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Chapter 7

Preparing for a Successful Interview
OUTCOMES:

I will understand what will be expected of me in the interview process.
I will gain confidence in myself because I recognize my ability
to prove my strengths and skills.
I will learn how to make the interviewer’s job easier.

BIRKMAN AND THE INTERVIEW PROCESS

Being interviewed by strangers who hold your fate in their hands is typically an unpleasant and
unnerving experience. Some of us are naturally more comfortable in this arena, while others would
rather face just about anything other than that first handshake and the all-important prompt to
“Tell me about yourself.”
Understanding your natural talents in this area is crucial as you continue the preparation process,
anticipating your upcoming interviews. With that in mind, we will again look to your Birkman
results to learn more about the best ways you can prepare for this inevitable part of the job search
process.
Let’s start by looking at the ways in which you are at your best in an interview.
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Please locate and read, “How You Approach Interviews, Section A: When you are at your best
in the interview.”

EXERCISE 1

Do you agree with most of the statements in this report? Yes/No
Did you answer “no”? If so, your next step is to show this list to someone in your life who is close
to you and ask them if they agree or disagree with these statements. If they agree with these statements and you do not, it is likely that you are currently viewing yourself in a negative light, probably due to the current state of your employment.

Take this as an opportunity to celebrate your natural strengths in this area, even if you feel quite
removed from them at the moment. As your confidence returns, you will likely embrace these
characteristics and use them to your advantage. It will be important that you experience an attitude shift in this area prior to an actual interview if these strengths are to be leveraged. This is
something only you can accomplish, and it may require a great deal of intentionality. Once you
are feeling more intune with these strengths please proceed to the next section and complete the
associated exercises.

EXERCISE 2

1. Think back through previous interviews and recall a time when these characteristics clearly
played to your advantage. Record that memory in the space provided below.

2. Has there been a time in your past when you performed badly in an interview and these
strengths did not play to your advantage? If so, record that memory in the space provided below.

3. If you answered “yes” to previous question, please spend a few minutes contemplating what
influences contributed to your lack of success in that situation and record your thoughts in the
space provided below.
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Various factors contribute to unsuccessful interviews. For now, however, we will focus on the factors that tie directly to the Birkman and the “needs” we have been discussing since Chapter 1.
Please refer back to the “How You Approach Job Interviews” report and this time refer to “Section B: When you are less at ease in an interview.”
Now, look back at your answer to #3 in Exercise 2. Do any of these Birkman statements coincide
with your thoughts as to why you were unsuccessful in a previous interview? In other words, did
these behaviors manifest in previous situations?
These are real risks for you in an interview setting. These are, as you probably assumed, the stress
behaviors that may rear their ugly head when you are in the pressure cooker that can be an interview.
Birkman provides a few suggestions for how to prepare for, and hopefully avoid, these potential
stress reactions. Please refer back to the “How You Approach Job Interviews” report and this
time refer to “Section C: Preparing for the interview.”
The only aspect of an interview you can actually control is your preparation and reactions. You
cannot control the interviewer, which is why it is crucial that you be aware of your tendencies and
work hard to control them and prepare for situations that could potentially trigger them.
U N D E R S TA N D I N G T H E L AY O F T H E L A N D

Understanding yourself and the ways in which you might respond in the process is only a part of
understanding the interview itself. You also must understand the other player(s) in the process, the
interviewer(s).
T H E VA R I O U S R O L E S O F T H E P L AY E R S – YO U A N D T H E M

Good or bad, most interviewers make up their minds about the applicant in the first five minutes.
The rest of the time is spent confirming their opinion, whether it is positive or negative. As they do
this through questioning, which will be discussed a little later, they will also be gathering necessary
information to fill out forms that are required by their company. These forms contain the questions
they are to ask, along with a place for them to record your answers. Also, there will most likely be
an Applicant Evaluation Form for the Personal Interview. This form is where the interviewer(s)
record their reactions and opinions of you. These forms are required by Human Resources to
assure that all applicants are treated the same.
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With this in mind, please understand your actual role in the process, as well as that of the
interviewer(s).
YOUR ROLE IS TO BUILD CREDIBILIT Y WITH THE INTERVIEWER, SELL
YO U R S E L F, M A K E T H E J O B O F D E C I S I O N M A K I N G E A S I E R F O R T H E
I N T E R V I E W E R , A N D G E T A P R O M I S E F O R T H E S E C O N D I N T E R V I E W.

In most situations, the first interviewer does not make the final decision. They will re-interview
or turn you down, or refer to another manager. In some very rare cases, they can make an offer.
Regardless, you must get a commitment for another interview or negotiate time to consider an
offer if it is made.
Please remember the person sitting in front of you has the power or influence to hire and wants to
know the following things about you:
• Why are you interviewing with this potential employer?
• What can you do for them? (your strengths and skills for their needs and goals)
• What kind of person are you? (character, strengths, skills, and special knowledge)
• What distinguishes you from other people/applicants?
• Can they afford you?

You, as the applicant need to ask the same questions in a different form:
• What does the job involve?
• How do my strengths, skills, and motivational factors match the job?
• Does this corporate culture, and the people who work here, meet my needs as discussed earlier in this book?
• What can I do to convince them of my strengths and uniqueness, differentiating me from others?
• What can I do to convince them to hire me at the salary I need or want?
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In addition, the role of the interviewer is to gather the necessary information to make a documented recommendation to their boss and/or human resources. They may require two or three
interviews – make their job easier by keeping in mind the paperwork that will be required of them.
An example of an evaluation form will require they fill out the following information:
• source of referral
• position applied for
• strengths with regard to meeting job needs (they will refer to written Principal Qualifications and Duties/
Job Descriptions)
• shortcomings with regard to meeting job needs (make sure any weaknesses that you describe in the interview are not important to the job needs)
• overall evaluation of applicant (summary of strengths and shortcomings as they affect their decision)
• an explanation of disposition of applicant.
K E E P I N G A L L O F T H I S I N M I N D , YO U M U S T B E P R E PA R E D , I N
A DVA N C E , TO S H A R E T H E T O P 3 - 4 T H I N G S YO U B E L I E V E T H I S
INTERVIEWER/EMPLOYER SHOULD KN OW ABOUT YOU.

This should be based on a clear understanding of your strengths and accomplishments as discussed
in the previous chapters. You should be able to elaborate on all of your strengths and accomplishments, so you must be strategic and select those that are most relevant to this particular situation.
Before each interview you should spend significant time researching the company and studying
the job description (read more about this in Chapter 13) in order to determine the most important
things you want them to know about you. This means, of course, that you must be fully versed in
your own strengths and accomplishments and prepared to talk about them in meaningful ways.
W H AT I S A B E H AV I O R A L I N T E RV I E W ?

Many interviewers will use what is known as a Behavioral Interview. This type of interview is
based on the premise that past behavior is the best predictor of future performance. The following
are true of this type of interview.
• Questions are developed around the traits and skills they deem necessary for succeeding in the position,
organization, or field.
• These questions require you to give evidence of your skills, experience, and personal qualities, not just list
them.
• You must develop a list of experiences that cover the skills and characteristics required for the position. Your
work on defining your accomplishments earlier in the book will be the foundation for preparing for these
types of interviews. Have your notes from Chapter 5 close by.
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The following are some examples of often-used behavioral-based interviewing prompts and
questions:
• Describe a situation where you had to accomplish an independent project.
• Tell me about a time that you were a member of a team. What was your role? What did the team accomplish?
• Describe a business situation which created stress for you.
• Give me an example of a situation where you had conflict with another employee in a work situation.
How did you handle it?
• Give me an example of a project you completed successfully.
• What is your leadership style? Give me an example of a situation where you exhibited leadership.
• Give me an example of a situation where you made an improvement in your prior business situation.
• Tell me about a goal you set and how you achieved it.
• Give me an example of a situation where you had to work under pressure.
• Describe a situation where you managed people to accomplish a task.

In order to prepare for this type of interview you must be very prepared to talk about what you
have accomplished in the past. The best way to do this is to follow what is known in the human
resources field as the STAR method. In a nutshell, this technique is designed to see if you are a
good fit for their job. Your job is to prove that you are by highlighting your past successes in a
succinct and relevant way. Here is how it works.

S
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SITUATION
YOU R J O B :

Explain, briefly, the background and the situation you found yourself in.

TASK
YOU R J O B :

Explain, specifically, what you had to accomplish, overcome, or solve.

ACTIONS

Explain, specifically, what you did and why you did what you did to
accomplish what you accomplished.
YOU R J O B :

R E S U LT S

Quantify and/or qualify the results of your actions. Did you solve it?
Did it save or make money? Did it improve a process, a relationship, etc.?
How did you add value?
YOU R J O B :

GETTING THE RIGHT JOB

EXERCISE 3

With the STAR method in mind, look back at Chapter 5 and note the strength/competency you
listed as your top strength. Use the following template to craft a story explaining the accomplishment you selected, transforming the explanation into a STAR interview answer.
S – SITUATION:

Briefly describe the situation and setting for your listener.

T – TASK:

Explain, specifically, what you had to accomplish, overcome, or solve.

A – ACTIONS:

Explain, specifically, what you did and why you did what you did.

R – R E S U LT S :

Quantify and/or qualify the results of your actions. Did you solve it? Did it save or make money?
Did it improve a process, a relationship, etc.? How did you ADD VALUE?

SKILL/STRENGTHS:

Finally, list what skills and strengths you utilized in this situation.
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N OW F O R T H E H E AV Y L I F T I N G

Although you did much of the heavy lifting in Chapter 5 as you thought through your accomplishments, in order for that work to actually help you in the interview, you must do the following:

EXERCISE 4

Use the STAR template on the previous page to craft STAR statements for each of the remaining
four strengths/competencies you listed in your top five in Chapter 5. This will be tedious and time
consuming, but if this work is done well, the interview will go well. This may be the most important
exercise in this book, so please take it seriously.
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INTERVIEW DOS AND DON’TS

Regardless of interview type or the experience level of the person conducting the interview, there
are some universal “truths” you need to know. Below are some of the obvious Do’s and Don’ts:
DO’S

1. Wear business attire for all interviews, which means: wear a suit! This means that the jacket and
the pants match. For men, a tie, shoes, and a belt should match. Ladies, pantsuits are usually fine,
and if you do wear a skirt make sure it is at least knee-length.
2. Maintain eye contact.
3. Assure that you have a firm handshake – you want to achieve impact from your appearance and
confidence.
4. Listen to the questions and take time to make sure you understand the question before formulating your response.
5. Be clear and concise when you ask your planned questions – jot down the answers and make notes
during the interview. This shows interest in the other person and gives you time to pause and think.

DON’TS:

1. It is NEVER appropriate to take a call, read a text, or check social media in an interview. NEVER!
Leave your cell phone in the car.
2. Don’t let the interviewer control the entire interview by taking all of the time with their questions. Remember that you should be prepared with 3-4 things you need them to know about you.
Make sure you share that information.
3. Don’t interrupt them, but make sure you have enough control to achieve what you need to
accomplish.
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QUESTIONS TO CONSIDER BEFORE THE INTERVIEW

The following questions are ones you are likely to encounter, thus you should prepare for them
beforehand in order to be successful in your answers.
1. Tell me about yourself.
• Some interviewers ask this to simply break the ice. Others ask to see what you view as important. And,
others ask it to see if you will share something they can’t legally ask.
• Your job is to prepare a 1-2 minute “elevator speech” for use when answering this question. This should focus
on your strengths and skills and include basic information about the 3-4 things you want them to know
about you. This is your chance to set the stage. You should not include personal information in this response.

2. Why are you here? Why do you want to work with us?
• This gives you the opportunity to demonstrate what you have learned about the company and your initiative
in developing your individual marketing plan. We will talk more about company research later in Chapter 14.

3. What distinguishes you from other applicants?
• Relate your strengths, skills, and motivating factors to the assumed needs and goals of the company. This
relates back to the work you did in chapters 4 and 5. You must be completely aware of and comfortable
discussing your strengths and accomplishments.

4. What kind of salary/income are you expecting?
• Answer with a question, i.e., “What is the salary range for this position?” If there is no range or they are not
saying, respond with: “I think a position like this would be in the range of $ .” Have a specific amount that
you want to start at with the opportunity to increase with a Pay for Performance increase in the near future.

5. What do you want or expect in a job?
• Opportunity to perform – be rewarded – be recognized – and advance in responsibilities only after establishing a positive track record.

6. How long would it take for you to be a top performer?
• “Could you give me a time that it has taken in the past for others, and I will beat that time by 3 to 6 months.”
If they don’t give you a time for the average or top performers – be realistic and say six months to one year.

7. Are you willing to relocate?
• “Yes. I would have preferences, but I would not let those get in the way of this job and opportunity.” Get the
job offer first and then decide if you want to relocate.
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8. Where would you like to be in five years?
• You need to seriously think about where you truly want to be in 5 years. You need to be specific enough to
show you have thought about this, but general enough to ensure you don’t talk yourself out of the job.
• You could ask a question like this if you want to learn more before answering: “What is the usual next step
in advancement – job position – and in what length of time on average?”

9. How long would you stay with us?
• “As long as we both feel that I am making significant contributions to the company.”

10. What is a typical day like with your present job? If you are not currently employed, describe
a previous job or your current role as a student.
• “I’m responsible for … and held accountable for … .”
• Keep your answer brief, but emphasize strengths, skills, tasks, and motivating factors.

11. Why are you leaving your present job?
• • Don’t be negative and don’t change answers. If you were laid off, you need to briefly explain the circumstances and then move on.
• “I believe your company will offer more of a challenge and opportunities for personal development or
growth.”

12. What would an ideal working environment look like for you?
• “Having a manager or boss who would: … .” How you complete this sentence should be directly related to
what you now know you need based on your Birkman results. BUT, always keep in mind that no boss will
ever meet all of your needs.

13. How would you describe your present company? Boss?
• Be positive. Never, NEVER say anything negative about anyone or an organization.
• You could always answer with something simple like this: “They provided me with experience and opportunities to prove myself.”

14. Have you made suggestions or ideas that were implemented by your present manager or
company?
• If they ask this, it is the perfect opening to share an accomplishment using the STAR method. This is why
you decide before the interview the 3-4 things you want them to know about you.
• Be brief, but describe in detail and share results. Refer back to your STAR stories.
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15. With your present company or last position, what were three or four of your significant
accomplishments?
• You should be completely ready for this question if you did the STAR statements for all of your accomplishments. Answer completely, touching on every aspect of the STAR technique.

16. Why haven’t you found a new position before now?
• If still working, emphasize time requirements of present job and limited time for search and interviewing. If
you are a student, simply share your year, major, and anticipated graduation date.
• If not presently working, share that you have been working hard to complete a full self-assessment process
to ensure you find a job that is the right fit. This is in their best interest too!

17. When we do a reference check, what will they say are your greatest strengths and weaknesses?
• Keep in mind that reference checks should be referred to Human Resources and they will only confirm dates
of employment.
• Answer with your strengths in different words but the same meaning.
• With weaknesses – only give ones that are not needed for the job or can be turned into attributes or positives.

18. Can you work under pressures, time goals, deadlines, etc.?
• Be completely comfortable with your Birkman strengths and share this here.

19. In your present position or recent past experiences, what problems did you identify and
solve?
• This is another opportunity to use your STAR stories.

20. What other companies or type of jobs are you considering or interviewing for?
• Keep your answer related only to this company’s field.
• Be honest if you are currently interviewing with other competitive companies, but you do not have to say
which ones. DO say, however, if you have been invited in for other interviews and they have shown interest
in you, but that you would prefer the job and company you are presently interviewing for. Be able to answer
the question: “Why would you prefer us?”
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DIGITAL/ELECTRONIC INTERVIEWIN G METHODS

Not long ago digital and electronic interviewing techniques were the exception, but in today’s
world it is very likely that your first encounter with an employer will be through your webcam.
Why? Because the technology is available and it saves employers time and money. Even more so
than telephone interviewing, this will require intentional preparation.
• The “pre-interview” prep is similar to a face to face interview
• Be ready with the STAR Stories
• Do the Employer research
• Be ready to sell yourself as a solution

You might be recorded using prompts so a recruiter can watch later, or there might be a recruiter
live on screen. Either way, remember that they are likely using some type of artificial intelligence
to assess the video.
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Record yourself and listen/watch for the following:
• Are your STAR stories clear?
• Are you rambling?
• Are you doing something annoying like clicking a pen or biting a lip.
• Make sure the background isn’t cluttered or inappropriate
• Don’t have pets in the room
• Ensure the environment is quiet
• Dress professionally
• Sit up straight
• Smile
• Be authentic

Finally, please remember that the Telephone Screening Interview is still very common, and all of
the same rules apply. Be prepared and treat it just like a face to face interview or digital experience.
Do your homework on the employer, be prepared with your STAR stories and ensure the environment is quiet and interruptions will be minimal.
Remember, the digital and telephone interviewing experiences are the first step towards an actual
face to face encounter with the employer. Don’t take these experiences lightly!
INTERVIEW BLUNDERS

In most any interview you are likely to blunder a question or two. That said, there are ways to
recover and regain the interest of the recruiter. Here are a couple of pointers to remember if you
feel the interview is not going well.
1. If you believe the interviewer has lost interest or is bored, stop talking and ask a question. This will usually
inject energy into the conversation and allow the interviewer to become re-engaged in the process.
2. There will be times when you are asked a question for which you genuinely don’t have an answer. This could
be a behavioral question and you have not had an experience like the one referenced, or it could be a question
that simply stumps you. Use the following as a guideline for tackling these tough situations:
a. B E HAV IO R A L QU E ST IO N : If you have truly not had an experience related to the question, share
that you have not had such an experience and talk about what you would do if you were to encounter
such a situation in the future.
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b. ST UM P E D : Ask the interviewer to repeat the question, and if you still don’t know how to answer,
be honest and tell the interviewer that you don’t know. Making something up at this point will cause
more harm than good, so being honest is your best bet.
3. If you get off track and realize that you are not making sense, stop and ask if you can start over.

FINAL THOUGHTS ON INTERVIEWING

The more time and effort you put into the exercises outlined in this chapter, and the entire book,
the better prepared you will be for other questions and the interview. If, up until now, you have
skimmed the sections of this book that required you to think, work, or write, now is a good time
to go back and actually complete the exercises. You won’t be sorry!

BE INTENTIONAL
• BE POSITIVE.
• D R E S S A P P R O P R I AT E LY, A LWAY S .
• AVO I D P E S S I M I S M A N D S A RC A S M .
• S M I L E A N D L E A N F O RWA R D ; B OT H S H OW I N T E R E S T.
• PRACTICE INTERVIEWING ANY TIME YOU ARE OFFERED THE
C HAN CE, EITHER AT SC HOOL OR ELSEWHERE.
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