
RAISING YOUR HIRING 
POTENTIAL

(part one)

November 21, 2005



UNDERSTANDING THE HIRING 
PROCESS

• Application and Resume
• Written Test and Skill Building
• Interview
• Performance Test
Helpful information in Part Two: 
• Test Preparation 
• Free Online Practice Tests
• Free Online Job Search Sites



APPLICATION
To pass the screening process submit 

a high-quality application.
• Indicate the exact title of the job.
• Be thorough, do not leave blank 

spaces or questions unanswered. 
Do NOT say:  “SEE RESUME”     

• Do not assume that the screening 
committee or human resource staff 
already knows about your 
qualifications.



• If relevant, include any non-paid                                        
volunteer experience.

• Proofread the application and any   
attachments carefully for spelling 
errors, etc.

•Check for all required signatures.
•Be aware of deadlines.
•If possible, hand carry your application to  

the Human Resource Department.
•Be honest without giving personal info 
that is not necessary or illegal to be asked.



RESUME BUILDING
Format the pages of your resume so that you are putting 

as much information on each page as possible, 
without making it look crowded or jumbled. Use 
standard size paper in white or cream. 

• Use a standard business font and size, like Arial, 12 
point in black ink 

• Use headings and spaces between sections 
• Use bullets or brief, to-the-point phrases 
• Always allow at least a 1/2 inch border margin all the 

way around the resume 
• Avoid the words "I", "me", "mine", or "resume" 
• Avoid unnecessary or distracting punctuation, 

borders or graphics.



More on Resumes
• Full sentences are not required for 

resumes. So, use phrases whenever 
possible. For example, an easy to read 
resume will say, "Accountable for 
departmental profit and loss," rather than, 
"Every month I reviewed the financial 
statements and analyzed the problems 
with expenses and income and produced 
reports and actions plans addressing the 
issues."

• Be succinct and concise! Keep your 
phrases short



MULTIPLE CHOICE TESTS



WHAT EFFECTS TEST 
RESULTS?

• Knowledge: 
Solved by studying

• Test-Taking Skills: 
Solved by practice

• Test Anxiety:
Solved by being prepared



THINGS YOU NEED TO KNOW 
TO BEFORE THE TEST

• Subjects which will be
covered in the test

• Test format
• Test location

Read the job bulletin and ask 
the HR Department.



TEST-TAKERS MUST BE 
MOTIVATED TO IMPROVE 

TEST-TAKING SKILLS



Before the test:

STUDY!!

Get a good night’s sleep.



10 TIPS TO IMPROVE MULTIPLE 
CHOICE TEST SCORES

1. Read directions carefully and follow them.
2. Budget your time wisely.
3. Read each question completely.
4. Look for key words like NOT, MOST, ONLY.
5. When in doubt, GUESS.
6. Eliminate obvious wrong answers.
7. Check other questions for clues.
8. Answer easy questions first.
9. Don’t read too much into a question.
10. Mark your answer sheet properly.



SELF HELP
Libraries contain many books on test 

taking

Use student 
workbooks or 
textbooks to 
practice taking 
multiple choice 
written tests

Workbooks are 
available in most 
bookstores



Training Programs
• Community Colleges
• Private and public college certificate 

programs
• Adult Education 
• On-line classes



Questions for Tutors/Instructors
Work through sample problems that may 

appear on the test.  Make a list of the 
type of problems you have trouble with 
and ask questions.

Ask specific questions:  Instead of making 
a comment like, “I don’t understand 
algebra” ask, “I don’t understand why 
r(x + p) doesn’t equal r(x) + p)”.

Specific questions will get a very specific 
response and hopefully clear up your 
difficulty.



More Good Questions
“This is how I tried to answer the problem, 

what did I do wrong?”  This will focus the 
response on your thought process.

Right after you get help with a problem, 
work another similar problem by yourself.



READING 
COMPREHENSION 

QUESTIONS



Understanding Prefixes and Suffixes will 
Increase Your Vocabulary



These tests are like open book tests, all 
of the correct answers can be found 
directly in the passage.
If any part of the answer choice is not a 
backed up by the contents of the 
passage, it cannot be correct.
Practice looking for the correct answer 
choice that restates or repeats a 
statement in the reading passage.
Requires focus and concentration.
Careful searching is important.



READING SKILLS CAN ALSO BE 
IMPROVED BY READING 

BOOKS, USING A THESAURUS 
AND DICTIONARY



INTERVIEWS



The best way to study is to go over your job 
application before the interview.  Make sure you 
are familiar with the information you provided. It 
may be weeks before you have your interview 
after you submit the application.  Keep a copy to 
study before your interview.

Study the job announcement, find out all you can 
about the job, and think of how well your 
qualifications match the requirements for the 
job.

Arrive at the location early enough to collect 
yourself and check out the situation.



Look and Act Professional:
Create a good impression, dress neatly 
and appropriately.

Men:  Suit for management 
positions, nice slacks and 
collared shirt for all others.

Women:  Business attire for management 
positions, and neat, conservative clothes 
for all others.



During the Interview:
Turn off cell phones, and pagers.

The interview starts the moment you walk 
in so introduce yourself immediately.

Give the interviewers all of your attention.

Look interested and smile!

Keep good posture and eye contact. 



Be responsive to the questions being 
asked, be relaxed but consider your 
answers seriously.

Be a good listener as well as an intelligent 
talker.

Answer with more than “yes” or “no”.

Stress the positive and not the negative.

Use two or three key points or examples to 
demonstrate your knowledge.



Do not ramble if you do not know the answer.  
State directly that you do not know the answer, 
but ask if you could outline how you would find 
the answer, solve the problem, or the method 
you would employ.

Maintain your self-confidence and composure if 
you feel that the interview is not going well.  The 
interviewer may be testing you.

Do not provide private information that is illegal 
to ask.  For example information about your 
childcare arrangements, marital status, financial 
status, etc.



More Interview Tips
• Listen carefully. If you feel the question is unclear, ask 

politely for clarification. 
• Pause before answering to consider all facts that may 

substantiate your response. 
• Always offer positive information; avoid negativity at 

all times. 
• Get directly to the point. Ask the interviewer if they 

would like you to go into great detail before you do. 
• Discuss only the facts needed to respond to the 

question. 
• Focus and re-focus attention on your successes. 

Remember, the goal is not to have the right answers so 
much as it is to convince the interviewer that you are 
the right person. 

• Be truthful, but try not to offer unsolicited information. 
• Try not to open yourself to areas of questioning that 

could pose difficulties for you.



Situational Questions:
Interviewers are looking for a clear and 
sensible thought process.

Look through your background and 
and tie previous situations with those 
that may relate to the job.

Describe a similar situation, explain 
what you did, and describe what the 
results were and then tie it back to the 
hypothetical situation provided.



PLACEMENT or FINAL 
INTERVIEW

Use the same tips as before, but one 
difference is that the hiring 

supervisor wants to know how you 
will fit into his or her department.



Be sure you think about the hiring 
supervisor and why he/she wants to 
choose YOU from all the possible 
candidates for this job in his/her 
department.  

This may require some background 
research on the department.



What Would be Your Answers 
to These Questions?

• What are your strengths and weaknesses? 
• If you could have your choice of any job, what would 

it be and why? 
• Why do you want to go into this field? 
• What are your short- and long-range goals and how 

do you expect to achieve them? 
• What does success mean to you? How do you 

measure it? 
• What motivates you? 
• Do you plan to further your education? If so, to what 

extent? 
• What have you done to improve yourself during the 

past year? 
• If you could relive the last 15 years, what changes 

would you make?



And These?
• Tell me about your greatest achievement and greatest 

disappointment? 
• What are some of your weaknesses? 
• Tell me about the best and worst bosses you've ever 

had. 
• How do you handle your reaction when you don't get 

what you want? Give me a couple of examples. 
• How do you handle stress? 
• How do you pull a team together when it seems to be 

going nowhere? 
• What qualities do you prize the most in those that 

report directly to you? 
• What type of people do you have the most trouble 

getting along with in the workplace, and, how do you 
handle it? 

• What constructive criticism have you received from 
employers?



Job History Questions
• When did you leave your last job and why? 
• How long have you been out of work? 
• At your last job, how much of the work did you 

perform independently? 
• What did you like most and least about your last job? 
• What are some of the problems you have encountered 

in your past jobs? 
• How did you solve the problems? 
• Do you prefer working independently or as part of a 

team? 
• At your last job, how much was performed by a team? 
• What prevented you from advancing in your former 

positions? 
• What have you been doing since you left your last 

job?



Motivation/Flexibility
• Why do you want to work here? 
• What do you expect to experience in this job that 

you did not experience in your past jobs? 
• How do you feel about evening work? Weekend 

work? Carrying a pager? Being on call? 
• Assuming we make you an offer, what do you see 

as your future here? 
• Why should we hire you? 
• Are you considering other positions at this time? 
• How does this job compare with them? 
• If you feel you have any weaknesses with regard 

to this job, what would they be? 
• What is your leadership style? Please give 

examples of this style in a real situation. 
• How do you feel about relocating? 
• What could you contribute to our facility?



Practice Formulating Answers

• Go through the previous slides and 
formulate possible answers to each 
question.  Make sure your answers are 
related to the job.  Do not bring in your past 
problems or personal life unless the 
experience relates to the job requirements, 
such as volunteer work you have performed, 
etc.

• Remember to always stay positive and show 
eagerness to learn and grow on the job.



PERFORMANCE TESTS
Keyboarding tests are not uncommon for most clerical 

positions.  
Ask what type of equipment will be used, how many 

words per minute are required and practice under 
timed conditions.

Practice emphasizing accuracy first, then speed.



Typically performance tests, such as 
maintenance/trades tests, that require 
producing a product are rated on the 
candidates ability to:

Accurately complete the process
Choose correct tools and equipment
Work safely (you can fail if you do not 

perform the tasks safely)
Produce a product that conforms to 

specs and its suitable for use



WE MUST CONSTANTLY UPDATE OUR 
SKILLS AND BECOME PERPETUAL 

STUDENTS TO INCREASE OUR CHANCES 
OF BEING SELECTED FOR THE RIGHT JOB



Check the Resource Area 
Often for Updates 

WWW.CODESP.COM
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