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LEGAL NOTI CE

The Publisher has strived to be as accurate and conpl ete as
possible in the creation of this report, notw thstandi ng
the fact that he does not warrant or represent at any tine
that the contents within are accurate due to the rapidly
changi ng nature of the Internet.

Wiile all attenpts have been made to verify information
provided in this publication, the Publisher assunes no
responsibility for errors, omi ssions, or contrary
interpretation of the subject matter herein. Any perceived
slights of specific persons, peoples, or organizations are
uni ntenti onal .

In practical advice books, like anything else in life,
there are no guarantees of incone nmade. Readers are
cautioned to reply on their own judgnment about their

i ndi vi dual circunstances to act accordingly.

This book is not intended for use as a source of nedical,

| egal, business, accounting or financial advice. Al
readers are advised to seek services of conpetent
professionals in nedical, |egal, business, accounting, and
finance field.
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Chapter 1. Inportance of Know ng The Tips
And Tricks for Interviews

So, you’ve recently passed your graduation and are
| ooking for a job. Thousands of others are doing
the sane and nay be that the job you are applying
for already has over 20 applicants. Al of them
have the sanme qualification and experience. They
al so read the sane sanple questions and prepare in
a simlar manner for the job interview. So, how can
you differentiate yourself from the rest? How can
you ensure that you get noticed by the interviewers
and they pick you fromthe crowd?

This e-book mainly ains at giving you an edge over
the usual practice for the interviews. Know ng the
tips and tricks of the interviews nakes you nore
confident and helps you to handle all sorts of
qguesti ons. You can do a brainstormng and |i st
down all sort of questions- commobn, uncommon, and
weird that could possibly be asked.

Sonetines candidates are put in a situation when
they may not |ike to answer a particular question.
Sonetinmes the questions are tricky and you need to
be really careful while answering them In such
circunstances, it becones very inportant to know
how to deal with the situation and what to say. The
tips and tricks help you learn these tactics so
that you can face all sorts of situations when in
an interview

Wiile in an interview it is very inportant to keep
sone inportant things in mnd such as:

v What to wear and how this can be determ ned
v Proper preparation for the interview

v  How to handl e the tricky questions

v How to draft a w nning resune
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v What to say and what to abstain fromduring the
I nterview

v Learn the tricks to judge the interviewer by
their tone of voice and body | anguage.

All the above nentioned points are extrenely
Inportant to help a candidate face all kinds of
odds that he or she may face in an interview |If
you | ook for answers you may find several answers
online for the above nentioned questions. However,
our aimis to create one platform from where you
can get a set of reliable answers and tips for a
better career.
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Chapter 2. The Different Types of Interviews

The basic framework of an interview is of course
the sanme and it take place when there is an
I nterviewer and interviewee. However, the pattern
of the interviews nay vary depending upon the
requirenent and the situation wunder which the
interview is held. Basically, there are four
different types of interviews differentiated on the
basis of a wde variety of factors. The interview
patterns include:

v Phone | nterview
v Panel |nterview
v ExXit Interview
v Lunch I nterview

2.1. Phone Interview

It may seemthat partaking in a phone interview can
help in taking off the pressure that is build up in
the process; however this is not always true. The
phone interviews are |ooked upon as the infornmal
means by which a candidate can get a job. However,
unfortunately, the candi dates nmake sone of the npst
critical mstakes when dealing with the questions
asked in a phone interview. First of all it is
Inportant to deeply understand the increasing
popul arity of this type of interview. Some of the
main factors that make phone interviews really
speci al i ncl ude:

v Time is in fact one of the biggest factors as
It saves the tine of the interviewer as well as
the one who is being intervi ewed.
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v It also helps judging a potential candidate
before actually calling him or her for the
interview It helps as a tinme saving technique.

v It helps in clarifying any confusion regarding
the post before a formal interview

v It helps the interviewee to discuss the
position and inquire about the additiona
career information.

However the drawback of this kind of interview is
that although it caters to the immedi ate needs of
the enployers, it sonetines is not as good for the
interviewee. At tinmes, such interviews can be
really bad for the candidates as they can |eave
himMi her panting for breath and trying to catch the
phone off guard, for even the quite sinple
questions. Bad network and unfavorabl e surroundi ngs
of the candidate can also cause hurdles in the
meet i ng.

2.2 Panel Interview

Just like the phone interviews, the panel
Interviews are getting high on popularity. The need
for this type of interview mainly rises from the
need to stretch the tine over mnultiple nunbers of
tasks. The process and procedures of holding a
meeting are also getting nodified so that all those
people who all involved in the recruitnment process
can a neet, judge, discuss, and take a discuss.

The panel interview can be one of the nost
stressful of all other types of interviews. The
candidate is nostly put into several questions from
di fferent people and the candidate has a tough job
in pleasing all the judges in the interview panel
Relating to the interviewers can becone just
| npossible in this case.
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Here are sone tips that can really help you to face
a panel interview

v Come with a cheat sheet as a part of vyour
preparation. This should contain the highlights
of all the things that you wish to nention in
your interview. It should mainly focus on all
sorts of key assets. Renenber that when asked
to mention your key elements; don’t wite an
essay on it. Just give an outline on what needs
to be nmentioned there.

v It is a known truth that people like hearing
their nanme during a conversation. Wen you cone
for an interview and you know that it is a
panel type, renenber to pay attention to their
nanmes. Take note of the nanes and use them
during your conversation and while asking or
answeri ng questi ons.

v Anot her wonderful tip for the panel interviews
or any group conversation is to cross reference
the | ast question asked with the questions that
have been asked before. This w il help making
you confortable and answering to nore than one
person at the sane tine.

v It could be that during the interview, the
panel of judges may nention things that nay be
worth renenbering so carry a note pad with you.
If you take notes of the inportant things
mentioned by the interviewers then it nmakes
them feel inportant and t also gives a good
i npression of you as being responsible and
careful. This will also help to ensure that you
don’t forget any part of the inportant facts
mentioned in the interview
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v’ Maki ng proper eye contact is considered as very
inportant in an interview, and when it is a
panel interview the candidate has to be nuch
nore careful as he/ she has to face nmany people
at the sane tinme. Wen soneone asks you a
question, don’t jJust stare at him/ her while
answering. You nust make nore eye contact with
the person who asked you the question, but at
the sane tine, also | ook at other people in the
panel .

One of the mmj or drawbacks of the panel interviews
Is that it can be quite stressful for the job
seekers as they may feel a bit out nunbered. You
must al ways keep in mnd that you are an asset to
their business and they feel that you are really
important, otherwise they wouldn’t have all
gathered here to interview. Therefore, the key to
success here is to stay as calmas you can and take
your tinme and answer all the questions effectively.

2.3 Lunch Interview

This 1s a rather “laid back” form of interview and
generally naned to those types of interviews which
are hel d sonewhere close to the neal/ lunch tine.
This kind of interviews is generally taken between
friends, ex-colleagues, or sonetines when it is
just final test before passing the signal for the
W nni ng candi dat e.

The main advantage of this kind of interviewis
that it has a | ax setting, which can provide an
open forumfor frankness. Here, the candi date can
be at ease and answer according to his heart’s
content and he doesn’t necessarily have to sound
just |ike what the enployer wants himto be.
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However, there is a disadvantage when it cones to
confi dence. Sonme people are really nervous when
there are people watching him her eat. A confident
eater knows that he can handle all sorts of
situations and if there is a ness, he can just
smartly grab a napkin and clear it off. However, a
nervous character person would find it really tough
to concentrate on anything g el se other than the
spot .

While on a lunch interview you need to take extra
care on how you handl e food and everything as this
may reflect your personality and style too. You
need sone practice for this beforehand. However,
here are sone tips that will help you get success
In a lunch interview

v Order sonething sinple to eat, |ike bread. You
can break down the bread into smaller pieces
and convenient bites

v Try to avoi d having anything other than water
that can spill. Renmenber to never order or
suggest any ki nd of al coholic beverages, even
I f the person interview ng you does)

v Try to order sonething simlar also to your
I ntervi ewer

v Al ways w pe your nouth using a napkin and try
to avoid eating anything for which you may have
to use picking teeth.

v You nust al ways be careful to not use your
fingers while eating unless your |unch neal
consi sts of sandwi ch or sone finger food

Mostly the conpany pays for the lunch neals, but if

you are goi ng for such interviews then ensures that
you have enough noney to pay for both yours and

10
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your interviewer’s meal along with the tip i1f you
have to.

You must thank your interviewer with a firm
handshake after the |unch. Mdst of the tines people
do not send a thank you note after the |unch

i nterviews. Make yourself different fromthe rest;
send out a “Thank you” note.

2.4 Exit interview

The exit type of interviewis generally held when
an individual |eaves a particular conpany and hence
it 1s named as an “exit interview’. However, not

all conpanies follow the process of interview ng
all their former enpl oyees. But those conpani es who
wish to build relationships and re-structure and
reformtheir in house policies, usually go for such
kind of practices.

The time franes of the exit interviews are
generally the sane and they are usually perforned
during the last days of the candidate’s employment.
Sonetines, the exit interviews are even perforned
sonme 2 to 3 nonths after the individual |eaves the
enpl oynment .

Advant ages of having exit interviews:

v It helps in focusing light on the outgrown
pol i ci es and procedures

v It helps in deternining the enployee's state of
m nd

v It cats as a sound forumto discuss future re-
enpl oynent or arbitrate difficulties

11
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v It helps in identifying the departnental
conpetencies or unsuitability

v It picks the conflicts / conplications that my
be harnful for enployees and nmanagenent

Di sadvant ages of the exit interview

v It may bring forth any kind of inter personal
conflicts as well as the gossip sessions

v It becones tough to nmaintain an optimstic or
positive nood, if the candidate was fired

v It provides a ground for aggressive or
irrational enployees to vent out their anger
whi ch may be disruptive.

12
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Chapter 3. Skill Building to Crack |Intervi ews

“Skill building” is an important terminology that
greatly helps when it cones to cracking interviews.
Skill building is an art that cannot be taught in

any school or college. They only inpart know edge
to you. It depends on you how well you build your
skills depending on the know edge that you have
gai ned t hroughout the years.

Skill building is no rocket science or anything hi-
fi. Sonme practice and patience can help you build
your skills. Some of the inportant aspects that can
hel p you building your skills are:

Gve tinme to practice your “witing skills” -
Today’s i1nternet world is fast and demanding. You
need to have really good witing skills to excel.
Docunentation is an inportant aspect and your
witing skills reflect in your emails to potenti al
enpl oyers. It also shows in your cover letters and
“thank you” letters. This shows that having good
communi cation skill is very crucial and vital.

Keeping yourself informed and up breast wth all
the day to day happenings is another inportant
aspect that you nust take into consideration. Keep
yoursel f updated by reading magazi nes, newspapers
and blogs. Mike it a habit to spend sone tine
everyday to know what is happening in the world
outside. You can also use the feed subscription
tools such as Newsgator Online Edition and
Bl ogl i nes.

Witing resune effectively is an art that you need

to build. If by any case you cannot crack the first
interview that you face, consider taking a

13
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refresher course before you think about re-witing
your resune.

You nmay also stat a blog and use it as a nediumto
denonstrate and share your knowl edge in a topic
wth others. This will help other job seekers and
may even get you noticed by potential enployers.

Social networking is a great platformto learn from
other’s mistakes and build your skills. Interact
wth people in the forunms, make friends and build
your skill set.

14
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Chapter 4: Tools and M scel |l aneous You Need To Have

If you are looking for a job, or are planning to go
for an interview then there are sone tools that you
need to have so that you are ready for it. They
need not be too costly but should be professiona
enough to nmake you l|look smart and ready for the
job. The tools manly consist f the foll ow ng:

The Must Haves:

A Laptop or a Conputer: You nmmy either buy one or
borrow to get your work done. But, you require a
conpute or a |laptop to type your resune, the cover
letter and the reference pages. This is essential
to get ready for the job.

Easy access to the Internet: Your job search
mai nl y depends on how nmuch tinme you spend searching
for the jobs online. You nust post your updated
resune in the major job portals in the Wrld Wde
Web. If you already have it posted then you mnust
remenber to keep updating it to be always intimted
about the new job openi ngs.

A portfolio or briefcase: This is necessary for
protecting your things and naterial s agai nst any
damage when you attend a job fair or go out for an
I ntervi ew.

A nobil e phone: If you are in desperate need of a
job then you nust al ways be contactable no matter
where you are. So, if you have posted your resune
in the job portals then chances are that they may
want to contact you. Under these circunstances, you
must al ways be reachable and the best way to ensure
this is to always carry a nobile phone with you.

15
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Chapter 5. The Right “Resume” — Significance
and | nportance

A good resune is the key to your getting successful
wWth interviews at one shot. Mbst of t he
interviewers create a perception about t he
candi date by just |ooking at the resune. A good and
effective | ooki ng resune gi ves a positive
| npression about you, whereas a poorly witten
resune can get you rejected even before you attend
the interview An average result shows that an
enpl oyer usually spends not nore than 30 seconds to
see a resune and this is the tine for you to prove
yourself worthy for the job and create the nuch
needed first good inpression. This explains why the
resune is so significant and carries so nuch of
| nportance. Sone of the inportant things that you
musty keep in mnd while drafting a resune are:

Never |ie when you are witing your resune, as this
may cost you later. Mention all vyour skills,
qualifications, and experiences, carefully and
honest | y.

Try to make resume sound relevant. Don’t lists down
the nanes and birthdays of your parents out there.
It is not your personal diary. Instead, nmake it
nore related to your profile and job.

Keep two to three resune that are custom zed for
your different job requirenents. Dependi ng upon the
type of industry, you can use different types of
resune.

There are several types of formats available for
drafting resune. You can follow a standard fornat
to draft your resune. The fresh grads should al ways
enphasi ze on their degrees and grades. Were as the

16
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experienced candidates should give the details of
t he previous job experience

The resune should be easy to read so try to avoid
using conplicated sentences and jargons. WMake use
of bullets and tables to make it easy to understand
and read. Always use the right words; you can use
I ndustry terns, but avoid being too academic wth
t he |ingo.

Try to pronote yourself with your resune and it
should have the capability to sell you to the
employers. Don’t make it sound to braggi ng but use
the correct words to enphasi ze your skills.

Al ways gives sonme good references in the resune who
can be contacted easily and quickly. Soneone in a
good position and who knows you well should be
given in references. Renenber to never give out
false references as this nmay back fire and cause
much harmto your career.

Hi ghlight all your interests in your resune because
this helps the interviewers to judge your
personality and character.

After you are done drafting the resune, proofread,

check for spellings and grammar and get it printed
I n good quality paper.

17
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Chapter 6: Preparing Properly for an Interview

Preparation plays an inportant role when it cones
to seeking a job or going for an interview The
preparation of an interview is quite crucial and
this may determine your confidence and success
l evel. If you are well prepared the chances are you
wll be nore confident to face the interview On
the other hand if you go w thout nay preparation
then you may feel nervous to even attend the
interview Here are sone ways that can help you
prepare well for an interview

Ask your famly and friends: This is the best way
to lean and prepare for an interview. You need to
| earn from other people’s mistakes. Ask them to
gi ve you sone val uabl e advi ce, tips and
suggestions. This will help you get geared up for
the interview.

You can al so ask for suggestions and advice in any
social gatherings if you are unable to find the
right person to help you. Ask people in the church,
they would surely give you a lead to help you out
and assist you in preparing for an interview.

If you are still in college then take suggestions
fromyour professors and seniors. They may give you
the right advice and hel p you prepare.

If you are looking for a job then you can ask your
seniors and fornmer classmates. They nmay have
vacancies in the conpany that they work with. There
are many conpanies who pay for referrals so your
friends could al so be benefited by referring you.

Try out the social networking sites for nore hel ps

as there are foruns where peers offer advice. Check
out the groups that discuss job, interviews etc.

18
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You can also join the career websites |ike Linkedln
or Ji bberJobber, and ask for hel p.

The job fairs are a good |earning experience. Try
to attend as many job fairs as you can and try
neeting nore conpani es and people there. This al so
helps a great deal in preparing you for the job
mar ket. Always carry your reésumé and cover letters
when you go to a job fair.

Al ways keep checki ng the newspapers and j ob portal
sites for latest informati on and news.

Chapter 7. Wat Rol e Does Appearance Pl ay?

19
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You may wonder is appearance at all plays any

| nportance while seeking a job. Just inmgine that
you are an interviewer and you find a candi date

wal king up to you in jeans and T-shirt, unshaven
hair and snelling bad. Whuld you |like to think even
tw ce before rejecting that guy? Well, the sane is
the case with you if you are not properly dressed
or shaved.

No matter how good your qualifications are, they
are checked later. The first thing that the

I ntervi ewer notices when you walk into the roomis
you, and your outward experience and you need to
create an inpact wth this. Here are sone inportant
tips to ensure that you appear right for an

I ntervi ew

Al ways practice your entry wal k and handshake in
front of the mrror, the night before you go for
the interview. Check out your facial expressions
and see if it is good enough to inpress.

Keep your dress ready and well ironed for the day.
Don”t wear new clothes as they may be
unconfortabl e. Always wear confortable and

pr of essi onal | ooking dresses. Men shoul d al ways
ensure that they wear a tie. Shoes should be buffed
and neat.

Wonen shoul d avoid wearing too nuch of jewelry or
t oo gaudy a dress.

Don’t go for an entire makeover before the
interview. A new haircut nay nmake you consci ous or
uneasy. Just be confortable and be as you are. Men
shoul d avoi d spi kes or colored hairs. Get enough
sl eep so that your eyes are not red.

20
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Brush your teeth well so that you don’t have bad
breath. Use a |light perfune to snell good.

21
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Chapter 8. Tips To Gear Up - Pre-Interview

On the day before the interview you nust be feeling
very nervous and may have butterflies in your
stomach. Here are sone tips that can hel p you
prepare better for “The Day”:

Know t he address well, check for nay details and

| andmar ks if required. Ensure that you will be able
to reach in tine. If you are in doubt, check the
conpany website and call them for details.

Know t he answers to the sure t be asked questions
such as why have you cone for the interview Know
the answers whether it is small, big, cool job etc.

Renenber to arrive early at the interview pl ace.
Comng 10 mnutes early is enough, no need to cone
too early. Geet the receptionist and i nform your
arrival .

Don”t smoke while you wait for your turn. Take the
restroom bef orehand and put your cell on silence if
requi r ed.

8.1 Things To Renenber For The Interview

Remenber that your behaviors and inpression is an
I nportant judgnental factor during your interview.
Your qualification and experience is already there
on the resune. So, what are the interviewers

| ooki ng for? They want to check your style,
behavi or and personality. Here are sone tips for a
good i ntervi ew behavi or:

v Knock before you enter the room

v Wit for the handshake with the enpl oyer. The
handshake shoul d be a firm one, not bones
breaki ng but with a good grip.

22
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Don’t sit until the person in front of you asks
you to take a seat.

Al ways keep a pl easant appearance and wear a
genui ne smle on your face.

Al ways create the first good i npression and
maintain it till your |eave the room

8.2 The Do’s and Don’ts of Interview

While going for an interviewit is very inportant
to keep in mind the dos and don’ts of the
Interview. Here are the main ones:

Dos:

v

v

Al ways mai ntai n good eye contact while tal king
Wi th the interviewer.

Be concise and clear with your answers, avoid
any beating around the bush.

You may nod your head to answer at tines but
don’t over do this.

| f you don”t understand a question then always
ask for clarifications.

When gi ven a chance to ask questions, ask about
the things that the interviewer has not
ment i oned.

Be flexible with your skills and don’t wring
your nose at anyt hing.

Ask about your role and the teamthat you wll
be working wth.

You may al so ask about your future growth and
opportunities in the organi zati on.

23
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Don' t s:

v Don't let your first question be about the
sal ary and benefits.

v Don't fiddle with anything as this is
consi dered unheal t hy

v Don't munble while you are speaking, be audible
and cl ear.

v Don't seemas if you are intimdated or scared.

v Don't appear as if you are arrogant.

v  Don’t lie under any circumstances whatsoever.

v Don't show off try to overreact on anything.

v Don't hit try to hit on your interviewer under
any circunstance. Renenber that you're in

interview, not a club.

v  Don't conplain about your previous boss or
conpany.

v Don't seemtoo needy for the job as it may not
hel p you.

24
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Chapter 9. Mdern Tips By Interview Experts

One that you are alnost geared for the interview,
here are sone nodern tips fromthe experts that can
hel p you in the long run

v  Take care to not pass on too nuch of vyour
personal information to the secretary, the
I nterviewer, or any nenber of the conpany where
you have cone for interview

v  Focus on yourself and the interview, keep away

from personal habits if you have any, Iike
habit of tapping of feet, biting nails, and
tw t ching.

v If you know the interviewer nane then use it
during your conversation. This nakes a good
I npression and helps you create a good
| npr essi on.

v Always sit or stand in a good posture. Your
body |anguage can speak a |lot about your
personal ity and character.

v Talk to the interviewer confidently and ask him
any conpany or job related questions if you
W sh.

v  Don’t appear artificial; just relax and keep
your cal m when you are being intervi ened.

9.1 How To C ose An Interview From Your Side
After you are al nbst done the closing of the
I nterview al so creates an inpact so be careful with

It. When asked about when you can join be confident
and give your date. Don’t hesitate to mention any

25
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| eave or vacation that you al ready have schedul ed.
Di scuss any salary issue if you need to. Cet all
your queries cleared before | eaving the room

Before | eaving, thank the interviewer for his/ her
time and shake hands properly. Smle and exit the
roomgracefully. Smle at the secretary or
receptioni st and thank her too. Renenber to send a
thank you letter after you go back.

9. 2 Concl usi on

Al t hough the job market is tough and conpetitive,
there are no stops for the right candidate. If you
have it in you, all you need is to add a little
edge to it to stand out fromthe others. Your

resune and your words should be effective enough to

sell you in the right manner and in the right

pl ace. | hope this e-book with all the conpiled

i nstructions and details about how to face a noder
Interview and crack it wll help you achi eve

confi dence and success.

n
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