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PREFACE

	 

	There are plenty of books and websites about job interviews. Most cover the basics well, many reminding you of things you think you already know, but for some reason never get round to putting into practice. Other books make you feel slightly guilty that you couldn’t transform yourself into the interview superhero required. You might have been tempted to get instant results by learning textbook answers to interview questions, only to discover they didn’t quite match the questions asked, and didn’t sound as authentic as you hoped. In any case you struggled to keep all the advice in your head at the same time. The advice sounded useful but didn’t seem to address the interview you have tomorrow morning.

	Interviews can be daunting, but they are also valuable opportunities for you to showcase your skills, experience, and potential to prospective employers. The key to success lies in preparation, confidence, and the ability to articulate your qualifications effectively. This book is intended to empower you with the information and guidance needed to master the art of interviews, ensuring you stand out as a top candidate in any situation.

	Inside the Most Asked Job Interview Questions and Answers Book, you will find a rich collection of common interview questions and detailed, expert-crafted answers. We've organized the content to cover a wide range of interview types, from general job interviews to industry-specific and behavioral interviews. You will also find valuable tips on interview etiquette, body language, and strategies for answering tricky questions.

	Our aim is to provide you with a comprehensive resource that not only helps you understand the intricacies of interviewing but also boosts your confidence and equips you with the skills necessary to leave a lasting impression on your interviewers. Whether you are a recent graduate seeking your first job or an experienced professional aiming for career advancement, this book is designed to meet your needs.
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Chapter 1 - Interviews: A first step for an employee

	 

	
		
			Person 


			English 


		

		
			Interviewer:


			Tell me a little about yourself.


		

		
			Candidate:


			I’ve been interested in tech since high school, where I took an elective website design class. I loved it, and I knew I wanted to make it my career. After studying computer science in college, I worked as a web developer and gained advanced HTML and CSS skills. Last year, I got the chance to work on a new software project, which I found to be incredibly rewarding.


		

		
			Interviewer:


			Tell me about a challenge you faced and how you dealt with it.


		

		
			Candidate:


			One challenge I faced in my last marketing role was working with a limited budget. I was in charge of a large marketing campaign with a lot of requirements, so I negotiated with our advertising partners to bring prices down.


		

		
			Interviewer:


			Tell me about a time you made a mistake.


		

		
			Candidate:


			When I first started my teaching career, I made a mistake when asking questions. I would ask students if they had questions, and when they were quiet, I assumed everything was fine. When I gave out my first test, I realized students misunderstood some important concepts.


		

		
			Interviewer:


			Describe a time you succeeded as a part of a team.


		

		
			Candidate:


			As a graphic designer, I worked as part of a marketing team. One time, we had a new client who wanted to redo their website. I worked with the website developer, a content writer and a marketing specialist to design a logo and graphics for the campaign. We created a new website a week ahead of the deadline.


		

		
			Interviewer:


			Tell me a story of a time you displayed leadership.


		

		
			Candidate:


			In my last role, I showed leadership when planning a presentation. My team was preparing a big sales pitch for a group of potential investors. I realized we were all working separately, and some of us were doing the same tasks. I suggested we divide the tasks to work more efficiently.


		

		
			Interviewer:


			Describe a time you set a goal and accomplished it.


		

		
			Candidate:


			I use goal-setting regularly in my career and life. I try to make my goals clear and specific with deadlines. Recently, in my recruiting career, I set a goal to increase my number of clients by 10% in one year.


		

		
			Interviewer:


			Tell me about a time you communicated well with others.


		

		
			Candidate:


			I communicated with others daily in my last HR role. Recently, I was in charge of training all new retail associates. I planned each training session with clear objectives, and I practiced my delivery. I also answered all questions the new employees had. By speaking clearly and communicating my expectations, I helped prepare the new employees. We had a 97% retention rate that year.


		

		
			Interviewer:


			Describe a time you managed several tasks at once.


		

		
			Candidate:


			In my last editing role, I managed multiple responsibilities at the same time. I oversaw a team of six writers and organized a publishing schedule. I also handled many rotating deadlines and publication tasks.


		

		
			Interviewer:


			Tell me something you like to do outside of work.


		

		
			Candidate:


			Outside of work, I love to run. I started running about five years ago. Last year, I decided I wanted to complete a marathon, so I created a training schedule and ran five days a week.


		

	


	 


Chapter 2 - How to prepare?

	 

	
		
			Person


			English


		

		
			Question:


			Consider your eligibility for the job


		

		
			Answer:


			Think about your qualifications and experience. Ask yourself why you are required to apply for that job and why the employer should hire you. Assessing how the job fits into your career path and what value you can add to the company helps you convince the interviewer about what makes you the best candidate for the position.


		

		
			Question:


			Learn more about the company


		

		
			Answer:


			Get in-depth information about the company through its website, social media pages, employee reviews and other online sources. Find out about its mission, management, work culture, the types of products it offers and the types of clients it serves. Get some insight on its latest revenue, growth prospects and business plans.


		

		
			Question:


			Prepare a list of expected interview questions


		

		
			Answer:


			In addition to position-specific questions, here are some common questions to include in your list:
Tell me about yourself.
Why are looking for a job change?
Why do you want this job?
What are your strengths and weaknesses?
What motivates you?


		

		
			Question:


			Practice mock interviews


		

		
			Answer:


			No matter how well you prepare, it is natural to feel anxious and overwhelmed at the time of the interview. Mock interviews can be a great help in this regard. They can create a real interview-like environment and help boost your confidence. Ask your friends or family to conduct a mock interview for you.


		

		
			Question:


			Organise your documents


		

		
			Answer:


			You may have applied using a digital copy of your CV, but it always helps to keep hard copies of all your documents with you, just in case the interviewer needs them for easy access. Take a printout of your resume and cover letter. Put all the important documents including your mark sheets, certificates, ID proofs and photographs in a folder.


		

	


	 

	 

	
		
			Question:


			Update your social media profile


		

		
			Answer:


			If you are on LinkedIn, Facebook, Twitter or any other social media platform, make sure you have an updated profile. Employers often check your social media presence to get an idea about your personality and background. Search for your name in Google to see what results turn up. If there is anything unpleasant, prepare yourself for a response if the interviewer asks about it.


		

		
			Question:


			Make travel arrangements


		

		
			Answer:


			Familiarise yourself with the location map that the company has sent you. You can also check directions to the venue using Google Maps. Based on the distance and the time it would take to commute, plan your timing and decide on the mode of transport.


		

		
			Question:


			Decide on your interview dress


		

		
			Answer:


			Choose a formal dress that you would be wearing for the interview. Make sure the clothes are clean and wrinkle-free. If you plan to spray deodorant or perfume, make sure it is mild. Overall, plan for a neat and clean look with well-cut hair and shaved or trimmed beard.


		

	


	                                                                                  

	 


Chapter 3 - Some tips to keep in mind during interviews

	 

	
		
			English 


		

		
			Dressing the Part


		

		
			Always wear the appropriate attire, and make sure to wear professional business attire as well as to practice good hygiene and present yourself like you want the company to see you.


		

		
			Review the Questions The Interviewers Will Ask You 


		

		
			Make sure to prepare a list of questions that could possibly be asked by the interviewer. You can practice your interviewing skills with a friend, or you could sign up for an interview with Interviewstream through the Pomerantz Career Center.


		

		
			Do Enough Research on the Company


		

		
			Review the website for the company you’re applying for and make sure to write down facts you find interesting and questions you want answered by the interviewer in the company. 


		

		
			Be Respectful of the Interviewers 


		

		
			Give the utmost respect for interviewers that are conducting the interview and asking you the questions. The people are always writing notes about your answers and your behavior. This is their first impression of you besides what’s on your resume, you want to make sure leave a lasting positive impression to the company! 


		

	


	 



		
			Good Non-Verbal Behavior


		

		
			Keep eye contact with the interviewer during the interviewer 
Make sure to always sit upright and be open with your body posture 
Look interested in all the questions the interviewer is asking you 


		

		
			Be On Time to the Interview


		

		
			Make sure to arrive at least 10 minutes early to the Interview. The company will appreciate timeliness and being prompt. It will also give you a chance to go over what your responses to the questions are as well as to make sure you look good and feel good! 


		

		
			Bring Extra Resumes


		

		
			Make sure to bring extra resumes to the interview just in case the company needs another copy. If you also have a portfolio, you can bring that as well to showcase some of your previous work and achievements. 


		

		
			Speak with Energy and Provide True Details


		

		
			Make sure to always have a lot of positive energy and only provide true details about your previous employment or achievements. DO NOT LIE about anything in your interview. A company won’t want to hire someone on false information. 


		

		
			Writing Thank You Letters Immediately After the Interview


		

		
			Make sure to thank your interviewers for their time and consideration in reviewing them for the job opportunity. Make sure to follow up with the interviewers and the company as well after you finish your interview. 


		

	


	 


Chapter 4 – Project Manager

	 

	
		
			Person


			English


		

		
			Interviewer:


			Hi, what is your name?


		

		
			Candidate:


			Hi, my name is Manish Soni.


		

		
			Interviewer:


			How many years of experience do you have in IT industry?


		

		
			Candidate:


			I have 22 (twenty-two) years of experience in the IT industry.


		

		
			Interviewer:


			How are you associated with PMI?


		

		
			Candidate:


			I am PMI Knowledge Ambassador for South Asia.


		

		
			Interviewer:


			Put more light on your PMI association.


		

		
			Candidate:
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