ﬂ(athﬂeen Sullivan gives her tips on bemgthe perfect interviewee

Creating a confident, competent impression
fromthe minute you watk through the door
right down to the moment you leave the
room can be tricky, However, itis within
yourability to master the art and skill of
successful interviews with a bit of focused
preparation, The secret to being the hest
match for the job—giving you a distinct
advantage over other candidates—tias

in your finesse at depicting a confident
attitude, which translates into a calm,
professional demeanour.

This article witl look at how to maximise
yourimpact and get the bestoutcome in
any interview situation. tncluded here are
some practical techniques that you can
master, enabling you to communicate in
a way that lets your frue personality shine
through. By sharpening your persona! skills
and adopting a more professional approach,
you will have the advantage needed fora
successfut interview so that you get the job
youwant right now.

Confident and positive first impressions
Let's face it, interviews are not something
thatwe do every day. We may only have

five interviews in a lifetime, and, fike public’
speaking, our lack of practice can make
these oceasions feet uncomfortabie and
unnatural. We've all experienced strange

contortions of our facial muscles or awkward,

overexaggerated hand and arm movements,
which under more relaxed situations would

The secret to bemg the bes
for the job--giving you 3 ;}a
advantage over ot er and
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not eceur (for example, nervously tapping
afoot, biting a lip, or even hunching our
shoutders fn an attempt to shrink in size—in
the hope of disappearing like a turtle intoits
shell). There’s no harm, therefore, in having
afew ideas on how to make the most of a
challenging situation. Below are some steps
thatyou can take so that you come across as
vour absolute best,

The handshale
When you shake hands, the last thing it

. shouid beis memorable—ifitis, then there's

something wreng. The most memorabile
aspects of your handshake should simply
be good eye contact, atall posture, and a
genuine smile. Practise a grip that doesn't
linger excessively, isn’ttoa limp, and isn't
overbearing (no knuckle breakers).

WWhat to wear

it seems too ohvious to even mention, but
check that you're well groomed and your
clothing is clean, tidy, and appropriate for
the occasion. And ifyou stand out from
the crowd, askyourselfifit could befor
allthe wrang reasons (a garish tie, cheap
jewellery, nightelub outfit). In a survey

of NHS consultants (Suilivan K, personal

- communication, Seven things | wish I'd

known before becoming a consultant, 2009),
most respondents recemmended that good
candidates “dress professionally-neat,

. tidy, and conventional.” A dark blue suit with

a white shirtand black shoes is always the

‘safest aption.

Eve centact

Engage your listeners by establishing good
eye contactwith everyone on the interview
panel. Ratherthan staring, eyes fixated on
just one person, rememberto acknowledge
everyone, moving your eyes around the table
and spending at least six seconds w;th gach
DEersai.

Posture

Anopen, relaxed posture nof only affects
how confident you feal, hut alse how
confident others perceive you to be. Ifyour
bodyis acting confidently, your mind will
become more confidenttoo. Tryit now: sit
up straight, shoulders dropped, ailowing
your chest to open by bringing your shoulder
blades together slightly. Look zhead and up
& bit—and smile. Feeting more poised and-
canfident already?

Facial expressions

Srniling, notonly at the start of the interview,
butatappropriate times during the interview
and on leaving the room, is a surefire way to
build rapport with your interviewers, Make

a habit of relaxing your facial muscles and
breaking into a gentle, pleasant smile that's
appropriate for the situation, Who knows,
by focusing on smiling, you might actually
find that you are enjoying the interview.
Your smile is one of the most powerfut
toolsyou possess. Use itto establish a
positive connection. But beware ofthe
subtle difference between a fake smile and
an authentic one, Thelatter, known as the
“Duchenne smile,” requiresthe muscles
located at the corners ofthe mouth and -
encircling the eyes,

Body language

Considerwhat your body language is
indicating about you—spend some time
sitting in front of a mirrorwhen practising
youranswers, ensuring thatyour hedyis
conveying the same message as your words,
Whenwhatyou are saying in words isn't
tongruentwith what yourface and hody

are saying, the listenerwill believe the non-

: verbal communication—pictures always

speaklouderthan words. And our bodies
neverlie.
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Building a strong rapport

Members of the interview panel are looking
to appoint a candidate whom they believe
Jsthe best fitfor the job. People generally
like people who are like them, Their
perceptior of you will be based not anly
onwhat you say, but also what your face,
posture, tone of voice, and gestures are

BM} CAREERS | 18 SEPTEMBER 2010

ehmsnatmg‘f '

“ versatile

saying—the non-verbal cues that influence
how we are perceived. Some research
suggests that up to 93% of the impression
we make is based on non-verbal factors.
The unconscious signals that you transmit
can considerably affect the extent to which
the interviewer believes that you are a great
match forthe job.
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Find comman grotnd

Asyou're getting to know someone, an
impertant component of building rapport
is having something In common with

that person. Look out for similar research
interests, colleagues, orplaces you've
worked. Your aim is ta putthem at ease and
make it easy for them to enjoy meeting you.

Match and mirror

Ifyouwatch two good friends talking, you

will prabably notice how they copy each
other’s gestures, facial expressions, and body
language. This matching and mirroring s ail
happening ata subconscious level. As they
match and mirror each other, they each perceive
the otherto be like them and this creates a
deep, unconscious rapport. As a result, the
degree of trust, comfort, and respect between
them builds. The conscious mind follows what

tha l:]lhrrm::r- o mind dnee ko ot

person's subconscious mind trusts you, then
his or her conscious mind will trustyou too.
[fyou want to create a strong connection
with another person, try matching and
mirroring their actions and see what happens
to the wayyou communicate and how
comiortable you feel. Matching is doing
what the other person is doing, but simplyin
reverse; ifa person crosses theirteft leg, you
crossyourieft beg, Mirroring is being the miror
image of the other person—when they tilt their
head to the left, you tilt yours to the right.

Active listening
Alltoo often we’re so busy thinking aboutwhat
we want to say next that we fail to concentrate |
on what the other person is saying. ifyou want
to communicate effectively you must tisten
activelyand be present at all times. Send the
other person some reassuring signals thatyou
really dovalue what they're saying. Nod, use
“ums” and “ahs™ at the appropriate points,
and letyourfacial expressions revealyour |
thoughts rather than interrupting the personin
mid-sentence.

Copy talking

Studies have shown that a mere 7% of what

is communicated is transmitted through the
words themselves, Awhopping 38% comes
through the individuzl characteristics ofthe
voice--the tone, tempo, volume, and timbre.
You can match the tonaiity and phrasing, the
pitch, the speed, volume, and tempo of the
other person. Also, consider the words that
yourinterviewers use—are they formal or
casual? Do they use short sentences orlong

- ones? Do they talkin jargon and acronyms?

Pick up on theirapproach and integrate It
into your own delivery.
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Be careful to aveld mimicry when matching
voice and words (don't do an impression of
their pronunciation and dialect} and make
suire you always use itin helping you to build
rapportwith a sincere intention. Combine
this with matching the interviewer's body
language and the lavel of rapport will grow
faster. Inno time you will be locked into
strong rapport because although the words
are working on the person's conscious
mind, the physiology is working an the
unconscious mind and the brain receives the
message ioud and clear—“you're like me.”

Competency based questions
Competency based (also sometimes called

“hehavioural” or “situational™) interviewing -

techniques help interviewers to separate
out the good candidates from those who are
simply trying to bluff their way into the job
without the right skills or experience.

The theory behind competency based
inferviewing is that past work behaviouris
a good predictor of future job performance.
When Interviewers askyou competency
based questions, they wantyou to tatk about
how you have actually tackled real problems
in the past, From this, they are trving to infer
how effectively you would tackle future
problems ifthey were to offeryou a jab.

Questions are [ikely to start, forexample,
with: “Please give me an example ofwhen. . .*
or“Please describe an occasion .. .

In responding to a competency based
question, the mest important principle is to
give a real example that actually happened
toyou, Don'ttalkin broad terms about how
you generally tackle those sorts of situations.
Talk about a specific example.

The STAR guestion structure
STAR stands for:

s Situation

* Task

= Action

¢ Result

This is a universally recognised technique
designed to enable you to provide a
meaningfuiand complete answerto
questions asking for examples. When you
provide examples of how you have worked
inthe pastby outlining the main pointsin a
structured manner, the interview panel will
become more receptive to the messages you
are trying to communicate.

The ideal time to use the STAR structure
iswhen answering competency based
questions, because this approach will
showcase all aspects of your example, making
it easy forthe interviewer to identify the skills
you have used (for example, leadership,
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 know howyou reacted to the

* importani skills.

When interviewers ask you competency based guestions, they want
you {0 talk about how you have sctually fackled real problems in the
past. From this, they are frying to infer how effaciively you would
tackle future preblems if they were 1o offer you ajob

teamwork, conflict resolution, mativation, in

depth knowledge, and technical skil's related
to the job specification) and the results that
your activity produced.

Step 1--Situation and task

Describe the situation thatyuu were
confronted with ot the taskthat needed to -
be accomplished. With the STAR approach
you need to set the context. Make it concise
and informative, concentrating sotely on
what is usefulto the story,

Forexample, if the question is asking you
to describe a situation where you had to
deatwith a difficult person, explain howyou
came to meet that perscn and why they were
being difficuit. if the question is asking for an
example of teamwork, explain the task that
you had to undertake as a team.

Step 2—Action ‘

This is the most important section ofthe

STAR approach-because itis where you will

need to demenstrate and highlight the skills

and personal attributes that the question is

testing. Now that you have set the context of

your story, you need to explain what you did.

In doing so, remember these points:

» Be personal—talk aboutyou, notthe rest
of the team

« Gointo some deiail

e Donotassume that the interviewers will
guess what you mean

e Steerclear of technical information, unless
itis crucial to your story

= Explain whatyou did, how
youdid it, and why you did it.
The interviewers will want to

situation. This is where you
can start highlighting some

Be aware also of describing
why you took the action you
did, because this will provide
extra clarification to the
interviewer that you were fully
aware of the consequences of
your actions.

Step 3-Resuft

Explain what happened
eventually; that is, what you achieved thiough
your actions. Also, use this momantto
describa how the situation endec and what

you learntin that situation. This helps you
make the answer personal and enables you to
hightight further skills.

Describingthe resultis a crucial part of
yaur answer. Interviewers want to know
that you are using a variety of generic
skitls in order te achiave yourobjectives.
Therafore, you must be able to demonstrate -
inyour answer that you are taking specific
actions because you are trying to achieve a
specific objective and not that the objective
happened simply by chance.

italso enahies youto finish each answer
on a high note through highlighting
the benefit that you brought to specific
situations through your actions. Don't
forget to incorporate powear words here to
emphasise the positive results.

Afewtips on using power words when
responding to interview questions, Select
five words from the list and use these when
formulating highly impressive responsas.
Write down your most powerful interview
answers, including-at least one of your five
powerwords in each sentence, Now rehearse
your replies by sayingthem out loud to
someone else. You will begin to feel much
more at ease talking about your achievements
and blowingyour own trumpet.

Although the STAR approach is particularly
relevant fo competency based intervizws,
itprovides avery clearand concise way to
structure any response, When preparing
your answers, following the structure will
also help you to clarify what is impartant in
.. acertainscenarioand
include it, leaving outany
superflzous information,
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