Top 10 interview questions......and how you should answer them
As the saying goes, "If you fail to plan, you plan to fail". So here is a valuable insight into the world of interview questions and the techniques best used to answer them.
There are some questions that are asked frequently in interviews and you should prepare your answers beforehand. The key things to remember when responding to interview questions are to keep your answers relevant, brief and to the point.  If you are faced with a difficult question, make sure you stay calm, don't get defensive, and take a moment to think about your response before you answer.
Remember, these responses are only suggestions. Try to personalise your response as much as possible.
Q. Tell me about yourself.
A. Identify some of your main attributes and memorise them. Describe your qualifications, career history and range of skills, emphasising those skills relevant to the job on offer.
Q. What have your achievements been to date?
A. Select an achievement that is work-related and fairly recent. Identify the skills you used in the achievement and quantify the benefit it had to the company. For example, “My greatest achievement has been to design and implement a new sales ledger system, bringing it in ahead of time and improving our debtors' position significantly, saving the company £50,000 per month in interest”.
Q. Are you happy with your career-to-date?
A. This question is really about your self-esteem, confidence and career aspirations. The answer must be ‘yes’, followed by a brief explanation as to what it is about your career so far that's made you happy. If you have hit a career plateau, or you feel you are moving too slowly, then you must qualify your answer.
Q. What is the most difficult situation you have had to face and how did you tackle it?
A. The purpose of this question is to find out what your definition of difficult is and whether you can show a logical approach to problem solving. In order to show yourself in a positive light, select a difficult work situation which was not caused by you and which can be quickly explained in a few sentences. Explain how you defined the problem, what the options were, why you selected the one you did and what the outcome was. Always end on a positive note.
Q. What do you like about your present job?
A. This is a straightforward question. All you have to do is make sure that your ‘likes’ correspond to the skills etc. required in the job on offer. Be enthusiastic, describe your job as interesting and diverse but do not overdo it - after all, you are looking to leave.
Q. What do you dislike about your present job?
A. Be cautious with this answer. Do not be too specific as you may draw attention to weaknesses that will leave you open to further problems. One approach is to choose a characteristic of your present company, such as its size or slow decision-making processes etc. Give your answer with the air of someone who takes problems and frustrations in your stride as part of the job.
Q. What are your strengths?
A. This is one question that you know you are going to get so there is no excuse for being unprepared. Concentrate on discussing your main strengths. List three or four proficiencies e.g. your ability to learn quickly, determination to succeed, positive attitude, your ability to relate to people and achieve a common goal. You may be asked to give examples of the above so be prepared.
Q. What is your greatest weakness?
A. Do not say you have none - this will lead to further problems. You have two options - use a professed weakness such as a lack of experience (not ability) on your part in an area that is not vital for the job. The second option is to describe a personal or professional weakness that could also be considered to be a strength, and the steps you have taken to combat it. An example would be, 'I know my team think I'm too demanding at times - I tend to drive them pretty hard but I'm getting much better at using the carrot and not the stick'. 
Q. Why do you want to leave your current employer?
A. State how you are looking for a new challenge, more responsibility, experience and a change of environment. Do not be negative in your reasons for leaving. It is rarely appropriate to cite salary as your primary motivator.
Q. Why have you applied for this particular job?
A. The employer is looking for evidence that the job suits you, fits in with your general aptitudes, coincides with your long-term goals and involves doing things you enjoy.  Make sure you have a good understanding of the role and the organisation, and describe the attributes of the organisation that interest you most.

Other questions to consider:
· How does your job fit in to your department and company? 
· What do you enjoy about this industry? 
· Give an example of when you have worked under pressure. 
· What kinds of people do you like working with? 
· Give me an example of when your work was criticised. 
· Give me an example of when you have felt anger at work.  How did you cope and did you still perform a good job? 
· What kind of people do you find it difficult to work with? 
· Give me an example of when you have had to face a conflict of interest at work. 
· Tell me about the last time you disagreed with your boss. 
· Give me an example of when you haven't got on with others. 
· Do you prefer to work alone or in a group? Why? 
· This organisation is very different to your current employer - how do you think you are going to fit in? 
· What are you looking for in a company? 
· How do you measure your own performance? 
· What kind of pressures have you encountered at work? 
· Are you a self-starter?  Give me examples to demonstrate this? 
· What changes in the workplace have caused you difficulty and why? 
· How do you feel about working long hours and/or weekends? 
· Give me an example of when you have been out of your depth. 
· What have you failed to achieve to date? 
· What can you bring to this organisation? 

 
Now that you have these prepared:
You only have one chance to make that first impression with potential employers. Although most will spend their time preparing for an interview perfecting their verbal communication and memorizing details from past projects, over 85% of that verbal content from the interview with be forgotten within an hour of your departure. What remain are a few notes about the overall impression you portray.

This makes the first impression and the nonverbal queues that much more important. These are the things that will stick with the employer. Here are a few things to keep in mind for every interview:

1) Dress appropriately. Be businesslike, approachable and confident in your appearance. Business casual is not the appropriate wear unless they have specifically requested that you dress that way. Also, keep in mind the accessories you wear. Piercing can often have a negative impact. It may be to your benefit to leave the earring or the tongue stud at home!
2) Keep scents to a minimum. Smokers – make sure that you do not in any way smell like smoke in an interview. Even more offending can be the strong scent of a perfume or cologne. Wear these very lightly – or not at all – for an interview.
3) Spit out the gum! We’ve all seen the person chomping on a piece of gum. Do you want to look like that in the interview? I didn’t think so.
4) A good handshake. With the help of handshaking, anyone can judge your personality. The handshake starts the interview – here is your first opportunity to create a great impression. If you delivered a poor handshake, it is nearly impossible to recover it. Here are some examples:
a. The limp hand gives the impression of a disinterest or weakness.
b. Only tips of the fingers shows lack of ability to engage.
c. The arm pump shows overly aggressive salesman.
5) Smile! A good smile and a friendly demeanor are always people pleasers.

6) Bring a pen and something to write on, take notes, write down each persons name and address them by that name when speaking to them. Write down each question asked; write down their answers to questions you ask.

7) You should have 3 – 5 questions ready.  The first one is ALWAYS a variation of, please tell me more about the opening and how you see this person working with your team, it allows you to find out more about exactly what he / she wants so you can tailor your response.

8) Never ask about vacation, time off, benefits, or other ancillary perks, these are bonus items you are there to work, period.

10 Other things to consider…

1. You showed up too early. Many interviewers are annoyed when candidates show up more than five or 10 minutes early, since they may feel obligated to interrupt what they're doing and go out to greet the person. Some feel guilty leaving someone sitting in their reception area that long. Aim to walk in five minutes early, but no more than that.
2. We're judging how you're dressed and groomed. In most industries, a professional appearance still matters. You don't need to wear expensive clothes, but showing up in a casual outfit or clothes that don't fit properly, having unkempt hair, or inappropriately flashy makeup can harm your chances.
3. We don't want you to try to sell us. It's a turn-off when a candidate seems overly focused on closing the deal, rather than on figuring out if the job is the right fit. No hiring manage
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r wants to think she's being aggressively sold; we want the best person for the job, not the pushiest spiel.
4. Little things count. Candidates often act as if only "official" contacts, like interviews and formal writing samples, count, but hiring managers are watching everything, including things like how quickly you respond to requests for writing samples and references, whether your email confirming the time of the interview is sloppily written, and how you treat the receptionist.
5. We might act like we don't mind you bad mouthing a former employer, but we do. We'll let you talk on once you start, but internally we're noting that you're willing to trash-talk people who have employed you in the past and are wondering if you'll do that to us too. What's more, we're wondering about the other side of the story—whether you're hard to get along with, or a troublemaker, or impossible to please.
6. You might be talking too much. Your answers to your interviewer's questions should be direct and to-the-point. Rambling and unnecessary tangents raise doubts about your ability to organize your thoughts and convey needed information quickly. If you're tempted to go on longer than two minutes, instead ask, "Does that give you what you're looking for, or would you like me to go more in depth about this?" If the interviewer wants more, she'll say so.
7. Fit really, really matters, so we think a lot about your personality. 
You might have all the qualifications an employer is looking for, but still not get hired because your working style would clash with the people with whom you'd be working. Remember, it's not just a question of whether you have the skills to do the job; it's also a question of fit for this particular position, with this particular boss, in this particular culture, and in this particular company.
8. We want you to talk about salary first for the exact reason you fear. Salary conversations are nerve-wracking for job seekers because they know that they risk low-balling themselves by naming a number first. And that's exactly why interviewers push candidates to throw out a number first. In an ideal world, employers would simply let candidates know the range they intend to pay, but in reality, plenty take advantage of the power disparity by making candidates talk about money first.
9. We're going to ask other people what they think of you. 

We're going to ask anyone who came in contact with you for his or her impressions—from the receptionist to the guy who you met for two minutes in the hallway.
10. We like thank-you notes, but not for the reason you think. Post-interview thank-you notes aren't just about thanking the interviewer for her time the ones that are done well build on the conversation and reiterate your enthusiasm for the job.

Here are five questions great candidates ask:

What do you expect me to accomplish in the first 60 to 90 days?
Great candidates want to hit the ground running. They don't want to spend weeks or months "getting to know the organization."

They want to make a difference--right away.

What are the common attributes of your top performers?
Great candidates also want to be great long-term employees. Every organization is different, and so are the key qualities of top performers in those organizations.

Maybe your top performers work longer hours. Maybe creativity is more important than methodology. Maybe constantly landing new customers in new markets is more important than building long-term customer relationships. Maybe it's a willingness to spend the same amount of time educating an entry-level customer as helping an enthusiast who wants high-end equipment.

Great candidates want to know, because 1) they want to know if they fit, and 2) if they do fit, they want to be a top performer.

What are a few things that really drive results for the company?
Employees are investments, and every employee should generate a positive return on his or her salary. (Otherwise why are they on the payroll?)

In every job some activities make a bigger difference than others. You need your HR folks to fill job openings... but what you really want is for HR to find the right candidates because that results in higher retention rates, lower training costs, and better overall productivity.

You need your service techs to perform effective repairs... but what you really want is for those techs to identify ways to solve problems and provide other benefits--in short, to generate additional sales.

Great candidates want to know what truly makes a difference. They know helping the company succeed means they succeed as well.

What do employees do in their spare time?
Happy employees 1) like what they do and 2) like the people they work with.

Granted this is a tough question to answer. Unless the company is really small, all any interviewer can do is speak in generalities.

What's important is that the candidate wants to make sure they have a reasonable chance of fitting in--because great job candidates usually have options.
How do you plan to deal with...?
Every business faces a major challenge: technological changes, competitors entering the market, shifting economic trends... there's rarely a Warren Buffett moat protecting a small business.

So while a candidate may see your company as a stepping-stone, they still hope for growth and advancement... and if they do eventually leave, they want it to be on their terms and not because you were forced out of business.

Say I'm interviewing for a position at your bike shop. Another shop is opening less than a mile away: How do you plan to deal with the new competitor? Or you run a poultry farm (a huge industry in my area): What will you do to deal with rising feed costs?

A great candidate doesn't just want to know what you think; they want to know what you plan to do--and how they will fit into those plans.

Define an “Agile” Organization:

- Focus on value 
- evolutionary understanding of needs 
- continuous flexible planning 
- incremental organizational change 
- continuous verification and validation of change results based on constant and extensive feedback
