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seeking process dihag danao al juw pghit ad

3. Develop a customized résumé and 1}l
cover letter. ailéall clpl awus e aliol gudli 4.
4. Discuss examples of how to interview i el
\ and negotiate successfully. ) U e UAghatlg )
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4. Stage Four: Interviewing

«  When your average college graduate thinks of the
job-seeking process, he or she thinks about the fourth

stage, interviewing.. But for others, the work in the

previous stages will benefit you during the proy
_ interviewing stage ) e« %
~ ™) \_ f
allaoll aeilll dlapall 4. | &
puill 9S1. bl elial . il alayall 4 jSé) ails L g | _ ,|
Jia e dajlull Jalpall L Joell glé . gyail
. dlleall dlape )

Dr. Raef Baraka



MIDOCEA|

UNIVEDSITVI'

The Job-Seeking Process Jac gecdadlddac

~

4. Stage Four: Interviewing

As you prepare for the interview, you already have a clear sense of who your audience is and what they
are looking for in a candidate. Furthermore, your first communication interactions with the potential
employers (your résumé and cover letter) not only highlighted you as a candidate but also began to

demonstrate how you'll fit into their organization.

\_ )
é Y
allaoll daill dlapall 4.
dgile pupall 4 aic yginy sill Log ¢liggas g (pot pidlg yulwa] Jealli clial . dllsall uAnill clifl
hlui al (@dheill alhag ailall elipuw) Jlainall Jael alunl go lgill Jlaill cilelai gla . el e
Agiuwge po pelliv S jlghl La LA cis Ji . cuund 2dpes clilc egal
\_ J

Dr. Raef Baraka



MIDocEAN

UNIVERSITVII

The Job-Seeking Process Jac gecdadlddac

-
4. Stage Four: Interviewing
« Although securing an interview is an exciting milestone in the job-seeking process, you're still several

steps away from being hired. To land the position, you must do two important tasks: prepare and

practice.

1
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4. Stage Four: Interviewing

Before the Interview

« To demonstrate professional excellence, you will need to prepare your message, anticipate
the questions, script your answers, practice your answers, prepare your appearance, and

\ reduce your nervousness.
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4. Stage Four: Interviewing

A. Prepare your message
« By reviewing your skills, the job posting, and your research, you can determine exactly what

information to present during the interview. Prior to walking into your interview, you should have a
clear understanding of the information you plan to present. Begin by looking at the job posting. What

qualifications are a must for this position? How do you meet each of these qualifications?
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4. Stage Four: Interviewing

A. Prepare your message

Review the duties you'll be responsible for in this position. If you have to write, make a list of examples
that show you are an effective writer. Then, gather some samples of your writing to bring along to the
interview. Review your résumé and cover letter. What information do you want to restate in the

interview? What are examples or experiences that illustrate the skills highlighted on your résumé?
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4. Stage Four: Interviewing

A. Prepare your message

In the end, you should be ready to discuss specific examples, stories, and experiences that are relevant
to the position. Finally, make a list based on important points you learned while doing your research.

This list should include things you learned about this company that made it appealing to you and

questions you may have about the position or the organization.

\_ _J
é Y
allsall dcil aapall 4
¢lillwy jga A
Jasoi ad . jal uaiall aba ald 8axve yhig yandg dliel dddliel Ireiue ggsi of . algill g -
e lgialei Lill clubill dailall oim paudili of woy ol eljal cliff lgialod il dagall blaill e clis dails
" dabhiallgl cuaiall Jga elial ggsi ad il aliwillg ell &4l3a lgilea il aSpill o3n
\_ )

Dr. Raef Baraka



MIDocEAN

UNIVEDSITVIl

The Job-Seeking Process Jac gecdadlddac

e
@ )
4. Stage Four: Interviewing
B. Anticipating Questions

Once you have completed your lists and reviewed your research, it's time to practice answering
guestions. You can never be 100% certain about what's going to be asked during the interview, but you

can make some educated guesses.. Begin by imagining yourself as the interviewer. If you were going to

hire someone for this position, what questions would you ask?
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4. Stage Four: Interviewing
B.

Anticipating Questions

How could you learn more about the interviewee’s qualifications and skills? What would you be looking
for in his or her answers? This exercise can help you anticipate possible questions, but it should also help
you formulate stronger answers to those questions when the time comes for you to answer them. Next,

check out some resources that include sample interview questions as well as some helpful tips.
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4. Stage Four: Interviewing

B. Anticipating Questions

 Books such as Best Answers to 201 Most Frequently Asked Interview Questions, 301 Smart Answers to
Tough Interview Questions, and The 250 Job Interview Questions You'll Most Likely Be Asked provide a
variety of possible questions.. Practice both behavioral and traditional questions. Behavioral questions

explore how you have handled past situations and ask you to respond to hypothetical situations.
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4. Stage Four: Interviewing
B. Anticipating Questions
« Traditional questions include standards like: Tell me a little about yourself. Why did you apply for this
position? What makes you qualified for this position? Why should we hire you? What are your strengths
and weaknesses? What would your former employer say about you? What are three words that describe
you? What are your short-term goals? What are your long-term goals? Do you have any questions for us?
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4. Stage Four: Interviewing

C. Scripting Answers

* When it comes time for the interview, remember you are in control of your answers. The interviewer may ask slightly
different questions from the ones you've practiced. Yet, the information you present during the interview should be the
same information you practiced prior to the interview. The purpose of practicing is not to guess the exact questions

that will be asked—it's to learn to professionally present important information about your qualifications for the

L position and your fit in the organization. )
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. Practicing Answers

Stage Four: Interviewing

Reading questions and thinking through the answers is an effective way to begin practicing, but to be
fully prepared, you must take part in mock interviews. Enlist the help of family members and friends to
run through questions with you. Have different people take different approaches to the interview. Have

some mock interviewers smile and give you a lot of feedback. Have others be stern and cold and
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Preparing Your Appearance

* Your interviewing attire is, in a sense, a uniform that identifies you as a professional.
« The main piece in an interviewing uniform is the standard business suit. For men, that suit

includes a jacket and pants. For women, it includes a jacket and skirt.
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Business - Formal Business

Business Casual Smart Casual Casual
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4, Stage Four: Interviewing A
F

Reducing Nervousness

« For many job seekers, interviewing is an uncomfortable communication interaction for several
reasons. First, it is a high-pressure situation in which all eyes are on you. Next, your desire to land
the job increases whatever anxiety you might normally feel when communicating with strangers.

Finally, many job seekers do not feel comfortable “tooting their own horns.”
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Stage Four: Interviewing

Reducing Nervousness

Being at your best mentally and physically reduces nervousness. Preparing and practicing will
help you be at your best mentally. But you also need to be at your best physically. This means
getting a proper night's sleep before the interview. If you have failed to prepare in advance,

staying up all night prior to your interview will only make you look and feel less than your best
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10 Ways to Calm Your Nerves Before

A Job Interview.

Research the

company & do lots of
interview prep

Pump Yourself Up

With a high-energy
playlist

Breathe

Take a mindful
moment to focus on
your breathing

Visualise

—
o
Imagine what a

successful interview
would look like

Positive Self-Talk

Practice self-
compassion to uplift
your mindset

Mind Your Posture

With confident body
language

Limit the Caffeine
Nl

Swap coffee for tea to
avoid the jitters

Plan a Treat

ol

Plan something to
look forward to after
the interview

Make a Gratitude
List

Write a list of good
things in your life &
career
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4. Stage Four: Interviewing

During the Interview
« Arrive for the interview at least 10 minutes early. When waiting for your interview to begin, show
patience and professionalism. Remember that you are being interviewed during every interaction with
the organization, whether you're interacting with the official interviewer or not. So treat everyone from
the parking attendant to the receptionist to the CEO with the same level of professionalism and respect.
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4. Stage Four: Interviewing
During the Interview
«  When you meet the interviewer, look him or her in the eye and shake his or her hand. Your handshake
should be firm. This means you do not want an overpowering, bone-crushing shake, nor do you want a
wimpy, limp-wristed shake.
« Remember: First impressions are extremely important when interviewing.
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4. Stage Four: Interviewing
During the Interview
 During the interview, try to monitor your nonverbal communication. Sit up straight, maintain eye
contact, and avoid speaking too quickly or using vocal fillers. If you are asked a question that you need a
moment to think about, take that moment to think. Do not fill the silence with “umms” and “aahs.” The
bottom line is that nhonverbal cues do bias interviewer ratings.
. J
@ Y
allsoll :dsulll dlapall 4.
aliléall elifi
g . @ﬂ.}]l Jualgill e halhg - audiwe JSuw gulal .adhlll e élilllail daidlie Jgla . duldall clidt -
dhalll ¢lli Ada . awa pseill dhal Jl Qlind digw cliw 13] .ddiguall algaall aladiwl gT oyuS dacpuu Siaaill
Hgbhall alausi paii adaslll pe alilodl o P Jgéll dalhaahs”. " gumms" " u CLauall ilaj U psaill
. .

Dr. Raef Baraka



MIDOCEA|

UNIVEDSITVIl

The Job-Seeking Process Jac gecdadlddac

-
4. Stage Four: Interviewing

During the Interview

Central to being an excellent interviewee is being an excellent listener. Focus on each question asked. If
you are unclear about what the interviewer wants, ask for clarification. If the interviewer asks a question
with multiple parts, make a mental note of each part and then begin to answer..

If you have prepared and practiced, you will be ready to answer the questions.
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4. Stage Four: Interviewing

During the Interview

* Include as much of the information you practiced as possible in your answers. Ask the follow-up
questions you prepared. Your preparation and practice will help you stand out as a candidate.

« Remain positive about your qualifications, experiences, former employers, major/field, job, and

organization. It's important to remain positive even when discussing weaknesses or failures.
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4. Stage Four: Interviewing

lllegal Questions

«  Employers may not consider race, color, religion, sex, national origin, disability, or age when hiring or
promoting employees. Therefore, they legally can't ask questions related to these categories. If you
believe your answer negatively affected your chances of being hired, then you have a discrimination

case on your hands., and you should report this behavior to someone higher in the organization.
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4, Stage Four: Interviewing

Salary Questions

« Although you should never bring up the issue of salary prior to being offered the position,

you should be prepared in case the interviewer asks about your salary expectations.

 To prepare, research the appropriate pay for the position you are seeking.
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4, Stage Four: Interviewing

Salary Questions

« If asked, you can give a vague response such as, ‘| expect a salary that is competitive in this

market.

 If the interviewer requests something more specific, give a range starting with the

. employer’s probable salary and ending with a little above what you are willing to accept. )
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5. Stage Five: Following Up

When the interview ends, be certain to thank HOW TO , ﬁq}k |
&
. . FOLLOW UP -
our interviewer verbally. Once you return home
y y y AFTER A JOB <\
from the interview, formalize your thank you INTERVIEW Send an email or _And sendit
. thank-you cardto within 24 hours
with a card. everyone who
L y interviewed you.
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5. Stage Five: Following Up
« A handwritten thank you card for the interviewer not only demonstrates professional
excellence but also guarantees that the interviewer will think of you favorably after the
interview. If you were interviewed by more than one person, you can either send a thank you
card to everyone who interviewed you or send just one card to your main contact and
. mention the other parties in the message. )
~ ™)
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r5. Stage Five: Following Up

« If any additional information was requested during the interview, get that information to your potential
employer immediately. This will demonstrate your enthusiasm for the position and your attention to
detail.

« For many, what comes next is the most emotionally draining part of the job-seeking process —the

waiting. It may be days, weeks, or even months until you hear back about the position. Remain patient.
. J
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(6. Stage Sex: Negotiating

« Although it may seem at times that the job-
seeking process will never end, it will-and itwill
end with you accepting an offer. Yet the sixth
stage of the job-seeking process involves more

than just saying yes.
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6. Stage Sex: Negotiating

Once an offer is made, the ball is in your court. This is the time to ask clarifying questions
about salary, benefits, work conditions, and the like. This is also the time to negotiate.

A negotiation is a discussion between two or more parties to reach an agreement that
concludes some matter. In this case, the matter being concluded is the terms of your

employment.
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6. Stage Sex: Negotiating

However, the skills and strategies used to engage in employment negotiations are the same skills and
strategies needed to successfully negotiate personnel issues, contracts, legal matters, and other
workplace issues.

Negotiation experts often stress the need to maintain a polite, collegial, and collaborative tone. During

negotiations, both parties should be looking for the best solution to meet the needs of both sides.

~

\. J
@ v am - . )
UAglaill :dwslull dlayall 6.
aljlgall yuai P wuhgill abaglaes 0 aSjluall dordiuwall Glbouilfwllg alilgall gla . ¢l gog -
JSo Lbad (jo opcg adgilall Jiluaellg agaellg (relhgall bbag le alhis yaglaill dejll aibauilfiwillg
Joell
Il oy . abaglaall JUa dsigleig diclang didgoe 65 e Blaall Jl dalall e yaglaill elpd aady Lo Wlle -
s Juilall alalinl aulil Ja Jhadl ge glaghll day )

Dr. Raef Baraka



MIDOCEAN

—

Thank You



	Default Section
	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42


