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Introduction 

 

Sooner or later, everyone must face the daunting task of interviewing for 

a job. Whether it’s for just a job to keep your bills paid, or if it’s the dream 

job you’ve always wanted, there are many things you have to remember 

before you get hired. 

 

Everything you could ever want may be riding on your behavior at a job 

interview. Most people assume the most important part of a job interview 

is their appearance, but there is more to it than that. Getting invited for 

an interview if the first place shows you already have the right stuff for 

the job; but it is merely the first step in the journey. 

 

This book is a comprehensive guide to winning the job. By following these 

steps, you will find the knowledge required to obtain employment. In this 

book, you will learn: 
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• How to get an interview? 

• How to prepare for an interview? 

• How to make a great first impression? 

• How to conduct yourself during the interview? 

• The most common interview questions. 

• What questions to ask your interviewer? 

• What common mistakes you should avoid making? 

• About the post interview follow-up. 

• Questions that interviewers cannot ask? 
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Chapter 1 – How to Get an Interview 

 

Scoring an interview for the job you want doesn’t have to be rocket 

science; it could be as easy as simply making a phone call. It is best to 

know what the company’s application process is before taking your first 

step. 

 

When a company is hiring, they generally will post an ad in the newspaper 

or in an online job bank. How they prefer to be contacted is usually 

included in the ad as well. You don’t want to email a résumé to a company 

that requests you bring it in person; and you don’t want to call a company 

that wants you to fax your résumé. Ignoring their preferred contact 

method will guarantee you will not get an interview because you have 

already proven you can’t follow simple directions. 
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Sometimes, you can hear of a job lead from a friend before the job has 

been posted. If this is the case, you can ask the friend to give the employer 

your résumé and cover letter. If your friend doesn’t actually work where 

the opening is going to be, you can try calling about the position and ask 

what the application process is. 

 

There are four approaches for applying for a job; mailing your résumé, 

emailing your résumé, faxing your résumé, or applying in person. 

 

Mailing Your Résumé 

Some companies prefer that you mail in your résumé, and in this case, 

you should include a cover letter. The cover letter is a simple letter 

describing the position you are interested in and a few details of your 

qualifications and skills. Before writing your cover letter, you should know 

to whom the letter should to be addressed; don’t begin a cover letter with 

“Dear Sir/Madame” or “To Whom It May Concern;” it is disrespectful to 

your prospective employer and shows you have not prepared. 

 

Emailing Your Résumé 

Sending your résumé by email is becoming a common way for recruiters 

to get them. Most companies offer this method as an alternative to the 

others, but there are few tips on how you should go about it. 

 

You should attach your résumé as a word document or PDF file, but 

preferably as a PDF file. These are the most common formats and is what 

most companies will accept. The subject line should read like this: Smith, 

John (clerical position). This makes it easy for the recruiter to know who 

the email is from and what it pertains to. It also assures your email will be 

read. 
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Some companies have certain subject line requirements, so you should 

follow them. If the company wants you to paste your résumé in the email 

itself, don’t send it as an attachment or it will be deleted. 

 

Faxing Your Résumé 

You will also need to include a cover letter when you fax your résumé. If 

you are not using your own fax machine, be sure to include your proper 

contact information. The rules for your cover letter are the same as for 

mailing your résumé, and more information pertaining to cover letters will 

be provided in a later chapter. 

 

Applying in Person 

For this type of application, you will want to dress appropriately; dress just 

like you would for an interview. Company’s usually ask you to apply in 

person if you are going to be working directly with customers. They ask 

for a walk-in because they want to get a look at how you present yourself.  
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Sometimes when you apply in person, the employer may give you a brief 

interview on the spot, to see if a formal interview is needed. 

 

You do not need to bring in a cover letter with your résumé when you 

apply in person. Sometimes you will be requested to fill out an application 

form. Fill it out in nice handwriting, smile and be polite. You want to leave 

a great first impression with all the people you meet. 

 

A Telephone Interview 

It is not particularly common for companies to ask you to call for an 

interview. This method is typically saved for jobs that include sales and/or 

jobs that are not easily applied using the other methods. A telephone 

interview is common when a company requires you to be on the phone a 

lot; it gives them a feel for your personality on the phone, and your ability 

to have a quality conversation. When partaking in this type of interview,  
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always speak in an eloquent and clear manner. Be polite and be prepared 

to answer any questions they may ask. You might approach the telephone 

interview like this: 

 

“Hello Mr. Brown, I am Mike Sandal. I am calling in regards to your ad in 

the Post about the clerical position”. If you are asked about your previous 

work experience, be prepared to answer quickly, explain how long you 

have been doing that type of work, and give a brief description of your 

duties. 
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Preparing for the Interview 

Once you get the call to interview, your preparation begins, and you can 

never over prepare for an interview. The more prepared you are, the 

harder it will be to make mistakes, so be sure to prepare yourself 

emotionally and intellectually. 

 

During an interview, you are a salesman. You are there to sell yourself to 

your prospective employer, and you want to market yourself in the most 

interesting way possible. A salesman that is knowledgeable, friendly and 

positive always closes the deal. 
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Do Your Research 

It doesn’t matter how much knowledge or experience you have about the 

position you are applying for if you don’t know anything about the 

company. It would be disastrous for you to go into an interview and not 

be able to tell your interviewer what their company is about. How do you 

plan on telling them why you would be a good addition to their company? 

 

A quick way to learn more about a company is looking on their website. 

You will find basic information– such as size, location and history –along 

with the names of key people and their job titles. You should scroll through 

most of their pages, especially the “About Us” section to learn about their 

mission and values, and the pages that show samples of their work and/or 

products. 

 

You can also look them up in social media posts, if there are any. Read 

articles about them and soak in as much information as possible. Also, 

check out the area surrounding the company; it could help break the ice 

during the interview. You can make a comment about a park you like to 

go to or one of your favorite restaurants that is nearby. A trickier way to 

get more information about a company is to call them on the phone and 

ask general questions, without referring to yourself as a potential 

employee. It’s an easy way to get news on upcoming events, promotions 

etc. 

 

Know Your Contact 

Before arriving at the interview, make sure you know the name of the 

person to which you will be talking. The interviewer will find it refreshing; 

it will show that you have prepared. Learn what they do for the company 

and try to get some samples of their work or achievements in the 

company. 
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If you know what department you will be working in, you may want to get 

the names of your potential colleagues and superiors prior to the interview 

as well. 

 

Find a good time to mention some of the things you learn about your 

potential colleagues in the interview, and how you look forward to working 

with them in the future. If you can, give an example of their work so you 

seem more sincere. 

 

Practice Your Responses 

If you are prone to nervousness, it will be beneficial to practice your 

responses to the questions that may be asked of you–a list of the most 

common questions will appear later on in the book. You should practice 

your wording and the tone of your voice. Try keeping your responses short 

and to the point, while still giving pertinent details as you can. 

 

While you are preparing your responses, you will also want to work on 

keeping your nerves under control. Some people use hand-gestures when 

they are nervous, and they can go overboard without even realizing it. 

Practicing your responses in front of a mirror will help you be more aware 

of your body language. 

 

Practice answering interview questions with a friend. Get his or her opinion 

about your responses, delivery and gestures. Your friend may have some 

nice insights for you to use during the real interview. 
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Dress the Part 

Know what you are going to wear the day before your interview, and make 

sure your clothes do not have any wrinkles or stains on them. Pick an 

outfit that best suits the type of job that you are applying for; if you are 

going to work in an office setting, you should dress conservatively. Try to 

avoid miniskirts, dresses or shirts that show too much skin. Soft earth 

tones are best for women, and a nice, dark suit is good for men. 

 

If you are planning to work outdoors or in an artistic environment, you 

can dress a little more casually. Just be certain to never wear denim jeans, 

over-sized clothing, and under-sized clothing. Women should also avoid 

wearing too much make-up. Even on hotter days, you should not wear 

sandals or gym shoes to an interview. Hats and other tasteless accessories 



 
Secrets You Must Know to Ace Any Job Interview 

15 

 

 

are also not recommended; they will make you seem unprofessional. 

 

Get Organized 

Make sure all of the things you will need for the interview are prepared 

the day before. Create a checklist of the things that you will need to 

do/bring to the interview. 

 

You should always bring an extra résumé to the interview, and make sure 

to take a note pad to take notes – only write down the important things 

you think you will need to remember. Keep a business card handy: it will 

make it easy for the employer to contact you and will show your 

professionalism. 
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Chapter 2 – How to Act 

 

How Should I Act? 

The way that you behave is one of the most important aspects of an 

interview; it’s not all in the words that come out of your mouth. 

 

Interviewers are not just wondering if you are skilled enough for the job– 

they want to know if you will fit in nicely with your co-workers. Your 

personality is a big part of your interview and can make all the difference. 

 

There are two things you shouldn’t do during an interview; don’t chew 

gum or breathe mints and don’t speak in slang. Gum will be distracting, 

and you need to use professional language with your potential employer; 

you don’t want to come off as unprofessional and rude. 
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There are many things you can do to alleviate some of the pressure during 

an interview, and the next few sections provides some tips. 

 

Show Confidence 

Be confident in your abilities without appearing cocky or narcissistic. You 

want your interviewer to see that you are equipped to perform the job 

well; point out your accomplishments in your field while remaining 

somewhat humble. When presenting your accomplishments, don’t go into 

too much detail. 

 

Body language plays a large part in exuding confidence to others. Sit up 

straight, practice good posture and keep your head up. 

 

Maintain a Positive Attitude 

Always smile and try to keep a positive outlook during your interview. If 

what you hear doesn’t sound appealing to you, don’t frown and look  
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disgruntled; keep a slight smile on your face until it is time for you to say 

something. Approach your interviewer with your questions or concerns 

when the time is appropriate. Your attitude says a lot about who you are 

as a person, so make sure you maintain a positive image of yourself. 

 

Maintain Eye Contact 

Keeping eye contact with your interviewer is important, especially when 

one of you is speaking to the other. If you are looking around the room or 

at the items on the interviewer’s desk, you will appear uninterested. 

Imagine how you would feel if you were speaking to him and he was 

looking all over the room; you would probably think you aren’t going to 

get hired. But let your eyes wander occasionally – you don’t want it to 

seem as if you are staring, either. 
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Body Language 

There are some things many people do when they are engaged in a 

conversation. Be aware of your body language, and make sure it is sending 

a positive vibe to your interviewer. Below are some of the most common 

things you should avoid when you are engaged in an interview. 

 

• Avoid fidgeting–it shows a lack of self-confidence. 

• Avoid speaking while using overly expressive hand gestures; they will 

be distracting. 

• Avoid biting your lips in between sentences; it will give the impression 

you are making things up. 

• Do not sit with your arms crossed, as it will make you appear stand-

offish. 
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• Do not shrug your shoulders when you are unsure of the answer to a 

question, just take a second to think of your response. Shrugging your 

shoulders gives the impression that you don’t know the answer. 

• Don’t answer with nods and head shakes; use your words to answer 

questions. 

• Don’t yawn in front of the interviewer; get plenty of sleep the night 

before. 

 

Your First Impression 

• During an interview, you want to give the best first impression that 

you can. There are many small things that you can do to assure you 

give the best impression possible, and they are as follows: 

• You can never be too polite to the person that directs to you the 

waiting area when waiting for the interview. A simple gesture, like 

asking how they are doing, can leave a great impression long after 

you are gone. 
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• While waiting to be interviewed, sit properly and behave as if everyone 

passing you by is your potential interviewer– they could be! Smile at 

people as much as possible. Do not act impatient or bored; some 

interviewers will keep you waiting just to see how you will handle 

yourself. 

• While waiting, do not eat or drink anything. 

• Don’t chat on your cell phone while waiting for your interviewer. It will 

make you seem distracted. 

• Greet your interviewer with a firm handshake and a smile. 

• Remain standing until your interviewer asks you to be seated. This is 

simply polite and shows proper etiquette. 

• Dress appropriately for the type of job for which you are applying. 

• Show yourself to be well-organized and have all things needed for the 

interview. 
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Chapter 3 – Your Résumé 

 

Your résumé may be the sole reason you got the interview in the first 

place, so make sure to bring a copy of it to the interview. 

 

You should tailor your résumé to highlight your qualifications, work 

experience and any education that best represents the type of work you 

are applying for. You should also include past work experiences and any 

accomplishments you have made in your field. 

 

You may also want to dress up your résumé to make it stand out a bit. A 

nice border would be elegant without distracting from the information. 

 

There are quite a few things recruiters hate to see on résumés, as well. 

I’ve included a list of some of the pet peeves that you should avoid when 

putting your résumé together. 
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• Do not hide or forget to include vital information on a résumé; a 

recruiter needs to see all of your important information without having 

to search for it. 

• Major gaps in your employment history leave a recruiter wondering 

about your work ethic. Be prepared to answer questions if you have 

gaps in employment. 

• Keep your summary short and to the point. 

• Use easy-to-read, simple fonts. Fancy fonts and colors will certainly 

catch the attention of the employer, but not in a good way. 

• Avoid writing your résumé as a narrative or in the first or third person; 

it is irritating to read and comes off as arrogant and/or egotistical. 

• Pictures and/or graphics on a résumé are distracting. 

• Do not lie or put misleading information on your résumé. There are 

many ways a recruiter can check up on you– and many do– so don’t 

lie. 

• Avoid adding unnecessary information on a résumé, such as your 

hobbies; you should save that space to describe any accomplishments 

you have made in your field. 

• Don’t send a résumé that doesn’t match the type of job for which you 

are applying. 

• Avoid using long paragraphs in a résumé; it will make it harder for the 

recruiter to read and will take up too much of his time. 

• Keep your résumé to one page, two pages maximum. 

• Date your work history with the most current jobs at the top. 

• List your previous work experience/duties, but don’t go in too much 

detail; recruiters want to get an idea of what you have done in the 

past. 
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• Check your spelling and grammar; one simple mistake will prove you 

are not keen on details and will jeopardize your chance at the job. 
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Chapter 4 – The Dos and Don’ts 

 

There are quite a few things you should and shouldn’t do during an 

interview, and I have listed them quickly in the table below. 

 

Dos Don’ts 

Arrive on time, or better yet 10 

minutes early. 
Be overly aggressive or egotistical. 

Refer to the interviewer by name. 
Spend too much time talking about 

money. 

Smile and use a firm handshake. 
Act uninterested in the company or 

the job. 

Be alert and act interested 

throughout the interview. 

Act defensively when questioned 

about anything. 
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Maintain eye contact at all times. 
Speak badly about past colleagues 

or employers. 

Make all comments in a positive 

manner. 
Answer with only yes or no. 

Speak clearly, firmly and with 

authority. 

Excuse your bad points about work 

history. 

Except any refreshment offered. 

Excuse yourself halfway through 

the interview, even if it is to use the 

bathroom. 

Promote your strengths. Ask for coffee or refreshments. 

 

The Restaurant Interview 

Sometimes recruiters will choose to conduct your interview over lunch or 

dinner. It creates a more relaxed setting for the recruiter, but remember 

it is still an interview; still maintain the same behavior you would have if 

the interview was being held at an office. 

 

This type of interview provides you with a relaxing way to talk about and 

sell yourself to the recruiter. Small talk is expected, but don’t bring up the 

topic of the interview until the interviewer does; he/she might want to get 

to know you a bit first. Below are some tips to consider when participating 

in a restaurant interview. 

 

• Talk about yourself, but do not get too personal. 

• Use basic table manners, like keeping your elbows off of the table, 

etc. 

• Always fold your napkin on your lap before eating. 

• Do not order messy or sloppy foods, such as ribs or an extremely large 

sandwich. Avoid pastas with thick sauces and French fries. 

• Do not order the most expensive item on the menu. 
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• Avoid alcoholic beverages. 

• When you get up to use the restroom, place your napkin on your chair 

or on the arm of your chair. 

• Don’t smack your lips or talk with your mouth full. 

• Always excuse yourself if you plan to leave the table for any reason. 

• Do not have your cell phone turned on. 

• Continue to speak formally to your interviewer unless requested not 

to. 

 

Closing the Interview 

Once you have finished answering all questions from the interview, it is 

important you end the interview well; the hard part is over and now and 

all that is left is for you close out the interview in the same winning 

manner. 

 

Wait until your interviewer stands up, or requests that you do, to give your 

closing statement. Thank the interviewer for taking the time to see you. 

Offer another firm handshake, and ask when you might know when you 

might expect to hear from them about their decision. Remember to send 

a thank you note that same day. 

 

Extra Tips 

With all of the information that was given in this book, you would think 

you have learned everything that there is to know about acing an 

interview. However, there are still a few tips you should know and a few 

more helpful hints. 

 

• Market your skills and related experience in the field that you are 

applying for. Be sure to do it in a way that is positive and not cocky. 
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• Researching the company before your interview is a good way to know 

where you would fit into it. It also lets the employer know that you 

really want to be a part of the company. 

• Bring your list of questions with you in a folder with the company’s 

name on it so you don’t forget them. You should also keep your extra 

résumés in there, too. 

• Describe your weaknesses as strengths. 

• Since many interviewers ask you what your biggest fault might be, 

you should pick a fault that is actually a good thing. Try saying “I give 

110% on projects, and won’t take on any if I can’t give it my best.” 

• Let your interviewer bring up the topic of salary first. 

• Don’t volunteer your personal opinions to your interviewer about any 

subjects unless you are asked. 

• Try to establish a good rapport with your interviewer. Be casual but 

professional, and most importantly BE YOURSELF! 
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Chapter 5 – Cover Letter 

 

Your Cover Letter 

Creating the perfect cover letter does not have to be a difficult task; they 

are generally short and to the point. Before writing your cover letter, you 

should know to whom the letter should to be addressed; don’t begin a 

cover letter with “Dear Sir/Madame” or “To Whom It May Concern;” it is 

disrespectful to your prospective employer and shows you have not 

prepared. 

 

The cover letter is one main reason employers look at your résumé. If it 

is written badly, the résumé might not even get a glance. In most cases, 

the cover letter is just as important as the résumé, so I have briefly written 

one with correct format and information. 
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The cover letter should begin with a basic greeting and the position that 

you are applying for. It should be no more than two lines long. The second 

paragraph should be a brief description of your qualifications and why you 

applied to work for them. The closing should announce an interest in 

hearing from them soon, and a thanking them for their time. Here is a 

sample of a successful cover letter. 

 

July 4, 2014 

 

In regards to: The available clerical position 

 

Mr. Joe Brown 

3232 Jackson St. 

Jackson City, FA 

32443 

 

Dear Mr. Brown, 

 

This letter is in regards to the clerical position that recently became 

available in your company. As my enclosed résumé will show you, I have 

three years of experience as a clerk. 

 

My experience includes document scanning, data entry, payroll activities 

and answering telephones. 

 

During my career, I have successfully integrated a new filing system for 

my previous employer, Wayne Law Firm, which increased their 

productivity by 33%. The filing system is still in use there now and has 

also been integrated into two other companies. I am an extremely friendly 

and organized professional with proven administrational skills. 
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I thank you for taking the time to read this letter. I hope to hear from you 

once you have had time to read my résumé. 

 

Respectfully, 

 

Your Name 

Enclosure (1) 
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Chapter 6 – Interview Questions 

 

Common Interview Questions 

Every interview involves the interviewer asking you a great deal of 

questions. Many of them are standard questions that every interviewer 

asks, and I’ve listed the most common questions you will encounter during 

an interview. 

 

By reading and practicing these common interview questions, you will 

have a leg up on the competition. You will also have time to prepare your 

answers so you won’t get stumped. Here are the most common interview 

questions: 

 

1. Tell me something about yourself. (Remember, say something 

positive.) 

2. How do you handle stressful situations? 
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3. How do you deal with criticism and stress? 

4. What is your definition of success? 

5. Why do you think you would be a good fit with this company? (This is 

where your research will benefit you.) 

6. Have you ever been fired? If you have, what was the reason? 

7. Where do you see yourself in five years? 

8. Do you prefer to work on your own or as a team? 

9. Why are you interested in working for this company? 

10. How will you handle differing opinions of your superiors? 

11. Why should I hire you? 

 

Practicing the answers to these interview questions will give you an edge 

over your competitors. Make sure to always use a positive tone, and don’t 

ever talk badly about previous employers, regardless of the reason; stick 

to the facts, not your opinions. 

 

Common Questions When Applying for Your First Job After 

College Graduation 

 

1. Tell me what your most rewarding college experience was. 

2. What extracurricular activities did you participate in? 

3. What have you learned in college that applies directly to this job? 

4. How have you prepared yourself for the transition from college to the 

workplace? 

5. Are you going to graduate school or going to attend a master’s 

program? If so, do you plan to continue working? 

6. How do you plan to manage graduate school and working? 

7. Did you get any hands-on experience in college? 

8. How do you feel that college has prepared you for this job? 

9. Have you ever done an internship that helped prepare you for this 

type of work? 



 
Secrets You Must Know to Ace Any Job Interview 

34 

 

 

10. What do you think is the best asset that you could bring to the 

company? 

 

Questions You Should Ask Your Interviewer 

It is important to ask a few questions of your own at the end of the 

interview; it shows you are organized, you are serious about working for 

their company and feel comfortable it is the right fit for you. You should 

steer clear of asking any personal questions, any salary questions or any 

questions that are not directly related to the job. 

 

If you wish, you may jot down some of the answers you are given for 

reference later on. Keep your questions simple and polite. Make sure you 

are asking questions about the job and/or work environment. 

 

Here are examples of questions you should ask your prospective 

employer: 

 

1. Why is this position available right now? 

2. How many times has this position been filled in the past five years? 

3. What should I do different from the last person that had this position? 

4. What would you like to see get done in the next six months? 

5. What are the most difficult problems this job will face? 

6. How much freedom do I have in the decision making process? 

7. What are my options for advancement? 

8. How has this company succeeded in the past? 

9. What changes do you envision in the near future for this company? 

10. What do you think constitutes success in this job? 

 

Questions Employers Cannot Ask 

There are many questions an employer cannot ask; some questions are 

illegal and do not have to be addressed. 
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When or if you do encounter some of these questions, there are ways you 

can respond to them. 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 he has 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. 

 

Simply ask how this question pertains to the job you’re applying for. Here 

is a list of the questions that are illegal for an interviewer to ask: 

 

1. Questions about your age. 

2. Questions about your marital status; they are inappropriate and can 

easily be mistaken for sexual harassment. Other inappropriate 

questions relating to this include whether or not you have children, 

your child care plans etc. 

3. Questions about your personal health. 

4. Questions about your ethnicity. 

5. Questions about your sexual preference. 

6. Questions about whether or not you have a disability. 

7. Questions about your arrest record. An interviewer can ask if you have 

ever been convicted of a crime, but they cannot ask you for what 

crime or how many times. 

8. Basically, any questions relating to personal information cannot be 

asked by an interviewer. 
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The Post Interview Follow-up 

Now that the interview is finished, the hard work is over. However, you 

still need to follow up on the interview. Sending a thank you letter is the 

best way to follow up; it should thank them for their time and 

consideration in seeing you. 

 

If you haven’t heard from the employer within a week, you should call the 

office and ask if they have reached a decision yet. This is not being pushy; 

it shows your enthusiasm and persistence. If they haven’t reached a 

decision, ask when you might expect to hear from them. If they don’t give 

an answer, try again in another week. 

 

 

 

 



 
Secrets You Must Know to Ace Any Job Interview 

37 

 

 

Chapter 7 – What Employers Are Looking For 

 

When an employer decides to conduct an interview, there are certain 

things he is looking for from you. Since everybody wants to have a leg up 

when it comes to acing an interview, it seemed appropriate to disclose 

what employers are evaluating. 

 

• Your Enthusiasm. Employers want to know that you are willing and 

eager to be a part of their company; sharing your knowledge about 

the company is a great way to show your enthusiasm. 

• Your Ability to Speak Clearly. Do not mumble or speak in slang– 

a prospective employer will not see you as a professional. 

• Teamwork Skills. You should explain your ability to work as a team 

with an example. 
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• Leadership Skills. You should demonstrate your leadership abilities 

by approaching your interview with an offensive mindset, and also 

with an example from previous employment. 

• Ability to Problem Solve. Employers needs to know that you can 

handle yourself when a problem arises. 

• Work Related Experience. You definitely want to show you have 

some experience in the field, so the employer knows that you will not 

be overwhelmed. 

• Community Involvement. Employers love to see that you have 

done volunteer work; it shows you take pride in your community and 

are willing to be a team player. 

• Company Knowledge. Employers like to see you have done your 

research about their company; it helps you expresses sincere interest 

in working for them. 

• Flexibility. Employers want to know that you are able to go with the 

flow. It proves that they can depend on you later. 

• Ambition and Motivation. Ambitious people are motivated to make 

improvements in the company as they work their way up the ladder; 

ambition usually leads to more money for the company. 

• People Skills. Your ability to get along with others is important; 

employers need to know you won’t ruffle any feathers when you are 

hired. 

• Professional Appearance. Be certain to dress appropriately for the 

job that you are applying for. 

• Ability to Multitask. Most days, you will be required to multitask. 

Even if your job won’t require it, employers need to know that you can 

handle completing several tasks. 

• Computer Ease. These days, just about every company in the world 

utilizes computers. The ability to work a computer with at least a 

minimal amount of ease is important. It is best to keep a leg up on 

the most common software like MS Office, Quark Express, and Linux. 
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• Reliability. Employers want dependable and reliable people working 

for them. Arriving on time is your first opportunity to demonstrate this 

skill. 

 

Employer Evaluations 

Employers are generally monitoring and evaluating you on three skill sets 

during an interview. Those skill sets can easily be broken down into three 

categories: content skills, functional skills and adaptive skills. 

 

Content Skills 

These are the skills that directly relate to performing a specific job in your 

profession. You obtain these skills by learning your craft in an accredited 

school through specialized training, work experience, attaining a degree 

and internships. It shows an employer you have acquired all of the 

knowledge you will need to perform your job efficiently. If you do not have  
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this type of skill available, you can simply express you are looking into 

specialized training, and/or would be willing to start. It may not be exactly 

what the employer is looking for, but it will show you have initiative. 

 

Functional Skills 

These are the skills that reflect your ability to work with others and how 

you incorporate data; this is how an employer decides whether or not you 

are a team player. An employer will draw conclusions about your ability to 

work with others based on your reasons for leaving previous jobs or if you 

were fired. If you have been fired before, don’t lie and do not act bitter 

about it when discussing the reason. Be up front and sincere; express that 

it was a learning experience for you and tell them what you learned from 

it. 

 

Adaptive Skills 

During your interview, the employer will be evaluating you on your general 

ability to get along with him/her. Your general personality traits and 

temperament are monitored during this time. 

 

When faced with a difficult question, you do not want to get defensive or 

angry; take a few seconds to think about what you should say, rather than 

saying something you will regret. If you are stumped, simply explain you 

are a little nervous to gain a few extra seconds to answer. You want to 

appear at ease– as much as you can– during your interview. You want the 

employer to think you anticipated everything that he was going to say. 
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Chapter 8 – Summary 

 

You have learned everything you need to know before you attend your 

next interview, and you have learned the skills needed to get, and be 

successful in, any interview. As promised, you will approach your next 

interview with a leg up on the competition. After reading this book, you 

have learned: 

• How to get the interview of your dreams. 

• How to prepare for the interview. 

• The best way to behave during an interview. 

• How to make a great first impression. 

• How to build the best résumé for your dream job. 

• How to create a winning cover letter. 

• What to do during a restaurant interview. 

• How to dress for success. 

• How to close an interview. 

• What question you will be asked during an interview. 

• What questions you should ask during an interview. 

• What questions cannot be asked during an interview. 

• How to follow up on your interview. 

• What employers are directly looking for from you. 

 

You have learned everything you need to know in this guide, and probably 

even a little more. If you have read and used all of the information in this 

book, then you have increased your chances of getting that job by 100%. 

So relax, and go get that job! 
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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 – 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  
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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. 

 

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. 

 

 

 

 

 

 

 

 

 

 


