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CHAPTER 2

JOB INTERVIEW SKILLS

Expected Outcomes

Use effective language for interviews

Understand the do’s and don’ts in attending job interviews
Understand the do’s and don’ts for interviewers and interviewees

Ms. Ezihaslinda Ngah
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.1 Preparing for and Attending a Job Interview
2.1.1 Effective language for interviews

Oral
Non-Verbal Communication

Th ree types of communication
communication

skills

Written
Communication
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- 2.1.1 Effective language for interviews

V Non-Verbal communication

Poise

Interest

II

Expresiveness
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.1 Preparing for and Attending a Job Interview

2.1.2 Frequently asked interview questions and answering tips

Qualifications = your
education from High
School and any
special training you

may have done in Experience = any
the past. work that you have

Your credentials done that is directly
(qualifications) or indirectly related
to the job you are

applying for.

important Your responsibilities

and capabilities in
: _ relation to the post

include in you are applying.
your answers

Your experience thing to
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2.1.2 Frequently asked interview questions and answering tips
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Tell me
about

yvourself.
A
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2.1.3 The do’s and don’ts for interviewers and interviewees

>

plans the meeting,
sets goals, asks the
guestions, and
generally controls
the direction of
the conversation.

Who is an interviewer?

answers questions,
provides
information, and
helps to achieve
the goals of the
meeting

Who is an interviewee?
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2.1.4 The do’s and don’ts for interviewers and interviewees
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The Do’s For Interviewers | The Don’ts For

e Put the candidate at ease. Interviewers
* Prepare a list of interview e Don’t use stress interviews
questions

e Prepare questions that help
you understand their
experience or knowledge.

e Ask questions that are open-
ended.
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2.1 Preparing for and Attending a Job Interview

2.1.4 The do’s and don’ts for interviewers and interviewees

_

The Do’s For The Don’ts For

Interviewees Interviewees

e Sit up straight e Apply excessive

e Show your enthusiasm colognes and perfumes

e Establish a comfortable | ® Use gestures that make
amount of personal you look and not being
space completely honest
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Tips on a Successful Interview for Interviewer
~The Process of an Interview

Before the Interview:

Shortlist

. . Aim Information Setting Structure
interviewees

During the Interview:

Keeping interview on Assessing the

Opening the interview Question-types track candidate

After the Interview:

Questioning Techniques to help prospective

Select the best candidate and make your offer. . .
interviewers

Y (courscwan:
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Open questions Closed questions

Types of questions
to be asked to
interviewees.

Problem solving
guestions

Probing questions
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Situation
questions

Interests

(ndhobbies _

.1 Preparing for and Attending a Job Interview
2.1.4 The do’s and don’ts for interviewers and interviewees

The

Ambitions

\candidate
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The job and
the

(ganization ‘_

—

Skills and
knowledge
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~ Tips On A Successful Interview For Interviewees

.

V BEFORE THE INTERVIEW : PREPARATION

Research Punctuality Documentation Presenting yourself

DURING THE INTERVIEW

Take care to use
correct expressions

Maintain eye

T Listen carefull
contact Be honest Ask questions fully

Observe etiquette

AFTER THE INTERVIEW

|¢

You may want to send a follow-up ‘thank you” letter to the interviewer.
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', 2.1.5 Role-play mock-job interview

Role play a job
Interview
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- 2.1.6 Post-interview communication

Interview Follow up : A Thank You Note

3

e Corporate looking thank you card
e SMS

e Email or letter

Timeframe of the follow up after the Interview

e Send it within twenty four hours of the interview.
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