Make an impression

WHAT YOUR BODY LANGUAGE SAYS ABOUT YOU

From the moment an interviewer sees you, he or she forms an impression about what sort of person you
are and what kind of employee you would make. This is because even when we are not speaking, we are

communicating. The way we move, our gestures and what we wear, all say something about who we are.

An interviewer will generally form a strong impression during the first sixty seconds of the interview.
First impressions are predominantly based on body language and appearance. Only seven per cent of

interviewers focus on the words we use as a basis for forming the first impression.
Here are some suggestions to help you appear more confident:

Make an Entrance

Traditionally a daunting place, the interview room represents hostile territory, and we tend to slow our
walking pace when entering an unknown area. Slowing down however, can suggest reluctance or a lack
of confidence. Rather than entering the room at full speed, or dawdling make a point of just pausing at the

door before entering at a confident pace.

The Handshake
Firm but friendly is the best way. Nobody likes a limp handshake which can suggest a weak character,
but neither is it recommended that you remove the interviewer’s hand at the wrist. This can denote

over-confidence, or even arrogance.

The Eyes

Eye contact is vital, but it should not be performed to excess. A trick to maintaining eye contact is

to use the business gaze. Imagine there is a triangle on the other person’s forehead. By keeping your
gaze directed at this area, you create a serious atmosphere and the other person senses that you

mean business.

The Mouth

Smile. It helps you relax and allows you to appear personable and reasonable, and portrays a lack of fear.

Posturing
Slouching and tipping back your chair is an act best left to schoolchildren. Remember to sit upright as it
makes you look attentive. Also, leaning forward slightly portrays the image that you are taking an active

interest. Avoid crossing your arms as this creates a defensive image.



PHONE INTERVIEWS

Phone interviews are increasingly being used for screening
interstate or international candidates, and we find that it is being
used more and more often as a ‘first interview’ for candidates
heading to the international market. Here are some tips to make
the phone interview create some impact with the client.

1. Prepare for the interview in the same way you would for a face
to face interview. Rehearse with a friend or family member
then rehearse again but this time via the phone. Talking on
the phone isn’t as easy as it seems. Use a tape recorder to
hear your ‘ums’ and ‘uhs’ and ‘okays’ and you can practice
reducing them.

2. Make sure you have a quiet place to do the interview and if at
home, warn family members and keep animals/children out of
the room. Turn off the stereo and the TV. Close the door. Make
sure you get the interviewer’s name right and then use it as
appropriate during the interview.

3. Have a list of things you feel you really need to get across in
the interview. If it helps put key words on some cards and

place them where you can see them to remind yourself.

4. Dress for the part so you feel professional - this will come
across in the interview.

5. Stand and pace if it will help you breath and project your voice
as best you can. If there is no room to do so make sure you

are seated comfortably but not too laid back.

6. Keep a pen and paper handy for you to take notes in case you
have questions.

7. Keep a copy of your resume handy to refer to.

8. Keep your mobile phone off.

9. Don’t smoke, chew gum, eat or drink. Do keep a glass of
water handy, in case you need to refresh your mouth, but if

you do say: ‘Please excuse me while a take a sip of water’.

10. Smiling while talking will project a positive image and change
the tone of your voice. Speak slowly and enunciate clearly.

11. Very important - don’t interrupt the interviewer.

12. Don’t answer ‘yes’ or ‘no’ but keep answers succinct. Take
your time - it’s perfectly acceptable to take a moment or two
to collect your thoughts.

13. Remember your goal is to get a face-to-face interview.

14. Thank the interviewer for his or her time and say that you hope
to meet them in person.

15. Don't be afraid to ask what the next step is from here. What is
the timeline for the recruitment campaign?

THE VIDEO CONFERENCE INTERVIEW
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Prepare for the interview in the same way you would a face to
face interview.

Make sure the video conference facility is quiet and there is no
noise coming from other rooms. Make sure the door is closed.
Make sure you get the interviewer’s name right and then use it
as appropriate during the interview.

Have a list of things you feel you really need to get across in
the interview. If it helps put key words on some cards and
place them where you can see them to remind yourself.

Dress as if you were attending a face to face interview. Make
sure not to wear bright colours, patterns or stripes because
they can ‘strobe’ on the other side creating a distraction.

Make sure you are seated comfortably but alert as though the
interviewers were in the room with you.

Remember - first impressions count. As soon as you can see
someone on screen and there is a sound connection say eg
‘good morning — I’'m Bob Smith.” The people on the screen
will then introduce themselves to you.

Keep a pen and paper handy for you to take notes in case you
have questions.

Keep a copy of your resume handy to refer to.

Keep your mobile phone off.

Don’t chew gum. Do keep a glass of water handy, in case
you need to refresh your mouth, but if you do — say: ‘Please
excuse me while a take a sip of water’.

Smile a lot. Speak slowly and enunciate clearly.There is
almost always a 1-2 second time delay between you saying
something and the interviewer hearing it, and vice versa.
Always take a good pause between sentences to allow for a
smoother flow of conversation.

Whilst it is very difficult to do during a VC — try to not interrupt
the interviewer.

Don’t answer ‘yes’ or ‘no’ but keep answer succinct. Take
your time — it’s perfectly acceptable to take a moment or two
to collect your thoughts.

Don’t be afraid to ask what the next step is from here. What is
the timeline for the recruitment campaign?

Thank the interviewer for his or her time and say that you hope
to meet them in person. Do not get up until the conversation
has concluded and all the concluding pleasantries have been
dispensed with.
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The DOs and DON’Ts of interviewing

DO always conduct yourself as if you are determined to get the job.
It is to your advantage to be in the position where you are able to choose

from more than one job offer.

DO be honest. Answer questions in a manner that is sincere, truthful
and to the point.

DON’T ever make derogatory remarks about your current or former
employers.

DON’T over answer questions. If the questions deviate into
controversial territory, such as politics, be honest but brief.

DON’T et your discouragement show if the interview is not going
as planned.

DON’T get defensive and always remain positive.

DON’T be the first to inquire about salary, holidays or bonuses during
the initial interview. The employer may raise the issue first, in which case
you should be aware of your market value and be prepared to specify a
salary range. DON’T over sell yourself in this area.

DON’'T appear over-ambitious and try to control over-enthusiasm that
can be interpreted the wrong way. Your professional aspirations should
accord with the role on offer.

DON’T appear over concerned with title. Such an issue can be
resolved once the employer decides that they want to employ you.



Be positive and stay focussed

THE NEXT STEP
Call your consultant at Naiman Clarke as soon as is practical after the interview and detail what happened.

Relax, you have done all you can for now. If there is anything more to be done, we will let you know and if
possible take care of it for you.

THE SECOND INTERVIEW

It is common for an employer to organize a second interview prior to proceeding to the offer stage. The purpose of the
second interview is often to provide the opportunity for you to meet other people in the team and for them to become
involved in the recruitment process.

Every single rule which applies to the first Try to remain as relaxed as possible. You

interview should be observed. were considered in high enough regard for the
interviewer to want to meet with you again. Be

The second interview is not an appropriate friendly and open. This meeting is likely to be

occasion to launch into questions about the role substantially more informal and chatty, but again

or the firm. If there are any points that you wish try to avoid any controversial topics.

to clarify, do raise them, but keep guestioning to

a minimum. Do not assume that you have the job. While
you have passed the first stage, this meeting

Do not conduct a fact gathering mission now is as much of a test as the first. Be gracious

as this should have been accomplished at the and gregarious but maintain the utmost

first interview. professionalism.

IF YOU’'RE SUCCESSFUL - CONGRATULATIONS!

Your consultant will now assist you by negotiating the best offfer on your behalf and having your offer formalised.

Be prepared to be counter offered. (see Managing Counter Offers page 13)
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Avoiding the pitfalls

As unusual as some of these may appear,

candidates often fail to progress for the following

reasons — try to avoid these pitfalls where

possible:

* Weak handshake — especially applicable for
males.

= Poor presentation — scruffy shoes, top shirt
button undone (for males), unkempt hair etc.

= Poor communication.

 Failure to maintain eye contact.

= Being too introverted or too extroverted — try to
perform consistently.

< Inability to express thoughts clearly.

IF YOU ARE NOT SUCCESSFUL

Remain positive — any interview practice is good
practice, and practice does make perfect.

There are occasions when the result of the
interview has more to do with the employer’s
own perceptions of who/what they want in a
successful candidate, than the reality of how
you performed at interview. Sometimes the
client may decide that they do not
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FINAL ANALYSIS: THE MOST COMMON REASONS FOR REJECTION

» Lack of career planning.

« Lack of enthusiasm or motivation.

= Lack of confidence and nervous habits such
as nalil biting or fidgeting, and equally so,
displaying overconfidence or cockiness.

» Evasiveness.

« Over answering questions and failing to know
when to stop talking.

= Deficiency of technical knowledge.

« Wanting more money — more money than the
market would expect for someone at your
level/experience.

want to pay as much as you are seeking for
someone at your level of experience/skills,
despite an excellent interview, you may miss
out. These things are out of your control and it
is best to move on.

Analyse, but not excessively so, what areas if
any can be improved upon at the next interview.



