





Pick People Who Know Your Best Achievements

Were you honored in high school, college, or in your community for a particular
achievement? Did you do something outstanding in a prior position? If you have had some
major achievements in life, but don’t want to tout them too highly yourself, use as
references someone who knows and can report on them.

After They Have Helped, Inform and Thank References

When you know they have given a reference for you, be sure to thank them and tell what
happened. To the extent that they become interested in your job campaign, they are more
likely to give a more favorable report next time.

FINISHING TOUCHES

Before leaving the company, make sure you have the correct titles and spelling of names.
Ask the receptionist on your way out or call for the information when you get home.

EVALUATING THE INTERVIEW

No interview is over until you have assessed the interview. It is important to take the time
to review how the interview went in order to improve the next interview. Ask yourself these

questions:

How did the interview go?

Was | on time?

Did | dress appropriately?

Did | bring all needed information? (resume/application, references, etc.)
What was my attitude?

How did | feel at the beginning of the interview? At the end?

What was discussed the most?

How did | “sell” myself? What skills did | mention | had?

Were there any questions | was unable to answer?

Did | learn all | needed to know about the job?

. Was | too assertive? Not assertive enough?

Did | mention how much | would like to work there?

Did | have good eye contact with the interviewer?

Did the employer seem interested in me as a person? Why or why not?
What could | have done to improve the interview?
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THE POWER OF A “THANK YOU”

Thank You is a powerful statement. Unfortunately, it is seldom heard. |

“Thank you” may be said in person, by phone, in a formal letter or informal note. The best
approach will depend upon the circumstarices, personal style and preference.

Thank You notes show courtesy and respect. It gives you an opportunity to reiterate points
-you made or forgot to make during your interview. Every “thank you” is an opportunity to
sell your qualifications and leave a positive impression on the reader. Send a Thank You
letter or note to employers, employment contacts and references whenever they have
extended themselves.

Basic Parts of a Thank You

1. Statement of appreciation for the interview.
2. Expression of interest in employment.

3. Brief restatement of qualifications.

4. Final "Thank You".

Sample Thank You Note

Dear Mr. Jones,

Thank you for the interview for the accountant position today. | appreciate
the information you shared with me and enjoyed meeting Ms. Smith from
the Accounting Department.

My interest in working for Lord’s Industries is stronger than ever, and
based on your description of the position, | know | can do a great job for
you. V

| will contact you by Tuesday of next week to learn of your decision.

Sincerely,
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NEGOTIATING TIPS

This is a very important part of the interviewing process. It can set the tone for your work
life and experience with the company. These are some suggestions to consider when you
receive a job offer. Negotiating is a two-way street. Try to achieve a win-win situation. ltis
up to you to decide the tips that will work best for you. ’ :

*

Try and find out the salary range for the
position before the interview. Does it
compare with your experience and the
industry wage standards? Contacting the
interviewer’s secretary, the personnel
office, NHES staff or a networking contact
that works in the company may be helpful.

Consider if the job description is clear.
Note your reporting relationships,
authority and advancement potential.
Keep asking questions until it is clearly
understood. Careful thought and
consideration will only gain you respect.

It is not usually recommended to accept
an offer on the spot. Express your
appreciation and strong interest in the job.
Request at least 24 hours to consider it,
even when saying, “YES!” Ask any
questions you need clarified.

- Assess the job offer in terms of your

needs, benefits and long-term career and
life goals. Talk it over with someone you
respect. Make a list of the pros and cons
of the job offer.

If you want the job, make it clear that it is
the job you want. If you are uncertain,
state there are some items you would like
to discuss before you can accept the job.
Suggest meeting further to talk about the
offer.

Begin the negotiation with reasonable
requests. Those requests could include
more money, benefits, tuition, training,
more vacation time or flexible time, stock
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options, company car, on-site daycare,
parking privileges, etc.

- Negotiations should never become

emotional or hostile. Use your value,
skills, experience, and education to
negotiate. Do not use your need for the
job to negotiate. ‘

Listen carefully. If the offer is less than
you expected, let them know that, but
state you are still interested in the position
if they want to reconsider their offer. Don't
assume the first offer is fixed. Even if the
interviewer tells you it is — it rarely is.

If the same figure is offered a couple days
later, it probably is the last offer. In that
case, you can ask for a salary review in
six months to evaluate your performance
and value, or you can turn it down, asking
that they keep you in mind for any future
openings paying more money.

Even when saying “no,” leave the door
open to negotiation. Do not use this to
negotiate a higher wage. When you say
“no,” be ready to lose the job forever.

If the offer was made verbally, a verbal
response is sufficient. If the offer was
made in writing, a written response is
required. It is a good idea to request a
written job offer, particularly if you are
relocating for the job or if there is a time
delay before actually starting work.



WHAT TO DO IF YOU GET TURNED
DOWN

+ Let the interviewer know that although you

are disappointed, you are still interested in
working for the company.

Be sure to thank them for their time and
interest. Re-emphasize the fact that if
future openings occur, you would be
interested.

Find out if there are, or might be, other
openings they could suggest or other
persons you could contact.

Many times the person selected ends up
turning the job down or does not work out.
Keep the communication line open,
positive and professional. This keeps

- Aturn in the road is not the end

your name in their mind for the next
opening or future opportunities.

Ask if you could contact them every three
or four months to find out about future job
openings.

Stay positive. Congratulate yourself. You
did get the interview, which means the
employer was interested in you. Use
positive self-talk.

Learn from the experience. Ask for
feedback from the interviewer on what you
could improve or do differently.

Keep trying. This is not the time to stop.
Forge ahead. Stay in control of your job
search.

Remember the salesperson’s motto: “No”
is another step closer to “Yes.”

of the road unless you fail
to make the turn.
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CONCLUSION

Studies show that the average person will change jobs more frequently than in the past.
This is due, in part, to the fluctuating economy and fast-paced technological and scientific
advances. Job search skills need to be constantly maintained and updated throughout
your work life — even when you are employed.

Whether you are new to the labor market or have been working for several years, do not
wait until you need job seeking skills. A recent study has shown that once you have
acquired these jobs seeking skills:

+ Your confidence increases and your + You know more about the needs and
fears about looking for a new job are trends of the labor market.
reduced. '
¢ You are more aware of your value and
+ You improve your ability and skills to worth to your employer and the labor
interview and present yourself. market.
¢ You have more knowledge and are - + You gain freedom and independence
better prepared to move up the career from government programs.
ladder.
¢ You know how to highlight your skills
+ You are more employable to potential ' and abilities to stay ahead of the
employers when employed. competition, achieve upward mobility

and negotiate successfully.
‘Best of Luck in your Interview!

Remember. ..
“Luck is opportunity meeting preparation.”

“There are no secrets to success. It is the
result of preparation, hard work, and
learning from failure.” General Colin Powell :

Dl el sl i Ol s ol din sl il ol it it 8 B A 0,

L T I T T AT T A T

22






DES 721C
R-11/04





