things back over to Peggy at this point.

[Peggy] So yeah, well, I think we would we have to get in a few right? Well make them quick. One question was notes. Can I take notes during my interview? 

[Alan De Back] Thank you for that question. The short answer is yes, I would not sit and take valve. What's the word volumes of notes? I wouldn't write down complete sentences, but I know I need something in writing if I'm going to remember things afterwards. So just writing down keywords.

Couple of words here to remind you of something you want to remember that's perfectly fine. Just don't let those notes taking the notes interfere with your connection with the interviewer. Okay, and then I think a lot of anxiety around salary questions. Maybe just leave us with some parting thoughts on that.
Sure.
Once again, I really would recommend highly recommend doing some research and knowing what your market value is because I may want a certain salary or I may feel like I need a certain salary and that may be below market value in which case the employer is going to rub their hands together and think oh, I'm going to get a bargain now or you may be way above market value and may not be considered even though you probably Of Taken something at a lower level. So I think it's about knowing what the market value is for the jab in your geographic area doing that research ahead of time using something like salary.com or data from a professional association and then really being able to present it in that way. I've done some research the market value.

I believe the market value for this particular job in this region is maybe a ten thousand dollar range, and I would hope that That we would be somewhere within market value as we talk about a salary. So really hone in on like a range. Yeah, I would hold it in a Range because when you do just a specific number you again run the risk of the number may be too low. The number may be too high and I think you're much safer. If you hone in on a range, maybe a 10 to a fifteen thousand dollar range. 

[Peggy] Okay. Thank you very much. Unfortunately, we have run out of time. Thank you.

So much for your presentation Allen really very informative. 

[Allen] Thank you. I really enjoyed being with you this afternoon and thank you to all of our listeners for your participation. Especially all the feedback questions that we got. 

[Peggy] Thank you again a recording of this presentation along with the slides will be emailed to everyone watching today in two weeks. As soon as the workshop has ended a short survey will appear on your screen.
We hope you take the survey and give us feedback on how we did in how we can improve today's Workshop is a complementary offering to our long-running. How did you get that job webinar Series where we interview individuals with psychology degrees and learn what skills they use on a daily basis and their job and how they got to their current position. If you are interested in attending our next how did you get that job talk? It will take place on April 14th. Our guests will be a be Levin a licensed professional counselor who is dispatched along local law enforcement.
Mint on Mental Health calls. We are going to send you to link to register for that via our chat. We thank you again, and we hope you have a great day.
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