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by Michael Farr

Despite all the increases in sophisticated technology, most people still get hired-or screened out-based on a personal interview. This low-tech interaction remains the most important part of getting a job offer.

An effective job search requires you to get as many traditional and nontraditional interviews as you can. A certain amount of judgment is required for you to know how to act in various kinds of interviews. If there is a job opening you should behave differently than in an interview where no opening exists.

Fortunately, there has been much research on the interview process. That research indicates that some things are clearly very important to an employer in deciding on one person over another.

What do employers find important, and what can you do about it? The following review of the interview process will give you enough information for most situations.

The Seven Phases of an Interview:

1. Before you go in. What transpires before the interview is very important. Before you can actually meet the prospective employer, you often have indirect contact with those who know the interviewer. You might even contact the interviewer directly, through correspondence or a phone call. This contact creates an impression.

2. Opening moves. You’ve gotten to the right office, on time, and the interviewer now walks into the room. What happens now? While this may seem obvious, the first thing that will happen is that he or she will see and react to you. Your appearance counts. Dress and groom like the interviewer is likely to be dressed-but neater.

3. The Interview Itself. If you have created a reasonable positive image of yourself so far, an interviewer will now be interested in the specifics of why they should consider hiring you. This back-and-forth conversation usually lasts from 15 to 45 minutes and many consider it the most important-and most difficult-task in the entire job search.

4. Closing the Interview. A few things to remember as the interview comes to an end:

· Don’t let the interview last too long.
· Summarize the key points of the interview.
· If a problem came up, repeat your resolution of it.
· Review your strengths for the job.
· Use the “Call-Back Close.” 

5. Following Up. The interview is over, you made it home, and now it’s all over, right? Wrong. Following up can make the difference between being unemployed and getting a good job fast.

· Make notes on the interview.
· Schedule a follow up.
· Send a thank-you note.
· Call when you said you would. 

6. Negotiating. Once a job offer is made, negotiations can be as simple as saying, “When can I start?” However, there is far more you should know about negotiating a job offer. Keep in mind that the time to negotiate is after you’ve been offered the job.

7. Making a Final Decision. To make any important decision, consider the alternatives in a systematic way. Simply writing the pros and cons for yourself and for others will help you make good decisions. It’s that simple.

Michael Farr, founded JIST Publishing, Inc. and continues to lead and manage the company. He is also the organization’s primary author (including “The Quick Interview & Salary Negotiation”) and source for video content. JIST Publishing, America’s Career Publisher, is a national authority on job search, career exploration, and occupational information.
