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· 10 skills employers say they seek, in order of importance:
1. Ability to work in a team
2. Ability to make decisions and solve problems
3. Ability to plan, organize and prioritize work
4. Ability to communicate verbally with people inside and outside an organization
5. Ability to obtain and process information
6. Ability to analyze quantitative data
7. Technical knowledge related to the job
8. Proficiency with computer software programs
9. Ability to create and/or edit written reports
10. Ability to sell and influence others

· What makes some jobs less stressful than others
· Travel (the more travel, the higher the stress)
· Growth potential (dead-end jobs tend to create more stress)
· Deadlines
· Working in the public eye
· Competitiveness within the organization
· Physical demands
· Environmental conditions
· Own life at risk
· Hazards encountered
· Meeting the public
· Life of another is at risk

· How to Prepare for an Interview
· Do your homework on the job, the organization, the competition and the industry
· Reading the website is the minimum. 
· Anticipate and prepare for the typical questions with strong personal answers Have your answers and examples so well-rehearsed that it's natural
· Tell me about yourself
· What are your strengths and weaknesses
· Tell me about your greatest accomplishments
· Share a time you failed and how you responded to the situation
· Why do you want this job
· Why this organization
· Frame your answers to show how you will add value to the organization
· Many students too often focus on why they want the job, what they will get out of it, and why it will be good for them. Turn the tables and explain how and why you can and will benefit the organization. Find ways to tactfully mention what they'd gain if they hired you 
· Use the right vocabulary
· Surprise an employer by actually being able to translate how your academic or extracurricular experiences have helped to prepare you for the role you're interviewing for, using words in the job description. 

· Questions to prepare answers to
· From everything you’ve learned about this role, me and our company tell me how you feel you’d make a contribution?
· Those who have really prepared will love this opportunity to shine and stand out, demonstrating that they have done all the homework that can absolutely be done in today’s world of instant information
· Those who haven’t will stumble and try to put some generic response together, which will be obvious
· Why should we hire you?
· This is among the best interview questions because it asks job candidates to define what sets them apart from the intense competition in today’s job market, 
· An interviewee who does a great job explaining how their unique experience, education, industry credentials, and personal interests will power your business will do the same thing for your company once hired.
· Describe the best boss/teacher you ever reported to?
· This is a great interview question because it tells you about past relationships Because it highlights the personality and work types the applicant meshes with best, the interviewer can gain greater insights into the candidate’s communication skills, work style and potential cultural fit
· Tell me about what motivates you?
· What frustrates you?
· When the candidate talks about past frustrations, he reveals details about his personality, diplomacy skills and ability to work on teams.
· Does the candidate answer by discussing minor irritations -- or ways that he successfully resolved serious conflicts over time or priorities? The latter are candidates who have positive intelligence
· Where do you see yourself in five years?
· With this question, it's not what the candidate says but how she says it that’s important,  if you see someone's eyes light up at the thought of the future, then you can tell this is a very ambitious person who knows where they want to go and will do everything in their power to help ensure your organization gets them there

· What to bring to the interview
· Several hard copies of your resume
· Only one bag
· Plain, professional notebook and a couple of pens
· Professional image and a winning personality
· List of questions to ask
· Prepared to answer tough interview questions
· Nobody should ever "wing it" in an interview. You should study the typical questions that get asked and prepare your answers. Being able to provide examples of accomplishments as a way to validate your answers is vital. Hiring managers often use behavioral questions as a way to determine if you are a fit for their company. These questions involve you giving long answers explaining how you would handle a particular situation so they can see how you might react in their own environment. Preparing for these difficult questions can make the interview go more smoothly because you will be more relaxed and feel more confident.
· Cell phone that is turned off
·  Do not answer your phone/text during an interview
· Shoes that are meant for walking
· Your best eye contact and smile
· Body language, facial expressions, eye contact, and hand gestures tell a lot about you in those early moments of the interview. Even if you aren't the most expressive individual, solid eye contact and a genuine smile will convey the positive attitude they are looking for. You want them to get a sense that you are likable. They want to feel like they could get along with you in the office on a day-to-day basis. Bringing a warm smile and looking into their eyes will help them see you are a good fit
· Belief in yourself
· You must have confidence in you and your abilities if you wish to prove to an employer you are the right candidate for the job. Yes, there are other individuals competing for the same role, but you deserve this opportunity as much as they do. Be proud of your skills and don't be afraid to talk about yourself. Many of us have been raised to be humble, so the idea of discussing our accomplishments seems awkward. But you must sell an employer on the fact that you 100% believe you can do this job is better than anybody else. They will see right through you if you lack the confidence they need you to have. 

· Top Interview Questions to Ask
· How would you describe the responsibilities of the position?
· How would you describe a typical week/day in this position?
· Is this a new position? If not, what did the previous employee go on to do?
· What is the departments/company's management style?
· What are the prospects for growth and advancement?
· If I am extended a job offer, how soon would you like me to start?
· What can I tell you about my qualifications?
· When can I expect to hear from you?
· Are there any other questions I can answer for you?
· How would you describe the departments/company’s culture and leadership philosophy?
· Can you please show/tell me some examples of projects that I’d be working on?
· What is the single largest problem facing your staff, and would I be in a position to help you solve this problem?
· What specific qualities and skills are you looking for in the job candidate?
· What is the typical career trajectory for a person in this position?
· What would you say are the three most important skills needed to excel in this position?
· Who would be my manager, and will I have the opportunity to meet him or her?
· Why do you like working here?
· What does a typical day or week look like for the person in this position?  
· How do you see this position contributing to the success of the organization?
· What do you think distinguishes this department/company from its competitors, both from a public and employee perspective?
· How can I best contribute to the department?

· Questions to avoid in an interview: 
·  Never ask 
· For information you could have easily found with a quick google search
· If you can change the job details, the schedule, or the salary
· Too many questions about the interviewer’s background
· About pay, time off, benefits, etc. (Wait until later in the process to inquire about these things.)
· What does your department/company do
· If I’m hired, when can I start applying for other positions in the company
· How quickly you can be promoted
· Do you do background checks
· About gossip you’ve heard
· If the company monitors e-mail or Internet usage

· The 30 Second Elevator Speech 
· An elevator speech is a clear, brief message or “commercial” about you. It communicates who you are, what you’re looking for and how you can benefit a company or organization. 
· It’s typically about 30 seconds, the time it takes people to ride from the top to the bottom of a building in an elevator. (The idea behind having an elevator speech is that you are prepared to share this information with anyone, at any time, even in an elevator.) 
· At a career fair, you can use your speech to introduce yourself to employers. 
· It is important to have your speech memorized and practiced. Rehearse your 30 second elevator speech with a friend or in front of a mirror. The important thing is to practice it OUT LOUD. You want it to sound natural. Get comfortable with what you have to say so you can breeze through it when the time comes. 
This elevator speech is: 
· absolutely not longer than 25 to 30 seconds
· or - in words - approximately 80 to 90 words 
· or - in sentences - 8 to 10 sentences 

· Examples: 
· Hi, my name is Samantha Atcheson, and I am a senior Environmental Sciences major. I’m looking for a position that will allow me to use my research and analysis skills. Over the past few years, I’ve been strengthening these skills through my work with a local watershed council on conservation strategies to support water quality and habitats. Eventually, I’d like develop education programs on water conservation awareness. I read that your organization is involved in water quality projects. Can you tell me how someone with my experience may fit into your organization? 

· Nice to meet you, I’m Alex Biondo. I’m currently a senior and am studying Computer and Information Science. I hope to become a computer programmer when I graduate. I’ve had a couple of internships where I worked on several program applications with a project team. I enjoy developing computer applications for simple business solutions. The position you have listed in UO-Job Link seems like it would be a perfect fit for someone with my skills. I’d like to hear more about the type of project teams in your organization. 


· Hi, my name is Brad. I am currently a sophomore student attending University of Pennsylvania. In college I plan on majoring in business, specifically in the area of finance. This summer I did an internship with the Groundhog Hedge Fund Group and I hope to work in my college’s credit union when I return to school this fall. Ever since I can remember I have always had an interest in numbers and I feel certain that this is something I want to do in my future career. Next summer I’m hoping to get another internship learning more about how the international financial market operates. I also want a career working with people since I enjoy assisting others with their finances and I had a blast this year preparing a presentation as a team with a group of other students for my business management introductory course.” 

· CHECKLIST FOR Writing 
STEP 1: First write down everything that comes up in your mind. 
STEP 2: Then cut the jargon and details. Make strong short and powerful sentences. Eliminate unnecessary words. 
STEP 3: Connect the phrases to each other. Your elevator address has to flow natural and smoothly. Don't rush. 
STEP 4: Memorize key points and practice. 
STEP 5: Have you really answered the key question of your listener: What's In It For Me? 
STEP 6: Create different versions for different business situations of your elevator speech. 
What information might you include in your elevator speech for a career fair? 
· Consider sharing your name, year in school, major skills and career goals
· Include personal information only if it is relevant to the work for which you are applying. 

Final Thoughts
· Prepare two or three 'go-to' questions that demonstrate you prepared in advance and your strategic thinking
· I read that the organization is changing its strategic direction. How will that affect this business unit?
· Practice interviewing out loud
· Most students have not done many job interviews and definitely not when under pressure. It's important to hear the words you intend to speak, including the tone, emphasis, inflections and facial impressions
· Demeanor, humble self-confidence, personality and enthusiasm really matter
· Smile! Allow your voice tone, words and body language to communicate your genuine excitement about the opportunity. It will be a significant decision factor for your interviewer. If you don't, your interviewer will question if you really want the job or if you're going to be committed to the organization. This is one of the top reasons why people do not get job offers.
· Don't judge a book by its cover
· Many students have difficulty getting excited about entry-level jobs because they feel discouraged that the work will not be fulfilling. In each interview, your primary objective is to get invited back for another interview and to eventually secure an offer. As you progress through the process, many find that the job and organization are much more interesting than they originally thought
· Finish strong and follow up. Always close with a final statement that makes it crystal clear that you are genuinely excited and interested in the opportunity, including why you'd be a great hire and fit for the job and organization. 
· Clarify next steps and the timeline
· Email a thank you note less than 24 hours after the interview while it is still fresh on your mind. Articulate your fit and why they should hire you specific to the interview conversations. Every interviewer expects a thank you note from each candidate, so no note is a sign of no interest and no professionalism. To really stand out, also send a neatly hand-written thank you note soon after the interview

