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"Did you know? Over 80% of companies say a single
interview can make or break an applicant's chances at
landing a job. Let’s learn to make every interview
count."

How many of you have been in an interview recently?
What was that like! Keep those experiences in mind
as we go through today’s session."

FROM INQUIRY

TO INSIGHT




THE ANATOMY
OF AN
INTERVIEW

Interview Formats: one-on-one, group interviews, face-
to-face, phone call

Type of Interviews:

* Behavioral Interviews: "Designed to reveal how you've handled
past situations to predict future behavior."

 Technical Interviews: "Focus on specific skills—often used in
engineering or IT roles."

« Case Interviews: "Common in consultancy roles, these require you
to solve a business problem to demonstrate analytical skills."

 Cultural Fit Interviews: "Assess whether a candidate aligns with
the company's values and culture.”




PHASES OF AN
INTERVIEW

= Phases of an Interview:

Opening: "Setting the stage with
introductions and a brief
overview of the company and
position."

Core Questions: "The
interviewer probes into the
experiences, skills, and
knowledge."

Candidate’s Questions: "An
opportunity for the candidate to
inquire about the role, team, and
organizational culture."

Closing: "Outline of the next
steps and timelines."



THE ART OF

= Best Practices for HR Professionals and the Applicants

INTERVIEWING




Be prepared and review

" Job requirements
=  Cover Letter & Resume
= Align interview questions with both

= Ask questions relevant to the position and try to steer
clear from things provided already (unless needed to
verify or elaborate further)

Create an inviting atmosphere
= Ensure the room is comfortable (if F2F)
= Put a smile on your face and greet the applicant

= Start with a light conversation to build rapport

Be prepared and review

= Make sure you studied about the company and the
position you're applying for

"  Prepare to share highlights not part of your resume or
CV provided

"  Prepare for questions aligned to the job
= KISS: keep it short and simple

Engage

= Interact with the interviewer

= Start with a light conversation to build rapport



BE A S TA R " Employ the STAR (Situation, Task, Action, Result) technique
o L7\ to elicit detailed and insightful responses.




® Can you tell me about a time when you had to lead a team
BEHAVIORAL &

under a tight deadline?

SITUATIO NAL u Léadership skills
QU ESTI O N S = Time management

= Ability to work under pressure




WHAT TO LOOK FOR

= “In my previous role, we had a major project that needed to be completed within two weeks, a task that would
typically take a month.

BBy fostering clear communication and collaboration®W=
managed to complete the project two days ahead of the deadline, which was highly appreciated by the client.”




= Describe a situation where you disagreed with a colleague.
BEHAVIORAL & How did you handle it?
SITUATI O NAL = Conflict resolution
= Interpersonal communication
QUESTIONS

= Ability to handle disagreements professionally




WHAT TO LOOK FOR

= “Once, | disagreed with a colleague over the approach to a marketing campaign. | believed a digital-first strategy
was more effective, while they preferred traditional methods. | suggested we meet to discuss our perspectives
openly. During the meeting, | listened to their ideas and presented data supporting my approach. We decided to

run a small pilot project combining both methods to see which yielded better results. This compromise not only
resolved our disagreement but also provided valuable insights for future campaigns.”



BEHA\/'O RAL & = Give an example of a goal you set and how you achieved it.
SITUATIONAL [

= (Self) Motivation

QU ESTI O N S = Planning skills




WHAT TO LOOK FOR

= “At the start of the year, | set a goal to improve our customer satisfaction score by 15%. | began by analyzing
customer feedback to identify common pain points. Based on this data, | implemented a series of changes,
including staff training and process improvements. | also introduced a new feedback loop to continuously
monitor customer satisfaction. By the end of the year, our score had improved by 20%, exceeding my initial goal
and enhancing our overall service quality.”



= What are your strengths and weaknesses?

= Strength

BEHAVIORAL & | oemreness

= Alignment with the role

SITUATIONAL « Confidence
QUESTIONS = Weaknesses

= Honesty and Integrity
= Self-improvement

" Problem-solving




HOW NOT TO ANSWER THIS QUESTION

= Avoiding the Question Entirely — | have no weakness

= Giving Generic Answers — | am hardworking

= Highly Critical Weaknesses — | often miss deadlines because | get caught up in the details
= Disguising a Strength as a Weakness — My biggest weakness is that | work too hard

= Being Overly Negative or Self Critical — I’'m not good working with others

= Providing Irrelevant Information — My family is my strength, them not having anything to eat is my weakness



WHAT TO LOOK FOR

One of my greatest strengths is my ability to balance multiple responsibilities effectively. As a full-time student, I've
managed to maintain a high GPA while participating in various extracurricular activities, such as being a member of
the debate team and volunteering at a local community center. This experience has taught me excellent time
management and organizational skills, which | believe will be beneficial in any professional setting.

®  Why It’s Ideal:
= Relevant Skills: Balancing academics and extracurriculars highlights essential skills like time management and organization.
= Concrete Example: Provides a specific example that demonstrates the strength in action.

= Professional Relevance: Shows how the skills gained in college can be transferred to a professional environment.



WHAT TO LOOK FOR

| tend to be a bit of a perfectionist, which can sometimes lead to spending too much time on assignments to ensure
they are flawless. While this attention to detail has helped me produce high-quality work, I've realized that it’s
important to balance quality with efficiency. To address this, I've started setting specific time limits for my tasks and
seeking feedback earlier in the process to ensure I’'m on the right track without over-investing time.

®  Why It’s Ideal:
= Honesty: Acknowledges a genuine weakness without undermining the candidate’s abilities.
= Self-Awareness: Shows awareness of the potential downside of their perfectionism.

= Proactive Improvement: Highlights steps taken to mitigate the weakness, demonstrating a proactive and growth-oriented
mindset.



= If a client or customer was unhappy with your
BEHAVIORAL &

service, how would you handle the situation?

SITUATI O NAL = Customer sérvice skills
Q U ESTI O N S = (De)-escalation management

= Customer relations




WHAT TO LOOK FOR

= First, | would listen to the customer’s concerns without interruption to fully understand the issue. | would then
apologize for any inconvenience caused and assure them that their feedback is valuable. | would propose a
solution to address their problem promptly and follow up to ensure they are satisfied with the resolution. For
example, if a product was faulty, | would arrange for an immediate replacement and possibly offer a discount on

future purchases to regain their trust.



= You are working on a critical project and realize you will
BEHAVIORAL &

not meet the deadline. What steps would you take?

SITUATIO NAL = Crisis mafwagément.
QU ESTIONS = Communication skills

= Handling of setbacks professionally




WHAT TO LOOK FOR

= Upon realizing the deadline might be missed, | would immediately inform my supervisor and any other
stakeholders about the delay, explaining the reasons and impact. | would then re-evaluate the project plan to
identify any areas where we can speed up progress without compromising quality. | would also consider bringing
in additional resources or extending work hours to catch up. Keeping communication transparent and finding
solutions to mitigate the delay would be my top priorities.



NONVERBAL CUES

Aspect Interviewer Interviewee

Eye Contact - Maintain steady, respectful eye - Maintain consistent eye contact to
contact to show interest and convey confidence and engagement.
attentiveness.

Body Posture - Sit upright, lean slightly forward to - Sit up straight, avoid slouching to
show interest. project confidence and readiness.

Facial Expression - Smile and nod to create a welcoming - Smile and show expressions that
atmosphere. reflect understanding and interest.

Gestures - Use open hand gestures to promote - Use natural hand gestures to
an open and honest dialogue. emphasize points, avoid excessive

movement.



NONVERBAL CUES

Aspect Interviewer Interviewee

Mirroring - Subtly mirror the candidate’s body - Mirror positive body language of the
language to build rapport. interviewer to establish connection.
Voice Tone - Use a calm, steady, and positive tone - Speak clearly and at a moderate pace
to create a relaxed environment. to demonstrate clarity and confidence.
Personal Space - Maintain a respectful distance to - Maintain a respectful distance to
avoid invading personal space. avoid invading personal space.

Nodding and Affirmations - Nod and use verbal affirmations (“I - Nod slightly to show understanding

see,” “Go on”) to encourage the and agreement during the

candidate. conversation.



COMPLIANCE
WITH LEGAL

STANDARDS IN
THE PHILIPPINE
CONTEXT

Please take note that | am NAL. (Not a lawyer)



UNDERSTAND ANTI-DISCRIMINATION LAWS

= Familiarize yourself with the legal framework of relevant laws in the Philippines such as
» The Philippine Constitution
» The Labor Code of the Philippines
" The Magna Carta for Women
= The Anti-Age Discrimination in Employment Act (R.A 10911)
= Data Privacy Act of 2012 (Republic Act No. 10173).

= Protected Classes: No questions or practices to discriminate based on race, gender, color, religion, age, disability,
marital status, political affiliation, etc.



STRUCTURED AND STANDARDIZED INTERVIEWS

= Consistency: Use a standardized set of questions for all candidates to ensure fairness and consistency

= Job-Relevant Questions: Focus on questions that directly relate to the job requirements



AVOID PROHIBITED QUESTIONS

Personal Information: Do not ask questions about marital status, family plans, age, religion, ethnicity, or any other

personal information that is not relevant to the job. (Filipino applicants tend to overshare anyways. I )



“EVERY INTERVIEWY, IS
A NEW OPPORTUNITY. THEINTERVIEW
FOR BOTH PARTIES.”




PERSONAL

POINTERS

You may ask the applicant of their preferred pronoun
(he/shelit/whatever)

Always consider the Grade Level that your applicant is applying for
= Are they entry-level?

=  Mid-Management?

= Senior?

= Executive!?

Ending Question: How do you define success?

= Understand applicant’s motivation for why they work (of course, we
want to earn, but sometimes they share something deeper than that)

For both sides: Don’t be late.

Don’t shut out an applicant because of one bad answer or bad way of
answering (unless it’s truly a deal breaker)

Remember to KISS %



As we conclude our discussion on interview best practices, remember that success hinges on preparation, empathy,
and understanding. For HR professionals, it's about creating a fair process that reveals candidates' potential. For
applicants, it's about presenting your skills authentically and understanding the questions posed. Embrace these
principles to turn challenges into growth opportunities. Thank you for your attention and participation today.



SLIDES AND RESOURCES

= For slide content, please visit https://pags.me/resources



https://paqs.me/resources

