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How to Stand out in a Competitive Market 

Forbes Coaches Council Tips 

1. Look the Part  
It only takes seven seconds to make a first impression. Make sure the second someone looks at you, you 
are making the best possible first impression. That means dressing professionally and being well-
groomed. Don’t overdo the cologne or makeup. Be yourself, but step it up a notch. - Frances 
McIntosh, Intentional Coaching LLC 

2. Show Them How You Can Add Value To The Company  
Many people think about what they need in their next job: title, salary, culture, etc. But to stand out in a 
search, you have to meet the company's needs. Shift your mindset to how you can add value to the 
company. This approach, combined with research and active listening, will help you tailor your story and 
present your experience without feeling the pressure of having to sell yourself. - Molly Walsh, Standout 
Consulting 

3. Send A Handwritten Thank-You Note  
I always encourage candidates to use the handwritten note to thank those they interview with. As 
technology continues its creep into everything we do, the handwritten note sends a clear message that 
someone thought enough to take the time to write a personal thank you. The handwritten note cannot 
change what the candidate knows, but it can change the impression left on the hiring manager. - Dan 
Ryan, Ryan Search & Consulting 

4. Develop A Personal Content Strategy  
Job seekers will stand out by strategically using content on LinkedIn and other professional social media 
platforms. Smart content will trigger new conversations and provide proof of expertise to those involved 
in hiring. Content can be original articles, sharing of articles and information from reputable sources and 
commenting on other people's content. - Stacey Staaterman, Stacey Staaterman Coaching & Consulting 

5. Ask The Right Questions  
I listen carefully to the questions asked by the candidate. If they center on the pay or benefits, I'll take a 
pass. If they are about company values, what gets rewarded, the performance feedback mechanism, 
and the characteristics of leadership I'll look at a candidate much more carefully. It tells me they are 
interested in people and what makes our company different. - David Garrison, Profitable Engagements 

6. Always Be As Prepared As Possible For An Interview  
There's nothing like preparing like a champ to keep you on the right track. Stand out from your 
competition by showcasing your competency, passion and true authentic self. Do your research on the 

https://www.linkedin.com/in/frances-mcintosh-pcc-rdn-ldn-37850246/
https://www.linkedin.com/in/frances-mcintosh-pcc-rdn-ldn-37850246/
http://www.intentional-coaching.com/
https://twitter.com/walshstandout
http://www.standoutconsulting.net/
http://www.standoutconsulting.net/
https://twitter.com/ryansearch
https://twitter.com/ryansearch
http://ryansearch.net/
https://twitter.com/SStaaterman
http://www.staceystaaterman.com/
https://twitter.com/GarrisonGrowth
http://www.profitableengagements.com/
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potential employer, tailor your questions based on your research, job responsibilities and the company 
culture. - Nadidah Coveney, CTM Consulting Group LLC 

 

7. Create A Personal Brand Video  
Having a personal brand video that highlights your personality and unique value proposition would 
definitely be a great way to stand out. A video link could accompany your resume and serve as a 60-
second elevator pitch to give the hiring manager a quick summary of your skill set, personality and why 
you feel you're a good match for the job in your own words. - Lori Manns, Quality Media Consultant 
Group 

8. Have A Clear And Consistent Tagline  
Create a clear, consistent message that demonstrates who you are and what you bring to the table. This 
message should be evident across all channels, including online presence and in-person interactions. 
This instills confidence in potential employers about your goals and leaves a lasting impression on them. 
It gives you an edge over competition that may not have as strong of a personal brand. - Claire Simier 
Karsevar, Simier Partners 

9. Offer Social Proof Of Your Qualifications  
In the “testimonial economy,” what we say about us doesn’t matter much. Instead, let others offer 
social proof of your qualifications. Testimonials from former managers, colleagues and customers on 
LinkedIn work well. So do quantified achievements on your resume and social profiles. Don’t say you can 
do it -- prove you’ve already done it. - Mark S. Babbitt, YouTern 

10. Send A Creative Follow-Up  
Most people send a thank-you email or a written card, but I once sent a card via FedEx to make sure the 
hiring manager opened it. He was so impressed he called me personally to offer me the job. While all 
the job seekers had talked about their creativity and out-of-the-box thinking, I was the only one who 
had demonstrated it. Figure out your best path to follow up that leaves an impression. - Maresa 
Friedman, Executive Cat Herder 

11. Gain An Advocate On The Inside  
A key networking technique is to develop relationships with influencers at your target organizations. 
Seek out a line manager or a leader in the unit you are targeting. Build rapport in your conversations and 
demonstrate a powerful case for your transferable skills and cultural fit. This relationship-building 
approach will enable you to go to the decision-maker and bypass that crowd of candidates. - Loren 
Margolis, Training & Leadership Success LLC 

12. Enhance Your Skill Set  
Having experience and a college/graduate degree is often necessary, but you can stand out from your 
competition by participating in ongoing training through webinars and certification programs. This is 
especially necessary if you are seeking a promotion or to change industries. Also, reading books about 

https://twitter.com/Ayebronze
https://www.ctmconsultinggrp.org/
https://twitter.com/MsQualityMedia
http://www.qualitymediaconsultants.com/
http://www.qualitymediaconsultants.com/
https://twitter.com/SimierPartners
https://twitter.com/SimierPartners
http://www.simierpartners.com/
https://twitter.com/MarkSBabbitt
http://youtern.com/thesavvyintern
https://twitter.com/MaresaFriedman
https://twitter.com/MaresaFriedman
http://www.executivecatherder.com/
https://twitter.com/lorenmargolis
https://twitter.com/lorenmargolis
https://trainingandleadership.org/
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your industry is helpful. You should always seek to position yourself as a lifelong learner. - LaKesha 
Womack, Womack Consulting Group 

 

13. Have A Plan To Put Your Skills And Accomplishments Into Action On The Job  
I tell my clients what sets you apart from other candidates are your accomplishments. However, you 
have to know how to present those accomplishments in a way in which the hiring manager can see you 
succeeding when they hire you. Research the role and have an action plan for your first 90 days on the 
job. - Katrina Brittingham, VentureReady LLC 

14. Conduct A SWOT Analysis  
When I was in advertising, we conducted a SWOT analysis to help brands stand out from their 
competition. Now, I use that tool to help clients stand out among other candidates for a job. It focuses 
on your strengths, weaknesses, opportunities and threats to identify your unique value to an employer. 
The best part is you'll end up with a stronger sense of confidence when presenting yourself. - Rosie 
Guagliardo, InnerBrilliance Coaching 

15. Just Be Yourself  
My best advice is to find out about the company culture before the interview and if the company 
doesn't fit who you are as an individual, look for a job somewhere else. You should stand out because of 
who you are, not because of who you are trying to be. The only person you need to impress is yourself. 
If you can't find a company that fits you, perhaps it's time to think about entrepreneurship. - Kathleen 
Houlihan, Dream2Career  

 
https://www.forbes.com/sites/forbescoachescouncil/2020/03/11/15-coaching-pros-share-their-top-job-
search-tips-for-the-2020-labor-market/#7688f5eb349b 
 

 

 
 
 
 
 
 
 

 
 

https://twitter.com/LaKeshaWomack
https://twitter.com/LaKeshaWomack
http://www.womackcg.com/
https://twitter.com/katrinapb
https://www.ventureready.net/
https://twitter.com/RosieGuagliardo
https://twitter.com/RosieGuagliardo
http://www.innerbrilliancecoaching.com/
https://twitter.com/Degree2Career
https://twitter.com/Degree2Career
http://dream2career.com/join
https://www.forbes.com/sites/forbescoachescouncil/2020/03/11/15-coaching-pros-share-their-top-job-search-tips-for-the-2020-labor-market/#7688f5eb349b
https://www.forbes.com/sites/forbescoachescouncil/2020/03/11/15-coaching-pros-share-their-top-job-search-tips-for-the-2020-labor-market/#7688f5eb349b
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How to Stand Out on LinkedIn 

 

If you are in the market for a new job, LinkedIn can be an excellent way for Recruiters to find you and for 
you to network, if you are using LinkedIn to your advantage.  A well written LinkedIn profile is a vital part 
of your job search and Recruiters and Hiring Managers will often go straight to LinkedIn when looking to 
learn a bit more about you.   

Here are a few tips that may help you! 

Believe it or not, many people completely neglect their LinkedIn profile, but it’s important to review 
your profile to ensure all of your information is up to date and accurate – particularly your contact and 
employment history.  Consider adding your email and phone number to your profile so that Recruiters 
can easily contact you!  In addition, your current job title and headline are critical pieces in your profile 
that need to be kept up to date. 

Another detail that is often overlooked is the profile photo. Get a friend to take a great head shot of you 
or hire a professional.  You should keep that current and always professional looking!  Adding a 
background image to your profile may also help display your professional interest(s) and personality.   

Recruiters use skills, job titles, locations, keywords, etc. to locate candidates for roles they are looking to 
fill.  Be comprehensive with new skills.  If you are bi-lingual, be sure to add that to your profile. 

Unlike other social media, it’s ok to connect with professionals that you have just met or haven’t met at 
all.  LinkedIn can be a great way to network with Recruiters, old colleagues, college friends, industry 
peers, etc.   

Lastly, consider checking your LinkedIn messages often and replying in a timely manner - within a couple 
of days, if possible.  Simply being polite in your exchange with the Recruiter can go a long way.  You may 
not be interested in that job today, but you may find yourself without employment one day and regret a 
previous exchange.  Always be courteous and remember that hiring managers and Recruiters are drawn 
to positivity! 

Here are a few more articles that you may find helpful when updating your LinkedIn profile.   

https://business.linkedin.com/en-uk/marketing-solutions/blog/posts/content-marketing/2017/17-
steps-to-a-better-LinkedIn-profile-in-2017 

https://www.forbes.com/sites/robinryan/2020/04/21/stop-ignoring-your-linkedin-profile-best-ways-to-
update-it-now/#2da40aff2eb7 

https://www.inc.com/amy-george/6-quick-tips-easy-lifts-for-a-better-linkedin-profile-in-2020.html 

 

https://business.linkedin.com/en-uk/marketing-solutions/blog/posts/content-marketing/2017/17-steps-to-a-better-LinkedIn-profile-in-2017
https://business.linkedin.com/en-uk/marketing-solutions/blog/posts/content-marketing/2017/17-steps-to-a-better-LinkedIn-profile-in-2017
https://www.forbes.com/sites/robinryan/2020/04/21/stop-ignoring-your-linkedin-profile-best-ways-to-update-it-now/#2da40aff2eb7
https://www.forbes.com/sites/robinryan/2020/04/21/stop-ignoring-your-linkedin-profile-best-ways-to-update-it-now/#2da40aff2eb7
https://www.inc.com/amy-george/6-quick-tips-easy-lifts-for-a-better-linkedin-profile-in-2020.html
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General Interview Preparation 
Best Practices for Video Interviewing 

 

Technology is a remarkable tool that both employer and candidate alike should familiarize themselves 
with. Given the current climate after COVID-19, the interview process has taken on a brand-new look, 
especially with some candidates finding themselves in the job market for the first time in a while.  

Employers are utilizing tools such as Zoom and WebEx to conduct what would most likely have been an 
in-person meeting. From a recruiting standpoint, this has allowed candidates and clients to connect in a 
way that keeps everyone safe, yet allows interaction to take place when things most likely would have 
come to a halt. 

While there are many who find themselves content using these platforms, not everyone is comfortable 
or experienced with “meeting” with someone via the Internet.  

Do you thrive during an in-person meeting, yet may worry how they will be able to connect with the 
employer over the computer? 

Do you feel unfamiliar or unsure of how to use the technology? 

No matter where you fall in that spectrum of possibilities, here are several tips to prepare you for how 
to put your best foot forward during a video interview. 

 

1. Familiarize yourself with the platform being used. 

Prior to your video interview, make sure you visit the site of the platform to be used. For 
example, Zoom lets you create a free log-in. Sign up and familiarize yourself with how it looks 
and how it works. That way, if there are any problems with your device or network connection, 
you won’t waste your interview time trying to sort those out. This is also a great time to practice 
speaking into the device to ensure proper eye contact. It is very natural to want to look at whom 
you are interviewing with, but, if you do that, you appear as if you are looking away. 

 

2. Set up your computer to showcase your best lighting 

Take the time to set up your interview space. Find a professional backdrop – don’t let your dirty 
dishes steal the show! Find an area that will place natural lighting on your face while also 
showcasing something in the background that is neutral. A wall, an office area, a room that has 
a nice, clean, non-distracting background is your best bet.  
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3. Dress for success 

This should go without saying, but your appearance speaks volumes. Prepare yourself in a 
professional manner, in the same way you’d approach an on-site interview. Go ahead and wear 
those sweatpants – no one will know, but hair, makeup, and outfit should show that you are 
dressing for success. 

4. Be Prompt and Prepared 

Like an on-site interview, come early and make sure you are prepared. Log in to the platform 
early (also allows time to work out any errors!), take a few breaths, and bring your A game. The 
great thing about a video interview is that you can bring notes. Do not rely on these notes, but if 
you need backup, use them! Be prepared to speak about your experience in detail and make eye 
contact! 

 

5.  Communication is key 

The key to a great interview is being able to make a great connection. Do not let your nerves 
play into this – just because you may be interviewing in a different environment than you are 
used to should not deter you from having a great experience. Listen to the questions being 
asked and wait until the interviewer is done before you respond. Do not interrupt or listen to 
speak – listen to answer the question! At the end, make sure that you have a few questions 
ready to go. Employers like to know that you are intrigued at the opportunity and doing some 
research beforehand lets them know you are invested! 

 

Utilizing these few simple steps will help you ace your next video interview. Now, turn your computer 
on, sit back, take a deep breath, and know that you are presenting yourself as the professional that you 
are! 
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Most Frequently Asked Interview Questions 
 

1. Tell me about yourself.  

2. Tell me about your experience.  

3. What is your most important accomplishment to date?  

4. How would you describe your ideal job?  

5. Why did you choose this career?  

6. When did you decide on this career?  

7. What goals do you have in your career?  

8. How do you plan to achieve these goals?  

9. How do you personally define success?  

10. Describe a situation in which you were successful.  

11. What do you think it takes to be successful in this career?  

12. What accomplishments have given you the most satisfaction in your life?  

13. If you had to live your life over again, what one thing would you change?  

14. Would you rather work with information or with people?  

15. Are you a team player?  

16. What motivates you?  

17. Why should I hire you?  

18. Are you a goal-oriented person?  

19. Tell me about some of your recent goals and what you did to achieve them.  

20. What are your short-term goals?  

21. What is your long-range objective?  

22. What do you see yourself doing five years from now?  

23. Where do you want to become ten years from now?  

24. Do you handle conflict well?  

25. Have you ever had a conflict with a boss or professor? How did you resolve it?  

26. What major problem have you had to deal with recently?  

27. Do you handle pressure well?  
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28. What is your greatest strength?  

29. What is your greatest weakness?  

30. If I were to ask one of your professors (or a boss) to describe you, what would he or she say?  

31. Why did you choose to attend your college?  

32. What changes would you make at your college?  

33. How has your education prepared you for your career?  

34. What were your favorite classes? Why?  

35. Do you enjoy doing independent research?  

36. Who were your favorite professors? Why?  

37. Why is your GPA not higher?  

38. Do you have any plans for further education?  

39. How much training do you think you’ll need to become a productive employee?  

40. What qualities do you feel a successful manager should have?  

41. Why do you want to work in the _____ industry?  

42. What do you know about our company?  

43. Why are you interested in our company?  

44. Do you have any location preferences?  

45. How familiar are you with the community that we’re located in?  

46. Are you willing to relocate? In the future?  

47. Are you willing to travel? How much?  

48. Is money important to you?  

49. How much money do you need to make to be happy?  

50. What kind of salary are you looking for?  
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“Tell me about yourself” Question Prep 
 
Let’s face it; interviewing is stressful enough without having to answer stupid interview questions. But 
unfortunately, many interviewers, because of habit, lack of preparation time, poor training, or yes, even 
laziness, often ask stupid interview questions. Of those, one of the most challenging is the oft used “Tell 
me about yourself?” interview opener.  
 
What most candidates ask me about this insipid interview question is “What do they want to know?” 
They want to know about you the candidate as a potential employee. They don’t want to know about 
your family, your last vacation, your hobbies, your religious beliefs, that you like the Cubs, or that you are 
a proud member of AA. Yes, I have had candidates give each of those responses to the infamous “Tell me 
about yourself?” question. I don’t recall any of them ever getting hired by the employers who interviewed 
them.  
 
Interviewers also think it is improper, a sign of your lack of preparedness, or even rude, for you to answer 
their “Tell me about yourself?” question with a question like, “What would you like to know?” If you are 
prepared, and seriously thinking about making a career change, you will have a prepared and thoughtful 
answer to this question BEFORE you begin interviewing.  
 
Why? I am glad you asked, and I think one example should convince you I am right.  
Let me share just one story about this opening interview question that cost a candidate a job they 
REALLY wanted. It is a perfect illustration to make you understand why you must plan a response for this 
question whether you are asked it or not. The scenario was this: The candidate was a financial services 
professional; a recruiter had a financial services client that was looking to fill a VP position for a 125k base 
+ 25k bonus. The candidate had an ideal background and skills set, and the client thought they were a 
perfect fit. The candidate knew the client and was thrilled to interview with them. The client joked that 
when the candidate came to the interview the recruiter should send the candidate with an invoice for the 
fee, because they thought they might make an offer on the spot.  
 
You can more or less guess how the story ended. The candidate didn't get the job, but please pay 
attention as to why, because that is the part of the story that matters most. To start the interview the 
candidate was asked the dreaded “Tell me about yourself?” question. Thinking that it was an 
inconsequential icebreaker question, they retorted, simply intending to cause an opening chuckle, “Well 
as you can obviously see, I am 15-20 pounds overweight.”  
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They were only joking! Yet, due to the impact this answer had on the client, for all practical purposes the 
interview was over as soon as they said this. That “amusing” answer to what the candidate viewed as a 
seemingly innocuous question convinced the employer that this $150k VP had an image or low self-
esteem problem. Despite the recruiter’s insistence that it was just a joke, the employer declined to make 
the candidate an offer. The retort was just a joke! But not really. It was no joke to the candidate who lost 
the $150k dream job. It was no joke to the recruiter who had invested so much time in finding the 
employer this ideal candidate. This candidate attempted to humorously break the ice, but the interviewer 
misinterpreted the response to a stupid question, and became convinced the candidate was not VP 
material.  
 
This whole fiasco could have been avoided if the candidate had just been taught a very simple formula 
for answering this question. Sure, we know this question is a stupid and unnecessary question with which 
to begin an interview. But because interviewers open interviews with this question, candidates need to 
know how to respond to this question intelligently. The formula I’ve learned has worked wonders for 
hundreds of my candidates, and those of thousands of recruiters I have shared it with over the last half 
dozen years.  
Many, in fact a sad majority, of interviewers open with some form of the “Tell me about yourself?” 
question. It would be an easy question to answer if candidates answered with a prepared and well 
thought-out initial marketing statement of themselves and their skills, which are applicable for the open 
job. This sounds pretty straightforward, but few of the thousands of candidates I have interviewed in the 
last 15 years have EVER been able to answer this question in this intelligent manner. The best candidates 
typically respond with a narrowing question like: “What would you like to know?” But let’s get one thing 
straight: It is extremely poor form to answer the opening interview question with another question. Yet, 
that is how the BEST candidates do typically answer this question, due to its ambiguous nature. Though it 
seems to be a logical approach, you must prepare to do better.  
Candidates must teach themselves to answer this question with a three-part pre-planned marketing 
statement that can more or less be reused from interview to interview.  
 
Part one of that three-part marketing statement is always a one-sentence summary of the candidate’s 
career history. For example, let me share with you a former candidate’s opening sentence:  
“I am a five-year veteran of LAN/WAN Admin and Systems Engineering with substantial experience using 
Novell, NT, Cisco, and Lotus Notes/Domino.”  
You get the picture; your whole career needs to be condensed into one pithy sentence that encapsulates 
the most important aspects of your career, the aspects that you want to leverage in order to make your 
next career step. Few candidates seem to be able to condense a career into one sentence, but it must, 
and can be done. Ask any recruiter for help here; this is what we do.  
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Part two of the pre-planned marketing statement will be a one, maybe two-sentence summary, of a 
single accomplishment that you are proud of that will also capture the potential employer’s attention. 
It immediately follows your initial career summary sentence from above. This accomplishment should be 
one that the employer will be interested in hearing, one that is easily explained or illustrated, and one 
that clearly highlights a bottom-line impact. When done correctly this will build interviewer intrigue 
about the accomplishment so that they inquire further, giving you an opportunity to further discuss a 
significant career success. The above candidate’s accomplishment statement was:  
“Recently, as a long-term contract employee at a local regional bank, I learned they were about to install 
Lotus Notes/Domino and were planning to use outside consultants for the project. I let them know I had 
done a similar installation at my last assignment, outlined how we could get the job done with in-house 
staff, and successfully completed the install for $55-65k less than it would have cost with outside 
consultants.”  
 
Part three, the final piece of the marketing statement, is probably the most fluid piece. It needs to be a 
one-sentence summary of specifically what you want to do next in your career. The reason this third 
part is difficult is that it needs to specifically address what you want to do next, AND it needs to change 
from interview to interview to make sure it matches exactly what the INDIVIDUAL employers will be  
interviewing you for. Continuing with the above example of one of my past candidates, two of his final 
sentences, which were used for two different employers, follow:  
“For the next step in my career, I would like to move away from contract work and find myself as a direct 
employee of a large firm where I could join a substantial IT team and be involved with a group that focuses 
on email and network security applications, while having access to the knowledgebase that would come 
with a large, diverse, IT group.”  
 
But for a second employer, this ending was significantly altered because of the candidate’s multiple 
interests in differing opportunities, to:  
“For the next step in my career, I would like to find myself as a direct employee of a small to medium sized 
firm that was looking to hire an in-house IT generalist so I could continue growing my career by getting 
exposure to multiple IT areas, such as networking, help desk, security, and application issues for the users 
of the organization. As the firm’s IT needs grew, I would love to apply my past team project management 
skills to managing the second or third members of a small growing IT team.”  
 
These were two very different endings that perfectly matched two very different employer needs. 
Clearly you can see why the first ending wouldn’t have worked for the second employer or vice versa. 
With some simple revising, the candidate made sure that each employer heard that they were interested 
in doing exactly what the employer was interested in hiring them for. That revising is what makes the third 
piece fluid and sometimes challenging, as candidates don’t always see the need for being this specific 
from job interview to job interview. Most tend to be generalized, hoping that a shotgun approach will 
work. But it is the rifle sharp shooters, those who get specific in what they want from interview to 
interview, who get the best results. With some simple planning BEFORE an interview, you, the candidate, 
will quickly realize the benefit of a targeted third sentence in these pre-planned opening statements, 
as employers feel you are perfectly suited to do just the job, they are interviewing you for.  
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If you take the time to prepare this way as a candidate, it will be apparent to an interviewer that you are 
a prepared and serious candidate right at the beginning of the interview when you answer the “Tell me 
about yourself?” question with this memorized, brief marketing statement, which combines a career 
summary, an exceptional accomplishment, and employer-specific career goal as in this example:  
“I am a five-year veteran of LAN/WAN Admin and Systems Engineering with substantial experience using 
Novell, NT, Cisco, and Lotus Notes/Domino. Recently, as a long-term contract employee at a local regional 
bank, I learned they were about to install Lotus Notes/Domino and were planning to use outside 
consultants for the project. I let them know I had done a similar installation at my last assignment, outlined 
how we could get the job done with in-house staff, and successfully completed the install for $55-65k less 
that it would have cost with outside consultants. For the next step in my career, I would like to move away 
from contract work and find myself as an direct employee of a large firm where I could join a substantial 
IT team and be involved with a group that focused on email and network security applications, while 
having access to the knowledgebase that would come with a large, diverse, IT group.”  
 
Clearly you can understand how the candidate who opens with this type of prepared response to the “Tell 
me about yourself?” question will make a significantly better first impression than a candidate who 
responds to this question by answering, “What would you like to know?” or worse yet, “Well as you can 
obviously see, I am 15-20 pounds overweight.” Plus candidates who prepare in this manner are typically 
more confident at the interview’s start, make a substantial and positive verbal first impression, give a 
clear indication of their interest in making a career move, and force the interviewer to get past the 
icebreaker questions to the parts of the interview that will help both parties begin the process of 
seriously determining if this is a solid match. As you can see, there is a great deal of bang for your 
preparation buck.  
 
Clearly these three simple steps of, summarizing what your experience is as candidate, sharing an 
impressive career accomplishment, and then summarizing what would be an ideal next career step for 
you, one that matches what the employer is looking to hire, is the key to beginning your interview with a 
competitive advantage. Candidates who take the time to do this, significantly improve their initial 
verbal impression, get their interview off to a confident and focused beginning, and more often than 
not get called back for second interviews, or better yet, for offers of employment with employers who 
are impressed.” 
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Behavioral Interview Prep 

Behavioral interviewing was developed in the 1970's by industrial psychologists including William Byham 
and Eric Prien.  It is founded upon the well document basis that "the most accurate predictor of future 
performance is past performance in a similar situation." Nearly ½ of all organizations are using 
behavioral interviewing to some degree.  Research studies indicate that it is 55 percent predictive of 
future on-the-job behavior, while traditional interviewing is only 10 percent predictive.  

Traditional interviews ask questions such as: 

1. Tell me about yourself. 
2. Under which types of management styles do you function best? 
3. What are your strengths and weaknesses? 
4. Why are you interested in working for us? 

Behavioral interviewing focuses on past performance and behaviors trying to elicit concrete examples of 
behaviors that match well with the requirements of the job.   This increased rigor often leaves 
candidates unprepared for this more in-depth interview technique. Practicing the list of common 
interview questions is not enough to land a top job.  In a traditional job-interview, you can usually get 
away with telling the interviewer what he or she wants to hear, even if you are fudging a bit on the 
truth. Even if you are asked situational questions that start out "How would you handle XYZ situation?" 
you have minimal accountability. How does the interviewer know, after all, if you would really react in a 
given situation the way you say you would? In a behavioral interview, however, it's much more difficult 
to give responses that are untrue to your character. When you start to tell a behavioral story, the 
behavioral interviewer typically will pick it apart to try to get at the specific behavior(s). The interviewer 
will probe further for more depth or detail such as "What were you thinking at that point?" or "Tell me 
more about your meeting with that person," or "Lead me through your decision process." If you've told 
a story that's anything but totally honest, your response will not hold up through the barrage of probing 
questions.  

Employers use the behavioral interview technique to evaluate a candidate's experiences and behaviors 
so they can determine the applicant's potential for success. The interviewer identifies job-related 
experiences, behaviors, knowledge, skills and abilities that the company has decided are desirable in a 
particular position.  The employer structures very pointed questions to elicit detailed responses aimed 
at determining if the candidate possesses the desired characteristics. Questions (often not even framed 
as a question) typically start out: "Tell about a time..." or "Describe a situation..." Many employers use a 
rating system to evaluate selected criteria during the interview.  
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As a candidate, you should be equipped to answer the questions thoroughly. Obviously, you can prepare 
better for this type of interview if you know which skills that the employer has predetermined to be 
necessary for the job you seek. Researching the company and talking to people who work there will 
enable you to zero in on the kinds of behaviors the company wants. 

Advantages of Preparation for a Behavioral Based Interview 

Candidates who prepare for behavioral interviews are better prepared for all types of interviews. 

Using behavioral answers works well with all types of interviewers enabling you to manage the dialogue 
more effectively. 

Companies that invest the time and energy in developing behavioral interviews are demonstrating a 
commitment to hiring the best. 

At Human Resource Dimensions / RA Clark we have developed this information that will help you to 
prepare for the interview. 

Companies that employ behavioral interviewing have predetermined the skill sets they require for a 
particular position. These skill sets could include: decision making and problem solving, leadership, 
motivation, communication, interpersonal skills, planning and organization, critical thinking skills, team 
building and the ability to influence others. The company determines the skill sets by doing a detailed 
analysis of the position they are seeking to fill. Job seekers also must go through this same process. To 
conduct a job analysis the job seeker should ask questions such as: 

1. What are the necessary skills to do this job? 

2. What makes a successful candidate? 

3. What would make an unsuccessful candidate? 

4. Why have people left this position previously? 

5. What is the most difficult part of this job? 

• Once you have landed the interview, keep in mind the following points. 
Be detailed and specific. You should have developed three stories that illustrate your past 
performance. Remember that the interviewer will be operating under the premise that "past 
performance in a similar setting is the best predictor of future performance."  
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The best way to accomplish this is to use the three-step OAR process or 

1. Opportunity or Situation 
2. Activity or Action 
3. Result or outcome 

For example, you might recount a time when communication within your office or work group had 
broken down (opportunity / situation). To resolve the problem, you organized informal lunch meetings 
for people to discuss relevant issues (activity / action). Morale then improved, as did the lines of 
communication (result / outcome). Using this three step OAR process is an excellent way for you to 
demonstrate and communicate your experiences and accomplishments for the interviewer. 

• Limit rambling and tangents. While you can't control what is asked, you can control what you 
say. 

• Listen carefully to each question. If you are unsure, rephrase the question and ask for 
clarification. When you respond, be sure to recall your past accomplishments in detail. 

• Practice your behavioral stories using real-life examples. It is very difficult to make up behavioral 
stories, which is why behavioral interviewing is becoming more popular. By practicing, you will 
be able to recall with confidence your past accomplishments. 

 
Sample Behavioral Interview Questions 

Decision Making and Problem Solving 

Give me an example of a time when you had to keep from speaking or making a decision because you 
did not have enough information. 

Give me an example of a time when you had to be quick in coming to a decision. 

Leadership 

What is the toughest group that you have had to get cooperation from? 

Have you ever had difficulty getting others to accept your ideas? What was your approach? Did it work? 
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Motivation 

Give me an example of a time when you went above and beyond the call of duty. 

Describe a situation when you were able to have a positive influence on the action of others. 

Communication 

Tell me about a situation when you had to speak up (be assertive) in order to get a point across that was 
important to you. 

Have you ever had to "sell" an idea to your co-workers or group? How did you do it? Did they "buy" it? 

Interpersonal Skills 

What have you done in the past to contribute toward a teamwork environment?  

Describe a recent unpopular decision you made and what the result was. 

Planning and Organization 

How do you decide what gets top priority when scheduling your time? 

What do you do when your schedule is suddenly interrupted? Give an example. 

Other Behavioral Questions 

Give a specific example of a policy you conformed to with which you did not agree. 

Give me an example of an important goal which you had set in the past and tell me about your success 
in reaching it. 

Describe an instance when you had to think on your feet to extricate yourself from a difficult situation. 

In the interview, your response needs to be specific and detailed. Candidates who tell the interviewer 
about particular situations that relate to each question will be far more effective and successful than 
those who respond in general terms.  
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Interview Preparation Outline 

Ideally, you should briefly describe the situation, what specific action you took to have an effect on the 
situation, and the positive result or outcome. Frame it in a three-step process, usually called an O-A-R, S-
A-R, P-A-R, or S-T-A-R statement:  

 

O opportunity or problem that existed – what were your responses? 

A activity – what did you do to identify the issue or resolve the problem? 

R results – what did you accomplish? What were the metrics in your success? 

 

Possible Questions Evaluation OAR Response 

Tell me about the toughest client 
you had to deal with and what you 
did to win him/her to your side? 

Does the candidate practice a 
working philosophy? Is he 
committed to excellence? 

 

Ability to multitask What is a busy day for you?  How 
do you handle it and how do you 
know you were successful? 

 

Team Player – Collaborative How do you define team player?  
Provide a personal example that 
illustrates your definition. 

 

What stumbling blocks have you 
had to overcome in the past?  
How did you get around them? 

Does the candidate recognize 
barriers? Or, is he a “coyote” in a 
roadrunner scenario? 

 

Everyone blows one on occasion. 
Describe your last major goof.  
Why did it happen?  What took 
place later? 

Does the candidate understand the 
seriousness, based on the 
scenario? Is the reasoning for the 
why logical? 

 

Does your current span of 
authority require that you make 
decision that have an element of 
risk for your employer?  How? 

Does the candidate grasp the far-
reaching consequences of bad 
decisions? Does he understand the 
level of responsibility? Accept 
consequences? 

 

Have you ever had to make a 
“call” on a delicate political issue 

Did the candidate understand the 
risk? What factors were 
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for which no prior policy existed?  
How did you reach your decision? 

considered? Was the decision 
rational or emotional? 

How do you monitor things that 
require your day-to-day 
attention?  Does your system 
work? 

Does the candidate show 
awareness that details need to be 
taught?  Is the system logical? Does 
it work? 

 

People who work with you (and 
for you) sometime bury 
information.  How do you handle 
that? 

Is the candidate aware that some 
people gunnysack bad news?  How 
does he deal with it? 

 

Milestones can fall through the 
cracks, even when you’re on top 
of things.  Tell me about one thing 
that cost you something in terms 
of money last year? Lost time? 

Does the candidate understand the 
downside risk?  Is there awareness 
of potential dollar/time cost? 

 

Describe a time when you tuned 
out in a meeting or conversation? 
Why? 

Evaluate listening habits, if a 
problem, does the candidate have 
an action plan? Is he aware of the 
problem? 

 

Have you ever felt that a company 
policy was unfair? To you? To 
other employees? How did you 
handle it? 

Check for resentment, bitterness, 
and/or malicious obedience.  Can 
the candidate comply even when in 
disagreement? 

 

What do you do when you have to 
work with management directives 
with which you disagree?  
Describe a recent example. 

What comes first, the company or 
the individual?  Which side does 
the candidate choose when there is 
a conflict? 

 

Have you worked in a 
company/department where 
policies and procedures were 
being changed constantly? What 
was the effect? How did you 
react? 

Can the candidate conform, or is 
there a frustration? Does the 
candidate roll with the punches? 
Does he understand that change is 
inevitable? 

 

What are company terms for 
promotion in your most recent 
position?  Does the policy work? 
Why? Why not? 

Does the policy work toward career 
management? Is the company 
passing problem employees from 
on group to another? Perception? 
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What distinction do you make, if 
any between you external and 
internal customer?  Where is your 
allegiance? Why?  

How sensitive is the candidate to 
this push and pull? What is the 
financial issue?  What is the 
political concern? 

 

What is your experience with 
client surveys? What do you like? 
Dislike? How did you use the 
data? 

Is he skilled enough to execute a 
plan? Were the outcomes 
implemented and impactful? 

 

Are there any negative 
consequences to the philosophy 
the customer is always right? 

Is the candidate overly responsive 
to customer demands and too 
willing to change processes and 
timetables? How does he articulate 
a stand? 

 

What kind of things upset you on 
the job?  How do you react? 

Does the candidate have a short 
fuse? Can he bury anger? 

 

Tell me about an interpersonal 
conflict you had with someone on 
the job.  How did you handle it?  
What is the relationship like 
today? 

Did the candidate deal directly?  
Was there honest, problem-
focused approach or involvement 
with the boss?  What is the long-
term alliances? 

 

What is the most recent “pressure 
cooker” situation you have faced?  
How did you react? 

Does the candidate explode? Walk 
away? Give up? React maturely? 

 

There are always situations in the 
work environment that cause 
stress and problems. Describe one 
or two for me. 

Can he cope with pressure?  How 
do the examples relate to the 
company culture?  Is there a 
pattern? 

 

What is the basis you use for 
making decisions? Logic? 
Intuition? Give an example of your 
technique. 

Are decisions hard or soft? Is there 
real decisiveness of action?  How 
does that relate to the job in 
question? 

 

What is the hardest decision you 
have had to make?  How did you 
make it?  How did it turn out? 

Can he make tough decisions?  Are 
the hard decisions postponed?  
What values are applied? 

 

What is the biggest career mistake 
you have made to date?  What 
was the reason? How did you 
recover? 

Look for evidence of logic and 
reason, or of impulsiveness.  Are all 
the facts considered? 
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All of us are at times part of the 
problem rather than the solution.  
Describe a time when this 
happened to you. 

Did the candidate recognize the 
situation?  What steps were taken 
to solve the problem?  Is there 
evidence of defensiveness? 

 

Have you ever had to stand up 
and be counted on an unpopular 
stand?  Describe it for me. 

Is the candidate committed or just 
hardheaded? Is there enough bend 
to be a team player? 

 

Have you recently changed you 
mind on an issue after having 
taken a stand?  What happened? 

What factors changed the decision? 
New data? Adverse reaction? 
Internal politics? 

 

Have you ever had to do 
something that you know was 
right, but that would hurt you?  
Can you describe it for me? 

Can the candidate assume 
responsibility for something 
unpopular?  Is there strength of 
conviction? Responsibility? 

 

All of us face pressure to take 
action.  How is this a factor in your 
present job?  Describe how you 
react to this situation? 

How comfortable is the candidate 
when faced with forced choices?  
How analytical?  Does he have the 
strength of conviction? 

 

What does balance of life mean to 
you? 

Is the candidate able to carve out 
time for nonwork activities?  
What’s important to him? 

 

What qualities have you 
liked/disliked about your bosses?  
Why? 

Where does the candidate place 
honesty?  Integrity?  Trust? 

 

What would you do if you were 
asked to do something that you 
felt was unethical? 

How much is the candidate willing 
to do to take a stand?  How much 
will he push the envelope? 

 

What does success mean to you?  
How would you assess yourself? 

What measures are being used?  
How balanced are they? 

 

Some people have a knack for 
being flexible ---- of adapting.  Tell 
me about a time when you made 
this approach work well. 

Can the applicant adapt style to the 
requirements of a given situation?  
Is the example given really a 
meaningful situation? 

 

When was the last time you 
changed your personal style to 
adapt to someone?  Describe the 
situation for me. 

Look for evidence of general or 
specific style changes—whether 
real or related to the role. 
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In any job, have you tolerated 
someone you don’t like?  Give me 
an example.  How did it work for 
you? 

How much insight is evident?  Can 
the candidate really deal with 
individual differences?  Does 
behavior really adapt to 
requirements? 

 

Are there times when you really 
should not negotiate?  When you 
should stand fast?  Describe such 
a case. 

Look for signs of rigidity or 
indicators of unwillingness to 
compromise if required. 

 

What do you do when you realize 
you are going to miss a goal?  
Describe such an occurrence in 
your present/past job. 

Are realistic goals being set?  What 
ongoing performance feedback 
system is here?  Are goals data-
based or intuitive? 

 

How do you personally approach 
goal setting?  What criteria do you 
use?  Describe a typical goal and 
how you derived it. 

Does the candidate use specific 
tools or aids, or just arrive at goals 
intuitively?  Is goal setting periodic 
or continuous? 

 

Have you ever stuck with a goal 
after it became evident that it was 
a mistake?  Why? 

Is the candidate flexible?  Is 
performance recognized as being 
more than just hitting the numbers 
or achieving profitability? 

 

What is the best staff meeting you 
have attended recently?  The 
worst?  Why? 

Does the candidate view meetings 
as useless?  What mention is there 
of group dynamics and active 
participation? 

 

In your current job, describe a 
situation where you had problems 
getting people working together 
in solving a problem or finishing a 
project.  Be specific. 

Was a systematic teamwork 
strategy worked out or did the 
candidate just wing it.  Was the 
candidate firmly in control, or were 
the employees? 

 

Do you think that participation in 
team sports can be helpful in 
adapting to business?  Why?  Why 
not? 

Does the candidate see a 
relationship between sports and 
business (life)?  Can the 
relationship be described? 

 

Have you had to work with (or 
manage) employees who were 
resistant to management?  How 
did you handle it? 

Does the candidate recognize the 
reasons for resistance?  Which side 
did the candidate take?  What 
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approach was used?  Was it 
successful? 

What is the biggest waste of time 
on your current job? How would 
you change it or avoid it if you 
could? 

How creative is the answer?  If he 
mentions “meetings” how would 
he streamline them? 

 

Do you prefer to work with set 
routines, or do you like to try new 
approaches?  Why?  How 
successful are you? 

Does the candidate adapt to a 
system?  Use tricks from a former 
job?  Look for new techniques? 

 

What do you think is the best new 
idea you’ve seen in your 
experience in the past five years?  
What is different about it? 

Can the candidate recognize and 
understand creative work 
approaches?  Did he learn from the 
experience? Adapt it for personal 
use? 

 

What is the most creative thing 
you have done in your current 
job?  Why? 

Can the candidate adequately 
explain creativity?  Look at the 
nature of the activity and assess 
carefully. 

 

How do you delegate 
responsibility on your current job? 

Is there true delegation, or are 
there strings attached?  Does he 
delegate or dump? 

 

Have you seen managers abuse 
their authority?  How did you 
personally react? 

Can the candidate use persuasion 
as well as force?  Is there a joy in 
the exercise of power? 

 

What have been your major 
successes and failures as a 
manager? Why do you rate them 
that way? 

Evaluate for effectiveness; consider 
the stage of the candidate’s career, 
especially in failure situations.  
Look for maturity factors. 

 

What was the style of the best 
manager you have had?  What 
made that person so successful? 

Look for evidence that the 
candidate recognizes leadership 
techniques.  Has he adapted there 
techniques? 

 

What motivates you?  Do you use 
those techniques on others? 

Check for self-awareness and 
projection to others. 
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Describe the most motivational 
person you have known.  Are you 
like that person?  In what ways 
are you the same? Different? 

Examine the “projection” made in 
the comments.  Is the candidate 
aware of motivational 
characteristics / techniques? 

 

How was your morale on your last 
/ present job? Why? 

Does he understand the factors 
that influence individual and / or 
group morale? 

 

Have you seen supposedly high 
motivators fail?  Why do you think 
it happened? 

Can he understand / evaluate 
motivational factors? 

 

Have you been able to find out 
what it really takes to sell your 
boss on a new program or 
technique? 

How well does he read people?  Is 
he really sensitive to other 
viewpoints? 

 

Have you seen situations where 
new technology has threatened 
jobs in your company / 
department?  What happened? 

Does he recognize that 
technological obsolescence is a 
threat?  Does he recommend 
involvement in suggested change 
as a tool? 

 

Many communications contain 
hidden messages, and nonverbal 
communication is often the 
loudest of them all.  Have you 
been able to read such messages?  
Give an example. 

How well does he read between 
the lines?  Is there evidence of 
being fully tuned in to 
communications? 

 

Is there someone in your 
department who seems to be 
successful at getting things done 
under trying circumstances?  
What makes that person good at 
it? 

Does he accurately assess the 
successfully strategy and tactics 
used?  Or, is it chalked up to 
charisma? 

 

How do you schedule your time 
for the busiest day of the week? 

Who controls his schedule?  Is 
there evidence of planning or of 
reaction? 

 

On your last job, describe a time 
when your carefully laid plans got 
all fouled up by someone else.  
How?  How did you regroup? 

Is the person adaptable?  Rigid? 
How was the mess cleared up?  Is 
there evidence of flexibility and 
resourcefulness? 
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How have you set your priorities 
in your current job? 

Evaluate the candidate in terms of 
near term vs. long range.  In what 
context are priorities established? 

 

Plan ahead is a general slogan in 
business. How far ahead do you 
have activities laid out?  What 
major items are on your agenda 
next week? 

Is there evidence that he 
anticipates requirements?  Can he 
change as requirements change? 

 

Explain a typical problem that you 
face all the time and how you 
would go about solving it.  Is the 
timing appropriate? 

Does he use logic and consider 
impact? 

 

How do you feel about using a 
formal problem solving process?  
What works? What doesn’t? 
Provide an example. 

 Does the candidate see the value 
of a structured model?  Is the 
example appropriate? 

 

Tell me what you know about 
groupthink.  Give me an example 
of what your tried to avoid it. 

How familiar is he with problem 
solving in groups?  Are there skills 
in facilitation surfacing? 

 

The world of quality / continuous 
improvement has impacted the 
way people solve problems in 
business today.  Tell me about 
your experience here and what 
you learned and applied to your 
problem-solving skills. 

Does he have real expertise and / 
or understanding of the field?  How 
does he articulate the problem-
solving approach? 

 

Tell me about a case in which your 
ideas were rejected by your boss.  
How did you work through the 
situation? 

Does he bow down to 
management?  Does he go back 
and do homework for another try?  
Is he persistent, when right? 

 

Have you ever had to sell a 
program or an idea under bad 
circumstances?  Describe the 
situation. 

Can he deal with difficult 
scenarios?  Can he convince 
others? Change opinions? Give up? 

 

We all have to make tough calls 
under pressure or do something 
that’s out of favor at the moment.  
Describe one for me. 
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