
Dashe & Thomson’s

Contractor Guide to Increasing

Effectiveness in Client Interviews

	A highly recommended way to increase your comfort level and the successful outcome of the interview is to take time, a day or two before the meeting, to mentally review your accomplishments and the high points of your project work.  You should be able to discuss your qualifications, credentials, and successful project experiences as effortlessly as reciting your name, address, and e-mail address!

· Know your resume data and be able to explain key areas and provide specific examples of work performed.

· Be familiar with the client’s company by visiting their website, by reading local business news, or by talking to Dashe & Thomson staff members.

· Be familiar with the project and/or position scope by talking with D & T staff members.

· Be prepared to bring appropriate work samples that relate to the position.

· Talk through your interview questions with D & T personnel.

Interviewing Tip: 

Developing Confidence

· Prepare.  Genuine confidence is the result of thorough preparation.

· Practice your interviewing skills with a peer, colleague, or friend.  
· Be proud of your abilities.
· Relax.  Try to avoid excess caffeine and nicotine before the interview.
· Smile.

	
	Presenting Yourself 

To Clients

Your underlying message throughout the interview should be that you are hard working, dedicated, results-oriented, dependable, organized, cooperative, a creative problem-solver, a good communicator, and that you believe in doing things right the first time.

Here are some common-sense reminders critical when interviewing in today’s fast-paced, often impersonal business world.

· Offer your hand upon introductions and shake hands firmly.

· Display confidence.

· Smile.  Be enthusiastic and positive.

· Feel free to ask for clarification before answering questions.

· Establish and maintain positive eye contact with the interviewer.

· Refrain from criticizing past and current projects, clients, and companies.

· Volunteer information about your skills and experience that match the project’s requirements.

· Show that you are willing to work, perform quality work, and respect deadlines.

· Emphasize what you can do!

Notes:



	Commonly Asked 

Interview Questions

Another powerful way to feel confident for an upcoming interview is to think through answers to commonly asked interview questions.  A fatal error that many candidates make is trying to “wing it” during the interview.

The following is a list of commonly asked interview questions.  How would you respond?

· What are your strengths?

· What are your weaknesses?

· Tell us about a recent project.

· What qualities or talents do you bring to a project?

· How do you perform under deadline pressure?  Give a specific example.

· Describe a stressful project situation.  What happened?  How was it resolved?

· What are the two biggest problems you’ve encountered on a project?

· How do you react to feedback?  To criticism?

· What are you doing to keep your skills current?  

· Explain your approach to managing project work?

Interviewing Tip: 

Demonstrating Confidence
One key tactic for projecting confidence is by using action words to describe your experience.  For example:

-  I’ve coordinated….

-  I’ve managed….

-  I’ve created…..

-  I’ve supervised….

-  I’ve produced…


	
	How to Answer the Tough Interview Questions

Most consultants and independent contractors have experienced some questions from the client that are tough to answer.  When faced with tough interview questions the best approach is to be prepared, be honest, and be positive.

Are you a team player?

Talk about your willingness to work within a team environment.  Give examples of you involvement in past team projects.  Be prepared to talk about how the team worked together and what type of outcomes the team achieved.

What are your strengths?

Be prepared to list two or three key strengths about yourself.  The goal in answering this question is to project confidence about your strengths, to be concise, and to provide specific examples of when you have demonstrated these skills and behaviors.  

What are your weaknesses?  Or describe a time when you failed?

The key to answering this question is to be honest about your shortcomings and then to demonstrate how you have addressed this situation.  Think about your answer like this:  you fell off your bike, you dusted yourself off, learned some new skills, got back on the bike again, and became a confident bike rider.

Do you have experience with {specific software or content area you do not know}?  

The key to answering this question is similar to the “weakness/failure” question - be honest if you don’t have experience and then quickly verbalize your current skills and knowledge with similar software, principles, or content areas.  



	Commonly Asked 

Questions of Writers 

· Have you worked on a team of writers before?  How did you strive to accomplish your goal as a team member?  How did you participate on the team?

· Describe a situation when one of the team members was not producing acceptable quality of work.  How did you handle it?

· Would you rather be an independent contractor or a full-time employee?  Why?

· What is the most difficult situation you’ve faced as a team leader or as a team member?

· What writing project are you proud of and why?  What was the purpose of this writing?

· Describe a situation where you taught someone a new skill.  What was your approach?

· Describe your strengths and weaknesses conveying ideas to others.

· Describe a situation where you disagreed with the methodology, standards, templates, or procedures you were working with.  How did you communicate this?  What was the outcome?

· Describe a situation where you were given unclear instructions.  What did you do?

· Have you used standards and templates that were already set up?  Describe those situations.

· What do you do when an SME won’t give you the information you need?

· Have you written documents that will be converted to online?  How do you write them differently?  Have you had experience converting documents to HTML?

	
	Commonly Asked 

Questions of Project Leads

· List your strengths and weaknesses in conveying ideas to others.

· Describe a situation or project where you were managing others and an employee was not providing acceptable quality of work.  How did you handle it?  What was the outcome?

· Describe a project where you played a leadership role.  Describe your leadership style.

· How do you handle stress?  Describe a stressful situation when you had a leadership role.  How did you handle it?

· What is the most difficult situation you’ve faced as a team leader or as a team member?

· What was most satisfying about projects where you played a leadership role?  Most frustrating?

· Describe a situation where you taught someone a new skill.  What was your approach?

· What have you written that you are most proud of?  What was its purpose and objective? (Or, what was the most significant thing you have written?)

· Would you rather be an independent contractor or a full-time employee?  Why?

· Why do you want this job as a project lead?

· What is your experience level with large scale software systems?  Which modules?  Which versions?

· Describe a situation where you disagreed with the methodology, standards, templates, or procedures you were working with.  How did you communicate this?  What was the outcome?

· What do you do if someone on the team won’t follow the methodology?

· Describe a situation when a project fell behind schedule.  What obstacles were holding up the project?  How did you overcome these?




	Presenting Project 

Samples to Clients

The key is to bring job appropriate samples to the client and to be ready to talk about your connection to the materials.  Here are some additional tips when presenting samples to clients:

· Bring samples that match the client’s assignment, project, or specific request.

· Be prepared to briefly outline the history and chronology of your project.

· Come prepared to talk about your role in the development of the work samples.

· Be prepared to talk about the project purpose, project scope, intended audience, methodology, and number of users.

· Be prepared to talk about the project’s results and outcomes.

Interviewing Tip: 

Staying Positive

· Talk openly about your strengths.

· Refer to past and present projects in a positive manner.

· Talk about project team members in a positive manner.

· Avoid self-deprecating comments.


	
	Specific Notes Regarding:

Client / Project / Organization / Culture

Notes:
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