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Top Interview Questions & How To Answer Them
"If you fail to plan, you plan to fail"

What Are Your Weaknesses? 

This is the most dreaded question of all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away from personal qualities and concentrate on professional traits: 
· "I am always working on improving my communication skills to be a more effective presenter. I recently joined Toastmasters, which I find very helpful."
· “I have a tendency to take on too many tasks and I am working on time management of most important items done first.”
What is your greatest weakness?
Do not say you have none - this will lead to further problems. 
You have two options –

· The first is to use a professed weakness such as a lack of experience (not ability) on your part in an area that is not vital for the job.
·  The second option is to describe a personal or professional weakness that could also be considered a strength, and the steps you have taken to combat it.
·  Example – “Sometimes I push myself and those around me too much. I can be too demanding and as a result feel like we should be getting more done.”
· Example - “I need to get better at giving others more responsibilities and not taking on so much myself.”

· IMPORTANT: Be sure the weakness you talk about is NOT a key element of the position!

Why Should We Hire You? 
· Summarize your previous work or life experiences relating to the position you are applying for.

· Example – “My parents have given me positions of responsibility around our farm since I was a very young age. I have followed a schedule for feeding and caring for our cattle. I have become skilled at operating a number of different types of equipment such as a skid steer, tractor, grain truck and combine.”
· If you are lacking in work experience emphasize personal qualities that an employer would value such as reliability, punctuality, the ability to work with others and willingness to learn new skills.  Think about things you have done in volunteer work, on teams or at school.
· Try to tailor the experiences or skills that you have to fit the job expectations you are being interviewed for.

Why Do You Want to Work Here? 
· As with all other questions, be confident and enthusiastic when you answer this.
· If you can refer in general terms about how you have heard from others that this is a good place to work at and it offers some of the opportunities, you are looking for.

· Emphasize any previous work experience, be it paid or volunteer, that shows strengths an employer is looking for.

· Mention things such as:

· Your ability to work with others

· Dedication and enthusiasm for learning new skills

· Pride in a job well done.

· Ability to follow directions and complete tasks on time and done well. 
What Are Your Goals? 
· Talk about short term, intermediate term and long-term goals.

· Immediate goals could be to get a position that will help me learn new skills and responsibilities and to help acquire finances that will go towards further intermediate goals. 

· College, trade school, apprenticeship, university field related programs or courses could be examples of intermediate goals.
· Long term goals are where you would like to end up some day.

· Examples you could use would be jobs that could result from the completion of your short and intermediate goals.  
· Getting a degree, certificate, ticket for a trade, taking over the family farm or being a long-haul trucker are all examples of long-term goals.
Why Did You Leave (Or Why Are You Leaving) Your Job? 
· If you're unemployed, state your reason for leaving your previous job in a positive way.

· An example could be: “I am looking for a job that will present me with more opportunities to gain in experiences and responsibilities.”

· If you have never had a job explain that you feel that this would be a good fit for you to get some experience in the working world.
· If you are employed, focus on what you want in the work you are applying for.

· “I am looking for work that will offer new challenges and opportunities for me to grow as an individual,” could be an approach. 
What Can You Do for Us That Other Candidates Can't? 
· What makes you unique? Restate your experiences, skills and traits. 

· You can’t compare yourself to other candidates because you don’t know what skills they have, so emphasize your strengths if asked this question.
What Are Three Positive Things Your Last Boss Would Say About You? 
· If you have access to reference letters that your previous employer has written, emphasize the strengths that they mentioned.  If you don’t know what was included in a reference letter or you don’t have one, list what you feel your three greatest strengths as an employee are. 

What Salary Are You Seeking? 
· Wait for the interviewer to bring the topic up.  If they don’t and you are unaware of what the pay is, it is within reason for you to ask what the starting wages are.  It is to your advantage if the employer tells you the range first. Prepare by knowing the going rate in your area, and your bottom line or walk-away point. One possible answer would be: "I am sure when the time comes, we can agree on an amount. 
· Wait until you have been offered the job before bringing salary up.  

If You Were an Animal, Which One Would You Want to Be? 

Interviewers use this type of psychological question to see if you can think quickly. If you answer "a bunny," you will make a soft, passive impression. If you answer "a lion," you will be seen as aggressive. What type of personality would it take to get the job done? What impression do you want to make? 
Tell me about yourself. 
Identify some of your main attributes and memorize them. Describe your qualifications, career history and range of skills, emphasizing those skills relevant to the job on offer.

When responding to this request, you should focus on both your personal and professional values. Always be honest, but talk about your best traits only, especially those that relate to the position for which you are applying. Highlight experiences and accomplishments you are most proud of. Here's an example: 

"I'm a student attending Barrhead Composite High School.  I am interested in finding a part time position that will give me work experience, customer relations experience and work well with my previous experiences through school and volunteer work.  I have been involved in 4H for a number of years, where I participated in many volunteer activities, like cleaning ditches and was also involved in public speaking competitions.  I also take part in the BCHS Leadership group, where we plan and execute activities for the school community.” 

Remember to tailor your response to the specific job. By studying the job announcement, you'll get a good idea of the skills and experience being sought. Work those into your response. 

Consider this your own personal commercial. If the interview consisted of only this ONE chance to sell yourself, what would you say? 
What have your achievements been to date?
Select an achievement that is work-related and fairly recent. Identify the skills you used in the achievement and quantify the benefit it had to the company. For example: “My greatest achievement has been completing my core courses with Honours since grade 7.  I have had to study and work on things after school hours to get this done, but the benefits are worth the time I have put in.”
Choose one example from your past that was important to you and helped the company you worked for, if you can. Give specific details about what you did, how you did it, and what the results were. Try to pick an accomplishment that relates to the position for which you are applying. Employers like to hear about accomplishments that reduced expenses, raised revenues, solved problems or enhanced a company's reputation. 

What is the most difficult situation you have had to face and how did you tackle it?
The purpose of this question is to find out what your definition of difficult is and whether you can show a logical approach to problem solving. In order to show yourself in a positive light, select a difficult work situation which was not caused by you and which can be quickly explained in a few sentences. Explain how you defined the problem, what the options were, why you selected the one you did and what the outcome was. Always end on a positive note.

Try to make this about a problem that faced your company and not just you or your particular work group. The bigger the problem; the better. Give specific examples of the skills and techniques you used to resolve this problem. Emphasize the successful results. Be generous in sharing credit if it was a team effort, but be sure to highlight your specific role.
An example might be: “I was part of a group in my Social class and the group couldn’t get it together to get the assignment completed on time because we couldn’t agree on a direction to start.  I talked to each group member individually and tried to come up with a compromise and find out what everyone’s talents were.  We were able to come up with a solution, everyone came together to get the project done, and we handed it in on time and received 95%!”
What do you like about your present job?
This is a straightforward question. All you have to do is make sure that your 'likes' correspond to the skills etc. required in the job on offer. Be enthusiastic; describe your job as interesting and diverse but do not overdo it - after all, you are looking to leave.

What do you dislike about your present job?
Be cautious with this answer. Do not be too specific as you may draw attention to weaknesses that will leave you open to further problems. One approach is to choose a characteristic of your present company, such as its size or slow decision-making processes etc. Give your answer with the air of someone who takes problems and frustrations in your stride as part of the job.  “My current/past job was good at the time, but as someone who wants more responsibility, it wasn’t giving me that kind of opportunity, so I’ve decided to see what may suit my personality better.”
What are your strengths?
This is one question that you know you are going to get so there is no excuse for being unprepared. Concentrate on discussing your main strengths. List three or four proficiencies e.g. your ability to learn quickly, determination to succeed, positive attitude, your ability to relate to people and achieve a common goal. You may be asked to give examples of the above so be prepared.

This is a great chance to highlight your best skills. Don't pick just one, focus on your top three or four. Some examples are: leadership skills, team-building skills, and organizational skills. Determine which strengths would fit best with the position for which you are applying. For example, if the job announcement stresses the ability to handle multiple tasks, you could say: "I'm good at organizational skills, prioritization and time management. But my greatest strength is my ability to effectively handle multiple projects and deadlines." 

Why do you want to leave your current employer?
State how you are looking for a new challenge, more responsibility, experience and a change of environment. Do not be negative in your reasons for leaving. It is rarely appropriate to cite salary as your primary motivator.  **This is also not the time to say anything negative about your boss or place of employment. 
Why have you applied for this particular job?
The employer is looking for evidence that the job suits you, fits in with your general aptitudes, coincides with your long-term goals and involves doing things you enjoy. Make sure you have a good understanding of the role and the organization, and describe the attributes of the organization that interest you most.

Here's where your research about the company will help you stand out among the other candidates. Explain how you've always wanted the opportunity to work with a company that... provides a vital public service, leads the industry in innovative products, whatever... find something specific about that company that you can tie in with your answer. Explain how your qualifications and goals complement the company's mission, vision and values (use specific examples from their website). If you are applying for a position in a company for which you already work, explain how you'll be able to apply and expand on the knowledge and experience you've gained from your current position, and will be able to increase your contributions and value to the company through your new responsibilities. 
"How do you handle stressful situations?" 

Give some examples of stressful situations you've dealt with in the past. Tell how you use time management, problem-solving or decision-making skills to reduce stress. For example, tell them that making a "to-do" list helps. Site stress-reducing techniques such as stretching and taking a break. Don't be afraid to admit that you will ask for assistance if you are feeling overwhelmed. 

If it's true, say you actually work better under pressure. 

“What are your career goals over the next 5 or ten years and how will this position help you get there?”

Managers like asking this because it gives me a good idea if you are forward thinking. If this is just a job to you then the manager will know right away. Consider what your plans are for after high school. Will you be attending post-secondary education? Going into the work force? Where do you want life to take you and will this experience aid in that? 
What skills are you most confident in and what would you like to improve upon?
A good question to gauge your internal inventory of skills and tap into your future goals. If you are great at computers but want to improve on a few programs, that is valuable for the interviewer to use as an incentive and again keep you forward thinking.

How do you handle multiple tasks with different deadlines? How do you stay organized?
 Managers always want to know if someone can multi-task or not. Some people can’t, and that’s ok, but managers just need to know so they can decide if the job will suit the candidate or if they need to tailor their expectations. Managers also want them thinking about how they will self-manage. Not all jobs have a supervisor feeding you directions 24/7.  

If you’re not a great multi-tasker, how can you work on this? List-making, keeping an electronic calendar, having a daily task list, could all support this. 
What makes you feel like you’ve done a great job? What helps you get that rewarding feeling?
Interviewers love knowing this as everyone feels fulfillment and reward differently. It helps a manager to keep their staff engaged and feeling like they matter. Employees should also know what keeps them engaged and makes work worthwhile. We will spend most of our adult lives working and it’s good to know what helps you feel fulfilled – it’s not always about the tasks.
Other questions to consider:
How does your job fit in to your department and company? 

What do you enjoy about this industry? 

Give an example of when you have worked under pressure. 

What kinds of people do you like working with? 

Give me an example of when your work was criticized. 

Give me an example of when you have felt anger at work. How did you cope and did you still perform a good job? 

What kind of people do you find it difficult to work with? 

Give me an example of when you have had to face a conflict of interest at work. 

Tell me about the last time you disagreed with your boss. 

Give me an example of when you haven't got on with others. 

Do you prefer to work alone or in a group? Why? 

This organization is very different to your current employer - how do you think you are going to fit in? 

What are you looking for in a company? 

How do you measure your own performance? 

What kind of pressures have you encountered at work? 

Are you a self-starter? Give me examples to demonstrate this.
What changes in the workplace have caused you difficulty and why? 

How do you feel about working long hours and/or weekends? 

Give me an example of when you have been overwhelmed with your work.  What did you do to resolve this? 
What have you not completed that you wish you would have at this point in life?  Be sure to include your plan to get there.
What can you bring to this organization? 

QUESTIONS YOU SHOULD ASK

Often the interviewer's last question is, "Do you have any questions for me?" Candidates who do not have questions show a lack of initiative and give the impression that they have minimal interest in the position. Stand out from those lazy job seekers by asking questions! 

Have your questions ready in advance. Relate them to the company or its accomplishments/challenges (your research of the company will show and further impress the interviewer). Don't ask any question that shows that you have not done your research about the company. 

Do not ask questions related to you, such as "When will I be eligible for my first raise?" or "How often will I be subjected to a performance review?" Don't bring up money. (You can do that after you are offered the job.) 

In addition to specific questions you develop based on what the company does, here are some sample generic questions: 

What do you enjoy most about working here? 

Be sure the person you ask actually works for the company. Some organizations, especially public agencies, have interview panels in which employees from other agencies participate. 

Is there anything I've mentioned that makes you think I'm not the best candidate for this job? 

If they do mention something that's bothering them about you, such as lack of specific experience, this gives you a last-ditch effort to change their opinion about you. If you've thought about your possible weaknesses in advance, you should have a prepared answer to those weaknesses. For example, "I know I have limited experience in this field, but what I lack in specific experience I make up for in enthusiasm and desire to excel. I'm a fast learner and I'll work harder than anyone else to be a top producer on your team." 

When do you expect to make your final decision? 

Be sure to ask that! Failure to do so may give the impression that you're not that interested, and you need to know when to follow up. 
Want to really stand out?  Send a thank you note/card to the interviewer after the interview.  You can use this opportunity to state anything you may have missed, or address any concerns you feel the interviewer may have had with you.  Also, these are rare in today’s world, so you will stand out in a positive light!
