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Important Tips on Interviewing
By Meredith Johnson

A

n interview is something that is not only
important to the person who wants the job
but also to the interviewer who wants to
close a particular position as the organization needs
people for smooth operation of the business.
Interviewing is a skill that grows with time and
experience. You can’t see someone’s CV and
decide that he or she is the person for the role. You
need to take time to prepare the right questions to
ask, see who could be the correct fit and evaluate
the kind of traits that a prospective employee
would require.

stick with this job? Can they work under pressure
when the situation asks so? Their decision-making
ability and accountability is something that you
need to gauge as well. Ask behavioral and situational questions to understand this.
3. Does the Interviewee Possess EQ?
Emotional quotient has been associated with success after tons of research in this area. A person
with a higher level of emotional quotient would be
continued on Page 2

Here are 5 pointers on how to interview someone:
1. Be a Good Representative
If you sound aloof, act rude or do not subscribe
to standards of basic decorum, the applicant will
think the same of the company. Remember that people who have a strong work history will get a lot of
opportunities and it is your duty as the interviewer
to make sure that the applicant sees your company
as a place that interests him/her. As much as the
interviewee will be selling themselves, you should
also sell the company as a good place to work.
2. Ask Questions
Get to know the kind of skill-sets they possess
and see if it matches with what you are looking for.
If the job that you offer requires a college degree,
check if they have it. Do they have the discipline to
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Healthy Recipe: Apple-Cranberry Oatmeal

INGREDIENTS:
• 1 cup water
• ½ cup oatmeal
• 3 tablespoons chopped, tart apple
• 3 tablespoons dried cranberries
• 1 teaspoon brown sugar
NUTRITIONAL VALUE:
• Calories per serving: 266
• Protein: 7 g.
• Carbohydrates: 54 g.
• Sodium: 3 mg.
• Fat: 3 g.
• Fiber: 7 g.

DIRECTIONS:
 Combine water and oatmeal in a
small saucepan.
 Add the apples and cranberries and
cook, stirring occasionally, over
medium heat for 7 minutes.
 Spoon into a serving dish, sprinkle
with the brown sugar. Serve warm.
Serving size: about 1 cup.
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Questions and Answers

Interviewing...

Leaders Finding
a Balance

able to work well with teams, would be able to
make split decisions with maturity, will think of the
greater good and not individual glory and most
importantly, would be someone who is willing to
learn at all levels of the job.

Q: I’ve read that workplace leaders need to
find a balance. What does this mean, and why is
this important?
A: I’m presuming you are referring to the importance of leaders understanding the importance of not
only sharing and discussing their own ideas, but also
the importance of coaching their colleagues to share
their ideas as well. Let’s face it, many managers and
supervisors have a pretty good ego and have no
trouble discussing what they want to do in a given
project. The trouble is that all too many of them use
meetings as a rubber stamp. They may supposedly
“ask” for input, but it’s clear that what they are
really looking for is merely clarification of what is
to be done, but the idea itself is a “done deal.”
Too many bosses like to give the illusion they are
looking for ideas (that’s why they ask), and their
subordinates understand this too – and so even when
they are asked – little if anything is often brought up.
Other leaders understand that they don’t have
all of the answers, and will truly seek the recommendations of their staff before implementing a
big decision. Certainly, as leaders, they have to
have carte blanche to make certain calls on their
own, but whenever possible, they ASK staff for
their ideas. They’ll welcome the chance to contribute and will be much more likely to buy in. 
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4. Listen!
The best interviews are the ones where you let
the interviewee talk more so that you can understand their conversational skills as well as their
ability to present themselves apart from the obvious; which is their answers to your questions.
5. Talk about the Job in Detail
Now that you have exhausted your list of questions that you prepared for the interview, it is time
for you to educate the candidate in detail about the
work. Although you would have given them a brief
introduction about the job, if you think this is the
right candidate you are looking for, then you might
want to explain about the nitty gritty of the job in
its entirety.
Finding that ‘perfect person’ maybe a search in
futility as it is only a myth, but you can always find
someone who is closest to what you call perfect
and sometimes you never know if the right person
is the one you just interviewed, which is why you
need to be an excellent interviewer. 
Meredith Johnson is CEO, president and executive recruiting
consultant at MJ Direct Placement Services.
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