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Introduction 

 

“You’re hired!” 

 

Those are two words every job candidate yearns to hear. Hours 

upon hours of preparation and anticipation are justified when you 

hear those words in response to one of your job interviews. 

However, the complete opposite is true when you are not 

successful in landing a job; you feel as if the hours you spent 

preparing for your interview were useless and that you should 

have prepared more efficiently. 

 

The job search process is tough, but the hardest part is the 

interview process; the work you need to do when you are called 

in for an interview is not as simple as showing up and reciting 

your entire résumé to the interviewer while wearing nice clothes. 

 

There is much more to the interview process than most people 

believe. With the help of this book, you will be able to confidently 

prepare for interviews and walk out knowing you did everything 

you possibly could to maximize your chances of landing the job. 

 

Don’t know how you should dress for an interview? Wondering 

which questions you may be asked? Do you feel uncertain in tense 

situations? Don’t worry! This book covers everything you need to 

know to be successful from the moment you are told you have an 

interview to the moment you get the job. 
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Chapter 1 – The Types of Interviews 

 

So, you want a job! You sent out your résumés, you bought 

yourself a new suit, and you finally got an email or phone call 

informing you that you have been invited for an interview. Odds 

are you do not have many offers on the table, and that makes this 

opportunity even more important to you. Well, don’t worry; this 

book will outline everything you need to know to leave your 

interviewers in awe and survive the interrogation that we call the 

interview. 

 

Before you start practicing your answers to common questions 

and preparing your research, you need to be aware of the many 

types of interviews out there. The following section outlines the 

basic and most commonly used tactics employers use to filter their 

candidates. Each interview style differs slightly and requires its 

own unique approach, and you need to be familiar with these 

specific details if you want to succeed in all interview situations. 

 

Classic Interview 

This is the type of interview that you’re probably the most familiar 

with. You are invited by a potential employer to meet at a certain 

location where you will sit and talk with them one-on-one. Despite 

the whole process seeming a lot like an interrogation, you need 

to treat it more like a conversation; when asked questions, 

elaborate your answers. 

 

Phone Interview 

Phone interviews are becoming increasingly popular among 

recruiters. This type of interview allows employers to screen a 

relatively large number of applicants in a short amount of time, 

while avoiding travel expenses and any potential location barriers. 

There are various ways in which this interview may take place. 
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Sometimes the call might be unexpected, with the employer 

calling at any time and asking if you have time to answer a few 

questions. Other times, the employer will contact you and let you 

know when the interview will take place. The section below 

outlines some tips you can use to prepare for whatever 

circumstance you are faced with. 

 

Unexpected Call 

Imagine you’re sitting on your couch, watching TV, when suddenly 

your phone rings. When you pick up, you hear a potential 

employer telling you that he is calling to learn more about you and 

would like to ask you a few questions. What do you do? Can you 

ask him to call later? Or do you just go with it and hope he doesn’t 

ask difficult questions? Whatever you decide to do depends on 

how confident you are with your own abilities. If you feel 

prepared, then you should go for it; but if you are tired or had a 

bad day, there is no shame in asking to reschedule. 

 

Of course, it is always better to do the interview on the spot. You 

should be prepared because you have done your homework 

during the application process. However, many people need the 

practice, and if you feel like you will have a stronger conversation 

on a different day, it is better to ask to reschedule rather than 

messing up and possibly ruining an opportunity for employment. 

 

Expected Call 

This is the call you cannot miss. When an employer sets up a time 

for your interview, he expects you to be ready and on time. You 

should be ready even before your official time slot, since there is 

a possibility that an employer may call earlier than expected. You 

do not need to dress up for this interview, but some people find 

it helpful to wear business attire, since it puts them in a 

professional mindset. 
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Make sure you are in a quiet place where no one can disturb you. 

There is nothing worse than a family member or friend talking to 

you while you are trying to answer interview questions. Many 

people forget to sit in a quiet place and underestimate the impact 

of background noise. 

 

Also, make sure to have a pen and paper handy. It is good to 

write the employer’s name during his introduction in case you 

forget it by the end of the interview. You will also want to jot notes 

or questions that arise during the course of the conversation so 

you can discuss them at the end of the interview, unless the 

individual specifically requests otherwise. 

 

You should also have your résumé and a list of the job 

requirements in front of you. This will help you respond to 

questions pertaining to your past job experiences and will keep 

you organized and focused during the phone call. 

 

Group Interview 

Group interviews, although less popular, are still utilized by many 

companies to filter potential candidates. There are two basic types 

of group interviews: 

 A Candidate Group 

 A Panel Group 

 

Candidate Group 

In a candidate group, you will be grouped with other job 

applicants and placed in a room. This often creates an 

uncomfortable setting since all of you are most likely competing 

for the same position. In a group interview, you need to show 

initiative since the purpose is usually to filter candidates for either 

a classic or panel group interview. Blending into the background 

means that you will likely not be a memorable candidate. 
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Panel Group 

In a panel group interview, you will be interviewed individually by 

at least two people. This interview style closely resembles a classic 

interview format, except more people are involved. Panel group 

interviews can be difficult, especially if you easily get 

overwhelmed or nervous. The main reason this interview is 

popular is because two heads are almost always better than one; 

your mistakes are more likely to get noticed and discussed among 

the interviewers, and it is widely believed that candidates are 

filtered much more efficiently. When participating in a panel 

interview, be sure not to ignore any interviewers and be friendly 

and open. Be yourself; talk to each interviewer, and don’t get 

intimidated. Remember, no one is perfect, and if the job is the 

right job for you, the number of people listening shouldn’t matter. 

 

Anxiety 

Perhaps the number-one reason why interviews fail is anxiety. You 

are looking for a job and you see it within your grasp. You need 

this job, but you know you are not the only potential candidate 

and the space is limited; this adds a lot of pressure. It’s 

understandable to feel anxious. Anxiety can often cause you to 

forget otherwise easily-recalled facts, and depending on the kind 

of person you are, it often leads to over-talking or being overly 

shy and short with your responses. Either method may raise a red 

flag for the potential employer and make the individual think you 

have something to hide, even when you don’t. 

 

How to Deal with Anxiety 

Take a deep breath. Although it sounds like a cliché, it will make 

you feel better. When walking inside, you need to remember that 

the first five minutes of the interview are the hardest; talk 

naturally, get comfortable with the surroundings and try not to do 

too much. It is better to pull yourself back a little at first and then 
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start opening up as you get more comfortable, rather than trying 

to do too much, messing up and spending the rest of your 

interview worrying about an initial mistake. You also need to 

remember that the person in front of you is also a human being. 

They took the time to prepare for this interview, and they called 

you in because they saw something they liked in you in the first 

place – many people forget this during the interview. Nervous 

individuals may view the employer more as a demi-god instead of 

a simple human being. The moment you realize that he/she is a 

person, too, is the moment you will start to feel more comfortable 

talking to them. 
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Chapter 2 – The Anatomy of an Interview 

 

Few people enjoy sitting through interviews. For many, it’s a 

heart-pounding situation, and each step closer to the interview 

brings more apprehension, more trepidation and more fear. 

 

They approach the interview feeling small, like a child walking into 

a new school without knowing any of the other children. 

 

It doesn’t matter whether you want this job or need this job, the 

feeling is basically going to be the same for you. People who are 

desperate for work tend to approach the interview a bit differently 

than people who, for example, want to make a change but already 

have a job. 

 

If you are one of those people who is already gainfully employed 

and you’re just sending out your résumé, hoping to see what’s out 

there, you will naturally approach the interview differently; you’ll 

be more relaxed, comfortable and confident. After all, you don’t 

really need this job. You may like the benefits, the pay, the hours, 

or other aspects the job has to offer, but not getting the job won’t 

ruin your life. Individuals who have a “safety net” exude 

confidence. If, on the other hand, you are out of work, then each 

and every interview is going to feel much more important. 

 

Feeling pressure is a two-way process; while you may walk into 

these interviews thinking all the pressure is on you, the pressure 

is also on the company to prove it is a desirable place to work. 

 

Yes, things will be much different if you are out of work, especially 

in a tough economy. You may apply for jobs just to get a 

paycheck, and you may even be willing to take half the pay that 

 



 

7 Secrets to Win an Interview 

11 
 

you once did just because you’re tired of scrambling to pay your 

bills at the end of the month. 

 

These are fine reasons to accept interviews, and they are also 

viable reasons for applying for jobs that might be outside of your 

comfort zone. But when it comes to the anatomy of an interview, 

the entire process is designed to analyze you, your motives, your 

personality, and how well you’d fit into the proposed company or 

business – including your long-term goals. 

 

You see, companies spend a lot of money hiring employees. The 

higher up on the food chain you go, toward middle and upper 

management, the higher the expense to find the right employee. 

These companies aren’t simply going to take your résumé (which 

can be embellished or, even worse, fabricated) at face value; they 

need to get to know you. 

 

Potential employers want to ask you certain questions to dig into 

your psyche a little bit. They want to sit across from you and 

observe your body language to measure how you respond to 

specific questions and to pressure. 

 

Are your answers quick? Rehearsed? Do you seem as though 

you’re searching for the ‘right’ answer? Is your head hung low? 

Are your eyes to the ground? Are you afraid to make eye contact? 

Do you fidget in your seat? 

 

Interviewers know all about the nervousness that some people 

experience during interviews; they expect it. They are generally 

trained to look for signs of dishonesty. Seasoned interviewers can 

usually spot when an individual is only trying to provide answers 

the interviewer wants to hear. 
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Have you ever given an answer during an interview that you 

thought the interviewer wanted to hear? If you’re like most 

people, then the answer is yes. You know what happened? Most 

likely your interviewer determined that you are a ‘yes man’ or ‘yes 

woman.’ Maybe that’s what they were looking for, but maybe not. 

 

Interviews are often designed to place you in an interrogation 

situation and try to get to the core of who you are – not just as a 

potential employee, but also as a person. They’re not interested 

in quick, temporary solutions; they want to hire someone for the 

job who wants to be there long-term. 

 

Why Businesses Use Interviews 

Businesses use interviews to see the real you, the person behind 

the résumé and cover letter, to see if you fit the company’s 

corporate culture and values, and to determine whether or not 

you could be a positive contributing member. 

 

This company is about to invest in someone. This investment, on 

average, for a regular, low-level employee could be about $1,500. 

For upper-level management, that number easily could reach 

$20,000 or more. 

 

The Importance of the Interview for You 

From the moment you step into the building, you become a 

salesperson, and you are the commodity. Even if the idea of being 

a salesperson makes your skin crawl, you must embrace this one 

basic tenet of reality: you are simply seeking to sell yourself. 

 

If you walk into an interview without confidence that you can do 

the job as described, then you are not going to be an effective 

salesperson. If you have any doubt about your skills, competency, 

or intelligence, it will be evident during the interview. 
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Unfortunately, interviews have cost many people the jobs of their 

dreams; but they have also won people who possessed similar 

skills the same jobs. 

 

Luckily, you can practice interviewing to become more effective. 

You can improve your outlook and find the enthusiasm you need 

to go into your next interview with a strong salesperson mindset. 

 

The Anatomy of the Interview 

While interviews vary from one company to another, the basics 

are generally all the same; most interviews will last between 15 

and 30 minutes, and the more important the job position, the 

longer and more complicated the interview. 

 

Some companies may have you participate in a series of interview 

rounds before you’re offered the job. Whether you are in a one-

on-one interview or in front of a panel, you will be faced with the 

same basic structure. 

 

First, you will have an introduction. This could range from a couple 

of minutes to several minutes, depending on the interviewer’s 

preference, and this is when the interviewer gauges your 

personality. How forward are you? How comfortable do you 

appear? What does your appearance say about you? 

 

Next, you will exchange more information through questions and 

answers and will be asked a series of questions regarding past 

positions, employers and job responsibilities. Some examples of 

questions include “Tell us about your experience,” or “Why did 

you leave your last job?” The information exchange will get more 

specific the deeper into the interview you go. This is a good 

opportunity for you to analyze your performance. If the interview 

seemed too short, try to figure out where it ended. What answers 
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were given that could have turned them off from you? If you don’t 

learn from your mistakes now, you’ll repeat them in the future. 

 

Finally, you’ll have the closing. The interviewer will tell you how 

the process works from that moment on, when you should expect 

to receive a phone call, or whether or not you’re right for the job. 

While there was a time when people were hired on the spot after 

an interview, don’t expect this and don’t take, “We’ll call you,” as 

a sign that they’re not interested. The Equal Opportunity and 

Affirmative Action regulations have placed a tremendous amount 

of pressure on employers to do their due process in hiring; they’re 

required to go through all of their scheduled applicants before 

making a final decision. 

 

It is important during the information exchange round or the 

closing to have some questions ready about the job, the company, 

the future of the company, and opportunities for growth and 

advancement. If you don’t ask any questions, you’ll miss the 

opportunity to impress the interviewer with your knowledge of the 

company and your interest in becoming a long-term associate – 

which is what they’re looking for. 

 

You always have a choice when it comes to an interview. You can 

either use them to sell yourself, use them to hope that the 

interviewer or hiring manager sees something worthwhile in you, 

or you can use them as practice to learn how to better prepare 

yourself for success in future interviews. When you understand 

the anatomy of an interview and apply the seven secrets to 

winning a job, you’ll be able to pick the job you want, rather than 

hoping someone picks you. 
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Chapter 3 – Interview Preparation 

 

You sent in your cover letter and résumé and received the phone 

call for an interview. The hiring manager has seen something in 

your experience that makes you a potential candidate for the job. 

It may not seem like much, but it’s an important victory; you 

should celebrate. 

 

In order to nail a job interview, you must be prepared to respond 

to critical interview questions. By anticipating the questions and 

constructing detailed and intuitive answers for each one, you will 

be one step closer to getting the job. The answers should be 

based on your accomplishments and personal experiences, which 

will allow you to handle the interview with ease and confidence. 

Providing real-life examples will show the interviewer that you are 

able to handle yourself in different situations, regardless of 

whether they are positive or negative. 

 

When a realtor attempts to sell a house, the most important factor 

he considers is location. A similar situation applies to a job 

interview, where preparation is the critical factor in getting the 

job. The difference is the homeowner cannot change the location 

of his or her house to make it more marketable, but you can do 

as much as possible to make yourself marketable in a job 

interview. If you do not prepare, you’ll be wasting your time, the 

interviewer’s time and losing potential future opportunities with 

the same company. A string of bad interviews can lead to a bad 

reputation, which may spread to other employers. Therefore, it is 

important to not take shortcuts in preparing for any job interview. 
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Conduct Company Research 

After sending your résumé, research the company to familiarize 

yourself with the structure of the potential employer’s business. 

Interviewers often ask questions to test your knowledge of the 

company; thus, proper research will come in handy. It will help 

you ask better questions and enable you to decide if the company 

is right for you. 

 

Picture yourself being welcomed on the first day and then getting 

unexpectedly laid off six months later, simply because you 

overestimated the stability of your position. Doing this research 

will allow you to make a more informed decision regarding your 

role within the company and will give you a good outlook for the 

demand in the industry. You can talk to people working in the 

industry to get a sense of the work they encounter on a daily basis 

and the skills needed to succeed. Here are some questions you 

might want to consider looking up about the company or 

organization: 

 

1. What is its financial stability? 

2. What are its products or services? 

3. Who are its customers? 

4. Who are its major competitors? 

5. What is its reputation/industry standing? 

6. What are its short and long-term goals? 

 

Many times, your current skills might be transferrable to a 

completely different industry. Get acquainted with other industries 

so you are prepared to explain how your skills could transfer. This 

information is generally available on the company’s website, and 

it is important to know how to utilize the website effectively to get 

as much information as you can prior to your interview. Here are 

some helpful steps: 
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 Explore all sections of the company’s website, including About 

Us, Products, Services, or Management Team to understand 

what the company is doing, what the administrators believe, 

who they may be affiliated with, and what kinds of events 

they’re involved in. These are all good things to know and 

mention during the interview. 

 

 Look specifically at the About Us section since it provides the 

profile of the company and these points can and should be 

brought up during the interview. Become familiar with any 

company mission or vision statements. 

 

 Prepare a list of the products and services the company offers; 

find out what market the company targets and see how you 

can apply your skills to that particular market. 

 

 If available, search for the News and Press Releases sections 

to get an idea of new projects and other changes in the 

company. 

 

 If possible, browse through business blogs, such as Google 

Blogs, where many companies and their employees post 

helpful information. Online job networking resources and 

groups and discussion forums work the same way.1 

 

Here are a few other resources you can use to research a 

company: 

 Business Wire 

 WetFeet.com 

 Hoover’s Online 

                                                 
1 Alina Dizik, “Advice: How to Research a Company Before the Interview,” The 
Wall Street Journal, March 2009, http://blogs.wsj.com/laidoff/2009/05/06/advice-
how-to-research-a-company-before-the-interview/. 
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 Annual Reports Library 

 Forbes Lists of Best Companies 

 Thomas Register 

 Wright Research Centre 

 EarningsWhispers.com2 

 

Although it is necessary to research the company that you are 

interviewing for, don’t do too much research. By knowing too 

much, you might start questioning the company and end up 

presenting the information you have gathered in a negative way. 

Suppose you brought up recent postings about how the 

company’s employees are unhappy with their pay; this may create 

a negative first impression, thus reducing your chance of getting 

the job. 

 

Try to remember the research as much as possible, and use the 

information positively during the interview. Not only will the 

interviewer know that you have done your research, but it also 

exemplifies your energy, positivity and initiative. 

 

Update Your Social Media Profiles 

You may think your social media profiles have little to no relevance 

when it comes to preparing for an interview. Any social media 

websites that you use are available to the public’s view, which 

means your interviewers have access to them, as well. 

 

It is important to be aware that a future interviewer, employer, or 

an existing employer may view your job integrity based on how 

you act outside of work. In today’s world, it is important for you 

to realize how your online activities can hurt your existing or future 

                                                 
2 Toni Bowers, “How to Research a Company Before Your Interview,” Tech 
Republic,  October 2009,  http://www.techrepublic.com/blog/career/how-to-
research-a-company-before-your-interview/1307. 
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job opportunities. It is important to clean up your social media 

profiles and make sure you portray a professional image. It is also 

important to keep each profile updated; keep a consistent image 

across the web and maintain fresh content to encourage good 

business and strong relationships. It might seem tedious to 

manage multiple profiles at once, but there are techniques to help 

you stay updated. 

 

The first step is to know what social media profiles you have. 

There’s a search engine, Check User Names, that will search 

popular social media websites to see if your username is active. 

Make sure nobody else has the same username as you. If you find 

yourself sharing the same username with a number of others, you 

may want to consider changing it so people who are trying to get 

in contact with you will not confuse you with someone else. 

 

Choose Your Platforms Carefully 

It might seem unreasonable, but when given the chance, you 

should sign up for the most popular social networks, regardless of 

whether you are going to use them or not. You do not need to be 

active on every single profile, but you should consider all the 

services available and decide which ones you are most interested 

in. For the accounts you do not frequently use, leave your contact 

information and a link to the social profile you most commonly 

use. 

 

Organize 

This step is by far the most important one. Don’t rely on an array 

of bookmarks and email notifications to keep track of your 

profiles; bookmark your social media sites and organize them in 

folders so all of your notifications fall into their own inboxes. 

Create a schedule and/or alert to remind you to sign in and update 

your accounts. 



 

7 Secrets to Win an Interview 

20 
 

Automate and Combine Your Profiles 

This does not mean setting up a bot or having auto responders 

update the profile for you. Instead, you should group similar tasks 

together. For example, if you want a certain message to appear 

on all of your social media profiles, instead of manually 

reconfiguring each profile, you can synchronize them. There are 

services such as Ping.fm and Twitterfeed that can help you get 

this done without wasting too much of your time. Another tool is 

Atomkeep, which can help update all of your social media profiles 

at once. 

 

Keep It Fresh 

People will know if an account has been left abandoned. If you 

intend to use the service, you should constantly add new content. 

By keeping each profile updated, you will have consistent 

information across all your social outlets.3 

 

The top three recommended profiles to update for potential 

employers are: 

 

 

 

LinkedIn is a professional social networking platform that began 

in 2003 and is the top place for employers to scout for potential 

employees. Therefore, candidates need to update their LinkedIn 

profiles often and accurately. It is also critical to not post 

information that is completely identical to your résumé. LinkedIn 

is a perfect place to showcase information not included on your 

résumé, such as links to blogs, videos, or testimonials. LinkedIn 

allows you to set your profile with certain keywords to attract 

recruiters, target your strengths and market your expertise. 

                                                 
3 Ben Parr, “HOW TO: Manage Multiple Social Media Profiles,” Mashable, March 

2009, http://mashable.com/2009/03/07/manage-multiple-profiles/. 

http://www.linkedin.com/
http://www.facebook.com/
http://www.twitter.com/
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Next, Facebook is the most popular social platform with more than 

500 million active users. Thus, advertising your job search on 

Facebook can be a great way to get potential employers’ 

attention. Outline your accomplishments on your profile to provide 

a quick snapshot of your expertise. 

 

Twitter has also increased in popularity over the past five years, 

and a recent study has shown that approximately 460,000 

accounts are added to the site each day. Twitter allows you to 

interact and network with anyone. Additionally, it allows you to 

stay up-to-date with companies, current news and trends, and 

industry-related information. By putting in enough time and effort 

to develop strong relationships, Twitter can actually help you get 

hired. Just like Facebook, you should state that you are looking 

for a job. You should also take time to tweet relevant industry 

articles and questions and create Twitter lists.4 

 

From mashable.com, the Dos and Don’ts on Social Media Websites 

article is another great resource for tips on updating your social 

media profiles. 

 

How to Prepare 

So now that you have researched the company and updated your 

social media profiles, you are one step closer to being prepared 

for the day of the interview. Besides spending time stressing about 

the potential questions you may be asked, take the time to review 

your résumé and cover letter so you’re ready to draw upon past 

experiences and highlight key achievements during the interview. 

 

                                                 
4 James Alexander, “3 Social Networking Profiles That Will Determine Whether or 

Not You Get Hired,” Business Insider, March 2011, 
http://www.businessinsider.com/3-profiles-you-need-to-have-and-how-to-
optimize-them-2011-3. 
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Carefully consider how you want to address the information to 

clearly relay a positive image to the interviewer. You should also 

get in contact with your references so they are aware that they 

might be contacted in the near future. 

 

Practice 

One of the best ways to prepare for an interview is to practice. 

Although you don’t know what kind of questions you may be 

asked, or what the structure of the interview will be, there are still 

ways to practice and sharpen your interview skills. 

 

Have a Friend ‘Interview’ You 

If you want to practice, then have someone act as the interviewer. 

You can start by practicing some basic questions and rehearsing 

common interview scenarios. The goal of this role play is to 

develop a sense of comfort and to familiarize yourself with the 

interview process as a whole. 

 

Eventually you should do a full dress rehearsal. Think a suit and 

tie or a business casual dress. Do not dress in jeans, t-shirts or 

sweats. Even if you are applying for a job as a mechanic, you 

should still follow the dress code mentioned above. You may not 

be required to ever wear a suit again, but your employer will 

observe your appearance to determine your attitude toward the 

opportunity at hand. Step into the room where your 

friend/interviewer is waiting and act as though it’s the real thing. 
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Chapter 4 – Interview Questions 

 

A big part of the preparation process is anticipating the questions 

the interviewer may ask and preparing answers to all of them. 

Without adequate preparation, a single question can destroy the 

very foundation of a good interview. Memorizing a script for 

interviews is not a good idea, either. It may make you sound too 

scripted, and when you come across an unexpected question, you 

run the risk of getting caught off-guard and forgetting what you 

wanted to say. 

 

What kind of questions might the interviewer ask? Here are some 

to consider: 

 

1. Tell me about yourself. 

2. What are your long-term professional goals? 

3. How do you work under pressure? 

4. Why should I hire you? 

5. How do you measure success? 

6. How has your education prepared you for a career? 

7. What do you believe it takes to be successful in an 

organization like this one? 

8. Why did you leave your last job? 

9. What have you learned from your past mistakes? 

10. What accomplishments have given you the most satisfaction 

in your life? Why? 

 

There are four basic types of questions you’ll be asked during an 

interview: credential questions, experience questions, opinion 

questions and behavioural questions. Credential questions will 

cover topics including your education, experience, grades, 

previous jobs, and experiences. Don’t lie or embellish your 

answers or you’ll start the interview off on the wrong foot, and 
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don’t try to make an excuse for low performance. Be upfront about 

your education and grades, especially if they were poor, and let 

them know that you’ve learned a great deal since then. 

 

Experience questions cover what you have learned, the types of 

responsibilities you’ve had, and more. These questions are 

designed to dig into your background. Being very familiar with 

your résumé will help you answer these questions. Exude 

confidence when talking about previous work experience. 

 

Opinion questions are asked so the interviewer can learn about 

you and the way you think. What would you do in a certain 

situation? What are your strengths and weaknesses? Of course, 

no one wants to admit their weaknesses, but keep in mind your 

interviewer is looking for work-related weaknesses. This includes 

examples such as: “I have a tendency to wait until the last minute 

to complete a project, but once it’s done, my work meets or 

exceeds high standards.” Again, be honest but don’t volunteer 

unnecessary or irrelevant information, and try to put a positive 

spin on any weaknesses you decide to disclose.   

 

Lastly, you’ll have behavioural questions. By asking behavioural 

questions, employers get a better sense of the interviewee’s 

personality and how he or she will react in response to certain 

situations. These questions assume that past behaviour is a great 

predictor of future behaviour. Below are some examples of 

behavioral questions: 

 

 Describe a situation when you had to work under pressure 

and how it turned out. 

 Give me an example of a situation in which you used creative 

problem solving. 
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 Tell me about a time when you had a conflict with someone 

you worked with and how you resolved it. 

 Give me an example of a goal you set for yourself and how 

you achieved it. 

 

It can be difficult to prepare for questions like these because they 

have a tendency to be very specific. Some may not always be 

positive, and in situations that could jeopardize your credibility as 

a candidate, counteract negative experiences and explain the 

positives that developed from the situation. You also may want to 

discuss what you learned and what you would do the second time 

around to make it a better experience. Nobody is perfect, and this 

shows that you have acknowledged these experiences and are 

open and willing to making changes in all areas to enhance 

yourself as a professional in whatever you do. 

 

Some interviewers may not even ask behavioural questions. 

However, if they do ask and you answer with confidence, it will 

give the impression that you prepared for the interview and that 

you really want the position. 

 

If the employer poses a question about how you handled a conflict 

with someone you’ve worked with, this is a test of your 

interpersonal skills. Take the high road and answer positively 

instead of attacking your colleague’s character. Your response to 

a question like this should demonstrate that you are an open 

minded person who does not dismiss other people simply because 

you have different opinions. Here’s an example of how to answer 

this kind of question: 

 

“During my previous work experience, I had to collaborate with a 

team of programmers to design an app. One of the programmers 

was very firm and set in his view of how the application should be 
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presented. Rather than being confrontational, I listened to his 

opinions and acknowledged the potential of his proposal. I then 

pitched my ideas, and we were able to collaborate to create a 

better product.” 

 

Remember to always turn negatives into positives and to include 

what you learned from that particular experience and, if 

applicable, what you would do differently. 

 

Below are a few more common questions that may be asked and 

guidelines on how to answer them. 

 

Tell Me About Yourself 

This is the most common question asked during an interview. 

However, most people do not prepare for this question and freeze 

on the spot. A lot of people think that since they know themselves 

very well, they can completely “wing” the answer and manage to 

get it right. When an interviewer asks this question, what they are 

really asking you is, “Demonstrate to me in words why you are 

the most eligible candidate for the job.” They are trying to find 

out how your skills and experiences set you apart from the other 

candidates. If answered correctly, you can really compliment 

yourself while still meeting the interviewer’s needs. 

 

Since this question is usually used to start off the interview, it’s 

not the time to ramble or divulge your life story. Make sure that 

your answer is interesting, pertinent, and that it does not bore the 

interviewer. Keep your answer short, simple, and informative. 

Offer a sharp answer consisting of one to two sentences 

explaining who you are, your biggest strengths, and how the 

employer can greatly benefit from your strengths. 
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Include monetary values wherever applicable. An ideal answer to 

this question should have the following structure: 

a. One or two sentences about your educational and professional 

background 

b. A few sentences about your strengths and how they make you 

a good fit for this position 

c. A few details about what sets you apart from other candidates 

 

At the end of your answer, include an insightful question to help 

you start a conversation with your interviewer. Don’t just ask a 

question just for the sake of asking it; prepare your questions 

ahead of time and make them relevant. For example, you could 

answer the interviewer’s question with this: 

 

“I am a sales associate who has a positive and energetic attitude. 

I build and maintain long-term relationships with people, and I 

constantly exceed my self-set goals. Over the past eight years 

while working as a retail manager for Best Buy, I managed to 

bring in revenue of $3 million. In your company, what kind of 

opportunities would I have to achieve similar results?” 

 

Why Do You Want to Work Here? 

Getting this question right can greatly benefit you, but answering 

this question incorrectly could very well cost you the job. 

Interviewers essentially only want candidates that are truly 

passionate about the company and the job position. This question 

exposes the amount of passion you have towards the company 

and the amount of commitment you are willing to offer. To answer 

this question correctly, you have to do your research and increase 

your knowledge of the organization. Figure out how your ideals 

and principles match those of the organization and incorporate 

those points into your answer. Ask yourself why you actually want 

to work for the employer. If you’re immediate answer is, “I need 
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the money,” then try to delve a little deeper until you find an 

answer that can be meaningful and inspirational during the 

interview. Employers like it when you praise their company and 

their products and/or services, but don’t overdo the compliments 

as they may sound forced and insincere. Instead, describe what 

you truly like about the company. 

 

Does the company inspire you? Do you like their products? In your 

answer, explain how you could be an asset to the company and 

what you can contribute once they choose to hire you. An example 

of how to answer this question could be: 

 

“I want to work for your company because your sales and 

marketing team is the best in the industry. Your company and its 

sales have been on a steady incline for the past five years. During 

my past work experience, I was able to increase my company’s 

sales by 40 per cent. I am now looking for a new challenge where 

I can apply my well-developed skills and experiences into a new 

environment and new situations.” 

 

What Do You Know about Our Company? 

By asking this question, interviewers are trying to determine 

whether you have done your research on the company or not; 

they want to know if you came to the interview prepared and if 

you are genuinely interested in working for the company. If you 

walk into the room without knowing anything about the company, 

the employer may doubt how sincere you are about getting the 

position. When you are asked to talk about the company, discuss 

short, factual statements about the company’s history, products 

and services, staff, turnover, and future business goals. You can 

also discuss which aspects of the company interest you most. An 

example could be: 
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“I find it impressive that current CEO John Smith founded the 

company in 1985 with one plant. This company has a solid 

foundation and history of growth with the expansion to seven 

plants across the country and one office building located in 

London, Ontario with more than 200 employees. I believe that you 

hope to embark on the international market by the end of next 

year.” 

 

What Makes You the Best Candidate for this Position? 

When a company holds an interview, they usually have to sort 

through many candidates, and more often than not, many of the 

applicants have similar skills and qualifications. When an 

interviewer asks this question, he is trying to filter the candidates 

to determine who stands out. 

 

Although you don’t know the qualifications of the other applicants, 

think of reasons why they should choose to hire you. Browse 

through the job posting and take a look at what kind of skills and 

qualifications the company wants in their potential employee. 

Compare your abilities and past experiences with the job 

description to see which qualifications you have. During the 

interview, explain how you meet all the necessary requirements 

for the job. However, you should not just stop at the required 

skills; instead, say, “I have all the skills and qualifications that you 

are looking for and more.” Include your relevant skills and 

describe your proven work performance and achievements. A 

potential answer to this question could be: 

 

“I am the best candidate for this job because I meet all the 

requirements that you are looking for and more. I have been 

complimented on my excellent communication skills time after 

time by customers and managers. I am very competitive and goal-

oriented. During my previous job, I consistently exceeded the 
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goals set by the management. In addition to all the requirements, 

I have excellent time management skills, I can multi-task without 

getting overwhelmed or stressed and I am very detail-oriented. I 

have a knack for noticing the small things that often get missed 

by others.” 

 

You can conclude your answer by including a description of 

impressive achievements from your past work experience, such 

as, “I helped increase the company’s efficiency by 30 per cent,” 

or “My hard work resulted in the company achieving $3 million in 

revenue.” 

 

What Are Your Greatest Strengths and Weaknesses? 

The employer wants to find out how suitable you are for the job 

position based on the strengths and weaknesses you discuss 

during the interview. For example, in order to be an excellent 

salesperson, you need to be good at communicating with people. 

 

Tailor your responses to show the employer that your strengths 

include the skills that are absolutely necessary for excelling in the 

position. Be extra careful about what you say regarding your 

weaknesses, and avoid giving generic answers such as, “I am too 

much of a perfectionist.” 

 

The employer is asking for a weakness, so you should describe 

just that; avoid trying to come off as a perfect person with no 

flaws. It’s better to say that you lack experience or are not efficient 

with a certain skill than to express a flaw in your personality; you 

can always gain experience over the course of the employment 

and polish your skills, but the personality trait may be harder to 

change. 
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Regardless of what you say, make sure you describe how you will 

overcome the weakness and include a real-life example to clarify. 

Here’s an example of an answer given by computer programmer 

in an interview: 

 

“I am a very detail-oriented and prudent person. Before I leave a 

public place, like the library, I always double check the area to 

make sure I have brought everything with me. However, I am not 

very familiar with Python, and I am aware that this is one of the 

recommended skills for this position. Therefore, to become 

familiar with this aspect, I will research online and learn the 

language within two weeks, just as I have done in the past with 

C++.” 

 

Notice that as a programmer, it is necessary to pay extra attention 

to precise details in order to debug any errors in the code. Also, 

the weakness the interviewee addressed does not affect his ability 

to perform the job; the skill that he is inexperienced with is simply 

recommended but not required. He explains how he will overcome 

this weakness while highlighting other strengths. 

 

Where Do You See Yourself in Five Years? 

Based on how you answer this question, the interviewer can 

determine your attitude, ambition and enthusiasm towards your 

career. 

 

Make sure to find the fine line between sounding passive and 

sounding overly ambitious; too much ambition may lead the 

interviewer to believe you are only using the company as a 

stepping stone. Make down-to-earth prophecies regarding your 

career goals and career path. Here is an example of how to 

answer this type of question: 
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“I will be successful in my current job as the hardworking, go-to 

person in the department and hope to be considered for a 

promotion.” 

 

Yes or No Questions 

During an interview, you may be asked questions that seem to 

only require a yes or no answer. It does not necessarily mean you 

should only provide single-word answers; it is just a way to 

prompt a response from you. 

 

By expanding your answers to these questions, you can set a more 

enthusiastic tone to the interview. Make certain, however, to keep 

the information concise and relevant. 

 

For example, if the interviewer asks if you have any marketing 

experience, give the employer a brief summary of some of the 

marketing projects you’ve participated in or any relevant 

information on the topic. 

 

If you do not have any marketing experience, you can respond 

with, “No, I do not have any marketing experience, but I have 

always been interested in the area and am willing to learn as much 

as possible about the subject.” If you have to answer a question 

with a no, the trick is to add a positive spin at the end of the 

sentence as demonstrated in the example above. Using the word 

“but” is only effective at an interview if you follow it with a positive 

statement – not a negative one. 

 

Is There Anything Else You’d Like to Add? 

As the interview is about to come to a close, some interviewers 

may ask you if you’d like to add anything. You should end the job 

interview with a positive statement that shows your enthusiasm 

for the position or the company. A great last statement can seal 
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the deal and leave the interviewer with a glowing and lasting 

impression of you. Below is an example of a good closing 

statement: 

 

“Thank you so much for your time. I‘m really excited for this 

opportunity, and I look forward to hearing from you soon.” In 

general, when you practice your interviewing skills, make sure the 

friend you are practicing with generates a series of questions that 

will be pertinent to the type of company you’re applying to. If, for 

example, you’re applying for an IT position, you won’t want to 

answer questions about dealing with customers in a retail store. 

 

Illegal Questions and How to Deal with Them 

During an interview, your job as a candidate is to answer the 

questions asked by the interviewer in the best way possible. On 

rare occasions, an employer might ask questions that are 

considered to be inappropriate or illegal. 

 

Some interviewers may ask such questions without even realizing 

there is a legality issue. There are clear human rights put in place 

to protect people from such interview situations, and you should 

be aware that you can choose not to answer them. You only have 

to answer questions that are relevant to the position to which you 

are applying. 

 

The Ontario Human Rights Code forbids employers from 

discriminating candidates on the basis of: 

 

 Marital status 

 Sex 

 Sexual orientation 

 Same-sex partnership status 

 Race 
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 Colour 

 Ethnic origin 

 Place of origin 

 Citizenship 

 Religion 

 Age 

 Record of offences 

 Family status 

 Disability 

 

If you are asked a question on any of the aforementioned topics, 

you can use several tactics to answer or deflect the question. 

 

There is no one correct way of dealing with such situations; you 

have to apply these methods at your own discretion. 

 

If you choose to be straight-forward and tell the employer that 

you believe the question is illegal, one of two things may happen: 

you will help the employer realize that they have asked an 

inappropriate question; or you run the risk of offending him and 

eliminating your candidacy. Alternatively, you can choose to 

answer the question and act as if you were not offended, if you 

believe he is simply unaware that the question is illegal; this is the 

safest method. 

 

Instead of addressing the question, you can try to determine the 

underlying purpose of the question and address that instead. For 

example, if the question is, “Which religion do you associate 

yourself with?” you can say, “If you are worried about religious 

conflicts between another co-worker and myself, I assure you that 

I get along with everybody and I do not discriminate against 

people on the basis of religion. Also, I don’t consider myself to be 

above or below a person due to my religion.” 
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At the end of the day, if you believe the employer is breaking the 

rules and not being fair, you can go to a higher authority. 

Assistance is available to you through the Ontario Human Rights 

Commission. 
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Chapter 5 – Putting Yourself on the Other Side 

of the Desk 

 

Until you climb the management ladder within a company, you’re 

not going to be hiring anybody else. However, you can learn a lot 

about the interview process by simply stepping around the desk 

and being the interviewer for a change. 

 

You’ve practiced with your friend and you’re pretty confident 

about your interviewing skills. Now it’s time to switch roles. You 

become the interviewer while your friend is the person applying 

for work. This is a time when you can loosen up, be carefree, and 

let your instincts – and a bit of humour – run free. 

 

By the time your interview rolls around, a hiring manager has 

sifted through dozens of résumés and has whittled down the 

number of interviews to 20 or 30. Imagine having to interview 20 

or 30 people for one job opening. Then, imagine having to do that 

multiple times a year. You can easily understand how these 

interviews can seem impersonal after a while. Call on as many 

friends as you can to act as the people applying for a job with 

your company. It will help if you can pretend that you’re hiring for 

the company you want to work for. 

 

If you want to play your part well, learn everything you can about 

the company. When was it founded? What was their revenue last 

year? How many people work for this company? What is their 

mission statement? What kind of community activities do they 

partake in? The more you know about the company for these 

mock interviews, the more prepared you’ll be to ask sharp and 

direct questions during the real interview. 
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Do you realize how many people go into interviews without much 

more than cursory knowledge about the company they are 

applying to? Imagine the interviewer’s surprise and delight if you 

began discussing their mission statement, goals, community 

participation, or ways you plan to boost revenue; he’ll most likely 

sit up and take notice. When you act as the person conducting the 

interview, you’ll begin to appreciate how tedious it can be. 

 

When you put yourself on the other side of the desk, you gain 

insight into what the interviewer might be looking for and how to 

make an impact on him. The more precisely you can hone your 

sales pitch, the more effective that sales pitch will be, and you will 

have an advantage over your competition. If you want to win, you 

have to be willing to work hard for the victory. By understanding 

the roles on both sides of the desk, you have a clear advantage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

7 Secrets to Win an Interview 

38 
 

Chapter 6 – How to Behave During an 

Interview 

 

Once you have finished preparing for the interview, you’ll be ready 

to ace it. Your first impression is very important; it only takes three 

seconds for a person to form an opinion about you. 

 

When the interviewer sees you, the first thing he will notice is the 

way you look and what you are wearing. It is imperative that your 

attire look professional and conservative. The table below is a 

guideline on what to wear. 

 

Men Women 

 Suit (solid colour – navy or 

dark grey) 

 Shirt (white or blue solid, 

or stripes) 

 Tie 

 Socks (dark colour, mid-

calf length) 

 Leather shoes (black or 

cordovan) 

 Leather belt (black or 

cordovan) 

 Well-groomed 

 Little or no jewelry 

 Watch (avoid cell phone) 

 Suit (solid colour – navy or 

dark grey) 

 Skirt (long enough to sit 

down comfortably) 

 Blouse (coordinated with 

suit) 

 Business casual dress 

 Moderate shoes 

 Limited, conservative 

jewelry 

 Neutral hosiery 

 Light makeup / perfume 

 Manicured nails 

 

 

Tips for everyone: 

 Clean and neat hairstyle 

 Polished shoes 

 No missing buttons, tacking stitches, etc. 

 Clean and trimmed fingernails 
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 Avoid cologne and perfume, odor on clothes, and smoking 

 Bring a portfolio or small briefcase 

 

Along with the factors above, punctuality plays a huge part in the 

first impression. You should arrive about 10 to 15 minutes early 

to an interview. Being late may imply that you will be late for the 

job itself, and it conveys that you do not value your own and 

others’ time. Tardiness is one of the main reasons an employer 

chooses not to offer the position to a candidate. Below are some 

helpful tips to ensure that you are not late for the interview. 

 

Plan Your Trip 

Use Google Maps or MapQuest if you are driving, or check your 

local public transit for bus routes. Find the directions you need 

and budget your time wisely so you can reach your destination 

early. Also, have a backup plan if your first means of 

transportation fails. Telling the interviewer that you got lost is 

unacceptable, and it will only leave a negative impression that 

suggests a lack of preparation and inability to follow directions. 

To ensure that you arrive effortlessly, make a trial run a day or 

two before the actual interview so you will know exactly where to 

go, and you can decrease your stress level on the day of the 

interview. 

 

Leave with Plenty of Time 

Make sure you leave with plenty of time so you don’t rush or forget 

anything for the interview. The extra time also helps account for 

external and uncontrollable variables such as traffic or accidents. 

If your interview is scheduled during rush hour, leave earlier than 

usual. 
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Sometimes unexpected events occur, causing you to be late 

despite your careful planning. Refer to the “Worst Case Interview 

Scenarios” section toward the end of the book if you are, in fact, 

late for an interview. 

 

Top 10 Tips on Improving Your Body Language 

All hiring managers are looking for certain characteristics, and one 

of them is confidence. Confidence is the feeling or belief that a 

person can rely on someone, and this is expressed through your 

body language. But do not go overboard or you will come off as 

being arrogant. Here is a list of the top 10 ways to express your 

confidence with body language. 

 

1. Maintain Eye Contact 

During communication, your eyes say more than your mouth. 

Maintaining eye contact comes naturally when you feel 

comfortable and confident. Try to concentrate on the person’s 

face when you talk and listen. Avoiding eye contact for long 

periods of time can look awkward and convey the wrong 

message during an interview. 

 

2. Posture 

Your posture reflects confidence, enthusiasm, energy and 

self-control. Sit up straight; slouching does not portray a 

positive attitude in terms of body language. Crossing your 

arms is a sign of nervousness and defense. You want to 

communicate your openness and confidence to your 

employer, not intimidation. Keep your arms on the sides of 

your chair or on your lap. It is only temporary, and these 

gestures go a long way. 
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3. Smile 

Smiling indicates you are happy and have nothing to worry 

about. It also makes the other person feel more comfortable. 

Your smile should be genuine; otherwise you will be perceived 

as fake. Smile periodically during appropriate times 

throughout the interview; it will give you an advantage as it 

shows confidence and positivity. 

 

4. Proper Grooming 

Appropriate attire supports your image as a person who takes 

the interview process seriously and understands the nature of 

the industry. It is an essential factor in expressing your 

confidence. If you look sloppy, you will feel sloppy; if you look 

good, you will feel great. 

 

Men should wear a black, navy blue or dark gray suit. The suit 

should be clean, so schedule your dry cleaning well in advance of 

the interview. Check for loose buttons, frays or unattractive wear 

on the suit. A freshly ironed, white dress shirt will be perfect for 

your suit and tie, and can have a straight, tab, or button-down 

collar. 

 

Coordinate the necktie with the suit, but don’t try to match the 

suit. The tie you choose to wear should be made of silk with a 

small pattern. For business, a gentleman’s tie should be equally 

balanced to reflect his personality and possibly the organization. 

 

For socks, stick to basic colours like black, blue and dark gray; do 

not wear a suit with white cotton socks. Lastly, consider your 

shoes. Wear clean, polished dress shoes and stay away from 

casual loafers. 
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Women should wear a well-cut, dark tailored pant suit or dress to 

an interview. There should be no revealing or see-through 

clothing such as cut-off shirts, short skirts or low necklines. Avoid 

wearing colourful blouses or sequins. 

 

Wear natural or clear nail polish and neutral makeup. Also try to 

wear polished, close-toed shoes with a moderate heel. If you 

decide to wear jewelry, keep it simple; pearl earrings and a watch 

are appropriate. Avoid jewelry that is large and noisy, such as 

bangles. 

 

Avoid strong perfumes and cologne because many people are 

allergic to strong smells, and many corporations prohibit 

employees from wearing perfume while at work. Lastly, you 

should carry either a briefcase or purse. If you decide to carry a 

purse, bring a large leather portfolio folder to hold copies of your 

résumé. 

 

1. Firm Handshakes 

This is the first body language that the interviewer will read. 

You should always greet a new person, especially your 

interviewer, with a firm handshake. A dry, firm handshake 

reflects a strong personality and is what most employers are 

looking for. 

 

2. Pay Attention to the Way You Walk 

A confident person takes wide steps when he walks, which 

make him look focused and in control. You should never look 

like you are rushing, creeping or sneaking. 

 

3. Stand with Your Shoulders Back 

You can make a big difference in your confidence simply by 

standing up straight. This can be very difficult to sustain for 



 

7 Secrets to Win an Interview 

43 
 

people who have been slouching for most of their life. Focus 

on pushing your shoulders back while you are standing and 

walking – you will notice a huge difference. 

 

4. Keep Your Eyes Forward 

Keeping your eyes forward may be one of the most difficult 

things to do. When you are walking by yourself, you 

subconsciously lower your head slightly to watch your steps, 

and this posture gives off the impression that you do not want 

to engage in conversation. Remind yourself to keep your chin 

up and your eyes forward whenever you walk. 

 

5. Do Not Fidget 

Fidgeting occurs when someone is worried, tense, 

uncomfortable or anxious. Keep hand gestures steady and 

under control while communicating, and do not exaggerate 

hand gestures when talking. Try practicing in front of a mirror 

to become more conscious of your actions and expressions. 

 

6. Avoid Your Pockets 

When people feel nervous, they instinctively put their hands 

in their pockets. Keeping your hands out in the open 

demonstrates confidence by showing you have nothing to 

hide. Putting your hands in your pockets also encourages 

slouching and bad posture. If you feel you cannot keep your 

hands out in the open, then try putting them on your hips 

instead.5 

 

 

 

                                                 
5 Andrew Moore, “Top 10: Ways to Show Confidence with Body Language,” Ask 

Men, December 2014, http://www.askmen.com/grooming/project/top-10-ways-

to-show-confidence-with-body-language.html. 
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Once you have arrived at the interview, introduce yourself 

courteously to the receptionist. If you’ve arrived early, take time 

to clear your mind and relax. 
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Chapter 7 – What Not to Do During an 

Interview 

 

Okay, so you know the fundamentals of the interview process. 

You even practiced and played the role of the interviewer. Now 

it’s time to discover what you’re not supposed to do during an 

interview. 

 

There are many things people don’t realize they do in an interview 

because their actions are just a part of who they are. Some 

interviewers might find gimmicks an entertaining break from the 

monotony, but you’re supposed to be a professional; you are 

selling professionalism – stick with it. 

 

1. Don’t Look Slovenly 

You may be applying to be a mechanic at an auto repair shop, 

but that doesn’t mean you should walk into the interview 

looking like you just crawled out from under your own car. 

One rule of thumb is to dress formally. Even when the dress 

code of the company is causal, you should at least wear 

business-casual attire. You want to look your best. Why? First 

and foremost, it shows respect for yourself, the company to 

which you’re applying, and the person interviewing you. 

 

Employers believe a person who doesn’t respect himself is one 

who is not going to respect the job or the company, either. 

Would you hire someone to come in and clean your home 

every week if they looked as though they hadn’t changed their 

clothing or taken a shower in a week? What if that person 

pulled into your driveway in a car that was filled with junk 

from the floor to the roof? 
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What you look like says everything to an interviewer about 

who you are as a person. The higher paying the job, the more 

you need to impress with your appearance. If it means buying 

a new suit or outfit, then find the money and invest. Get your 

hair trimmed neatly, get nice, shiny shoes and take pride in 

how you look. 

 

2. Don’t Come to the Interview Unprepared 

The interview process is not just about sitting in front of the 

interviewer and answering questions or dressing the part; it 

is an actual event, from the preparation to the meeting itself. 

Any discrepancy or carelessness on the candidate’s part can 

be a deal breaker. Maybe the interviewer ignores the fact that 

you showed up 10 minutes late – provided you come up with 

a good excuse – and maybe he will ignore that slightly un-

tucked shirt and loose tie. One thing an interviewer may not 

tolerate is your unpreparedness for the actual meeting. 

 

Being prepared will boost your confidence to tackle any 

questions that come your way. If you end up giving senseless 

answers, you’ll likely be dismissed before the interview is even 

over. Take extra copies of your résumé, cover letter and job 

application to the interview, whether the interviewer has 

asked you to bring them or not. It will show him you are well-

prepared to sit down and discuss your qualifications. He’ll also 

be impressed if you do your homework about the company; 

knowing things like historical facts, major operations and the 

interviewer’s role in the organization will most certainly put 

you on the top of their list. Don’t robotically announce the 

facts about the company; the interviewer knows! Instead, 

intelligently incorporate the information into your self-directed 

sales pitch. 
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The interviewer shouldn’t ask all of the questions, either. He 

expects you to have pertinent questions about the job and the 

company, and this will give you a chance to express your 

interest in the company and the job you’ve applied for. Don’t 

ask questions just for the sake of asking them; ask thoughtful 

questions related to the job. 

 

3. Don’t Tell Jokes 

You may think that racy joke your friends told you last week 

was hilarious, but it has no place in an interview. You’re not 

hanging out with your friend; this is your potential boss, or at 

the very least, a representative. This doesn’t mean that you 

have to go in with a cardboard personality. You can make 

small talk and you can even laugh a little, but telling jokes is 

tasteless. Leave them at home. 

 

4. Don’t Communicate Dishonesty or Deception 

Don’t lie in an interview. Every human resource or hiring 

manager will agree that lying will reduce your chances of 

obtaining employment because, sooner or later, that lie will 

come back to haunt you. 

 

Sometimes it can be difficult to explain negative situations. 

While it is inadvisable to lie about anything, there are ways to 

shade the truth to imply that you weren’t accountable for 

what happened. For example, if you are asked why you were 

fired or laid off from your previous job, you should be honest 

since getting fired or laid off isn’t something to be ashamed 

of. 

 

If you’re asked about your title at your previous workplace 

and what your responsibilities were, it’s not a bad thing to 

stretch the truth if, indeed, your responsibilities were actually 
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different from what your title implied, or if you took on 

additional responsibilities without a title change. This 

frequently occurs in companies with fewer employees. It’s 

better to create a passion for an industry rather than tell the 

recruiter you’ll settle for anything they throw your way. 

 

5. Don’t Check Your Watch 

Even if the interview seems to be dragging on, don’t check 

your watch or ask for the time, as it will make you appear 

uninterested. Your potential employer may think that if you 

are distracted during the interview, you’ll be distracted on the 

job, as well. If at all possible, schedule other appointments 

for a different day. You will alleviate undue stress and have 

time to spend with your potential employer if the interview 

runs long. 

 

If another appointment is inevitable, whether it is a doctor’s 

appointment or another interview, tactfully let the interviewer 

know at the beginning of the interview. You could say, “I just 

want to let you know that I have a doctor’s appointment today 

at 3:30 p.m. I tried to avoid making the appointment today, 

but it was the only time that I could be seen.” Act relaxed as 

though you have planned properly. If you keep checking the 

time, it will reflect negatively on you and could hurt your 

chances of getting the job. 

 

6. Don’t Volunteer Unnecessary Information about 

Yourself 

You’ve just been invited to take a seat in front of the 

interviewer. As you sit, your heart beats faster and you’re 

already contemplating your next move when you hear, “So 

tell me a little bit about yourself.” More often than not, this 

question is the interviewer’s opening line. Most people don’t 
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know how to effectively answer this question; some people 

will wing it and start talking about their personal lives and 

hobbies, boring the interviewer and creating a negative first 

impression. 

 

Information you reveal about yourself during an interview 

should be concise and strictly revolve around your 

professional life, because discussing your personal life or 

other topics such as religion, politics, or family situations can 

make the interviewer uncomfortable, or worse, mark you off 

as an unfit candidate! 

 

7. Don’t Be Arrogant 

There’s a fine line between confidence and arrogance, and 

don’t let yourself cross that line during the interview. 

Employers want people who are confident, strong, and secure 

with themselves and their abilities. They want employees who 

can rise to the challenge, not shrink from it. 

 

When you step into an interview and tell the person that you 

can do anything, you give the impression that you’re arrogant, 

un-trainable, and too much work to hire. Employers want 

people who are humble, pliable and adaptable to different 

working environments. 

 

8. Don’t Badmouth Previous Employers 

At some point, an interviewer may ask why you left your 

previous job. They want to know if you’re a team player and 

whether or not you’ll criticize their company the next time 

you’re in an interview. If you badmouth your previous 

employers, you come off as arrogant and self-centered, and 

there’s a sure chance you’ll miss out on getting the job. 

 



 

7 Secrets to Win an Interview 

50 
 

Look for positive explanations when answering this question, 

whatever the reason may be. If you were laid-off, you can 

explain that your department was exterminated due to 

company reorganization. If you were dismissed from your job, 

whether it was your fault or not, you could say that you and 

your boss agreed it was time you moved on from your current 

position to another company where you could better 

contribute to their goals. 

 

9. Don’t Interrupt 

This is a big one; don’t interrupt the interviewer. If you get 

involved in a discussion about something and you have a point 

to make, or if you remember something you want to add, 

make sure that you wait until the interviewer is finished 

talking to address it. When you interrupt, it inadvertently gives 

the impression that you are disrespectful of authority. The 

person conducting the interview is the authority in the room, 

not you. 

 

Hold your thoughts until the interviewer is finished speaking. 

If he asks a different question before you have a chance to 

answer, kindly ask if you can add something to a previous 

topic before addressing the next question. If he agrees, keep 

your answers focused and concise. Don’t ask them to repeat 

a question; it will show disorganization and lack of interest. 

 

10. Don’t Bring Politics with You 

Politics is a hot-button issue, no matter where you are in the 

world. While you shouldn’t be judged by your political 

affiliation or ideology, it will happen. You may find that your 

political beliefs oppose those of your interviewer. If so, hold 

your tongue and keep your opinions to yourself. If the 

company’s main political focus is aligned with everything you 
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stand against, then you may want to re-evaluate your desire 

to work for that particular company. 

 

11. Don’t Inquire about Salary Expectations Early in the 

Interview 

You want to be compensated fairly, but when should you 

bring the topic of pay up in an interview? Never include your 

salary expectations on your résumé or job application. Simply 

write “negotiable” or “willing to discuss during the interview 

process.” Interviewers may bring up the topic early in the 

interview, but if you’re not comfortable with answering the 

question right away, you can deflect it by saying, “I don’t want 

to box myself in right now in terms of salary,” or, “If you don’t 

mind, I’d like to learn more about the job and how I can bring 

more to your company before I discuss the topic of salary.” 

It’s better to postpone the salary topic until you have a better 

understanding of the job and what you’re going to be 

expected to contribute. 

 

The best time to talk about salary expectations is when they’re 

ready to hire you. If they want you before talking about your 

salary expectations, it will put the ball in your court and give 

you more negotiating power. 

 

Before going into an interview, research the current base rate 

for someone with your experience and qualifications. 

 

Ask around or visit websites, such as Salary.com, to get an 

idea. Once you’ve heard everything you need to hear about 

the job, make an offer or negotiate the employer’s offer. If 

you feel the offer is too low, other perks such as extra 

vacation days, a company car, or a lavish pension plan could 

make up for it. Also consider the amount of money you would 

http://www.salary.com/
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like to bring home each paycheck. This amount may be 

impacted by biweekly or monthly deductions, such as health 

insurance premiums or other expenses. 

 

12. Don’t Say, “I Probably Won’t Hear from You” 

You never know how the interviewer feels about you when 

you leave, unless he tells you that you aren’t right for the job. 

You may feel nervous or that you did poorly during the 

interview, but we are always our own worst critics. When he 

says, “We’ll call you,” graciously thank him and tell him you 

are looking forward to the opportunity to work for the 

company. 
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Chapter 8 – The Worst-Case Interview 

Scenarios 

 

Interviews can be quite intimidating, and regardless of how much 

you prepare, they will always be somewhat stressful. While 

preparation plays a big part in your interview success, some things 

may happen at interviews that are completely unexpected; but 

unexpected situations don’t have to be nightmares. Some of these 

situations include arriving late, forgetting your résumé, awkward 

silences, and blanking out. 

 

1. Arriving Late 

One of the worst things you can do is arrive late for an 

interview. You should always arrive early for your interview 

and give yourself extra time to get there, but sometimes 

things happen that are out of your control. Some interviewers 

are so harsh they will not even see you if you arrive late for 

an interview; the ones that choose to carry on with the 

interview will not be impressed by your tardiness. 

 

A lack of punctuality is a sign of disrespect to some 

interviewers because from their perspective, you clearly do 

not value their time. In order to salvage your chances of 

winning the position, you must convince the interviewer that 

such behaviour is very rare for you and that it does not reflect 

your true character and professionalism. 

 

Make sure you apologize to the interviewer for being late, and 

if it is a reasonable excuse, let the interviewer know why you 

were delayed. If it is not a reasonable excuse, don’t mention 

it; just sincerely apologize for your tardiness and move on. 

After you apologize, you must immediately communicate to 

the interviewer – in a polite, respectful manner – that your 
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lack of punctuality is not a result of being intentionally 

irresponsible, and that you greatly value their time and the 

opportunity to meet with them. Let the interviewer know that 

being late is not consistent with your character and that you 

hope you can express why you are still the perfect candidate 

for the position. 

 

2. Forgetting Your Résumé 

Bringing a hard copy of your résumé to the interview shows 

courtesy and professionalism. It also shows that you have 

prepared for the interview. 

 

But what if you forget it? This creates a negative impression 

of you as someone who is irresponsible and disorganized. If 

this happens, do not let your guilt get the best of you; there 

is still time for you to salvage your opportunity and prove to 

the interviewer that you are still a worthy candidate. 

 

What can you do if the interviewer asks for a copy of your 

résumé but you forgot to bring one? Remain confident and 

humbly apologize to the interviewer without attempting to 

offer any dramatic excuses. Keep your apology simple and 

honest and your interviewer will respect your sincerity. Offer 

to briefly summarize your portfolio; the interviewer will let you 

know whether or not it’s necessary. You can also offer to email 

or drop off a hard copy later that day. 

 

How can you avoid this situation in the first place? Prepare. 

Prepare. Prepare. The night before, put a copy of your résumé 

with anything else you plan to take to the interview, such as 

your car keys. When you get your keys, you will see 

everything you need to take with you. 

 



 

7 Secrets to Win an Interview 

55 
 

3. Awkward Silences 

Awkward silences are exactly what the title suggests: 

awkward and uncomfortable. Nothing makes an interviewee 

more uncomfortable than staring in anticipation at the 

interviewer’s face, waiting for them to speak. 

 

Employing intentional silence is a common strategy 

interviewers use to see how candidates react to awkward or 

difficult situations. Some use the silence as a tactic to 

determine how you will manage pressure, and others expect 

you to initiate the next topic of conversation. The best thing 

to do in this situation is to ask the interviewer a simple 

question such as, “Would you like more details about what 

was discussed in the previous question?” 

 

You may also inquire about the company or what duties the 

position entails. You can then follow up the question by 

responding with an answer that illustrates how you would best 

fulfill the needs of this position. Before you go about filling 

awkward silences, though, be sure the silence is long enough 

to justify the initiation of a question. If the interviewer stares 

at you and does not say anything for about 10 seconds, then 

you have a green light to go ahead and initiate conversation, 

but don’t sound too pushy. If the interviewer is simply making 

notes, don’t be too eager to break the silence, as he may need 

some time to recollect his thoughts before continuing the 

interview. 

 

4. Blanking Out During an Interview 

Occasionally a question may come completely out of left-field 

and you may not know how to answer it.  If this happens, 

don’t let it make you nervous. Blanking out during an 
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interview is actually a common occurrence that happens to 

many. 

 

The number-one way to avoid drawing a blank and overcome 

nervousness is preparation. Preparation is crucial before an 

interview; you can’t just depend on your competence and 

expect to ace an interview. 

 

If you do happen to blank out, the best thing to do is pause. 

It is not necessary for you to answer a question right away, 

and you are allowed to take a few seconds to collect your 

thoughts. Taking some time to generate an answer is better 

than rambling on because interviewers hate long-winded 

responses that do not really answer the question at hand. You 

can ask the interviewer to repeat or rephrase the question, or 

you can even ask him to clarify the question. These 

techniques can buy you some extra time to think of an 

answer. If none of these methods work for you, you can 

always politely ask to come back to the question. As long as 

you answer the question before the interview is over, giving 

an answer at a later time is an acceptable method of buying 

extra time. 
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Chapter 9 – The 7 Secrets to Win That Job 

 

You got the call and now you’re ready. You’ve built your 

experience through education and previous jobs, and it’s finally 

time to put it all together. 

 

The interview is the single most important aspect of becoming 

employed. It is the first impression your future employer will have 

of you – make it count. 

 

It doesn’t matter who or how many people you’re competing 

against –you are in the race to win, no matter what. Below are 

seven secrets to help maximize your opportunity and win the job. 

 

Secret 1 – Practice 

Why is practice so important for a job interview? Anything that 

requires skill requires practice. If you follow professional sports 

teams, you know each team has spent countless hours preparing 

to win. No one honestly expects to walk out onto a court or field 

and win a game without practice. This is especially true when 

you’re going up against other people who may have more talent 

or experience. 

 

Recent studies have found that doctorate graduates have a 

challenging time finding rewarding employment outside of the 

world of academia. Why would this be the case? After all, these 

people have studied and worked hard for years to earn the highest 

degree possible. Wouldn’t employers be jumping at the 

opportunity to hire them? One hindrance may be the salary they 

demand, but it’s more likely their lack of experience. These 

graduates don’t have practical experience in the private sector and 

often lack the skills necessary to succeed in an interview. They 

may have the raw talent, but when you practice and devote your 
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energy to understanding every aspect of the job and the 

interview, you will put yourself in a much stronger starting 

position. 

 

If you feel completely awkward asking friends or family members 

to practice these interview scenarios with you, then how are you 

going to feel when it’s time for the real thing? Also, friends or 

family can critique you and provide criticism that can help you 

curb unconscious, annoying habits or expressions that may send 

the wrong message to your potential employer. You could use a 

mirror to play both parts in the privacy of your bedroom, but don’t 

underestimate the importance of dressing and acting the part. Get 

in the habit of practicing the interview as though it’s the real thing. 

 

A golfer can play the same course day in and day out, but when 

he hits a shot that doesn’t work out the way he planned, he has 

to work to get back on track. Sometimes, he has to improvise and 

hit shots he’s never rehearsed before. That’s how it will be during 

the interview process; expect the unexpected and you won’t be 

caught off-guard. 

 

Secret 2 - Make Eye Contact  

What is your impression when you’re talking to someone who 

keeps looking away from you? Do you feel like that person doesn’t 

care what you’re saying? Do you feel like that person is being rude 

and insensitive? Do you think that person is lying? 

 

Eye contact engages the other person. By making eye contact, 

you are telling your interviewer you are a serious, ambitious go-

getter. You are telling him you are not afraid of a challenge and 

you don’t shy away from difficulties. It doesn’t mean you must 

stare, though; let your gaze wander occasionally. Look around the 
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room or down at your hands for a brief moment before you make 

eye contact again. 

 

Secret 3 – Good Posture 

Sitting up with good posture and looking directly ahead will tell 

your interviewer a great deal about you as a person and as a 

potential employee. Good posture shows you are confident and 

ready for action, and that you are alert and willing to answer all 

of the questions asked of you. 

 

Many people exhibit bad posture when they’re in an interview. 

They try to make themselves more comfortable, but they end up 

slouching instead. For good posture, hold your chin up, keep your 

shoulders back, and sit with your back straight. 

 

It’s also important not to appear completely stiff. Shift once in a 

while, cross your legs appropriately or simply adjust yourself in 

the chair once or twice. This will show the interviewer that you’re 

somewhat relaxed, even if you’re nervous. 

 

Secret 4 – Accept Other Viewpoints 

Let’s be honest, you could be the smartest person on the planet, 

but if you come across as a know-it-all, why would someone want 

to hire you? 

 

Sure, a company may benefit from your knowledge or experience; 

you may have graduated top of your class, and you may have a 

great pedigree and work ethic. However, your interviewer wants 

to know how you overcome mistakes, work through flaws, and if 

you are willing to cooperate and listen to the opinions of others. 

In short, what he really wants to know is if you are a team player. 

Even if you happen to have experience in just about every topic 
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brought up during the interview, you may want to hold back on 

the issues that aren’t directly related to the job. 

 

For example, you and the interviewer may end up talking about 

hobbies, during which he may mention that he just earned his 

pilot’s license. Even if you’re also a pilot who has won multiple 

awards, simply mention that you love flying and leave it at that; 

the last thing you want is to make him feel inferior to you. 

 

Also, try to avoid political discussions. You may have an 

interviewer who wants to know what your stance is on abortion, 

for example. Unless the topic has a direct impact on the job – for 

example, you might be applying to a health clinic – then politely 

decline to comment. You can say something like, “With all due 

respect, I don’t see how that question pertains to potential 

employment here, and I would ask that we not discuss political or 

morally-based topics at this time.” Of course, you may worry that 

refusing to answer the question will cost you the job.  If it does 

cost you the job, it wasn’t the right place for you to work, anyway. 

You want an organization that shows you the respect you deserve. 

 

Secret 5 – Be Confident 

Many people lack confidence when applying for a job. It is 

certainly easier to exude confidence when you are currently 

employed and simply looking for a different job or career direction. 

If you are unemployed, then desperation can lead you to have a 

low self-esteem. 

 

The good news is that you can exude confidence even if you don’t 

feel it. But how? Talk about your accomplishments and the steps 

you’ve taken that have given you clarity and focus. You can even 

mention your current string of unemployment with some measure 

of confidence by explaining how you’ve learned to manage a 
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budget, enjoy life, and appreciate employment in a new way. 

Then, you can go on to explain why this company would, in fact, 

be the right one for you. 

 

You are unique, so hold your head up and speak confidently. Don’t 

whisper. Don’t talk under your breath or mumble. Articulate. 

 

At the end of the interview, shake the interviewer’s hand firmly 

and let him know you can’t wait to get started. Ask how long the 

interview process will take, and inform him that you will call to 

follow up one week after all of the interviews are complete. You 

may not get the job, but you’ve made a strong impression. 

 

Secret 6 – Be Prepared 

Know the company to which you’re applying. If you don’t know 

anything about the company, then you won’t know why you would 

want to work there; wanting to make money is not a sufficient 

interview answer. 

 

The interviewer wants to know your history, what you’re like, and 

how your personality will mesh with others in the company. 

However, he will be most impressed if you show that you fully 

understand the company and how its mission perfectly aligns with 

your career goals. 

 

One example of how you can impress your interviewer is by 

saying, “I love that this company encourages its employees to 

improve their skills through workshops and seminars regularly.” 

Another good response is, “I believe that working toward 

improving the lives of the members of the local community is 

essential, and I want to be a part of a company such as this one 

that invests so much in diversity and caring.” 
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Simply stepping into an interview with the mindset that you just 

need a job or you just want to make money will leave a negative 

impression. The more you show you’ve done your homework 

about the company, the more you’re going to impress the 

interviewer by showing the willingness and desire they’re looking 

for in an employee. 

 

Secret 7 – Follow Up 

“We’ll call you” is the most famous line used at the end of 

interviews, but it doesn’t mean they will, and it doesn’t mean you 

should simply wait by the phone. 

 

If you are one of 50 applicants, even if you nail the interview, they 

may forget about you. Most interviewers take notes and rate you 

on paper. However, a week or two and dozens of interviews later, 

they no longer have a face to go with the name, and they are 

back to measuring you by what they see on paper. 

 

Calling up a week or two after your interview to follow up is a 

great way to remind them who you are. What you want to do is 

call with something pertinent. “I left the interview thinking about 

something you said, and I thought it was important enough to 

follow up with you. I researched a bit more about your company 

and…” 

 

Engage them. Tell them something they said made an impact on 

you. Following up shows that you’re willing to work with their 

system. Don’t ask about the interview process; just let them 

remember you and the quality interaction they had with you. 

Thank them again for their time and consideration before hanging 

up. 
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When you follow these seven simple steps before and after an 

interview, you place yourself ahead of the pack, and any 

shortcomings will fade into the background. Everyone makes 

mistakes; that’s how we learn. If we don’t learn from them, we’re 

bound to repeat them. Interviews take time to master, but each 

interview propels you one step closer to landing the job you really 

want. 

 

Bonus Tip: Putting Yourself on the Other Side of the Desk 

Until you climb the management ladder within a company, you’re 

not going to be hiring anybody else. However, you can learn a lot 

about the interview process by simply stepping around the desk 

and being the interviewer for a change. 

 

You’ve practiced with your friend and you’re pretty confident 

about your interviewing skills. Now it’s time to switch roles. You 

become the interviewer while your friend is the person applying 

for work. This is a time when you can loosen up, be carefree, and 

let your instincts – and a bit of humour – run free. 

 

By the time your interview rolls around, a hiring manager has 

sifted through dozens of résumés and has whittled down the 

number of interviews to 20 or 30. Imagine having to interview 20 

or 30 people for one job opening. Then, imagine having to do that 

multiple times a year. You can easily understand how these 

interviews can seem impersonal after a while. Call on as many 

friends as you can to act as the people applying for a job with 

your company. It will help if you can pretend you’re hiring for the 

company that you want to work for. 

If you want to play your part well, learn everything you can about 

the company. When was it founded? What was their revenue last 

year? How many people work for the company? What is their 

mission statement? What kind of community activities do they 
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partake in? The more you know about the company for these 

mock interviews, the more prepared you’ll be to ask sharp and 

direct questions during the real interview. 

 

Do you realize how many people go into interviews without much 

more than cursory knowledge about the company they are 

applying to? Imagine the interviewer’s surprise and delight if you 

began discussing their mission statement, goals, community 

participation, or ways you plan to boost revenue; he’ll most likely 

sit up and take notice. When you act as the person conducting the 

interview, you’ll begin to appreciate how tedious it can be. 

 

When you put yourself on the other side of the desk, you gain 

insight into what the interviewer might be looking for and how to 

make an impact on him. The more precisely you can hone your 

sales pitch, the more effective that sales pitch will be, and you will 

have an advantage over your competition. If you want to win, you 

have to be willing to work hard for the victory. By understanding 

the roles on both sides of the desk, you have a clear advantage. 
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Chapter 10 – The Top 10 Myths About 

Interviews 

 

A vast majority of job seekers share many common 

misconceptions about interviews and how to effectively prepare, 

and they have the potential to ruin your chances at landing the 

job. Read the following myths carefully to understand the reality 

of the situation and increase your chances of being hired. 

 

Myth #1: The résumé will be my gateway to the job. As long as 

I deliver an outstanding résumé, there will be nothing else to 

worry about. 

Reality: Your résumé and cover letter are supposed to grab the 

interviewer’s attention and stimulate his interest in finding out 

more about you and what you have to offer. The résumé will get 

you as far as an interview, but in order to land the job, you must 

market yourself well during the interview. 

 

Myth #2: The whole purpose of the interview is for the 

interviewer to determine if I am qualified for the position. 

Reality: The employer has already determined your qualifications 

from your résumé and cover letter, which is the reason he chose 

you for the interview. The interview is meant to determine if you 

will fit well into the organization; it measures your personality and 

liability. They want to hire someone who is both qualified and 

likable. 

 

Myth #3: I should wait until the end of the interview to ask 

questions. 

Reality: You should figure out the responsibilities associated with 

the job early, before you decide whether the position is suitable 

for you or not. This will also allow you to answer the remaining 

questions more appropriately and effectively. 
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Myth #4: The employers will want an immediate response as 

soon as they offer me the job. 

Reality: Maybe they will want one, but they understand if you 

want time. They will usually ask how soon you can get back to 

them with a response so you can take some time to think it over. 

Take a day or two to consider the offer; it’s understandable to 

take more time to decide if the job requires a long-distance move. 

Also, check the status of your job applications with other 

employers in order to make a more informed decision. 

 

Myth #5: Once I’m done with the interview, there’s nothing more 

I can do except wait for the interviewer to get back to me. 

Reality: This is not the end of the process. Before you conclude 

the interview, ask the interviewer what you can do next. Ask him 

if he will be calling candidates back for second or third interviews 

and how soon they will be making their decision. 

 

Also, ask if it’s okay to follow-up with the interview in case they 

don’t call you back first. Make sure you follow through with your 

promise, and make the call when the date arrives; it will prove to 

them that you’re determined and that you keep your word. Find 

out if you’re out of the running so you can focus your efforts 

elsewhere. You should also write a business letter within 24 hours 

thanking them for the opportunity and summarizing how your 

skills can best help contribute to the company’s goals. 

 

Myth #6: You should always keep your answers short. 

Reality: Here’s where your company research pays off. If you 

know a lot about the company, don’t be afraid to talk at length 

about it, as this will show that you are genuinely interested in the 

position. Talking a lot while maintaining the interviewer’s interest 

will demonstrate your enthusiasm and show the interviewer that 

you are outgoing and comfortable with talking to other people. 
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Myth #7: If the company invites you to an interview, the job is 

still open. 

Reality: This is a very common misconception. Being invited to 

an interview does not imply that the employer is actually looking 

to hire. Sometimes companies will conduct interviews as a cheap 

way to perform market research to find out things such as pay 

scale, recent duties, etc. Other times, companies may also be 

looking to hire an existing employee for a different position but 

would like to see if they can find a better candidate. 

 

It is also possible that the interview is the result of a referral from 

a friend and the employer may be holding the interview simply as 

a courtesy to the person who referred you. In any of these cases, 

a job interview still means you should give it your best shot and 

impress the interviewer, because even if there is no position 

available, he might be impressed enough to make a position for 

you or hire you for a different position. 

 

Myth #8: You have lost your opportunity if the interviewer asks 

you a question you can’t answer. 

Reality: Not being able to answer a question is not the end of 

the world. If you get stumped by a question, just be honest and 

calmly say, “I have to give that question a little more thought 

before answering,” or, “That is an excellent question, but I have 

to admit I simply do not have an answer.” Most of the time, the 

interviewer will appreciate your honesty and straightforwardness. 

 

Myth #9: The interviewer decides whether or not you get the 

job. 

Reality: This is true, to some extent. The interviewer is 

responsible for making the final decision, but they make that 

decision based on how you perform during the interview. If they 

didn’t see what they wanted or hoped to see from you, chances 
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are you won’t get the job. The interviewer does make the final 

decision, but you dictate whether you will get the job or not. 

 

Myth #10: You should present all of your strengths to the 

interviewer. 

Reality: You will most certainly be asked what you’re good at and 

where your greatest strengths lie, but you don’t have to present 

an analysis of your entire life. Instead, simply choose a couple of 

strengths that directly apply to the job. Use real-life examples to 

convince the interviewer that you can do the same for their 

company. 
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Chapter 11 – How to Leave Them Wanting 

More 

 

Have you ever wondered why the best rock bands in history 

continue to sell out major venues around the world, while the 

current crop of artists seems to fade into the background relatively 

quickly? 

 

For the most part, artists that stand the test of time are generally 

great at what they do; you can’t endure without real talent in the 

entertainment world. The reason they continue to sell out major 

venues, even if they don’t produce new work, is because they 

have mastered the art of leaving their fans wanting more. 

 

J.K. Rowling, author of the popular Harry Potter series, has 

become the best-selling fiction writer of all time because she knew 

how to leave her readers wanting more. In an interview, you want 

to put your best foot forward, but you also want to leave them 

wanting more of you. 

 

It all comes down to exuding confidence, maintaining eye contact, 

being open and friendly, understanding as much as you can about 

the company, and dressing the part. Remember, you’re a 

salesperson, and you’re selling yourself. Convince them that you 

are the right person for the job. Sell them on your skills, 

determination, and willingness to learn a new system. When you 

do that, you leave the person wanting more of you and the 

services you can provide. Simply put, “You’re hired!” 
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Appendix A – Recommended Books for Reading 

 

The 22 Immutable Laws of Branding 

Author: Laura Ries 

Publisher: HarperCollins Publishers 

Date: September 17, 2002 

 

Guerrilla Marketing for Consultants 

Author: Jay Conrad Levinson 

Publisher: Wiley 

Date: October 8, 2004 

 

Your Company Sucks 

Author: Mark Stevens 

Publisher: BenBella Books 

Date:  August 1, 2011 

 

Positioning 

Authors: Al Ries and Jack Trout 

Publisher: McGraw-Hill 

Date: December 13, 2000 

 

Jack: Straight from the Gut 

Authors: Jack Welch, and Mike Barnicle 

Publisher: Warner Books 

Date: August 28, 2005 

 

Winning 

Authors: Jack and Suzy Welch 

Publisher: Collins 

Date: April 5, 2005 
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Breakthrough Business Development 

Authors: Duncan MacPherson and David Miller 

Publisher: John Wiley & Sons 

Date: September 01, 2007 

 

Who Moved My Cheese? 

Authors: Spencer Johnson and Kenneth H. Blanchard 

Publisher: Vermilion 

Date: February 7, 2002 

 

Speed Wealth 

Author: T. Harv Eker 

Publisher: Peak Potentials Training 

Date: 2001 

 

Money Book for the Young, Fabulous and Broke 

Author: Suze Orman 

Publisher: Riverhead (TRD) 

Date: March 27, 2007 

 

Think and Grow Rich 

Author: Napoleon Hill 

Publisher: Ballantine Books 

Date: May 12 1987 

 

E-Myth Mastery 

Author: Michael E. Gerber 

Publisher: Harper Business 

Date: December 28, 2004 
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Don't Sweat the Small Stuff 

Author: Richard Carlson 

Publisher: Hyperion 

Date: January 1, 1997 

 

Networking is a Contact Sport 

Author: Joe Sweeney 

Publisher: Ben Bella Books 

Date: October 5, 2010 

 

Reinvention 

Author: Brian Tracy 

Publisher: AMACOM 

Date: January 5, 2009 

 

The Alchemist 

Author: Paulo Coelho 

Publisher: HarperCollins 

Date: May 1, 1993 

 

Trump Never Gives Up 

Author: Donald J. Trump 

Publisher: John Wiley & Sons Inc. 

Date: January 18, 2008 

 

Create Your Own Future 

Author: Brian Tracy 

Publisher: Wiley 

Date: April 5, 2005 
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Idea Man: A Memoir by the Cofounder of Microsoft 

Author: Paul Allen 

Publisher: Portfolio Hardcover 

Date: April 19, 2011 

 

Change Your Thinking, Change Your Life 

Author: Brian Tracy 

Publisher: John Wiley & Sons Canada, Ltd. 

Date: August 7, 2003 

 

The 7 Habits of Highly Effective People 

Author: Stephen R. Covey 

Publisher: Free Press 

Date: September 15, 1990 

 

A Book of Miracles 

Author: Ben Hecht 

Publisher: The Sun Dial Press 

Date: 1941 

 

Become a Better You 

Author: Joel Osteen 

Publisher: Free Press 

Date: October 15, 2007 

 

Your Best Life Now 

Author: Joel Osteen 

Publisher: Warner Faith 

Date: October 12, 2004 
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Awaken the Giant Within 

Authors: Anthony Robbins and Frederick L. Covan 

Publisher: Free Press 

Date: November 1, 1992 

 

Unlimited Power 

Author: Anthony Robbins 

Publisher: Free Press 

Date: December, 22 1997 

 

The Dream Book: Symbols for Self-Understanding 

Author: Betty Bethards 

Publisher: New Century Publications 

Date: June 2001 

 

Get the Life You Want 

Author: Richard Bandler 

Publisher: HCI 

Date: August 15, 2008 

 

Million Dollar Habits 

Author: Robert J. Ringer 

Publisher: Fawcett 

Date: November 28, 1990 

 

Seeds of Greatness 

Author: Denis Waitley 

Publisher: Pocket 

Date: July 1, 1988 
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Success Built to Last 

Authors: Jerry Porras, Mark Thompson, and John McCain 

Publisher: Wharton School Publishing 

Date: September 12, 2006 

 

Tuesdays with Morrie 

Author: Mitch Albom 

Publisher: Time Warner Paperbacks 

Date: July 24, 2003 

 

The Magic of Thinking Big 

Author: David J. Schwartz 

Publisher: Fireside 

Date: April 2, 1987 

 

The Power of Charm 

Authors: Brian Tracy and Ron Arden 

Publisher: AMACOM 

Date: March 1, 2006 

 

Hug Your Customers 

Author: Jack Mitchell 

Publisher: Hyperion 

Date: June 11, 2003 

 

Multiple Streams of Income 

Author: Robert G. Allen 

Publisher: John Wiley & Sons, Inc. 

Date: March 17, 2000 
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The E-Myth Revisited 

Author: Michael E. Gerber 

Publisher: Harper Collins 

Date: March 3, 1995 

 

Crunch Point 

Author: Brian Tracy 

Publisher: AMACOM/American Management Association 

Date: September 22, 2006 

 

The Power of Positive Thinking 

Author: Norman Vincent Peale 

Publisher: Ballantine Books 

Date: August 27, 1996 

 

The Success Principles 

Authors: Jack Canfield and Janet Switzer 

Publisher: Collins 

Date: January 1, 2007 

 

Goals! 

Author: Brian Tracy 

Publisher: Berrett-Koehler Publishers 

Date: March 2003 

 

The Amazing Results of Positive Thinking 

Author: Norman Vincent Peale 

Publisher: Fireside 

Date: March 12, 2003 
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In Search of Excellence 

Authors: Tom Peters and Robert H. Waterman Jr. 

Publisher: Profile Business 

Date: April 15, 2004 
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Appendix B – NetSoft’s Events 

 
Annual Gathering 
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Annual Gathering 
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Beach Day 
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Beach Day 
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Beach Day 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Luncheon 
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Luncheon 
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Open House 
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Open House 
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Personal Development 
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Personal Development 
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Personal Development 
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Personal Development 
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Skydiving 
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Skydiving 
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Skydiving 
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Skydiving 
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Skydiving 

 

 

 

 

 

 

 

 

 



 

7 Secrets to Win an Interview 

103 
 

Skydiving 
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The Awakening 

 

 

 

 

 

 

 

 

 



 

7 Secrets to Win an Interview 

105 
 

The Awakening 
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The Awakening 
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The Awakening 
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Appendix C – Testimonials 

 

Vikram Singh Romana 

 

 

 

 

 

 

 

 

 

 

Saad Khan 

 

 

 

 

 

 

 

 

 

 

Aziz Ahmed 

 

 

 

 

 

 

 

“The instructors at NetSoft are fully 
certified and always willing to help the 

students. I wish I had joined NetSoft 

sooner.” 

“NetSoft really helped me achieve my 

goals and made me realize that hard 
work pays off. My family is so proud 
of me. Thank you, NetSoft.” 

“Courses at NetSoft are always fun, 

innovative and interactive. From the 
instructors to the course material, 

there is never a disappointment or a 
dull moment.” 
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Harveen Singh 

 

 

 

 

 

 

 

 

 

 

 Aamir Abdullah Ghanison 

 

 

Muhammad Sarshar Roshan 

 

 

 

 

 

 

 

 

 

 “Knowledge gained from NetSoft’s 

courses can be applied to all areas of 
life. My experience at NetSoft has 

made me realize the importance of 
education and personal 

development.” 

 “NetSoft is a wonderful institution 
with great facilities and excellent 

instructors, which make a huge 

difference to the overall learning 
experience.” 

“My instructor at NetSoft was very 
enthusiastic. He involved the class 

through discussions, and was 

extremely detailed and thorough. 
Overall, the course was exceptional.” 
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Sajid Hamid 

 

 

 

 

 

 

 

 

 

 

Ahmad Masood 

 

 

 

 

 

 

 

 

 

 

Qasim Umer 

 

 

 

 

 

 

 

 

 

“NetSoft is the embodiment of an 
outstanding IT institution. All the 

instructors care about the students 
and want them to succeed. It’s 

absolutely terrific.” 

“NetSoft has given me direction in my 

career and my life, and I am optimistic 

about the future.” 

“The instructors are excellent. They 
actually care about you, and want to 

see you succeed both inside and 

outside of the classroom.” 
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Fatima Zargham 

 

 

 

 

 

 

 

 

 

 

Shumaila Saeed 

 

 

 

 

 

 

 

 

 

 

Armend Mucaj 

 

 

 

 

 

 

 

 

 

“If I had to take another course, I 
would definitely choose NetSoft again! 

A phenomenal institution.” 

“For my circumstances to change, I 
must change — and things sure did 

change for me, all thanks to NetSoft’s 

outstanding instructors and facilities.” 

“‘NetSoft instructors’ philosophy 

behind education and learning is very 

inspiring and motivating.” 
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Renwil S. Causing 

 

 

 

 

 

 

 

 

 

 

Bhaskar Dhawan 

 

 

 

 

 

 

 

 

 

 

Adrian Hetmanski 

 

 

 

 

 

 

 

 

 

The trainer is full of energy and 
enthusiasm, and  he has a passion to 
help you achieve greater heights in life. 

“The subject was entirely new to me. 
All the topics, modules and labs were 

helpful, and the knowledge I acquired 
will definitely help me perform better 

in my work.” 

“The environment at NetSoft is one 
you have to experience. All the 

instructors are positive and 
supportive, and they really want 

students to succeed in life.” 

“The instructors at NetSoft encourage 
each student to reach their full 

potential.” 
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Aryan Sultani 

 

 

 

 

 

 

 

 

 

 

Fahad Syed 

 

 

 

 

 

 

 

 

 

 

Abidullah Mohsen 

 

 

 

 

 

 

 

 

 

“There wasn’t a single boring moment 
during the course — the instructors 

kept students’ full attention at all 
times. Simply excellent.” 

“The instructors at NetSoft do not 
sugarcoat anything; they share their 

real-world experiences, guide 

students, and want them to win and 
succeed in life.” 

“It doesn’t get better than NetSoft. My 

instructor’s sense of humour and 
exceptional industry experience was 
simply priceless.” 
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Appendix D – Author’s Introduction 

 
Tariq Azad, Founder and President of NetSoft College of 

Technology, and Author of Hire Me Mastery 
Tariq Azad, the founder and President of NetSoft College of 

Technology, is regarded as one of the IT industry’s leading 
professionals by industry peers, colleagues and students. 

 

Education 
Tariq has excelled professionally through his commitment to 
staying abreast of the constant changes within the IT field. He 

currently holds more than 100 certifications, including MCSA, 
MCSE, MCTS and MCITP (Vista, Mobile 5.0, Microsoft 

Communication Server, Windows 2008, Windows 2012 and 
Microsoft Exchange Server), MCT, CIW-CI, CCA, CCSP, CCEA, CCI, 

VCP, CCNA, CCDA, CCNP, CCDP and CSE. Tariq holds a Bachelor 

of Science in Information Technology from Capella University in 
the United States and a Bachelor of Commerce from the University 

of Karachi in Pakistan. 
 

Technical Background 
Tariq’s career in the IT field has spanned more than two decades. 

Throughout his career, Tariq has garnered experience in many 
areas of IT, including management, technology, design and 

assessment. Ten of Tariq’s 20+ years in the IT industry were 
spent as a consultant specializing in Active Directory and 

virtualization solutions in various industries, including 
government, telecommunications, manufacturing, 

pharmaceutical, retail, health care, technology and finance. 

 
Tariq is also a well-known subject matter expert in Microsoft 

Active Directory, Microsoft Exchange, Microsoft System Center 
Configuration Manager, Citrix XenApp, Citrix XenDesktop and 

VMware vSphere. He provides comprehensive solutions focused 

on Microsoft, Citrix and VMware technologies for clients ranging 
from 50 to 100,000 users, concentrating mainly on the 

architecture and deployment of access infrastructure solutions for 
enterprise customers. Additionally, Tariq serves as the company’s 

Strategic Business Unit Leader, a position in which he holds both 

technical and managerial responsibilities. 
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President and Instructor 
At NetSoft College of Technology, Tariq offers day-to-day 

leadership and guidance to his staff, instructors and students. He 
has led courses focusing on Microsoft Active Directory, Microsoft 

Exchange, Microsoft System Center Configuration Manager, Citrix 
XenApp, Citrix XenDesktop, VMware vSphere and Hire Me (Career 

and Employment Strategies). 

 

Author 
Tariq has co-authored multiple books, including the best-selling 

Hire Me Mastery, MCITP: Microsoft Exchange Server 2007 
Messaging Design and Deployment Study Guide: Exams 70–237 
and 70–238, The Real MCTS/MCITP Exam 640 Preparation Kit, 
The Real MCTS/MCITP Exam 647 Preparation Kit, The Real 
MCTS/MCITP Exam 647 Preparation Kit and Securing Citrix 
XenApp Server in the Enterprise. 
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