Employment
| Index

By George Hayes

Q. There have been
some uncomfortable
! moments in recent
interviews when
nobody seemed to
know what to zay.
How should I handle
these situations?

A, Some pecople you

meet in interviews are
grent in their own disciplines, but lousy
jonali Even who
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are engaging under other circumstances
might find it impossible to relax in an
interview. Others are terrified of saying
something inoccurate or illegal. It's very
common to find the interviewer more ner-
vous than the candidate!

While these folks have thumb power
(up or down), their discomfort docan't
have to work against you. The real prob-
lem begins with condidates who are
afficted with "gucst syndrome,” a conver-
sational disease that is often fatal,

Tlps for making inter

stale or boiler plate questions from a
book, but questions that arc of real
importance to you in making a career
decision. When an agonizing silence
occurs, reach down into your bag of ques-
tions and roll ene out, just to keep the
conversation going.

» Ask gbout the interviewer personally.
How long have you been here, Bob? Do
you like it here, Mary? Tell me about
your career, Sue. Give people the casiest
thing in the world to talk about - them-
selves! Besides, it's usually a favorite
subject,

* Have four to five "strong points"
absolutely, stone cold memorized, It's
easy to interview people who know what
they want to say. By articulating skills
and experiences which are likely to be of
value to the employer, you save the other

* person the difficult task of having to dig

for relevant information.

« Toke advantage of opportunities to
use humor. You don't have to be a stand
up comedian to pull this off. Just watch
for indows to lighten it

People with guest d
interviewa this way: I, the candidate, am
the guest here. You, the employer, are the
host. It's your place and you know what
you're doing, right? As the host, it is up
to you to make me comfortable, structure
the discussion intelligently, and carry the

" conversational ball. The job is simply to

answer any questions you pese thorough-
ly and accurately. Have at it, Bub.

Put simply, you will blow interviews by
taking this posture. As I've pointed out
in earlier columns, your prime directive
in any sales conversation is to make the
other person feel good, You must take
responsibility for moking the interview
flow smoothly, pleasantly and comfort-
ably, Here's how:

» Have four to five open-ended ques-
tions (who, what, where, when, why or
how) absolutely, stone cold memorized
before the interview. These shouldn't be

up. Nothing provides relief like a chuck-
le. It tella the interviewer that you're
just another human being and a persan
who might be nice to work with.

Q. I've been told to contact fune-
tional managers directly and avoid
going through Personnel depart-
ments. Is this wise? How can I iden-
tify the right people?

A. Most outplacement firm are now
encouraging job seckers to do what head-
hunters have always done: Identjfy the
decision maker and aveid Human
Resources as a potential obstacle in the
hiring process. For skilled and profes-
sional hiring, Personnel people some-
times lack the technical understanding to
recognize a good fit or are slow to respond
to staffing nceda in some areas of the
company, In any soles endeavor (that's
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what a job scarch is), it makes good sense
to concentrate time and resources on the
person who will champion your causc and
make the final call. Often, that's nat the
HR([Manaoger.

Hold on. I don't have it in for
Pergponnel managers, There are mony,
mafy good ones. For example, Bill R,
Corporate Director of Human Resourcea
at g large food processor with plants in
Livpnia, Flint and Toledo, actually greas-
es the employment process and leans on
department heads for decisions. Plus,
Bill knows his industry from a technical
stapdpaint and can make solid go or no
go decisions based upon years of experi-
encp as an engineer and operations man-
ager.

Better yet, Bill knows when to get out
of the way. He cncourages direct dialogue
betiveen candidates, department heads
and recruiters. Many HR people would
claitn this is ineflicient, out of control or
d N Bill's company is
pushing $800 million and is renowned for
excpllent employee relations and low
turover.
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updated yearly and cover most indps-
tries, Still, you should alwayas verify that
the information is current before ﬁring
ofl' a resume or making a call. M

* The Web. Many companies havc
their E-Mail directory, complete with
individuals' titles, at their web sitea, Tilk
about ensy. e

¢ The reeeptionist, Some (not: nll)
receptionists are happy to givedut’
names, particularly if you are up front
about your intentions and assure them
that you are not a heodhunter. T)ley
m(ght not connect you, but they'll at lcnaf.
give you a name.

« Subterfuge. Many receptionists mlm
their gate keeping responaibilities very
seriously indeed. Some have a finely
tuned radar system which enables them
to identify and destroy recruiters and job
aecekers instantancously. Faye M., whn
answers the phone at a Plymouth manu-
facturing company, can smell a héad-
hunter through the phane lines, This
calls for creativity.

Tell the receptionist that you just want
to pop an ndvertlaement in the mail to

chi

the ef or plant

COn the other hand, l‘ve seen g
1A

Plich

graps P
¥ 8 as qf hologiats and
vet, excellent cnnd(dutcs as poor fits.
Some insiat on managing al} communica-
tiog hetween candidates, department
heafls and recruiters. It's a power issue
parhding as professionalism. It slows the
progess.
. Pprsonally, I wauld try to make contact
with both the functional manager and the
HR|people. You can cover yourself politi-
cally and increase the odds of finding a
chempion.

There is a large element of
truth in this since a resume is nothing
more than an advertisement.

Cell after the reccptionist has gone
home. There is usually some poor sot like
me still hanging around at 7:30. This
person probably doesn't care why you're
calling and will cough up the name you
want without a second thought.

Let's be clear: HR people are not evil.
In fact, thoy can even be helpful. But
there is more then one path into mogt
companics.

How do you get names? Send questions to George Hayes, Job
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section of most libraries which list the
names of key individuals in small and
large companies. These directories are
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