 (
Personal Strengths
The following is a list of qualities that employers will look for you to demonstrate in your resume or during an interview. Choose the three qualities that you feel are your strongest in relation to the job you are applying for and complete the exercises.
)




___Accurate
___Assertive
___Confident
___Consistent
___Dedicated
___Disciplined
___Friendly
___Humorous
___Knowledgeable
___Motivated
___Organized
___Positive
 (
I am ______________. I have shown I have this quality by: __________________________________
____________________________________________________________________________________________________________________________________________________________________
This quality is important in my field because: _____________________________________________
I am ______________. I have shown I have this quality by: __________________________________
____________________________________________________________________________________________________________________________________________________________________
This quality is important in my field because: _____________________________________________
)___Strong





___Ambitious
___Conscientious
___Creative
___Dependable
___Efficient
___Enthusiastic
___Goal-oriented
___Independent
___A Leader
___Outgoing
___Productive
___Responsible
___Thorough





___Articulate
___Considerate
___Diligent
___Energetic
___Flexible
___Honest
___Insightful
___Loyal
___Open-minded
___Patient
___ Professional
___Skillful
___Tolerant


 (
Examples of Descriptive Phrases
When an employer reads a resume, certain key phrases will catch his/her attention and describe the type of employee he/she would like to hire. The following is a list of descriptive comments you may want to include in your resume in order to evaluate your personality, experience, and abilities. Most of these phrases may be used in any type of resume, regardless of the position you are seeking.
)






· Strong sense of responsibility
· Flexible-willing to take on a variety of tasks
· Neat, efficient, thorough
· Strong managerial skills
· Able to make important decisions independently
· Cheerful outlook, positive attitude
· Extensive artistic background
· Take pride in a job well done
· Committed to completing a job
· Attentive to time schedules
· Self-motivated
· Goal-oriented
· Well-organized
· Able to meet deadlines
· Reliable and prompt
· Able to prioritize a heavy work load









· Resourceful problem solver
· Strong motivation and dedication to the job
· Good organizational skills
· Ability to learn quickly
· Willing to do extra work to gain valuable experience
· Open-minded and imaginative
· Dedicated to highest quality of work
· Get along well with others
· Excellent communication skills
· Accurate in spelling and grammar
· Able to work well under pressure
· Able to work well unsupervised
· Outstanding leadership skills
· Good with numbers/figures
· Enjoy a challenge
· Enthusiastic team member




 (
Key Resume Verbs
The following list of verbs will help you in describing your duties, skills, or abilities when writing your resume.
)Accounting 
Skills
administered
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
computed
developed
forecasted
managed
marketed
planned
projected
researched

Artistic 
Skills
acted
conceptualized
created
designed
developed
directed
established
fashioned
illustrated
instituted
integrated
introduced
invented
originated
performed
planned
revitalized
shaped



Mechanical
Skills
assembled
built
calculated
computed
designed
devised
engineered
fabricated
maintained
operated
overhauled
programmed
remodeled
repaired
solved
trained
upgraded

Office 
Skills
approved
arranged
cataloged
classified
collected
compiled
dispatched
executed
generated
inspected
monitored
operated
organized
prepared
processed
purchased
recorded
retrieved
screened

tabulated
validated

People 
Skills
adapted
advised
assessed
assisted
clarified
coached
communicated
coordinated
counseled
demonstrated
developed
diagnosed
educated
enabled
encouraged
evaluated
expedited
explained
facilitated
familiarized
guided
informed
initiated
instructed
persuaded
referred
rehabilitated
represented
set goals
stimulated

Research 
Skills
clarified
collected
critiqued
diagnosed
evaluated
examined
extracted
identified
inspected
interpreted
interviewed
investigated
reviewed
summarized
surveyed
systemized

Supervisory Skills
administered
analyzed
assigned
attained
chaired
contracted
consolidated
coordinated
delegated
developed
directed
executed
increased
organized
oversaw
planned
prioritized
produced
recommended
reviewed
strengthened
supervised

Verbal 
Skills
addressed
arbitrated
arranged
authored
corresponded
developed
directed
drafted
edited
enlisted
formulated
influenced
lectured
moderated
motivated
negotiated
persuaded
publicized
recruited
reconciled
spoke
translated
wrote

Misc. 
Skills
accelerated
accomplished
conceived
conducted
demonstrated
eliminated
equipped
founded
implemented
improved
motivated
organized
recommended
revamped
scheduled


 (
Interview Tips
The primary idea of the interview is to share information. It is your chance to sell the employer on the concept that you are the best person for the job. To be completely prepared, here are some tips to remember before, during, and after the interview.
)






Before
· Research the company, the job, the salary range, and the interview.
· Do your homework. Write answers to the questions that might be asked.
· Prepare questions for the interviewer.
· Have a copy of your resume ready.
· Take time for good grooming and hygiene.
· Go alone and plan to arrive at least 15 minutes early.
· Prepare your thank-you cards prior to interviewing.
· Visit job site prior to interview to determine location, parking, and travel time.

During
· Do not chew gum or smoke.
· Relax, be yourself, and demonstrate self-confidence.
· Maintain eye contact with the interviewer.
· Demonstrate good posture and mannerisms.
· Be enthusiastic.
· Stress your qualities and skills.
· Do not speak unkindly of former employers.
· Keep a businesslike attitude.
· Ask questions about the job or company.
· Do not ask about salary until you have been offered the job.

After
· Thank the interviewer for his/her time, smile and shake hands.
· Thank the receptionist for his/her courtesy, and ask for the interviewer’s business card for the thank-you note.
· Send a thank-you note within 24 hours of the interview.
· Once you have been offered the job, you can negotiate salary.
 (
Interview Questions
The purpose of an interview is to allow the employer to get to know you better. Each question asked is designed to give them insight into your skills, abilities, and attitudes. The following are the most often asked questions.
)







1. Would you tell me about yourself?
This opening statement requires only a brief reply. The interviewer is already familiar with your background through your application and resume. The interviewer is now asking for an indication of your self-confidence and your ability to handle yourself under pressure. Mention those things which you are most proud of and comfortable talking about; keep them job-related (skills, abilities, work experience, education/training).
________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Why do you want to work here?
This question gives the employer an idea of what really matters to you. Did you bother to find out any information about the company? Employers want to feel special or “chosen.” Make them feel as if you have exercised discretion and good judgement in selecting them.
________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What are your strengths and/or weaknesses?
What an excellent opportunity to sell your skills! Identify those personal qualities that make you special. Give examples of your accomplishments. The question regarding weaknesses is a chance for the employer to observe how you handle yourself under pressure. Do not bring up weaknesses which would cause an employer to question your job performance. Discuss a weakness which could be seen as a strength in the area you want to enter. For example, getting bored with repetitive tasks could be seen as a strength on a job in which one’s duties are always changing. Turning negatives into positives is a good rule of thumb.
________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Where do you see yourself in three to five years?
Employers ask this question because they are interested in goal-oriented people. Have some direction or goals in mind and be ready to talk about them.
________________________________________________________________________________________________________________________________________________________________________________________________________________________


 (
Interview Questions
 Continued
)



5. How do you spend your spare time?
This question is posed to determine if you use your time constructively. Do not mention pastimes which carry negative or boring connotations—shopping, watching TV, movies, etc. Describe positive or interesting activities. Good examples are sports, physical fitness, reading, education, and visits to museums.
________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. How are you qualified for this job? Why should I hire you?
In this question, the interviewer wants you to explain how your background, experience, training, and personal qualities relate to the responsibilities of the job for which you are applying. You can answer this question by listing the qualifications. Don’t be afraid to add personal qualities in addition to skills and abilities.
________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What did you like/dislike about your last job?
Mention some aspect of your previous job that you find similar to the position for which you are interviewing. Promote a personal trait of yours by saying, “What I liked most about this job was having the opportunity to use my skills.” Remember a wise man once said, “If you don’t have anything good to say, don’t say anything at all!”
________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Do you have any questions for me?
This is your chance to let the employer know that you are looking for the right place to put your skills to work. Remember that you are interviewing the employer as well as being interviewed. Some sample questions might be:

	Does the company have any plans for future growth?
	When do you expect to make a decision? Or, when can I expect to hear from you?
	Do you have any more questions about my qualifications?
	How would you describe a typical day on the job?
________________________________________________________________________________________________________________________________________________________________________________________________________________________


 (
Interview Follow-Up
Since many employers never receive thanks, a thank you card is very important and will remind the interviewer of you in a positive manner. This valuable technique can be a personal note, or typed letter as follows.
)







 (
Thank You
)









 (
Month Day, Year
Dear Mr. Mrs. ______________
Thank you for taking the time to interview me for the ______ position. It was a pleasure to meet you and learn more about your organization. I look forward to hearing from you.
Sincerely.
Your Name
)



















 (
Sample Job Objectives
Since this is the most important part of your resume, you will want to carefully write an objective that meets the employer’s needs as well as outlines the job you are seeking and the skills that you have to offer the employer.
)






Automotive
· Interested in a position with an auto body repair shop. Ability to perform auto body repair, sanding, and painting. Dependable and willing to work hard.
· Seeking an entry-level position as a mechanic’s helper. Trained in repairing and replacing engine parts, tune-ups, and basic automotive principles and application.
Banking
· To obtain a position as a bank teller. Offering excellent skills in banking procedures for receiving and disbursing cash, customer service, and sales techniques. Able to work unsupervised.
· Seeking a position as a new accounts clerk. Experienced in customer service techniques, compiling, typing, filing, and opening new accounts.
· To obtain a position in a bank as a clerk-typist. Qualified in typing, filing, and answering telephones, and word processing. Long-range goal is to advance to a management position.
Child Care
· Offering excellent skills in tending to the needs of children and assisting in the management of a child care program. Interested in a child care aide position. Very enthusiastic, creative, and dependable.
· Seeking an entry-level preschool aide position. Trained to plan and direct child care daily activities.
Computer Application
· Interested in a data entry position within a large company. Offering vocational skills in typing (55 wpm), computer system functions and procedures, and document processing. Long-range goal is to earn a master’s degree in Business Administration.
· Offering proficiency in the use of database, spreadsheet, and keyboarding. Seek to apply these skills as an entry-level accountant.
· To obtain a position as a word processor. Offering skills in keyboarding, proofreading, and the ability to complete work assignments without supervision.
Food Service
· Seeking a position with a restaurant which would provide an opportunity to demonstrate my experience as a host/hostess and food server. Qualified in customer service and cashiering.
· Seeking a position as a kitchen helper. Experienced in food preparation, kitchen techniques, cooking methods, and knowledge of kitchen equipment.
· Seeking a position as an assistant manager. Qualified in cooking methods, understanding of kitchen management, and inventory control. Able to assume responsibility.
 (
Sample Job Objectives Continued
)



Health Occupations
· Offering excellent skills in assessing victims’ injuries, administering appropriate emergency care, monitoring patient’s vital signs. Seeking to apply these skills as an emergency medical technician.
· Interested in obtaining a position as a certified nursing assistant. Offering excellent skills in patient care, emergency procedures and medical terminology. Enjoy working with patients and sensitive to their needs.
· To obtain a position as a home health aide. Trained to perform functions and procedures relating to hygiene, safety, nutrition, and exercise of patients. Genuinely interested in patients and willing to learn.
Office
· A position with an accounting firm as a general office clerk. Offering excellent skills in telephone techniques, typing, and filing. Cheerful outlook and a positive attitude.
· Seeking an entry-level clerk-typist position. Trained in office procedures and policies, operating office equipment, and typing (60 wpm). Accurate in spelling and grammar.
· To use my typing skills, 10-key adding machine proficiency, and word processing abilities as an office receptionist. Long-range goal is to advance to a managerial position in a large corporation.
Retail Sales
· To secure an entry-level position in a major fashion outlet which will utilize my experience in retail sales and merchandising. Flexible and willing to take on a variety of tasks.
· Offering excellent communication, fashion, and marketing skills. Seek to apply these skills as a sales associate in a department store.
· To use my strong sales and fashion knowledge and positive communication skills in a retail sales position. Offering vocational skills in cashiering, window displays, sales promotions, and merchandising math.
Your Job Objective
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________







 (
8 Most-Often Asked Interview Questions
)



· Practice in front of a mirror.
· Smile and shake the interviewer’s hand.
· Wait until you are asked to have a seat.
· Relax, be yourself, be professional.
· Hold your hands in your lap.
· Make sure you are dressed to impress for success!

1. Tell me about yourself.

I have a positive attitude and a strong sense of responsibility. I am dependable and reliable.

2. Why do you want to work here?

I have heard good things about your company and I know you are a well-established organization and I would like to be a part of your team.

3. What are your strengths and weaknesses?

My strengths are that I enjoy teamwork and have the ability to get along with others. My weakness is that I don’t like to leave my work undone or incomplete.

4. Where do you see yourself in 3 to 5 years?

I see myself growing and developing within this company while furthering my education for mutual benefit.

5. How do you spend your spare time?

In my spare time I spend quality time with my family and friends. I exercise and read material of interest.
 (
8 Most-Often Asked Interview Questions Continued
)



6. How are you qualified for this position? Why should I hire you for this position?

I have some experience; however I am teachable and trainable and if you allow me the opportunity, I will prove to be a great asset to this company.

7. What did you like or dislike about your last job?

I really liked having the ability to use my skills and develop new skills in my last job. I would have liked more opportunities for advancement and a more flexible schedule.

8. Do you have any questions for me at this time?

Yes!—
	When do you expect to make a decision?
	When can I expect to hear from you?
	When will you call me?
	When can I start?
	When do you expect to fill this position by?




	*Always ask the When question! Ask at least one question. Employers want to know that you are interested in them as well*




 (
Tough Interview Questions
General Questions
)



1. Tell me about yourself.
Keep your answer to one or two minutes; don’t ramble. Use your resume summary as a base to start.

2. What do you know about our company?
Do your homework before the interview. Spend some time online or at the library researching the company. Find as much as you can, including products, size, income, reputation, image, management’s talent, people, skills, history, and philosophy. Project informed interest; let the interviewer tell you about the company.

3. Why do you want to work for us?
Don’t talk about what you want; first, talk about their needs: you would like to be part of a specific company project; you would like to solve a company problem; you can make a definite contribution to specific company goals.

4. What would you do for us? What can you do for us that someone else can’t?
Relate past experience that shows you’ve had success in solving a previous employer’s problem that may be similar to those of the prospective employer.

5. What about the job offered do you find the most attractive? Least attractive?
List three or more attractive factors and only one minor unattractive factor.

6. Why should we hire you?
Because of your knowledge, experience, abilities and skills

7. What do you look for in a job?
An opportunity to use your skills, to perform and be recognized

8. Please give me your definition of a (the position which you are being interviewed for).
Keep it brief – give an action- and result-oriented definition.

9. How long would it take you to make a meaningful contribution to our firm?
Not long at all – you expect only a brief period of adjustment of the learning curve.


 (
Possible Interview Questions
)




· Are you at your best when you are working alone or in a group?
· Did you ever have a disagreement with the boss? Why or why not?
· Do you plan to continue your education?
· Give an example of any major problem you faced and how you solved it.
· How did you learn about us?
· How would you supervisor describe you?
· Tell me about your current or last job.
· Tell me about your education or training.
· What did you like most about that job?
· What kind of salary are you looking for?
· What would you do if one of your supervisors told you to do something now and another supervisor to do it later?
· What do you know about our company?
· What do you do to relax after work?
· What would you change about your last job? What did you like least?
· What motivates you to do a good job?
· What is your greatest accomplishment?
· What qualifications do you have?
· Why are you leaving your current job? Why did you leave your last job?
· Why do you want to work as a…..?
· Why do you want to work for us?
· Would you rather be in charge of the project or work as a part of the team? Why?
· What is your short term goal?
· How long would you stay with the company?
· What interests you most about the position available?
· Can you work under pressure/ with a deadline?
· Can you supervise people?
· How do you feel about working with others, “minorities”?
· Do you smoke?
· When can you begin work?
· What salary do you expect to earn?
· Have you ever had any serious illness?
· What was the last book you read and who was the author?
· Why did you choose the career for which you are preparing?
· What has been your proudest accomplishment so far?
· In what ways do you think you ca make a contribution to our company?
· Describe a time you have worked under pressure.
· What rewards, other than money, motivate you to work?
· Tell me about yourself.
· What are your strengths?
· What are your weaknesses?
· Who was your favorite manager and why?
· What kind of personality do you work best with and why?
· Why do you want this job?
· Where would you like to be in your career five years from now?
· Tell me about your proudest achievement.
· If you were at a business lunch and you ordered a rare steak and they brought it to you well done, what would you do?
· If I were to give you this salary you requested but let you write your job description for the next year, what would it say?
· How would you go about establishing your credibility quickly with the team?
· There’s no right or wrong answer, but if you could be anywhere in the world right now, where would you be?
· How would you feel about working for someone who knows less than you?
· Was there a person in your career who really made a difference?
· What’s your ideal company?
· What attracted you to this company?
· What are you most proud of?
· What are you looking for in terms of career development?
· What do you look for in terms of culture – structured or entrepreneurial?
· What do you like to do?
· Give examples of ideas you’ve had or implemented.
· What are your lifelong dreams?
· What do you ultimately want to become?
· How would you describe your work style?
· What kind of car do you drive?
· Tell me about a time where you had to deal with conflict on the job.
· What’s the last book you read?
· What magazines do you subscribe to?
· What would be your ideal working situation?
· Why should we hire you?
· What did you like least about your last job?
· What do you think of your previous boss?
· How do you think I rate as an interviewer?
· Do you have any questions for me?
· When were you most satisfied in your job?
· What can you do for us that other candidates can’t?
· What are three positive things your last boss would say about you?
· What negative thing would your last boss say about you?
· If you were an animal, which one would you want to be?
· What’s your salary history?
· How do you want to improve yourself in the next year?
· What were the responsibilities of your last position?
· What do you know about this industry?
· What do you know about our company?
· How long will it take for you to make a significant contribution?
· Are you willing to relocate?
· What was the last project you headed up, and what was its outcome?
· What would you do if you won the lottery?
· Can you describe a time when your work was criticized?
· Have you ever ben on a team where someone was not pulling their own weight? How did you handle it?
· What is your personal mission statement?
· Tell me about a time when you had to give someone difficult feedback. How did you handle it?
· What is your greatest failure, and what did you learn from it?
· What is your greatest fear?
· Who has impacted you most in your career, and how?
· What do you see yourself doing within the first 30 days of this job?
· What’s the most important thing you’ve learned in school?
· What three character traits would your friends use to describe you?
· What will you miss about your present/last job?
· If you were interviewing someone for this position, what traits would you look for?
· List five words that describe your character.
· What is your greatest achievement outside of work?
· Sell me this pencil.
· If I were your supervisor and asked you to do something that you disagreed with, what would you do?
· Do you think a leader should be feared or liked?
· What’s the most difficult decision you’ve made in the last two years?
· What do you like to do for fun?
· How do you feel about taking no for an answer?
· What was the most difficult period in your life, and how did you deal with it?
· What is your favorite memory from childhood?
· Give me an example of a time you did something wrong. How did you handle it?
· Tell me one thing about yourself you wouldn’t want me to know.
· Tell me the difference between good and exceptional.
· Why did you choose your major?
· What are the qualities of a good leader? A bad leader?
· What is your biggest regret, and why?
· What are three positive character traits you don’t have?
· What irritates you about other people, and how do you deal with it?
· If you found out your company was doing something against the law, like fraud, what would you do?
· How many times do a clock’s hands overlap in a day?
· How would you weigh a plane without scales?
· What assignment was too difficult for you, and how did you resolve the issue?
· If I were to ask your last supervisor to provide you additional training or exposure, what would he/she suggest?
· If you could choose one superhero power, what would it be and why?
· What’s the best movie you’ve seen in the last year?
· Describe how you would handle a situation if you were required to finish multiple tasks by the end of the day, and there was no conceivable way that you could finish them.
· What techniques and tools do you use to keep yourself organized?
· If you could get rid of any one of the US states, which one would you get rid of, and why?
· With your eyes closed, tell me step-by-step how to tie my shoes.
· If you had to choose one, would you consider yourself a big-picture person or a detail-oriented person?
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