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Unitl Job InterviewsUnit2 Jobs and ResponsibilitiesUnit3 On the PhoneUnit4 Ata MeetingUnit5 Travel and
VisitsUnit6 Company PresentationsUnit7 ProductPresentationsUnit8 Company PerformanceUnit9 Trade
FairsUnit1l0 Making InquiriesUnitll Placing an OrderUnit12 Terms of PaymenlUnit13 DeliveryUnit14 Claims

and SettlementsUnitl5 MarketingUnit16 Advertising
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O O This interview is used to verify the candidates qualifications for the position and to establish a preliminary
impression of the candidates attitude[] interest and professional style. A professional screener from the employers
Human Resources Department usually conducts the interview. At this stage[] the goal is to select the most suitable
candidate who will meet the decision-makers.[J [J Selection Interviewd [0 Conducted by the decision-makers[]
the purpose of this interview is to probe the candidates qualifications and to assess the comfort level with which the
candidate might establish working relationships with others. There may be more than one interview at this stage. As
the number of candidates decreasesl] a candidate may be invited back to meet with the same person and/or with
other managers or members of the work group. The candidates ability to establish rapport and present
himself/herself as the right person for the position is critical.[] [1 Even if there is only one decision-maker(] the
opinions of the others will be sought and will probably have an effect on the outcome. When youre invited to
interview with a number of people[] its important that you present yourself effectively to each one of them.
Rememberl] they will evaluate your skills and ability to fit in. As always] be yourself(] but sell yourself to each
persons individual concerns..J O Work Sample Interviewl O This interview is done to allow the candidate an
opportunity to "show their wares". It could be a time for a graphic artist to display his/her portfolio or a salesperson
make a sales presentation. An office worker may be asked to complete a business letter using a specific type of
software program.lJ O Peer Group Interview(] [J This interview is an opportunity to meet and talk with
prospective coworkers. Just as in other interviews[] the peer group will evaluate the candidate] determining how
he/she would fit in.
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