“The Career Interview”

Specific Purpose:  To ______________ my audience about the preparation, the interview process and the follow up strategies of a career interview.

I.  Introduction

A. You walk into the employer’s office wearing jeans and sneakers and 
       she is wearing a suit. WHAT WOULD YOU DO?

B.  I would like to give you a brief overview of the preparation, the 
       interview process and the follow-ups strategies of a career interview.

C.   My name is _____. Intrigued by the subject, I have read dozens of

       newspaper and magazine articles about this subject. 

 D. The benefits are that you will have positioned yourself in a job and or 
      career that you are passionate about.  

II.  Body

A.   We’ll start with Preparation

1. We’ll assume, for the purpose of today’s discussion, that you have sent out your resume and have been invited to meet with a prospective employer.  Congratulations!  You have got, as we say in the business, a “foot in the door”.

2. Now the real work begins…

3. Make it your business to find out everything you can about the company PRIOR TO your interview.

4. The internet is the easiest way to do this; most companies have websites where you can find out

5. Study this information; you may have an opportunity to use it during the interview.




B. The Interview Process

1.How you dress in an interview is also very important.  LOOK YOUR BEST.  You can never go wrong with a business suit.  Never wear jeans or sneakers. Never! Did I mention 
NEVER?

2.Arrive on time.  Arrive 10-15 minutes early. Always call and let the interviewer know if you are unavoidably detained.
3.Be pleasant, courteous and professional... to EVERYONE security guards, receptionist, etc.

4.When you meet the interviewer.  Smile-firm handshake-eye contact are the rule... 
5. Here is where the opportunity comes to really sell yourself.

C.The Follow-Up Strategies

1.  Always send a thank-you note to everyone whom you have met. 

2.  Do this right away, so that your meeting is still fresh in their minds.  This goes a LONG WAY.

3. When they call you to make an offer, ask for some time (a few days) to consider their offer.

4. If you have arranged for a follow-up call, make it.  

5. You may find it easier to ask for the position over  the phone.



III. CONCLUSION

D. First, we talked about the preparation of the career interview.

 Make it your business to find out everything you can about the company PRIOR TO 
your interview. The internet is the easiest way to do this; most companies have websites where you can find out. Study this information; you may have an opportunity to use it during the interview.

Second, we talked about the interview process. How you dress in an interview is also very important.  LOOK YOUR BEST. Arrive on time.  Arrive 10-15 minutes early. Always call and let the interviewer know if you are unavoidably detained.

Be pleasant, courteous and professional... to EVERYONE security guards, receptionist, etc. When you meet the interviewer.  Smile-firm handshake-eye contact are the rule... 

 Here is where the opportunity comes to really sell yourself.

And thirdly, I talked to you about the Follow-Up to the career interview. Always send a thank-you note to everyone whom you have met. When they call you to make an offer, ask for some time (a few days) to consider their offer. If you have arranged for a follow-up call, make it.  You may find it easier to ask for the position over the phone.

E. So remember, when you go to a career interview be prepared or you MIGHT FIND YOURSELF OUT IN THE COLD.  THE VERY BEST SUCCESS IN YOUR CAREERS.

