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Seekers 

Before You Can Interview 
Jim Wolff 

Although today’s subject is Sorting – Interview & Evaluate, I think it best 

that we review some of the key points that will get us noticed so we 

are asked to interview! 

Let’s start by examining the risks and possible responses in the job 
hunting process: 

 The employer may describe the job less than accurately. 
o Out of our control, apply for the job described. 
o Use your network to get the inside story and apply for the 

position that the hiring manager meant to describe. 
o Do both: by applying for the job described, you get past the 

screening and then can talk about the real job with the hiring 
manager. 

 The job opportunities are not in your line of experience. 
o Apply anyway. 

o Don’t waste your time; keep looking for your normal job. 
o Research the industry and job responsibilities; determine if the 

activities are those that you would find satisfying.  Use your 
network to get the inside story.  Examine your experience and 
identify skills that match the job requirements.  Tailor an 
application to highlight those skills and seriously apply for the 

job. 

 The job opportunity is perfect but the competition will be fierce. 
o Wait for a less stressful opportunity. 
o Send in your standard resume’ and hope for the best. 

o Research the company and job responsibilities; determine how 
your experience directly ties to the posted job description.  Use 
your network to get the inside story.  Call the HR department 
and get more detailed information about the position and the 
company.  Tailor an application to highlight your skills and use 
the adjectives and verbs you picked out of the job description 
and your conversation with HR and seriously apply for the job. 

 Key words make you sick, or tired, or both. 
o List all the adjectives and verbs from the job description. 
o Reach out to friends and other people from your network and 

ask what key words they would associate with that industry or 

job function. 
o Check the company website for mission statement, objectives 

and other enlightening information. 
o All of the above. 

OK, now you are in a position to be called in for the screening interview.  Be 

patient, trust in God, work out and follow up, if appropriate. 
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Step 5: Sorting 

Interviewing and Evaluating 

Interviewing and evaluating is a two-way street. While employers are learning about you, you should 

be learning about them too. Both you and them are gathering and sorting information about one 

another – looking for a match of what you do and like best with what they need most. 
Successfully sorting through interviewing and evaluating depends on you being prepared with both 

questions and answers. Do your homework on the employer as well as the job. Think in advance not 

only about what you will say, but also what you will ask. Let your listening and hearing guide 

answering and talking. Remember that God gave you two ears and only one mouth, therefore be 

thoughtful… 
 
 

Qualifying or Screening Interviews 

These interviews usually are relatively short and may be done by telephone or in person. They may be 

as short as ten minutes, and they rarely last more than an hour. Recruiters or someone from the 

company’s human resources department often conduct them. The interviewers usually focus on your 

experience and education, your personality and values, and/or your specific technical experience and 
expertise. 

 
If the screening interview is done by telephone, be prepared, and don’t have any distractions around 

you. Have your resume and notes on the company with you by the phone. If an interviewer calls 
without an appointment and you’re not ready, ask for few minutes or another time that will allow you 

time to get ready. 

 
Behavioral Interviews 

Because increasing numbers of employers are using behavior-based methods to evaluate candidates, 
understanding how to excel in this interview environment is becoming a critical job-hunting skill. The 

idea behind behavioral interviewing is that the most accurate predictor of future performance is past 

performance in similar situations. 
 

The interviewer identifies job-related experiences, behaviors, knowledge, skills and abilities that the 

company has decided are desirable in a particular position. The employer then 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..."  

 

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. Review your STAR accomplishments from Crossroads Careers Step 2 to 

prepare for behavioral interviews. 

 

Hiring Manager Interviews 

This interviewer is usually the person to whom you will report if you are hired. They normally have the 
most influence on whether or not you’re hired. Their success depends on selecting the right person, 

but they may or may not be the best interviewer. 

 

When you meet them, seek to get know them, their background and current position. Ask questions to 

discover what this person wants to accomplish through the job and how he/she wants the job done. 

Take notes and ask follow-up questions. Be alert for opportunities to connect relationally by 
mentioning things you have in common. Be prepared to tell this person about your accomplishments 

that parallel their needs. Try to show how you can help this person succeed at his/her job. 
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Preparation Checklist: 
 
 

Eat right, exercise, and get plenty of rest before the interview.  

Leave yourself enough time to get ready. 

If you need a haircut, schedule an appointment for one.  

If you need new clothing, make sure you buy it. 

 

Look your conservative best. Proper attire will vary depending on the organization and the job. Find out what is 

appropriate in that particular workplace. If you don’t know and can’t find out any other way, call and ask the person 

with whom you’re going to interview. Wear little or no jewelry, with the exception of a watch, a wedding ring, and 

(for women) conservative earrings. Do not wear cologne, perfume, or other scents. Be sure that your hair is in place 

and off your face. You want to look professionally well-dressed so the focus will be on what you have to say and not 

on how you look. 

 

Before you leave your home, check yourself in the mirror.  

Brush your teeth, and take along breath mints. 

 

 

What to Wear? 

If it’s a formal business setting, men will probably wear a suit with white or blue shirt and conservative tie or business 

casual attire. 

Women might wear a suit with skirt below the knees or tailored pants. 

Men should wear conservative business shoes and dark socks. 

Women should wear low- to mid-heel pumps with skin-toned hose. 

 

Be sure you know the location of the meeting. If you are not sure and have time, make a test run so you can find the 

building. You can get a map off the Internet.  

Take money for parking.  
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Debrief with a friend: 
 
Talk out loud about -  

What I should have said. 

What I said wrong. 

How I felt during the interview and now. 

What surprised me? 
What I felt good about. 
 

Do I want this job? 

Can I be me in this company? 

How do I feel about the company culture? 

How do I feel about my potential boss? 

How do I feel about my potential co-workers? 

Is this an ethical company? 

 
Does the company reflect on the inside what it portrays on 
the outside? 

 
 

Not getting interviews  
If you are concerned about not being invited for interview, you should critically review your resume, application forms 

and covering letters. Are you making it clear that you know what the jobs you have applied for involve? Have you a 

clear picture of the sort of person employers are seeking? Are you being unduly modest about your accomplishments? 

Have you been focused enough in your approach or have you, at a more basic level, not really thought hard enough 

about what you want to do?  

You cannot change your history but you can:- 

 expand, rearrange or alter the emphasis of you applications  

 get more relevant experience by enrolling on new courses, taking part in voluntary activities 

or finding a temporary job 

 

Post-Interview 
 
• A little thanks goes a long way. 
When the interview ends, demonstrate your professionalism by thanking the interviewer for 
meeting with you, regardless of how you think the interview went. Then leave or send a handwritten 
note to really go the extra mile. In a recent survey, 76% of hiring managers said receiving thank-you 
cards after an interview was important in how they evaluated a candidate. To stand out from other 
applicants, send a thank-you card or e-mail after the interview. The note should express gratitude 
for the interview and restate your qualifications and interest in the position.  
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  Examples of Interview Questions  

Ensure that you are able to answer the most obvious interview questions, such as:- 

General questions 

 Tell me about yourself.  

 What does being course representative/captain of netball involve?  

 How would you define marketing/personnel, etc?  

 What do you understand by the term management?  

 What qualities/skills do you have which you consider valuable to our organization?  

 Why do you think you would make a good....?  

 Do you think you can cope with the professional examinations?  

 What evidence do you have that you can handle our different types of customers?  

 Knowledge of organization 

 What do you know about our business?  

 What do you think of our application form/brochure?  

 Why have you decided to apply to us?  

 What do you think of our product/service?  

 Who do you see as our major competitors?  

 What do you consider to be the main difficulties facing our management?  

 Career motivation/direction 

 Why do you want this type of work/career?  

 What do you see yourself doing in 5/10 years/time?  

 Are you willing to move - how mobile are you?  

 For which other jobs/careers are you applying?  

 What do you want out of life?  

 Tell me about your vacation work?  

Your personal skills 

 Give me an example of when youôve worked as part of a team?  

 Do you find it easy to take risks?  

 Are you the type of person to take the initiative?  
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JOB SEEKERS E-MAIL LIST 
 When you join Job Seekers, you may want to add your name to the 
Job Seekers Group e-mail list on St. Luke’s Web site. It is through this 
e-mail list you will receive information about Job Seekers, as well as 
job opportunities and information, on this list  
 
 The web site for St. Luke’s is http://www.St.Luke'sHR.com 
 Go to the e-ministry page from the top menu bar  
 Go to e-mail lists 
 Find the Job Seekers Group  
 Add your e-mail address. Information and Job opportunities will be 

distributed via this list.  
 

 
FACILITATORS 
We currently have four group facilitators and we are looking for additional volunteers to serve as 
coaches, resources, presenters, and coordinators for the Job Seekers group.  Please contact Job Seekers 
coordinator, Jim Wolff or any of the facilitators for more information.  
 

Jim Wolff, Coordinator 303.619.3386 jwolffrcsd@aol.com 

Rev. Janet Forbes 303.791.0659 Janet@stlukeshr.com 

Dave Laurvick 303.601.5528 dplaurvick@msn.com 

   

 

 

 

 
 

 
 

 
 Go to www.crossroadscareer.org and click the red tab Register 

Now. 
 

 Then click Explorers and follow the online instructions to register 
 

 Select name of church: St. Lukes United Methodist Church 
 

 Enter church membership key for Career Explorers: 

seekers 

 
Browse, explore and make yourself at home.  Each week work one step of the process. 
 
 
 

http://www.stlukeshr.com/

