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Lecture - 28

Hello and welcome to NPTEL’s course on communication skills. We are now on a very

interesting module and this module is on interview skKills.
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Commumcstion Skille

Module 8

Interview Skills

This has been comprisingseries of lectures. This is module number eight on interview
skills and this is the seventh lecture on interview skills. So far, we have discussed some
of the fundamental questions that you keep asking about interviews.The misconceptions
were cleared in the first lecture followed by that the definition of interview, the structure

of interview.
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In this module, you will learn about—

Misconceptions about an Inferiew
What is an interniew
Preparaiion for an Intenvew

Keys to Success in iImerviews

Next two lectures were spent only on how you should be preparing for the interview.
Then | started discussing about the keys to success in interviews. Till recentlyin the
previous lecture and the one that was before that, | was trying to take you actually to the
interview room, the venue. Then, how you should actually attend the interview, what
should you do during the interview.While talking about that,I gave you some tips.In this
lecture,l will try to talk about more on what you should do and what you should not doin

the interview.

Then, once you do certain things and ensure that you are almost becoming successful,
there are certain things you should follow at the end of it; the way you are closing the
interview.So, once you close it and then there are certain post-interview functions; some
after thoughts you should have, the kind of attitude that you should have once you finish

the interview. So, these are the things we will be looking at it in this lecture.
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Speak with Sangfroid

Sangfroid: “sahn-frawh”

¢ freedom from agitation or
excitement of mind

® coolness in trying circumstances
e calmness in danger or difficulty

Now, firstoveralll said, first speak clearly in the previous lecture. Now, let me add one
more aspect of speaking. | would say that speak with sahn-frawh. So, what is this sahn-
frawh? This is freedom from agitation or excitement of mind. So, if you are able to
develop this,the mind is completely at a kind ofrelaxed state.To put it in another way, it
refers to coolnessin trying circumstances.How do you develop this?So, one is by mock

interviews.

Buthow many mock interviews you attend; then also you’ll not be able to gain that kind
of coolness in trying circumstances because the real trying circumstance is the one that
you actually experience. When that is the fact, you should be looking forwardtowards
attending interviews as many as possible or putting you in that kind of trying
circumstances,where your performance is judged just by your speech spoken abilities.So,
coolness in trying circumstances or to put it another manner it refers to calmness in

danger or difficulty.

So, that coolness indicating that you are not at all disturbed even when they are quizzing
you from different corners.You take it at the appropriate manner with the right attitude
and right spirit.So, that will again ensure successin an overall frame ofmind.The way the
panel members are looking at you, so you are just creating that you’re a cool and calm

and level minded person.You are not the guy who is going be disturbed just because they



are putting you under some pressure. So, keep that in mind.There are certain things

which you should not do in the interview.

(Refer Slide Time: 04:04)

During the Interview

DON’TS
1 DON'T Chew Gum
1 DON'T Smoke

i DON’'T make
distractions

DON’T slouch
DON'T ramble

DON’T wear too much
perfume/cologne

What are the things that you should never do? Do not chew gum. Chewing gum may be a
fashion style orway of throwing attitude. Butthen, chewing gum inside the interview;
physically it obstructs your speaking, psychologically it is indicating that you are
nervous. Attitudinally, it is indicating that you are aggressive.Overall, it is indicating that
you are not that concerned about the interview. You are more concerned

aboutchewing.Yourmind is tuned towards that and so on.

So,do not chew gum.Just avoid it if you are habituated to that. Throw it outside before
entering into the hall itself. Then, even if you are a smoker;even if you are offered a
cigarette inside, avoid smoking.Do not smoke at all. So, you cannot just get inside with
half of thecigarette burnt and then finish of one puff and then throw it and then get ready
for it. So, you can understand that your interview is over just when you go there with
that. Then,do not make distractionseither deliberately or unknowingly.Do not make

distractions.

Then,do not slouch.Sit straight and slightly bend towards the panelthat is the best
one.Butslouching indicates laziness disinterest and all negative things that go along with
body language. Do not ramble. To use an idiom, do not beat around the bush.If you have

to tell something, tell it straight. Again, to use another ridiom, hit the nail on its



head.You do not have to beat around the bush to say something. Rambling just means
that. Probably you do not know the answer or probably you have a long way of
answering something which could be answered in a very short and sweet and effective

manner.

Remember what | said when we were talking about technical writingin terms of e-mail
writing?l said that if you cannotexpress your whole thought in a single paragraph, you
will not be express the same thing in writing an essay for four pages.A same thing goes
with; if you cannot say the same thing in a single sentence which becomes your thesis
statement, you cannot even write a good paragraph.The same thing goes here also.If you
cannot answer that first in a single sentenceor two sentence and then you keep

elaborating no problem.

But if you cannot do that,I am sure you’ll not be able to answer that when you drag it for
15 minutes or 20 minutes. At the end of it, you would have confused the panel members.
You yourself might be equally confused and you may ask that silly embarrassing
question like have | answered your question.Am I right? Now, this is something that
you’re supposed to know from your sidewhether you have answered it right or not. Then
do not wear too much perfume or cologne.As | said, it sends negative signal.More than
that, there are some members in that interviewvenue, inside the interview hall, they

might be allergic to some pungent smelling cologne.

So, if you are the one who is doing it, it is immediate signal in the mind is thathe may
catch a cold.He maystart sneezing. He may even run into fever.So, his or her immediate
response;even that fight or flight response is to just literally or figuratively throw you
out, send you out of that room. This is just because you used a perfume that is causing
allergy to the person.So,that is the most annoying thought in the person’s mind.l want to
avoid this physically. So, what is the only thing that I can do?l should send this fellow

out.

So, the person will be very quick or ask a snubbing question or ask a question whichyou
cannot answer and say that is over, you can go. So, take note of this. Safe thing is use
very mild one, very gentle one.If you are surethat there is no foul odour emanating from

the body, then once you take bath, you feel that you are okay;even you can avoid going



with perfume of cologne.That is the safest bet.Now, how should you answer the

questions?

(Refer Slide Time: 09:19)

General to Specific

1 Start with a general statement then move to a
specific example that will describe the details
of a specific skill or experience.

1 Stories, anecdotes describe you better than
adjectives.

1 Have some good stories to illustrate your key
strengths.

When you come to the particular question related to testing your knowledge or asking
you to describe something.So, start from the general to the specific.Start from the general
and go to the specific. This means; give a holistic picture first and then slowly get to the
main and important points and assert the key words. So, you will start with the general
statement.It could be the hypothetical statement.lt could be the thesis statement and
move to a specific example that will describe the details of a specific skill or
experience.In this case, when you are elaborating it, when you are going to the specific

point of it, you can use stories or some interestinganecdotes.

These stories and anecdotes about youdescribe you better than adjectives, which will say
for instance, if you say | am a very hardworking guy, | am very sincere, | am very
honest.Now, illustrate a story that shows that you are very honest. | am very loyal to the
institute; give a story, give an anecdote.Show the time, that you spend extra hours when
nobody was there and saved the institution out of some embarrassmentor some
crises.Give a small anecdote.That is enough instead of saying that 1 am capable of this
that.

So, better than adjectives,the actual anecdotes that describe you would tell definitely

more about you. Keep that in mind. Even when it comes to your key strengths,have some



good interesting stories to talk about it. So, instead of again telling that I am very
meticulous, I am punctual; if you have a story to tell how that punctuality saved you or
saved your organization that makes it much more interesting and delightful for the
audience to listen to also.There are occasions when you need to volunteer relevant

information.
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Volunteering Relevant Information

1 Keep talking—when you have
something relevant to say.

1 Talking too much is better than talking
too little.

1 Use phrases such as: “l would also like
to inform you . .. ” “You might also like
to know. . .” or “In addition, | would
like to add. . .”

It means you should also become smart enough tomake the interview members know
more details about you which are much more significant, which are left out otherwise.
There are some very important details about you, your career, yourexperience which
have not been covered up so far in the questions which they have asked.lIt looks like they
are going to wind up.Now, this is the timewhen a question is asked and you think that

you need to add some additional information, keep talking.Do not just stop.

Now, rambling if different from this. When you ramble, you are meaningless.You just
moved like a rudderless boat.But here, you have point to make.So, you keep talking.
When you have especially something relevant to say, keep talking and bring that
relevance to thatpoint that you have been discussing.Then, in case of
interviewsgenerally, remember this that talking too much is always better than talking
too little.Talking too much in the sense of supplying relevant information, giving added

information that makes your point clearer; not rambling meandering again.



So, in that case instead of thinking that I will be reserved,l will be shy,l will keep to
myself;be open.Show your extraversion tendencies and then speak more than what is
required.So, normally you may be a quietcalm and reserved person. But,interview is not
the time to show that aspect of your personality.That is the time you have to speak more
speak more, so that they know more about you.If they have some second thoughts,it is
your additional information that will clearor that will nullify that second thought that

may go against your selection.

You can use some phrases such asl would also like to inform you, in a very polite
manner.Sir,1 would also like to tell something about this.They will be more keen. They
will say, oh,please go ahead,tell us about that.You might also like to know you can tell
them.You can say, in addition | would like to inform you.In addition, | would like to add
to this.So, this makes them feel thatyou are sensible. You answered itand then you also

think that something is much more relevant.

That is why you are adding it.Whenever you make a reference about you, make positive
self reference.In the context of an IIT student, for instance,5 pointer,4 pointer,3
point.Now although,3 point is not even passing.Just for the sake in case you have got
it. Then, there is a campus interview.You do not have to just let the cat out of the bag.

Evenbefore they ask you, you do not have to say.

(Refer Slide Time: 14:32)

Positive self reference

1 Avoid phrases like “ | only have a 3.1
GPA”".

2 Only discuss your strengths, do not offer
a weakness unless directly asked for one.

1 If you are giving specific examples, you
will not feel as though you are bragging.

1 Speak in the first person, “I am proud of
the work | did there...”




Rather you avoid phrases like 1 only have a 3 point one GPA or | am just a 5
pointer.Nowas | said, heavens will not fall if you have just a 5 pointer. They just want to
know.There are people who have not even reached IIT, who have not even reached that
level of getting 5 point.You’ve got it.Now,how would you still distinguish yourself from
those people? There are others who have got 10points.But then, is there something that

distinguishes you from those people?

If there is something, you highlight. Definitely there’ll be something, it is your
negativity, your underestimation about yourself that will make you think thatno,l am no
good.So, do not project you with a negative self reference.Always let it be a positive self
reference. Only discuss your strengths. Do not offer a weaknessunless directly asked for
one.As | said, there are companies nowadays, in the CV itself,they are asking you to
mention about your merits and limitations.Now, they know the limitations already. They
have it in hand. So, in some cases, they do not even want to elaborate on those

limitations.In some, they want you to explain.

Now, if they do not ask you to explain, you do not volunteer information to explain the
negativity in terms of limitation.You talk only about the strengths. You highlight more
on it.Then, in case you are giving specific examplesyou will not feel as though you are
bragging.l keep telling that you give examples from your experience, from your life,
anecdotesfrom your work experience.Now, that does not meanthere, that you are
bragging.

You are blowing your own trumpet.Interview is one aspect of your lifewhere you are
allowed to brag.So, you do not have to think that I am saying so many things about
me.So,l should be modest.So,l should not be sounding that | am boastful.Now, with all
politeness, if you can be little boastful, that is also accepted. Only do not appear to be
aggressive.Do not appear that | am the best.You can say | am one of the bestthat you can

get. Right now,| am the most appropriate one because of these reasons.

I know in terms of qualifications,there are so many others. But, look at what I have done.
So, you brag about that. Say something more about that.Highlight it. Little bit
exaggeration in terms of narration.So, these are all accepted. So, do not hesitate to brag
about your achievement sometimes. Interview is the occasion where you are even

allowed to blow your own trumpet with politeness; not sounding that you are rude and



aggressive.If you are able to do that with all courteous manners possible, you will be still

accepted. Then, generally as far as possible, speak in the first person.

| am proud of the work I did there, instead of saying, we all do good work in that
organization. We are all selected because we are all qualifiedrather than saying that | am
selectedbecause of my merit.In an Indian context, you know that there are institutions
and institutions, firms and organizations where influence sometimes even certain amount
of money can also help you get the job. There are other institutions where no money, no
influence, no push can help you except your merit.

If you know that the institution goes by merit and if you stand for it, you canthat before
the panel members. You can tell them,look, | was there, | am there just because of that
merit.Instead of saying, all of us who get in there are there because of their merit.So,that
is something known to everybody.Buthighlight it in terms of your personalreference.So,
use that I, saying that I am proud of that. I am proud of being there. Another thing that
goes with that is use of active verbs.Use active verbs, the action verbs. Even in your

resume, it should be there. Even while speaking, it should be there.
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Active Verbs

1 Use the action verbs you have on your

resume:

- | initiated. . .

— | coordinated . . .

- | designed. . .

rather than

1| helped with . . .
1| worked with . . .
1We did .

So, you should say, | initiated, | coordinated, | designed, | facilitated, I motivated,|
generatedrather than | helped with, I worked with, we did, we contributed. So, use active
verbs along with yourpersonal reference, so that again gives, gathers strength to

yourpresentation.Use transitional statements going from one idea to another idea.Indicate



them that you are using transitional statements especially if you are moving from an area

of weakness to one of strength.
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Transitional Statements

1 Use transitional statements to move
away from an area of weakness into an
area of strength.

1 If asked about a skill or experience you
do not have, respond truthfully but also
add how you can overcome this lack of
experience.

You may use even contrastive transitional statements.So, you can see that, yeah, it is like
this. | have this weakness. Buton the other hand, nonetheless, nevertheless, although |
said this,| also have this.So, give that kind of transitionalmovement, so that they
understand.If you are adding something, you can use other connectives like in addition to
this, furthermore, further, moreover.Now, this moreover is indicating to them thatyou

have said something.

You just want to add and then you are now moving towards another idea. Butyou are just
connecting it.So, use transitional statements. You can use transitionalstatements
sometimes even by giving sequence. So, you may say that let me talk about five points,
firstly, secondly, now coming to the third point.So, you aregiving the transition.You can
give the transition just in terms of chronological sequence also.So, let me describe
howthe idea was mooted in this area. In the past three decades, so in 80s, it started like
this. Then, you keep explaining, coming to the 90sand coming to the presentup to the
presentdecade.

Now, you are just giving the transition. So, this will help them to follow what you are
trying to tell.In case you are asked about a skill or experience, you do not have respond

truthfully.Butalso, add how you can overcome this lack of experience.So, these



daysalmost everybody knows something about computer. But then, if you are trained in a
particular manner and then let us say you do not know Java.You know, you do not have
to say, | know something about it.You know, you just say that, | am not aware.l 1l have
not done any course.Butthen, just | came to know that this is also going to be a very
important thing. | should know in my job. So, what | have done is | have just registered

for a new course.

In the meanwhile,l am reading booksfrom a friend who has done a course already. He is
also giving me some practical tips. Then, we meet on the weekends. He is alsogiving a
sort of training informally.l am just trying to gather some information about this.Now, it
shows that although you do not know something, you have the initiative to learn it,
which is much more important than not knowing something.So, not knowing something

when you are likely to get a negative point.

The fact that you have taken something initiative to know it, so willgive you some
positive point. It will neutralizethe situation. So, if you do not know or if they are asking
you, quizzing you on some skill or experience which you have not gathered, so be honest
about it. Butat the same time, you show some kind of keenness to know it or if you have
taken an initiative.So, just explain that initiative.Now, once you have done this much,

now the concluding part the end of the interview at the end of the interview.
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End of the Interview

1 Have some questions prepared about
the position and the organization.
- Further clarification of the position:
responsibilities, projects, travel
Further clarification on the department:
goals, career paths, training offered

— Further clarification about the plans,
expansion, direction of the organization




Have some questions prepared about the position and the organization. This is your time
at the end.In fact, it will be thrown open to you.They may say very clearly. They may say
that, gentleman, we have asked all that we wanted to ask about you about your
experience. All that we would like to know whether you have some questions.They can
simply ask you so before weconclude, do you any questions, any doubt or clarifications.

They may just pass for a minute.

Even if they do not ask, you can volunteer and then take your chance. Ask them, excuse
me sir, may | ask something about this?l would like to know something about this
project. Go ahead.Now remember, in the preparation itself, | told you that you should be
ready at this stage to shoot them with your questions, nevertheless politely, responsibly
and indicating that you are a matured person.Then, you are just ready to take charge.
Once they give the job to you, now questions; what kind of questions, it can be seeking

further clarification about the position.

So as | said,if you are appointing me in this position, so is it a permanent post or a
temporary post?ls there a bond related to that or not?So, you can keep asking these kinds
of questions. How many years | will be on this position? When will |1 become eligible for
applying for the next position? What are the norms for promotion?Will | be promoted
automatically based on the number of years | gain experience and so on...?Then, job

responsibilities;what am | suppose to do.

Then, whom should I report? How many people should I report? In what form should 1
report? What time should I come?In some organizations, you can just drop in any time
and it is a target based one.In some other organizations,it is not like dropping in any
time.It will be 9 to 5literally.In some organizations, there will be punch card, so you
punch it when you are entering. If you punch at 9:01 and then if you punch it three days
at 9:12, 9:03; one c | will be cut.

So, if you are generally the person who will go very late to the office,you better know
about these things. Then,you can also ask about projects. You can also ask about the
travel that thejob will involve. How often should you travel?Where should you travel?
How much notice will be given to you?So, these are the questions you can ask.You can
also seek further clarification on the department, the section as suchquestion like goals of

that department.So, what are their objectives?Do they have a vision? Would you like



to,you can say, you would like to go through that vision if they have a copy of it their

career paths and thenthe training that they offer.

There are some companies they believe in very intense and rigorous training including
getting up early in the morning, going for some sports activity, doing some yoga and all
that apart fromgaining some technical proverbs. Now in that case, you need to know
what kind of training they give, how often they give and where do they give.How what
kind of thing is expected from you? Do they give a certificate at the end of it or is it just
mere attending thatthat will give you something?

So, these are things you can ask. You can also seek clarification about the plans,the
expansion plan,the direction of the organization itself. In case they never said anything
about salary, you can even politely ask about it. Especially if you think that this is an
organization that exploitspeopleyou should be very careful about it.You can get itspelt
out whatever salary it could be. Butyou can just get that mentioned very clearly. You can

even tell them tomake it clear in terms of bugs and other things.

There are some companies that will give you something on paper as salary and
something as perks and sometimes evenamount of money that is not accounted in the
form of actualsalary.ls that acceptable to you or if you have problem; you should tell
them that, no, | cannot take these kind of thing include everything in the salary.If they
say thatno,let us say I will give you40,000 extra, but if I have to include,l have to put
only 10,000.If you are honest and if you think that fine, you can say that fine. Go

ahead.That is fine with me because | want whatever | earned to be accounted for.

So,l want to be honest to the income that | am getting. | want to be straightforward in
terms of the tax that 1 am paying.ldo not want to get anything extra and so on.So, these
things you can clear.Overallonce you clear that.At the end, quickly let us identify some
don’ts and do’sthat will determine the success of an interview or to have success in

interview; what are the do’s and don’ts first thing.
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Successful Interview

Dont’s

1 Don’t expect easy
presents

2 Don’t promise what
you can’t offer

1 Don’t accept what
yvou don't need

8 Don’t ask what
they can’t give you

Don’t expect easy presents. | have proudly done the maximum possible for interview
skills in the whole of communication course.Even now, | feel that | have not done full
justice because there will be so many question doubts,which I can add it infrequently
asked questions.Then, even after listening to everything and following everything that |
have been telling and the book that I am going to ask you to read, you read everything,

you have everythingat finger tip.

Do not expect easy presents; that means do not expect that you gave a terrific interview.
Do not expect that the selection follows you.There are so many other things that are
going,so do not expect that it will be done like that.So, do not underperform. Do not over
perform.Perform exactly and when you do that, do not expect that you will get the
reward immediately. Then, whenever you are asked to do something, done promise what
you cannot offer.

So, in terms ofjob performance generally, it is said that whenever whenever you are
going to give a promise,it is better to under promise and over deliver;not over promise
and under deliver. You promise so much create very good impression.Butthey keep
asking you when are you going to do this. Oh you take another 10 daysand finally, the
quality is notup to their expectation it is below standard.So, you create very poor
impression.Butwhen you are asked to promise giving a stipulated period of time; how

many days will you take you may add an extra day.



You can say that | may take about 12 days. Fine, you are given these twelve days. We
want you to finish it at the end of this twelfth day. Thirteenth day, we need the complete
report. You say,I can do this. Now, you work very hard to finish it on the tenth
day.Eleventh day, you submit it.This means you under promise but, then you are over
delivering. This creates a terrific impression.So, this at a later stage; so in the interview

itself you do not over promise especially which you cannot offer them.

Do not accept what you do not need. As | said, they can give youthings which you
actually do not need, which are sometimes extra.Now,do not be tempted by that and be
dragged into doing something which you hate to do in your life. Ultimately job,if you
seek that as a career,it is something that is making you develop your personality;
something that is going to make you live happily ever after.But if you are going to take
something which you do not want, you are asking for paying.

That paying will be a nagging thingin your life throughout. You lose your peace of
mind.You will lose precious relationships.You become a kind of nervous wreck. You
will go to psychologist. You develop all kinds of disease, piles etcetera etcetera and so
on.Now, it could be easily avoided at the beginning itself.If you are very prudent and
discrete, then do not ask what they cannot give you.Now, | remember one interview

where | was also part of the interview and there was a senior most person.

I knew that that person is the one who will be selected because of the person’s
publications experience and in teaching profession it counts a lot. | thought that Iwould
not get it, butfollowing the tips that I have been telling you,l thought that | should not let
that negativity get into my mind. I did my best.But still I had that nagging doubt that this
person deserves better than me; experience proven record and should be getting it also.l
was too young for thatat that time, but later | was one of the candidates who got selected.

I was surprised to know that this seniormost person was actually rejected.

Laterthrough confidential sources, | came to know what the person asked in terms of
salary package was something that the institute can never give, even to the director of
that institute. They have some limitations, government stipulated limitations,it is a central
government run organization.So, you have a salary. You have a pay package.
Accordingly only, it can be given. So, he asked somethingthat somebody will get at the

retirement age. He demanded it, so the institute could not actually give it.So, do not ask



which they cannot give you. Then, remember certain things that they will like in youonce

you remember the don’ts.They like modesty, butnot shyness.
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Successful Interview
Techniques
What people [

! Modesty, not shyness---

! Enthusiasm & Energy, not over—
ambition---

1 Self-confidence, not arrogance---

1 Assertiveness not aggressiveness

i Short precise answer, not long,
convoluted answers & meandering

So,modesty is, you use caution to say certain things. You do not want to run into
things.But they do not like shy people especially, in interview. They like people who are
enthusiastic people, who are energetic, who are dynamic, butthey do not want people
who show that they are over ambitious, overzealous.That should be avoided.They like
people who are self-confident, but not the ones who are arrogant.They like the ones who

are assertive, but not the ones who are arrogant.

So overall, you should focus on assertiveness and not aggressiveness. They appreciate
short precise answer and not the long convoluted answers and meandering.Now, with
this thought we will conclude this aspect of interview. Then | will just slowly move
towardsthe concluding thoughtsin the coming slides. What are the qualities and
traitswhich people do not like in an interview, which would mar the otherwisesuccessful

interview.Now, what people do not like is wasting their time.
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Successful Interview

Techniques
What people don't like

What people do not like is wasting their timeby repeating something. They do not like
repetition at all, saying the same thing again and again. Some candidates think that if you
do not know the answer, say something again.You know,that isanother bad way of
answering it. If you do not know, say that you do not know, but do not repeat the ideas,
over talking and meandering unnecessarily, unclear explanations.Even after you speak
for fifteen minutes, the members do not understand what you are trying to say, unclear

explanations, too many information.

You think that you should pack the sentence with lot of information, but too many
information is also making them too confused. They are not sure about what is your
answer.Then, aggressive approach; you think that you should in your mind hold all the
members by their collar and get the interview selection report in favour of you. You go
with that kind of attitude and you just bombard them with your answers.Now, aggressive

thrusting you on themand then thinking that that will create a favourableresponse.

No, they do not like it. Showing false interest, pretending sometimes especially when
they say something; showing false interest. Then,smiling and pretending things that
should also be avoided.Now once you are sure of these things, know how you should

close it, how you should conclude the interview.
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'he Close

I'he close of an interview doesn’t just mean the

interview is over.

While the interviewer’s first impression of
you set the tone of the interview, their last
impression can cement you in their mind.

The close of an interview does not just mean that interview is over.When they finished
the last word, it does not mean that interview is overWhy | said that the first
fewminutesand seconds are mattering so much in terms of generating a very
goodimpression. You also know that that has set the tone of the interview the first
impression. But,their last impression is something that you are cementing in their
mind.So, you should just leave with a very emphatic impression,do whatever is, butthen

they should have that kind of impression in the mind.
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The Close

Before vou leave:
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2. Make eye contact, smile, thank you.
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So, what should you do before you leave?Make sure you ask for a business card.If they
are very formal, they would like to give one otherwise get to know about these people
once you are coming out from the receptionist and so on.Make eye contact,smile,thank
them.If they are willing to shake hands, shake hands or in an Indian context once again,
you say [FL] and say thanks. Then, gently come out. If they give the hand shake, it is
again a firm hand shake.Even if you have performed very badly,it is a very firm hand

shake showing that till you are sure that you will get it.

Say goodbye to others as you leave when you come out.Even somebody from the
organization may be sitting there. You do not rush going out.Just look atthe other
interviewees who are waiting there.Just say bye.If you could diverge some information,
do that.You can also encourage them.You can say them,you can,the interview was fine
and you could do your best and so on.But you say good bye to others as you leave, do

not make a kind of abrupt exit.
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Closing the Interview

You want to achieve four objectives at
the close of the interview:
. Make it clear that you want the job.
. Set the stage for the next step.
. Create a final good impression.
4. Get an actual offer.

To continue with closing the interview, remember, at the closeyou want to achieve four
objectives. What are the four objectives?First one,make it clearby whatever means that
you want the job. Second, set the stage for the next step.If there is an interview that is
following this, there are sequential interviews then, set the stage.Create a final good

impression and get an actual offer by doing that.So, these are the four objectives that you



should keep in your mind. Overall, try to show these four objectives by showing your

enthusiasm.
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A Quick Checklist

1 Do 1 Don’t
Keep copy of CV Give up if in trouble
- Prepareusing CV - Lie, boast, ramble or waffle
Listen carefully Talk too much
Ask for clarification Interrupt
- Think before answering Lose concentration
- Answer actual question - Make unsupportable claims
- Know what you want - Presume that they know you
- Sell yourseif - key points - Belate

Keep this quick check list that I am giving youbefore as well as after;especially before.
This should be in your hand, do’s and don’ts.First do keep a copy of your CVand prepare
the copy using your CV. Prepare your interview using that CV.Be ready to answer
questions which are related to this.Listen carefully, ask for clarification if you do not
understand the questions.Think before answering.Do not rush into giving answers.
Answer the actual question.Do not answer things which they have not asked.You know
what you want.Be sure about it. Sell yourself. Know your key points. Know the merits

and do not give up if in trouble.

The candidates who will just say,l am sorry, | do not know and they may even ask for
permission to leaving the hall. Now, do not give it up.Sometimes under pressure, they
may push you to a tight corner, but then you will come out of it.The best part of the
interview may be the last five or ten minutes in which they decide that they select
you.So,do not give up in terms of trouble. Do not lie, do not boast, do not ramble or
raffle. Do not talktoo much,do not interrupt,do not lose concentration.Do not let your

mind distract.

As | said,that is a most precious time of your life,do not lose a fraction of a second. Also,

make unsupportable claims. So,do not make unsupportable claims. You say something;



they say could you explain it, could you illustrate that, could you provide some facts.
You are not able to support it.So,do not make such claims.Do not presume that they
know you.You are supposed to tell them much about you.Do not presume that they must
have read even the CV. They know everything. Even they must have read it very
superfluously. You need to highlight certain aspects of your CV and do not ever be late
so do not go late.Now, once you have done your best in the interview, let us have some

after thoughts.
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After the Interview

Send a follow-up letter within 48 hours of the
interview.

Do an assessment of your performance and
work to strengthen any areas of weakness.

1 Apply for another job.

What should youdo after the interview? You are out of the hall, said byeto everybody.
You have gone home came, back to your previous institution. You are sitting there
quietly, today, tomorrow. What should you do?They first send a follow-up letter within
forty eight hours of the interview especially if the format of the organization demands
it.You can thank them for the interview that they have given the chancethat they have
given. If you have left out some information, which you said that you will be sending
them, this is the time to send them with relevant copies and documents. Do an

assessment of your performance and work to strengthen any areas of weakness.

Always remember, there is no interview where you have answered all the questions 100
percent. There is always something that you feel that you missed out. | am aware of
candidates who could not answer that simple, silly question inside the interview

venue.They came out and just when they close the door,they came to know the answer.



They did not have the courage to get back inside and give the answer.So, there are

always these possibilities of missing something, near miss of something.

So, keep that in mind. Assess your performance, if you are at the other side, would you
select you. If you are not going to select you, yourself, what are the things which are
acting as stumbling blocks?What should you do to improve upon them?So, identify them
and then without waiting for the results of this interview.Some interview, they tell you
immediately, even at the end of the interview, they start asking you when are you going
to join.

We are going to give you this offer.What is the salary expected? Some they say, wait for
an hour. We are going to tell.Some they say, come in the evening, take the appointment
order.Now, some they say, in a week, some a month.Some there are three months to six
months because it goes to so many conduits and nodal points. Then, there are so
manybureaucracies in between.So, it takes six months and then you almost forgot what

you did in that interview. So, the best attitude is apply for another job.
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After the Interview

Review own performance
what went well
what went badly
wished you had said
Tor next stage
Invitation to second / final round interviews
assessment centre
psy nometric t ':rng
panel interview
Rejection letter / e-mail

if you can, request feedback—use it

Do not wait for only this one. Then, in terms of performance, when you review,ask these
questions honestly.What went well, what did | do well, what is it that they would have
given me some points.l answered that question very well and my witty remark to that;

that was very much appreciated.What went badly, what did | do, why did | feel that I



messed up that situation; ask yourself honestly.Then, what is it that you wished you had

said, butyou could not say it.

Either you forgot or there was no opportunity.Then, prepare for the next stage.How
better should I do it in the next one?l should avoid these things. | should improve on
those things in the next one.Then, the second stagealso meansthe post-interview
functions.You may be given sometimes invitation to the second final round of
interviews.In that case, there will be other kinds of assessment centre.There will be

something called psychometric testing.

This just tests your psychological aptitude.Get ready for that.There will be a panel
interview. Previously, you must be interviewed by one person and then there is a group
now.So, get ready for that. Get ready also to get that rejection letter or that e-mailsaying
that they are sorry.They cannot select you now if it is an e-mail or if there is a response
code id address and if you can ask themhonestly about their feedback on your
performance. If they could tell you why they rejected it it is so valuable for you to do
well in the next one, so even if they reject if they can still give you feed back they are

still doing you a favour to help you.
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Analyzing the Interview

We learn from our mistakes

If you don’t get an offer from this company,
you will succeed another time.

Do not allow rejection to defeat you.

So, if you can get that it is still valuable now.Analyzing the interview, why is it that
important?Because,we actually learn from our mistakes.There is nobody who has

become perfect without trying to improve upon the mistakes one has been



committing.Then, slowly the person is reached that level of near perfection.So, if you do
not get an offer from this particular company, which you desired so much because of so
many reasons, may be pay package, may be the place, may be the reputation, may be the
glamour attached with that company, whatever it may be.

If you do not get an offer from this company,be sure that you will succeed another time.
There is always another time and there is always the next time and be sure that you will
succeed in it.So, do not allow rejection to defeat you. Do not become depressed. Do not
stop preparingfor the next interview. Do not think that Idid not get in this one, so it

means that | will not be getting inany other one. So, you do not wait for the results.
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Be realistic what should you have in your mind. When | say that you should be realistic,
first understand that interview is not an assessment of personal worth.lIt is trying to meet
your qualifications with specific job demands.So, in case, there is rejection, it does not
mean that they have rejected you as a person. You do not have to take it to heart and then
think that 1 will commit suicide or | will never attend interview or | will start a new

business.l am fed up with this.No,do not let that negativity get into your mind.

Many good organizations have made the mistake of rejecting very good candidates.
There are other smart organizations which have actually taken these candidateswho have
been rejected by those organizations and built up their reputation. They have one over

their competitors numerous examples.If you go to a management studies, there are



numerous examples where people who are rejected from very big organization were
selected by their competitor. Then, because they selected that candidate, they have won

the competition also they have gone ahead.

So,do not worry. So, if they are not selecting you,they are not rejecting you as a person.
You are still strong as a person. Then, you can also think like this. If you do not get the
job,it is not a major calamity, so it is not a tsunami that has come and played havoc in
your entire life.No, think that the organization was also not lucky to have you.You know
that, you have the skills, expertise and you aredying loyalty for the organization. You
would do anything for it.

They did not have, they are rather unlucky. Why should you think that you are the one
who haslost it?So, think it that way also. Then, there are always other potential
employers around not only this one and be certain in a philosophic sense also that the
best is yet to come.Sometimes we think that this is the onethat I should have got it.But,
after some time, we realize in due course of time,it is good that Idid not get it at that

point of time.

Had | got it,1 would be stuck with that job just like my friend who got it and | was
envying that guy at that time.Now, | have no regrets. Look at that guy, living a life full of
regrets. He cannot come out of that thing and | am free.l am enjoying a good life, good
salary, good package, happily settled life also.So, be certain the best is yet to come.
Often, we know it is only when we think that the worst has happened, we know that the
best is just awaiting round the corner. We only need to take the nextstep. So, keep that in
mindand already by this time, if you have the right attitude, you should be thinking about

the next interview. So just push ahead to the next interview.
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Every Interview is a New Opportunity!

Maslow’s Hierarchy of Needs

Then, those who have read theories of motivationwill know the famoushierarchy theory
of motivation proposed by Abraham Maslow. If you apply that theory, you understand
that every interview is a new opportunity.Whether you win or lose, whether you are
selected or rejected, it is a new opportunity. Then what Maslow talks about in this
hierarchy of needs,he says that people are motivated based upon five basic classes of

needs.Then, he puts that in the form of ladder or in the form of a pyramid.

At the basic level, we have this physiological need, where we needthe basic thing like
food, water and shelter.So, for which people will work. People will be motivated to work
and get some money.Once that is done, they would feel that they should not be just on
road, butthey also have some security and safety.So,they want to have good house,
construct good one where they are safe apart from that.They also seek love, the
emotional support.So, they have to earn money and then give some gifts make

theirpeople friends happy, so that they are loved now.

Even after that, they do some social things.They build temples, theydonate something for
cancer fund.They donate something forpeople who are physically challenged and all that
because they want some esteem in the society. They want even a good name.Now,
Maslow says, they do not stop here even. If they get all these things as you will find,

most of the people get all these things. There is one level ahead. He says that that is a



level of self actualization, that is becoming what you are destined or what you are having

the potential to become today.

When we say Mother Theresa for instance, we never ask how she was as a kid, what was
she. When we say Mahatma Gandhi, we do not ask what did he do when he was 5 years.
We know each of these persons are already actualized what they had to become.Now,
Maslow says that this self actualization, he spends so much time pages describing this
and sometimes it becomes quite complex in philosophic.All that | want to tell you is that,
interview experience is one thing that gives you this self actualization need a side a kind
of fulfilment.So, he says that you get this kick just when you climbsomething like the

peakof a mountain or when you go for a sky diving or scuba diving you get a kick.

Now, just like that when you push yourself to this kind of situation and you make
yourself perform the best, so then also you get thisself actualization need fulfilled to
some extent. Then, you are growing from one level to another which only interview can
give.Now, once you realizeso actually 1 am not destined to earn money, earn fame,
butthen actually | am here to become what | should become in terms of my potential and
interview is helping me to do that you will take in the right perspective.Rejection or
selection will not matter to youbecausein rejection rather you gain so much rather than in

selection. Keep that in mind.
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Afterthoughts

1 Don’t become discouraged. Whenever you fail to
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So, you do not have to worry even about rejection.Some quick afterthoughts.Do not
become discouraged.Whenever you fail to get a job offer,you should assume that
someone else had either better qualifications or had better interview skills. In an Indian
context, even just luck or even just influenceto be unsuccessful in a job competition is
not a sign of inadequacy.So, there are so many other factors which are working.
Remember, most people, most successful people have gone through several interviews
before they are offered a final positionin which they had established
themselves.However, each interview, each one moves you closer to your goal a job
offer.So, take each one seriously, each one with full potential. You try togive your

performance. There is something to be learnt from each interview.
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If you go with this learning motive, you understand that each interview itself is a
learning experience.As oneperson says, we cannot become what we want to be by
remaining what we are. We cannot become what we want to be by remaining what we
are.So, if you really want to become what you want to be, you have to keep on revising
what we are,what we are today. We have to improve on our own performance.We have

to do something that we feel better about what we did today.

Butthen we should feel better about what we are going to do tomorrow also and we have

to keep reviewing revising.So, once you have that attitude, so you will be in the right



frame of mind to do well in interviews. Then, even if the interview is not going to be a

successful or a one that is going to reject you it is not going to affect you actually.
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The final thought I would say, look before you leap.So, many advertisement
companieswill very glamorously take youto your placewhich looks like heaven. But,once
you open the door,it is just hell.Once you open the door, you know that just hell is
awaiting inside.There are creepers and snakes and other poisonous things and all painful
things that are just awaiting.Now, heaven is promised in terms of pay package. Heaven is
promised when you are the one who is offered as a young engineer.

You are offered some60lakhs per annum. Now, nobody else in the world has been given
this much. Now, you jump into it.Now, what they do in terms of that is, they buy your
time 24 into 7.You do not have time to even send SMS to your close relatives, so much
work pressure.Then, there are people you know who have selected this, but they die of
heart break.They die of stress. You within 5 years, the amount thatyou have earned,

remaining 55 years or so you spend, in spending on youmedical bill.

Is that worth?So, ask that question.So, look before you leap.Even if you aregiven the best
interview offers, you always can take a second opinion.You can always compare.You
can take experienced peoples opinion on that before you just jump just because of the
money package.So, if or any other glamour that is associated with that, try to go beyond
that.
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There are some very quick further references.There is a book on ten minute guide to job
interviews. It gives quick tips,some tips that you can keep in mind andrecall. There is also
a book on winning at interviews. There is another book on handling tough job
interviews.While winning at interviews will give you in nutshell, some of the aspects of
interviewhandling tough job interviews will give you additional information about how

you can go ahead in terms of stressful interviews.

What kind of more aspects are expected from your potential traits personality traits.Now,
how to interview and be interviewed looks the interview itself from both perspectives
from the one who is to be interviewed and the one who is suppose to conduct the
interview.So, both people need some skills.It is a responsibility of the interviewer to
keep the interviewee at ease.Also, these books looks at from both side so that when you
look at the other side you also gain some confidence.

Overall,l would like to conclude this module by giving you my best wishes. | am sure
that once you go through this,even any of the modulewhich isparticularly any of the
lectures of this module that is dealing with this interview; each module | have given lot
of tips.Butthen,l would say that if you are in a hurry, just take any module and listen to
it. Then, it is just trying to give you the overall tricksof the trait, the techniques which are

required.



In the concluding module, this module,l try to conclude by saying that even if you are
rejected, it is not a rejection to your personality.It is just admitting you to another level
and making you learn from this.If you have this learning attitude and if you understand
that all is in the process of self actualization,it is in the process of growth and
development; you are in the right frame of entering into the interview venue.l am sure
success will follow you. So, wishing youall the best.Thank you for attending to all these
lectures patiently. | hope you greatly benefit from these tips. | am sure you will emerge

successful in the coming interviews

Thank you once again.



