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o/ o

ability to do job, 123-124, 283
absenteeism, 46. See also
time off
ACAS website, 219
achievements. See also failure
CV section, 282
disappointing, 116-117
talking about, 28-29, 41-43
actions, CAR stories, 36, 48,
268-269
active listening, 26
adaptability as skill, 12
age, 175-180, 187, 210-212
ageism, 175, 212
ambition as skill, 20
analytical concepts, 201-207
anger, losing your temper, 54
animal question, 128-129
apparel, 21-22, 256, 262
applications, 98-99, 16€9--1/0,
283
appraisals, 61-62
aptitude tests, 251, 232
arms, body language, 27
arrest record, 219-220
articulation of words, 29
ask for referrals, 284-285
asking questions. See questions
to ask
assessment centre evaluation,
233-237
assessors, 233, 234, 235
attitude to risk taking, 56-57
authority, response to, 54-55

ol e

background question, 36-38
bad breath, during interview, 23
Barclay, Liz (author), 178, 201, 210
Belbin, Meredith (researcher), 67
Belbin’s team types, 67-68
best self and confidence, 276
big fish/small fist, 198-199
big picture awareness, 12-13, 246
birthplace guestion, 217-218
bizarre ¢ri=s:ions, 126-132
blamiry ntners, avoiding, 43
boaylaiiguage
<ve contact, 26, 230, 235, 251, 263
final impression, 251
first impression, 28, 263
mirroring interviewer’s, 272-273
performance polish, 26-29
posture, 27, 279-280
reason to hire questions, 44-45
smiling, 28-29, 31, 263
vocal performance, 28, 29, 235
Body Language For Dummies
(Kuhnke), 273
body odour, 23
books, reading, 222-223
boss. See management
break rules occasionally, 122-123
breathe, for confidence, 278
bullet point answers, 268, 275
Burton, Kate (author), 40, 280

oo

CAB website, 219
candidates for job. See specific
topics



CAR stories, 36, 48, 268-269
carbon neutrality, 104-105
career changes, 180-188
career development with new
company, 106, 110, 245-246
career planning as skill, 19
cartoon character question, 129
challenge, CAR stories, 36, 48,
268-269
change, responses to, 50-51, 95, 97,
98, 179
chemistry in interview, 8
childcare arrangements, 198, 213
children, 198, 212-214, 213
chitchat, prepare for, 31
Citizens Advice Bureau (CAB)
website, 219
clearing system, university, 161
closed questions, 44, 120-126
clothing, 21-22, 256, 262
coaching, 147
colleagues, 62-63, 199, 200
commitment, 8, 185-186, 188
communication skills, 9, 19. See
also people skills
company culture, 57, 246-247
company research. Se¢ research
the company
company size ques‘icns, 198-199
compensation. Sce money
competencies, 7, 136. See also
skills
competency-based interviewing,
succeeding at, 135-155
competition
for job, 117-118, 119-120
rating new company against, 94
this jobs to others, 99-100
composure in pressure interview,
114
computer skills, 20, 51-52
confidence, 7, 8, 26, 30, 250,
275-280
Confidence For Dummies, 2nd
Edition (Burton and Platt), 280
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Confidence: Transform the Way You
Feel (Yeung), 30, 280
conflict, handling, 70
contact information, interviewer, 231
co-operation, define, 202
coping, 50-51, 56, 187-188
corporate social responsibility
(CSR), 104
co-worker. See colleague
create ideal career, 3
create the right impact, polish,
25-29
creativity, talking abeut, 49
criminal record, 219-220
crisis of colleague question, 200
criticism, resnonse to, 7, 154
culture, company, 57, 246-247
current aitairs, personal, 224-225
currer.tj b
cew piimentary/positive, 271-272
quecstions about your, 73-87
reasons to leave, 85, 96-97
references from, 254
current notice period, 86
curriculum vitae. See CV
customer service skills, 69-70,
148-153
CV (curriculum vitae)
best skills/experience, 281-282
career changes, 180-188
critical review, 284
extra copies to interview, 23
gaps in, 188-193
interview invitations, 13
preparing, 23
second opinion on, 284
typos on, 282
work question responses on, 73
CVs For Dummies, 2nd Edition
(Ferguson & Kennedy), 23

o) e

days off, 46, 216, 225-226
day-to-day responsibilities, 74-75



decision making, 10, 182-183, 197
define key concepts, 201-203
degrees. See graduates
delivery feedback, 271
demeanour, 236-237, 271
detail orientation, 49-50
determination as skill, 10-11, 19, 20
development as skill, 11, 19, 40, 80
difference, making, as motivator,
40
diplomatic skills, 70-71
disabilities, health, 227-228
disappointment, dealing with, 55
discrimination, 209-220, 219
discussion, questions into, 247-248
disillusionment, 183-184
diversity in new company, 103
dream job, describe, 100-101
dress, 21-22, 256, 262
drive as skill, 10-11, 19, 20
duties in current job, 74-75

oF e

earnings. See money
education. See graduates
email for follow-up, 252
empathy to colleague question, 200
employers. See a/sc.carrent job;
new job;piavious job
apply to large and small, 283
researching, to deliver a great
interview, 15-17, 267-268
English as native language,
216-217
enthusiasm, 19, 26, 244-245, 263
environment, good working, 202
environmentally-friendly, 104-105
The Equality Act of 2010, 210
estimate, numerical, 203-206
ethics, 104, 199
evaluation
by assessment centre, 233-237
fitness, 102-107
of interview, 254-257

Index 289

experience
career changes, 180-188
on CV, 180-188, 281-282
describing, 36-38
getting more, 13, 182-183
high-level of, 175-193
key skills in job ads, 19, 20
older candidates, 175-180
part-time work, 166-167
return to work, 188-193
expressing interest in the job, 45
eye contact, 26, 230, 235, 251, 263

ofF e

Facebook, 5260, 218-219
failure, 43/3++35, 153-154
faults, 64-55
fear, greatest, 131-132
feeatack, 150-151, 256-257, 271
erguson, Lois-Andrea (author), 23
t'dgeting during interview, 27
films, talking about, 223
final impressions, making, 250-251
Financial Times, 89, 90
finishing the interview, 249-252
firing, 190-191
first impressions, 28, 30-31, 263
fitness, new company, 102-107
five years from now, 106-107
flexibility, 12, 19, 50-51
follow-up, 252-257
format for interview, 22-23
friends
ask to interview you, 270-271
description of candidate, 63-64

oG o

gardening leave, 86
gender and dress, 21-22
gimmicks on CV, 282
goals
failure to achieve, 153-154
older candidates, 178-179



goodbye, smile during, 29
graduates

questions for, 159-170

school leavers, 170-174
greetings, first impressions, 28, 263
group exercise, assessment

centres, 235-236

group leisure time activity, 220-221
The Guardian (newspaper), 224
guesstimates, numerical, 203-206

o H o

hands, body language, 27
handshake, first impressions, 31, 263
health questions, 46, 225-228
Healy, Liam (author), 232

hello, first impressions, 28, 263
hi-tech interviews, 230-231
holidays, religious, 216

honesty, 43, 60, 136, 188, 269
humour, care regarding, 58
hypothetical questions, 195-201

o] e

I statements, 137

icons in book, 3

ideal career, creadng, 3

illegal questior’s
age, 175, 178, 210-212
arrest record, 219-220
birthplace, 217-218
children, 197-198, 212-214
criminal record, 219-220
dealing with discrimination, 219
English as native language, 216-217
marital status, 212
plans to have children, 213-214
pregnancy, 214
reality of dealing with, 210
religious beliefs, 215-216
sexual orientation, 215
sick child, 197-198
social media privacy, 218-219
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impressions
final, 250-251
first, 28, 30-31, 263
in-depth company information,
16-17
industry, reason to work in, 97-98
inflection, 29, 235
influence. See persuasion skills
initiative as skill, 10-11, 20
interests outside work, 41, 42, 169,
220-228
interrogation of interviewer, 248
interview. See specific.topics
interview question¢. See also
specific topics
about your work, 73-87
asking questions, 241-248
basiciion ckilis, 45-52
descril 2 your goals, 96-102
evi-rienced candidates, 175-193
goneral, about yourself, 35-45
graduates, 159-170
hypothetical, 195, 196-201
illegal, 209-220
outside interests, 41, 42, 169,
220-228
people skills, 65-71
reasons for new job, 89-111
school leavers, 170-174
‘tell me about yourself’, 36-38
tricky types of, 229-237
work, questions about your,
73-87
interviewers. See also specific
topics
basic factors desired by, 7-8
competency-based, 137-140
feedback from, 256-257
key skills and qualities, 8-13
mirror body language of, 272-273
overcome common worries,
53-58
power of, 265
rating, 118
talking about yourself with, 35-52



intonation, 29, 44-45, 117

in-tray paperwork tests, 233-234

introduction to panel interviewers,
229

invitations to interview,
increasing, 13

° ] °

job ads, 17-20, 37, 141-142

job applications, 98-99, 169-170,

283

job description, requesting, 92

job offers, 46, 100, 191-192, 201, 250

job search. See also CV
personal networking, 75, 151, 284
suitability for job, 123-124, 283
troubleshooting, 281-286

job stress, coping, 56

job-share position, 242

judgement, prioritisation skills, 47

oo

Kennedy, Joyce Lain (authoi}, 23
key concepts defined, 20!-203
key skills. See also ski'ls
link job ads to, 17-20, 37, 141-142
qualities, 8-13
key word intenatien/inflection, 29
Know Your Rights page, Trades
Union Congress (TUC)
website, 219
Kuhnke, Elizabeth (author), 273

o/ o

last book you read, 223

late to interview, 261-262

leadership
competency-based, 143-148
define, as question, 202-203
difficult decisions, 144-145
key skills in job ads, 19
mistake and remedy, 145-146

Index 29 ’

leading questions, 115-120

legs and body language, 27

leisure time activity, 220-221

lessons learned
graduates, 162-163, 167-168
previous jobs, 78-79

letters, sending follow-up, 252-253

link job ads to key skills, 17-20, 37,

141-142

listening, 26, 200

location of interview, 22

location of relocation, 125

long answers, avoiding, 264

losing your temper, 54

Luton Airport Tect. 265

ol o

magazine, bring to interview, 23
making a difference as motivator,
40
I1anagement
candidate management skills, 81-82
competency-based, 143-148
current manager’s biggest failing,
84-85
description of candidate by boss,
60-61
disagreement with decision
question, 197
minor failings, 85
new company manager preferred,
105
performance measurement, 78
positions, questions to ask, 242
rate current line manager, 84
references from, 254
significant project, 143-144
weekend work, 200-201
marital status, 212
marketing experience, 20
marks, graduates, 161, 171
mature candidates, 175-180
mature university students,
164-165
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medical conditions, health
questions, 227
Microsoft Office software, 52
mirror body language of
interviewer, 272-273
mission, 147
mistakes in interview, 261-266
mock interview by friends, 270
money
adequate level, 110
current earnings, 108
drop in, career change, 187-188
earnings in two years time, 111
importance to you, 108-109
as motivator, 40
negotiating alternatives, 111
new company, 107-111
questions to ask, 245
too expensive for new job, 110-111
‘what are you worth’, 109, 111
when to discuss, 265-266
monologues, avoiding, 264
monosyllables, avoid answering in
264
motivation, 10-11, 19, 40-41_t5-66
movies, talking about, 223
music to increase confideace,
278-279

o\ o

National Association for the Care
and Resettlement of Offenders
(NACRO) helpline and
website, 220

negative questions, 114-120

networking

to get last job, 75
personal, 151, 284
social media, 59-60

Neuro-linguistic Programming For
Dummies, 2nd Edition (Ready
and Burton), 40

nerves, overcoming, 30, 114,
275-280

new job. See also job offers;
research the company
career development, 106, 110,
245-246
fitness, 102-107
money questions, 107-111
questions about employer, 89-96
talk about what you want in,
89-111
what you seek, 96-102
news, questions about, 224-225
newspapers, 23, 224
next steps after interview, 249-250
nonverbal commurication. See
body langurage
nonvocational adegrees, 163
notes, taking alter interview,
251232
notice neriod, 86
numier of questions to ask, 243
ricmerical challenges, 203-207
nuamerical rating on self, 52

o () o

offers, 46, 100, 191-192, 201, 250

older candidates, 175-180

oral communication skills, 28, 29,
234-235

organisational skills, 12, 47-48

outside interests, 41, 42, 169,
220-228

overqualified for job, 124-125

opPoe

panel interviews, 229-230

paperwork, 121-122, 233-234

part-time position, 166-167, 242

part-time study, 170

passion about work, 41

pauses, use during interview, 29, 133

people skills. See also customer

service skills

competency-based, 148-153



customer service skills, 69-70,
148-153
difficult people, 148, 149-150
discussing, 65-71
as key skill, 9, 19, 149
performance, interview
appraisal, 61-62
assessment centre, 233-237
confidence, 26, 30
creating the right impact, 25-29
first impressions, 30-31
improvement, 62
measurement of, 77-78
rating interview, 255-256
rehearsal, 30
person most admired, 130
person you’'d like to meet, 131
personal criticism, handling, 7
personal effectiveness, 153-155
personal issues, 177, 184-185
personal questions, 37, 220-225
personality defects, 115-116
personality skills, 19, 35, 115, 126
personality tests, 231, 232-233
persuasion skills, 9, 149
planning skills, 12, 142-14€
plans to have children, 215-214
Platt, Brinley (author), 280
pointing at interviewers,
avoiding, 27
political leanings, 224
position, knowledge on specific,
91-92
positivity ritual, confidence, 279
post-interview notes, 251-252
posture, 27, 279-280
Povah, Nigel and Lucy (authors),
233
power of interviewers, 265
practice. See rehearse
pregnancy, 214
premises, visit, to research the
company, 17
preparation for interview. See also
research the company
days before, 22-23

Index 2 93

dress for success, 21-22
link job ads to key skills, 17-20,
37, 141-142
questions to ask, 241-247
rehearsal, 30
presentation skills, 68-69, 234-235
pressure, working well during, 48
pressure interview
closed questions, 44, 120-126
composure, 114
handling, 113-134
leading questions, 115-120
stumped by questicn, 132-134
weird questions, 128-132
previous job. Sec aiso current job;
experience
contactirg reierences, 86-87
how diaveou get last job?, 75
reascn you left, 79-81
skilsiearned in, 78-79
wrvde in achievement, 42-43
primary effect, 250
principles, asked to act against,
hypothetical questions, 196
prioritisation skills, 47, 234
problem-solving
numerical challenges, 203-207
as skill, 10, 36
products, 2:1 rule on comments,
92-93
professional help on job search,
286
projecting confidence, 275-280
proofing CV, 282
psychometric tests, 231-233
Psychometric Tests For Dummies
(Healy), 232
public presentation skills, 68-69
punctuality, talking about, 45

o () o
qualifications for jobs, 124-125
questions to ask
avoid interrogation, 248
avoid no questions, 266



questions to ask (continued)
big picture, 12-13, 246
company culture, 246-247
into discussion, 247-248
dress code, 21, 262
enthusiasm, 244-245
future development in company,
245-246
during interview, 241-248
for managerial positions, 242
money, 245
new employer, 89-96
number to ask, 243
part-time/job-share position, 242
preparing, 241-247
rating interview performance, 256
relevance, 243, 247, 248
for short-term contracts, 242
tailoring for specific
opportunities, 243, 244

o R e

radio listening, 224
random question interview, 270
rating
customer service skillz, £9-70
interview rapport..%25¢
new company/camreetition, 94
progress/achicvement, older
candidates; 176-177
yourself, 52
reading, 222-223, 280
Ready, Romilla (author), 40
reason for attraction to new job,
93-94
reason for career changes, 180-181
reason to hire you, 106
reason to leave current job, 85,
96-97
reason you left previous job, 79-81
recency effect, 250
receptionist, rudeness to, 262-263
recognition as motivator, 40
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redundancy, 178, 190-191, 192
references, 86-87, 254
referrals, ask for, 284-285
regrets, 44, 172, 173
rehearse
mirror interviewer body
language, 272-273
numeracy, 207
out loud, 269-270, 276
performance polish, 30
random question, 270
relative age, 211
relaxation, 56
relevance of questions, 243, 247,
248
reliability, 45-4¢
religious beiiets, 215-216
relocation 125
resear<h the company
ged environment, 202
interview preparation, 15-17,
89-91, 267-268
money questions, 109-110
rating new job, 93, 94
rating performance, 255
vital information, 16
response to authority, 54-55
response to change, 50-51
response to job stress, 56
responsibilities, daily, 74-75
responsibilities, seek more, 80
results, CAR stories, 36, 48,
268-269
retirement, 179-180
retraining, redundancy, 178, 192
returning to work, 188-193
revamp, hiring for, 93
review interviews, 285-286
risk taking, 56-57
ritual and confidence, 279
role-play simulations, 236-237
rude to receptionist, 262-263
rules, break occasionally,
122-123
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salary. See money
sales
adequate money, 110
describe last sale, 151-152
familiarity with products, 93
key skills in job ads, 19, 20
pencil question, 126-127
school leavers, 170-174
second opinion, job search, 13,
283-284
security, job, 80
self-awareness, 60-65
self-development, 40, 80
self-employment, 192-193
self-motivation, 10-11, 19, 40-41,
65-66
self-rating, 52
selling yourself, 44-45, 58-59
senior candidates, 175-180
services, 2:1 rule on, 92-93
sexual orientation, 215
shake hands, 251
shop visit, research, 17
short answers, preferred, 264
short-term contracts, 242
sick child questions.157-198
sickness record. 46, 225-226
simulations, 236-257
single employer questions, 177-178
sit, wait for invitation to, 31
situational analysis, as skill, 10
skills. See also people skills;
specific skills
basic job skill questions, 45-52
best, on CV, 281-282
CAR stories, 36, 48, 268-269
career change, 182-183
competency-based, 142-155
computer skills, 20, 51-52
CV section, 282
link job ads to key, 17-20, 37,
141-142
management skill, 81-82

Index 295

organisational skills, 12, 47-48
in previous jobs, 78-79
qualities and key, 8-13, 102-103
team, adding to, 102-103
‘tell me about yourself’, 36-38
time management, 46-47
from university, 162-163
Skype, 231
Small Business Employment Law
For Dummies (Barclay), 178,
201, 210
small talk, prepare for, 31
smiling, 28-29, 31, 262
social media, 59-6€C 213-219
social responsikility, corporate,
104
software skils, 51-52
spontancaus job offers, 201, 250
sports 220, 221-222
star date at new company, 107
storting over, career change,
186-187
stories, CAR, 36, 48, 268-269
story telling, 129-130
strengths, 28-29, 38-39, 117-120,
251
stress, coping with job, 56
stumped by question, 132-134
subject to reference offers, 46
Succeeding at Assessment
Centres For Dummies (Povah),
233
suitability for job, 123-124, 283
suits, as interview dress, 21-22
support as skill, 19, 20
sweating, during interview, 23

oJ e

tact, 70-71

taking notes, post-interview,
251-252

talking about yourself, 35-52

talking during interview, 27, 28

teacher, favourite, 128



teams and teamwork
Belbin’s team types, 67-68
coach and develop, 147
define, as question, 201-202
description of candidate by, 63
difficult team member, 148
inspiring, 146-147
people skills, 65-66
role on, 66-67
as skill, 11, 19, 20
skills/qualities added to, 102-103
technology
computer skills, 20, 51-52
hi-tech interviews, 230-231
The Telegraph (newspaper), 224
telephone interviews, 230-231
‘tell me about yourself’, 36-38
testing, assessment centres, 231,
233-237
thank you, 231, 251, 252-253
think of best self, confidence, 276
thinking skills, 142-146
tidy desk question, 48
time
earnings in two years, 111
late to interview, 261-262
length at new job, 105-106
management skills, 46-47
on mock intervievs, 270
to prepare answers, 268, 275
regular, for joh search, 285
working hours, 120-121, 200-201
time off, 46, 216, 225-226
tone of voice, 29, 44-45, 117
Trades Union Congress website,
219
travel for work, 125-126
travel time to interview, 22,
261-262
truth, 43, 60, 136, 188, 269
Twitter, 59-60
2:1 rule, 83-84, 92-93
typos on CV, 282
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o lf o

unemployment, long-term, 191-192

unethical actions by colleague, 199

Unique Selling Point (USP), 58-59,
94-95

university graduates, 159-170

University of Kent website, 232

unusual questions, 126-132

o/ o

values, 277-278

video interviews, 251

vision, 147

visit premis<s; company research,
17

vital ceinpany information, 16

vocal performance, 28, 29, 235

>/ o

wages. See money

weaknesses, 39, 64-65

website for book, 3. See also
specific websites

weekend work, 123, 200-201

weird questions, 126-132

work. See current job; experience;
previous job

working hours, 120-121, 200-201.
See also time off

worries, 53-58, 118-119

wrapping up the interview,
249-251

write interview answers, 268

write your values, 277-278

oyo

Yeung, Rob (author), 30, 280, 286



