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Types of job interview questions and answers

Landing an interview is, of course, a step in the right direction towards getting a new job. But what you say and do during this interview can be the difference between getting an offer and getting rejected. Sure, you know the obvious things to avoid—like showing up late or dressing very comfortably—but the following nine lines can just as easily derail your chances of scoring the concert. Read by finding out
which talking points to distance yourself from during your next job interview. I leave my current job because my boss is terrible at working for. Even if a boss is pure evil, resist the urge to badmouth her, your old company and your colleagues. It's a smaller world than you might think, says Lisa Quast, certified executive coach, author of your career, Your Way! and founder of Career Woman Inc. The
researcher may have previously worked for the same company or been your boss's best friend. Besides, a negative attitude won't endeer you to any recruiter. Even if you've worked for the worst boss in the whole world, saying so in an interview makes you come across as a disgruntled employee, says Julie Lacouture, co-owner of Mom Corps Los Angeles, which helps companies fill part-time and temporary
jobs. Remember-talk to a potential boss, so it's best to respond positively. Explain how you navigate difficult situations at work and, if you're asked about your boss, focus on how you work successfully despite your differences. Lacouture suggests discussing a boss who, for example, micro-manages by saying something like: We had different working styles, but I always gave her as much information as I
could because I knew she was detail oriented. I want to be honest about my weaknesses. I'm not good at... Although you should never say you're good at everything, admitting a flaw without being asked is a bad idea. Beth Sears, communications expert and president of Workplace Communications, Inc., recalls a client who had an excellent resume and attitude. I couldn't understand why she wasn't getting
job offers, so I decided to play a part with her. After a brief introduction he said, I don't want you to have any surprises-here's what I'm not good at. Once the customer kicked this habit, he landed a place in a large organization. If you're asked directly about your flaws, there are smart ways to respond. We are talking about a weakness that is not central to the position you are looking for, and, more
importantly, show how you have overcome this suggests Cheryl Palmer, a certified career coach and founder of Invitation to Career. Avoid saying things like, my biggest weakness is that I work too hard, which I will encounter as dishonest. How much vacation time do I take? It's no secret that the company's perks are an exciting place to get a new job. But asking about them during an interview would seem
focused on the wrong things. Paul Cameron, president and senior technology strategist at DriveStaff, Inc., had two candidates ask during their interview, What time is lunch here, and how long can I get? Neither of them got the job, he says. Especially in a first interview, keep the intent behind your questions centered around What can I do for you? not What can you do for me? Says. The benefits certainly
need to be discussed, he notes, but not before the company shows that they would like to make an offer. When you give your salary history, you can report how much you've received in bonuses, vacation time, 401 (k) contribution matches, tuition reimbursement and more. This will show that these things are important to you, and will open the door to start negotiations on these elements, cameron says. I
love your glasses! You may think that complimenting your researcher will create a link, and possibly score you brownie points for your good taste. But there is a fine line between praise and flattery. You can get away with it if you've established a good relationship with the interview, says Palmer. On the other hand, these statements could be considered false or courtship. A safer conversation starter, says
Palmer: Comment on an award or picture in that person's office. So, how's your company? Is there one thing to ask specific questions about your potential duties at the company? is another to ask broad questions you could have found answers to yourself. If you don't seem to know anything, the recruiter may not think you're interested in working there, says Palmer. It encourages job seekers to check the
company's website, press releases and news articles to find out what issues they face. Try to weave some of this data into your answers early in the interview so that the recruiter knows that you have done your homework. Additionally, background information will help you when prompted if you have any questions. And you should always have questions to ask, says Palmer-shows that you've trained
yourself for the company and have an active interest in learning more. It also recommends that you learn as much about your interview through professional sites like LinkedIn and ZoomInfo. This research will pay off as you establish rapport with the researcher based on what you have read about them. So, what should you say? If you found out where the researcher went to college, it's ok to mention that
you share a link to this school (if you really). But avoid asking about personal things you may have noticed on a site like Facebook. Or if you find this person's blog, mention something about a post you found useful rather than just staying saw the blog, suggests Palmer. I couldn't get a job because of the bad economy. All that the sluggish economy has made job hunting difficult. Still, blaming your situation
for the tough market will make you seem passive. Instead, focus on the positives, suggests Kate Alderfer, who works on staffing for a consulting firm in Pennsylvania. You always want to be positive and avoid avoiding Says. Try something like: I've focused my career search on jobs related to my experience in X, Y and Z. It was difficult, but exciting, to explore potential opportunities. When asked what
you've done since your last job, be clear that finding the perfect location was at the forefront of your efforts. Alderfer advises saying something like: I've been actively interviewed for the next move of my career; there have been many options, but I'm looking for a long-term role with the opportunity to develop. I don't have a salary range in mind-I'm flexible. By offering this, you're probably trying to show how
eager and easy to please you are. Some candidates say that to get the job offer or to leave the door open for negotiation, Lacuter says. But the recruiter can see you as uninformed about your industry. Worse still, you may see it as an opportunity to give you the lowest possible offer. Instead, do research in advance on what similar jobs pay, and give an appropriate range. Revealing what you are currently
doing will also give you a jump-off point for negotiations. I want to work here because I need a job. If you're trying to say it, you're not going to get it with those kind of statements. You have to show interest in the employer or the employer won't show interest in you, says Bruce Hurwitz, president and ceo of Hurwitz Staffing Strategy, Ltd. Saying something like this, it seems like you're just in it for salary. Your
goal should be to let your recruiter know that you want to be part of their specific company and that you have invested time and effort to learn about the organization. I plan to start a family soon. While it's instinctive to be honest about your personal life, revealing too much can hurt you. It's never a good idea to share if you want kids in the future, Quast says. Some unethical recruitment managers may think
that wanting to have children - or even get married - will cause disruptions to your work schedule or your ability to complete tasks on time. Instead, Quast recommends focusing on your commitment to your job and your discipline in completing assignments. Give specific examples of projects you've led and contributions you've made to successes in your current or previous role. this content is created and
maintained by third parties and inserted into this page to help users provide e-mail addresses You may be able to find more information about this and similar content in piano.io Last updated on December 8, 2020 Minutes is a written record of a board, organization, or organizational meeting. The minutes of the meeting are considered a legal document, so when you write them, try for clarity and consistency
of tone. Because the minutes are permanent recording of the meeting, be sure to correct them well before sending. It is a good idea to run them by a supervisor or experienced participant to make sure that statements and information are accurately recorded. The best meeting practice takeers are attentive listeners, fast tcsyspiists, and are sufficiently familiar with the topics of the meeting and the
participants. The yearning must have a fairly solid understanding of the subject in order to be able to separate the important points from the noise in what can be long, set-out discussions. Also, most importantly, the registerer must not at the same time drive and take notes. (If you're ever asked to do so, reject.) Here are some step-by-step tips for effectively recording meeting minutes.1. Develop an agenda
programme with the Chairman or Chairman of the Council to develop a detailed agenda. Meetings are held for a reason and the issues that need to be addressed and decided must be set out in order to notify participants. Work with the coordinator to write an agenda that assigns hours to each topic to keep the meeting moving and make sure the team has enough time to consider all issues. The agenda
will serve as your schedule for the minutes of the meeting. Keep the headlines of the minutes in line with the items on the agenda for the follow-up.2. Follow a template from the previous minutes taken Whether you're new to a table or organization and writing minutes for the first time, ask to see the previous meeting minutes so that you can keep the same format. Generally, the name of the organization or
the name of the meeting group goes to the top: Meeting of the Board of Directors of XYZ, with the date on the next line. After the date, include both the time at which the meeting was ordered and the end time of the meeting. For example:Super Company Board of Directors, Inc. Meeting Minutes: May 20, 2019Time: 10:00 a.m. to 12:30 p.m. More meeting groups do so regularly, with set agenda items at
each meeting. Some groups include a Next Steps heading at the end of the minutes, which lists the projects to watch and assigns responsibility. A template from a previous meeting will also help you determine whether the group is recording whether a quorum and other items related to the company's meeting minutes have been reached.3. Registration Participation In most boards, the Secretary of the
Board of Directors is the person responsible for receiving the minutes of the meeting. In corporate meetings, the person receiving the minutes may be a coordinator of the or assistant to a director or ceo. She or he should arrive a few minutes before the start of the meeting and pass around a attendance sheet with the names and contact details of all members. Meeting participants should check their names
and make changes to any changes to their information. This will help both as a copy of the participants' document and ensure that the information comes out to the most up-to-date email addresses. All participants' names must be listed just below the name and date of the meeting, under a distinction that says Present. List of the first and last names of all participants, together with the title or separated by a
comma or question mark. For example:Present: John Doe, President; Jane Smith, Vice President; Jack Williams, Secretary If a member of the Board of Directors could not attend the meeting, mention his or her name after the phrase: Copied to: There may be other names on the list of participants. For example, if many of the meeting participants are staff members, while everyone else is a volunteer, you
might want to write (Staff) after each staff member. As a general rule, participants are listed alphabetically based on their surnames. However, in some organizations, it is a better practice to list the leadership of the Board first. In this case, the President or Co-Chairs will be mentioned first, followed by the Vice-President, followed by the Secretary, and then by the Treasurer. Then, all other names of the
participants will be alphabetical with the last name. It is also standard practice to indicate whether a participant participated in the meeting via videoconferencing. This can be indicated by writing by phone and listing the participants who called.4. Naming ConventionGenetics, the first time someone speaks at the meeting will include his or her name and often the title. For example, XYZ Council President
Roger McGowan called the meeting on demand. Next time Roger McGowan talks, you can just call him Roger. If there are two Rogers in the meeting, use an initial for their surnames to separate the two: Roger M. called for a vote. Roger T. abstained. 5. What (and what does not) includedependent on the nature of the meeting, could last from one to several hours. Participants will be asked to review and
then approve the minutes of the meeting. Therefore, you do not want the minutes to be extended to a lengthy document. Capturing everything that people say in a word is not only unnecessary but disturbing to reviewers. For each item on the agenda, you ultimately want to summarise only the relevant points of the debate together with any decisions taken. After the meeting, kill your notes, making sure you
edit any circular or repetitive arguments and leave them only where they were made.6 Maintaining a neutral tone is a legal document. They are used to determine the historical file of an organization of the activity. It is important to maintain a uniform, professional tone. Never put inflammatory language on the record, even if the language of the sitting is heated. You want to record the substance of the
debate objectively, which means that we have to refer to the main points covered without blaming. For example, staff examined the questions of board of directors on the professionalism of the seller. Imagine a lawyer ten years later reading the transcripts to find evidence of possible wrongdoing. You wouldn't want a landscaping in the form of a colorful adverb or a quip to cloud any account of what
happened.7. Registration of votesThe primary purpose of the minutes is to record the votes received by a table or organisation. Consistent record-keeping requires that the makes a suggestion, what the sentence states by word, and which participant seconds the sentence. For example, Vice President Cindy Jacobsen made a proposal to devote 50 percent, or $50,000, of the proceeds from the ZZZ
Foundation gift to the CCC scholarship fund. President Roger McGowan rejected the proposal. This table vote should be expressed in neutral language as well: The Board voted unanimously to amend the charter in the following way, or The decision to provide $1,000 for the tree planting effort passed 4 to 1, with Board Chairman McGowan opposed. Most councils try to get a vote passed unanimously.
Sometimes, in order to help the Board achieve a more coherent result, a member of the Board of Directors may abstain from the vote: The proposal passed 17 to 1 with one abstention. 8. Pare Down Notes After the meetingNeing the meeting, read your notes while all discussions remain fresh in your mind and make any necessary revisions. Then proceed the minutes of the meeting to their basics, providing
a brief description of the debate summarising the arguments put forward for and against a decision. People often talk colloquially or in idioms like in: This isn't even on the field or you're starting to sound like a broken record. While you may be tempted to keep the exact tongue in the minutes to add color, resist. Additionally, if any presentations are part of the meeting, do not include information from
Powerpoint in the minutes. However, you will want to record the key points from the discussion after the presentation.9. Correct with CareMake make sure that you have written all the names correctly, entered the correct meeting date, and that your minutes are read clearly. Spell the acronyms the first time they are used. Remember that notes can be reviewed by others for whom acronyms are unknown.
Stay consistent with headings, punctuation, and formatting. The minutes must be polished and professional. 10. Distribute BroadOnce approved, e-mail minutes to the full board - not just participants - for review. Your minutes will help you keep those who were absent informed of important actions and decisions. At the beginning of the next meeting, request the approval of the minutes. Note any revisions.
Try to calculate the agreed changes in the meeting so you don't spend too much time on revisions. Request a proposal to approve the practices with the agreed changes. Once a participant offers a suggestion, ask another person at the meeting to second the proposal. They say, all approved. Always ask if someone who doesn't approve. Assuming not, then say: The minutes from our last meeting are
approved as soon as the agreed changes are made. 11. File meticulouslyFrom the minutes is a legal document, watch out when submitting them. Make sure that the document file name is consistent with the file names of previously archived minutes. Occasionally, company members may want to review the previous minutes. Find out where the transcripts are archived! A caveatIn that he and the age of
high technology, you may wonder: Wouldn't it be simpler to record the meeting? That depends on the agency's protocols, but probably not. Be sure to ask what are the rules in the organization where you get the minutes. Remember that the minutes are a record of what happened at the meeting, not what was said at the meeting. The minutes reflect decisions, not debates. Despite their name, the minutes
are not a minute-by-minute transcription. Bottom LineBecoming a minute-taker expert requires a keen ear, a willingness to learn, and some practice, but following these tips will soon become apt. More tips for productive meetingsPresent photo credit: Christina@wocintechchat.com via unsplash.com unsplash.com
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