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Typical Interview Questions asked by companies when interviewing candidates for professional positions

Yourself

· Tell me about Yourself

· What do your colleagues think of you?

· What are your salary expectations?

· What are your goals?

· What are your strong points?

· What are your weak points?

· What are your objectives?

· Why are you looking for a move? 

· What would your current boss say about your strength and weaknesses?

What you know about us

· What do you know about the company?

· Why would you like to work for Us?

Our job 

· What do you look for in a job?

Your background, experience and qualifications

· What features of your most recent position did you like the most? The least?

· What were your most significant contributions while in your most recent job?

· Describe a few situations in which your work was criticised?

· How do you react under pressure and respond to deadlines?

· How successful have you been so far, according to your own definition of success?

· How would evaluate your present company?

Prep for the Top 10 Interview Questions
Too many job seekers stumble through interviews as if the questions are coming out of left field. But many interview questions are to be expected. Study this list and plan your answers ahead of time so you'll be ready to deliver them with confidence. 

What Are Your Weaknesses? 

This is the most dreaded question of all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away from personal qualities and concentrate on professional traits: "I am always working on improving my communication skills to be a more effective presenter. I recently joined Toastmasters, which I find very helpful." 

1. What Are Your Greatest Strengths and Weaknesses?
Marie is about to interview two candidates for the customer service manager position. Her candidates are Francine and William. As always, she plans to ask about their strengths and weaknesses. 

Francine answers the question, "What are your greatest strengths and weaknesses?" with, "My strength is that I'm a hard worker. My weakness is that I get stressed when I miss a deadline because someone else dropped the ball." 

This answer is unimaginative. Most people think of themselves as hard workers. 

William has difficulty with the question. "I really can't think of a weakness," he begins. "Maybe I could be more focused. My strength is probably my ability to deal with people. I am pretty easygoing. I usually don't get upset easily." 

This answer leads with a negative, and then moves to vague words: maybe, probably, pretty and usually. 

So what is the best way to answer this question? 

Assessing Your Strengths 

Assess your skills, and you will identify your strengths. This is an exercise worth doing before any interview. Make a list of your skills, dividing them into three categories: 

1. Knowledge-based skills: Acquired from education and experience (e.g., computer skills, languages, degrees, training and technical ability). 

2. Transferable skills: Your portable skills that you take from job to job (e.g., communication and people skills, analytical problem solving and planning skills). 

3. Personal traits: Your unique qualities (e.g., dependable, flexible, friendly, hard working, expressive, formal, punctual and being a team player). 

When you complete this list, choose three to five of those strengths that match what the employer is seeking in the job posting. Make sure you can give specific examples to demonstrate why you say that is your strength if probed further. 

Assessing Your Weaknesses 

Probably the most dreaded part of the question. Everyone has weaknesses, but who wants to admit to them, especially in an interview? 

The best way to handle this question is to minimize the trait and emphasize the positive. Select a trait and come up with a solution to overcome your weakness. Stay away from personal qualities and concentrate more on professional traits. For example: 

"I pride myself on being a 'big picture' guy. I have to admit I sometimes miss small details, but I always make sure I have someone who is detail-oriented on my team." 

Scripting Your Answers 

Write a positive statement you can say with confidence: 

"My strength is my flexibility to handle change. As customer service manager at my last job, I was able to turn around a negative working environment and develop a very supportive team. As far as weaknesses, I feel that my management skills could be stronger, and I am constantly working to improve them." 

When confronted with this question, remember the interviewer is looking for a fit. She is forming a picture of you based on your answers. A single answer will probably not keep you from getting the job, unless of course it is something blatant. Put your energy into your strengths statement -- what you have to offer. Then let the interviewer know that although you may not be perfect, you are working on any shortcomings you have. 

2. Why Should We Hire You? 

Summarize your experiences: "With five years' experience working in the financial industry and my proven record of saving the company money, I could make a big difference in your company. I'm confident I would be a great addition to your team." 

Why Should We Hire You?
This is another broad question that can take you down the wrong road unless you've done some thinking ahead of time. This question is purely about selling yourself. Think of yourself as the product. Why should the customer buy? 

The Wrong Track 

Spencer answers by saying, "Because I need and want a job." That's nice, but the bottom line here is, "What can you do for us?" 

Mariana says, "I'm a hard worker and really want to work for this company." The majority of people think of themselves as hard workers -- and why this company? 

The Right Track 

Tom's answer to this question is, "Because I'm a good fit for the position." Getting warmer, but more details, please. 

Sharon answers, "I have what it takes to solve problems and do the job." This is the best answer so far. Expand on this, and you've got it. 

Develop a Sales Statement 

The more detail you give, the better your answer will be. This is not a time to talk about what you want. Rather, it is a time to summarize your accomplishments and relate what makes you unique. 

Product Inventory Exercise 

The bottom line of this question is, "What can you do for this company?" 

Start by looking at the job description or posting. What is the employer stressing as requirements of the job? What will it take to get the job done? Make a list of those requirements. 

Next, do an inventory to determine what you have to offer as a fit for those requirements. Think of two or three key qualities you have to offer that match those the employer is seeking. Don't underestimate personal traits that make you unique; your energy, personality type, working style and people skills are all very relevant to any job. 

The Sales Pitch: You Are the Solution 

From the list of requirements, match what you have to offer and merge the two into a summary statement. This is your sales pitch. It should be no more than two minutes long and should stress the traits that make you unique and a good match for the job. 

Example 

"From our conversations, it sounds as if you're looking for someone to come in and take charge immediately. It also sounds like you are experiencing problems with some of your database systems. 

With my seven years of experience working with financial databases, I have saved companies thousands of dollars by streamlining systems. My high energy and quick learning style enable me to hit the ground and size up problems rapidly. My colleagues would tell you I'm a team player who maintains a positive attitude and outlook. I have the ability to stay focused in stressful situations and can be counted on when the going gets tough. I'm confident I would be a great addition to your team." 

What Makes You Unique? 

Completing an exercise around this question will allow you to concentrate on your unique qualities. Like snowflakes, no two people are alike. Take some time to think about what sets you apart from others. 

"Never miss deadlines."
"Bring order to chaos."
"Good sense of humor."
"Great attention to detail." 

Let the interviewer know that you have been listening to the problem and have what it takes to do the job -- that you are the solution to the problem. 

3. Why Do You Want to Work Here? 

The interviewer is listening for an answer that indicates you've given this some thought and are not sending out resumes just because there is an opening. For example, "I've selected key companies whose mission statements are in line with my values, where I know I could be excited about what the company does, and this company is very high on my list of desirable choices." 

Why Do You Want to Work Here?
The interviewer asks a rather simple question, yet it catches you off guard: "Why do you want to work for this company?" The obvious answer that comes to mind is, "Because you have an opening, and I need a job." While this may be true, it won't get you points in a job interview. 

The interviewer is looking for an answer that indicates you've thought about where you want to work -- that you're not just sending your resume to any company with a job opening. Researching the company and industry before your interview will make you stand out as a more informed and competent applicant. 

For instance, Annette is the first candidate interviewed for an HR manager position. When she is asked why she wants to work there, she replies, "I have always wanted to work for this company. I love your product, and I have used it for many years. This job would be perfect for me, a real opportunity for me to grow and develop." 

Annette's answer begins well, but then shifts to what she can get out of the experience instead of what she has to offer. Her answer would be stronger if she proved she had researched the industry and company, and therefore could discuss more than her own experience with the product. 

James is another candidate, and he answers more directly: "Based on the research I've done, this company is an industry leader. When I visited your Web site, I found some impressive information about future projects you have planned. I was also impressed with the founders' backgrounds and the current financial statements. This is the company I've been looking for, a place where my background, experience and skills can be put to use and make things happen." 

James's answer demonstrates his interest in and enthusiasm for the company and what it stands for. He also demonstrates how he envisions he could be a member of the team. 

You must do research before the interview and come up with two or three reasons why you want to work for the company. Search company Web sites for mission statements, product and service information, principals' backgrounds and contact information. Check company financials through the US Securities and Exchange Commission. 

It would also be beneficial to think of at least two reasons this job is a good match for your skills, strengths, experience and background. What you can bring to the company? Write down your thoughts and rehearse them as part of your script. 

There are no right or wrong answers to this question. Your answer should reflect that you have thought about what you want and have researched the company. Let the interviewer know you are being selective about where you want to work and you're not just going to take any job offered to you. Demonstrate that this is the company you want to work for -- a little flattery will go a long way. 

4. What Are Your Goals? 

Sometimes it's best to talk about short-term and intermediate goals rather than locking yourself into the distant future. For example, "My immediate goal is to get a job in a growth-oriented company. My long-term goal will depend on where the company goes. I hope to eventually grow into a position of responsibility." 

What Are Your Long-Term Goals?
This open-ended question -- and others like, "Where do you see yourself in five years?" -- throws most candidates off balance. Interviewers ask this question to gain insight into your self-awareness and communication skills. 

Dan, a staffing manager, is about to interview Phil, Shawna and Marsha, for a project manager position. He is looking for someone with planning skills and long-range vision. He asks each of them, "What are your long-term goals?" 

"To be a marketing manager within five year, and have a hand-picked team reporting to me," replies Phil. This is a very specific and narrow goal, which may not be an option at this company. The "hand-picked" team reference demonstrates a lack of flexibility. It's best to stay away from too specific a goal. 

"I have been so busy with my responsibilities and achieving company goals that I have not focused on personal long-term goals," answers Shawna. While a strong work ethic is certainly desirable, this answer does not demonstrate vision or planning. 

Marsha answers the question with: "I plan to return to school to earn my MBA and have my own consulting business one day." While it pays to be honest, this answer could turn the interview in the wrong direction very quickly. The employer is looking for someone to stick around for the long run, not to stop over on the way to a new career. 

So how could these candidates provide better answers? 

Get Focused 

If you are the type of person who prefers an organized way of life, you may find this question a piece of cake to answer. But if you're among the majority of people who let life happen as it comes along, you will probably not have a smooth answer without some forethought. 

What are your goals? Think about what you really want. Most successful business people will tell you that a key success factor is the ability to set and achieve goals. 

Begin by setting short-term goals. Right now your goal may be to get a job. But what kind of job? And where do you go from there? 

Be employer-centered. The employer is looking for someone to come in and solve problems. Since planning is a key factor in this job, think of examples where your planning has affected the results. 

Scripting 

After giving some thought as to where you want to go and how you can help the employer achieve results, try scripting your answer. Here's an example: 

"I have learned that long-term goals are best achieved when I break them into shorter goals. My short-term goal is to find a position that will put me in a forward-moving company with solid performance and future projections. As part of a team, I want to add value and continue to grow the company. My long-term goal will depend on where the company goes. My plan is to move into a position of responsibility where I can lead a team."

No one can tell you exactly how to answer this question, since your response will come from what is important to you. However, the more focused and employer-centered you can be about your goal, the better your chances will be of steering the interview in the right direction. 

5. Why Did You Leave (Or Why Are You Leaving) Your Job? 

If you're unemployed, state your reason for leaving in a positive context: "I managed to survive two rounds of corporate downsizing, but the third round was a 20 percent reduction in the workforce, which included me." 

If you are employed, focus on what you want in your next job: "After two years, I made the decision to look for a company that is team-focused, where I can add my experience." 

6. When Were You Most Satisfied in Your Job? 

The interviewer wants to know what motivates you. If you can relate an example of a job or project when you were excited, the interviewer will get an idea of your preferences. "I was very satisfied in my last job, because I worked directly with the customers and their problems; that is an important part of the job for me." 

What Motivates You?
"What motivates you?" is another one of those soul-searching interview questions where your answer will depend on your background and experiences. It can really catch you off guard unless you've thought about it before the interview. Contemplating when you have been most satisfied in your career will not only help you answer this question, but it will also help you focus on what you want in your next job. 

Two candidates answer the motivation question, reflecting their values and what is important to them. 

The first one says, "In my previous job, I worked directly with customers and their problems. What I liked was solving problems and helping people. Sometimes it took a lot of effort on my part, but it was very rewarding when the customer appreciated the service." 

This answer reflects the candidate's interest in helping people and the satisfaction he gets in finding solutions. 

The second candidate says, "Two years ago, I was involved in a project I was really excited about. The team I was working with had to come up with innovative ways to market a product that was not received well by consumers. It took lots of effort and long meetings, but we met our deadline and launched a terrific marketing campaign. It was really a motivating experience." 

This candidate likes thinking outside the box and being part of a team. He loves a challenge and works well with pressure and deadlines. 

Prepare Your Script 

Writing out your thoughts will help you think about times when you felt energized by your work, times when you looked forward to going to work. For a source of ideas, refer to your resume. Which tasks did you list? Were they the tasks you enjoyed most and felt most motivated doing? 

A statement on your resume might be: 

· Project leader: Led a team in coordinating and monitoring the progress of projects to assure the flow and completion of work on schedule. 

What was it that was motivating about this experience? Being in charge? Being the source of information? Controlling the flow of work? Making sure the standards were in line with your work values? 

By making a list of motivating experiences from your last two or three jobs, you will begin to see patterns of projects and tasks that stand out. Analyze what you did before. Do you want more of this type of responsibility in your next job? The answers to these questions will give you insight into what stimulates you as well as possibilities for fulfillment in future jobs with similar responsibilities. 

Additionally, by focusing on times when you were energized by your work, you may become more enthusiastic about the job you are seeking. 

There is no such thing as the perfect answer to the motivation question. Your answer will be based on your own individual experiences and analysis. Ultimately, this exercise will help you reveal to the interviewer what turns you on in your work. Even if you are not asked this question, your preinterview thinking, analysis and scripting will help you be more focused and in control of what you want in your next job. 

7. What Can You Do for Us That Other Candidates Can't? 

What makes you unique? This will take an assessment of your experiences, skills and traits. Summarize concisely: "I have a unique combination of strong technical skills, and the ability to build strong customer relationships. This allows me to use my knowledge and break down information to be more user-friendly." 

8. What Are Three Positive Things Your Last Boss Would Say About You? 

It's time to pull out your old performance appraisals and boss's quotes. This is a great way to brag about yourself through someone else's words: "My boss has told me that I am the best designer he has ever had. He knows he can rely on me, and he likes my sense of humor." 

9. What Salary Are You Seeking? 

It is to your advantage if the employer tells you the range first. Prepare by knowing the going rate in your area, and your bottom line or walk-away point. One possible answer would be: "I am sure when the time comes, we can agree on a reasonable amount. In what range do you typically pay someone with my background?"

If You Were an Animal, Which One Would You Want to Be? 

Interviewers use this type of psychological question to see if you can think quickly. If you answer "a bunny," you will make a soft, passive impression. If you answer "a lion," you will be seen as aggressive. What type of personality would it take to get the job done? What impression do you want to make? 

Six Interview Mistakes


It's tough to avoid typical interview traps if you're unsure what they are. Here are a half dozen to watch out for. 

1. Confusing an Interview with an Interrogation. 

Most candidates expect to be interrogated. An interrogation occurs when one person asks all the questions and the other gives the answers. An interview is a business conversation in which both people ask and respond to questions. Candidates who expect to be interrogated avoid asking questions, leaving the interviewer in the role of reluctant interrogator. 

2. Making a So-Called Weakness Seem Positive. 

Interviewers frequently ask candidates, "What are your weaknesses?" Conventional interview wisdom dictates that you highlight a weakness like "I'm a perfectionist," and turn it into a positive. Interviewers are not impressed, because they've probably heard the same answer a hundred times. If you are asked this question, highlight a skill that you wish to improve upon and describe what you are doing to enhance your skill in this area. Interviewers don't care what your weaknesses are. They want to see how you handle the question and what your answer indicates about you. 

What Are Your Greatest Strengths and Weaknesses?
Marie is about to interview two candidates for the customer service manager position. Her candidates are Francine and William. As always, she plans to ask about their strengths and weaknesses. 

Francine answers the question, "What are your greatest strengths and weaknesses?" with, "My strength is that I'm a hard worker. My weakness is that I get stressed when I miss a deadline because someone else dropped the ball." 

This answer is unimaginative. Most people think of themselves as hard workers. 

William has difficulty with the question. "I really can't think of a weakness," he begins. "Maybe I could be more focused. My strength is probably my ability to deal with people. I am pretty easygoing. I usually don't get upset easily." 

This answer leads with a negative, and then moves to vague words: maybe, probably, pretty and usually. 

So what is the best way to answer this question? 

Assessing Your Strengths 

Assess your skills, and you will identify your strengths. This is an exercise worth doing before any interview. Make a list of your skills, dividing them into three categories: 

1. Knowledge-based skills: Acquired from education and experience (e.g., computer skills, languages, degrees, training and technical ability). 

2. Transferable skills: Your portable skills that you take from job to job (e.g., communication and people skills, analytical problem solving and planning skills). 

3. Personal traits: Your unique qualities (e.g., dependable, flexible, friendly, hard working, expressive, formal, punctual and being a team player). 

When you complete this list, choose three to five of those strengths that match what the employer is seeking in the job posting. Make sure you can give specific examples to demonstrate why you say that is your strength if probed further. 

Assessing Your Weaknesses 

Probably the most dreaded part of the question. Everyone has weaknesses, but who wants to admit to them, especially in an interview? 

The best way to handle this question is to minimize the trait and emphasize the positive. Select a trait and come up with a solution to overcome your weakness. Stay away from personal qualities and concentrate more on professional traits. For example: 

"I pride myself on being a 'big picture' guy. I have to admit I sometimes miss small details, but I always make sure I have someone who is detail-oriented on my team." 

Scripting Your Answers 

Write a positive statement you can say with confidence: 

"My strength is my flexibility to handle change. As customer service manager at my last job, I was able to turn around a negative working environment and develop a very supportive team. As far as weaknesses, I feel that my management skills could be stronger, and I am constantly working to improve them." 

When confronted with this question, remember the interviewer is looking for a fit. She is forming a picture of you based on your answers. A single answer will probably not keep you from getting the job, unless of course it is something blatant. Put your energy into your strengths statement -- what you have to offer. Then let the interviewer know that although you may not be perfect, you are working on any shortcomings you have. 

3. Failing to Ask Questions. 

Every interview concludes with the interviewer asking if you have any questions. The worst thing to say is that you have no questions. Having no questions prepared indicates you are not interested and not prepared. Interviewers are more impressed by the questions you ask than the selling points you try to make. Before each interview, make a list of five questions you will ask. "I think a good question is, ‘Can you tell me about your career?'" says Kent Kirch, director of global recruiting at Deloitte. "Everybody likes to talk about themselves, so you're probably pretty safe asking that question." 

Do You Have any Questions?
 Surprisingly, the most common answer to this question is "no." Not only is this the wrong answer, but it's also a missed opportunity to find out information about the company. It is important for you to ask questions -- not just any questions, but those relating to the job, the company and the industry. 

Consider this: Two candidates are interviewing for an inside sales position. 

Henry asks, "I was wondering about benefits, and when they would become effective? Also, what is the yearly vacation allowance? And, does the company match on the 401K plan?" 

Assuming this is the first interview, it is premature to ask about benefits. "What's in it for me?" questions can be interpreted as self-centered and a sign of your lack of interest in the job. 

The next candidate, Chris, says, "No, I think you just about covered everything I wanted to know. I'm sure I'll have more questions if I get the job." 

This is a very passive response that doesn't demonstrate interest or imagination. Once you get the job -- if you get it -- may be too late to ask questions. 

It is important to ask questions to learn about the company and the job's challenges. In some cases, the interviewer will be listening for the types of questions you ask. The best questions will come as a result of your listening to what is asked during the interview. 

A good response to the interviewer asking, "Do you have any questions?" would be: "Yes, I do. From what you've been asking during the interview, it sounds like you have a problem with customer retention. Can you tell me a little more about the current situation, and what the first challenges would be for the new person?" 

This answer shows interest in what the problem is and how you could be the possible solution. It is also an opportunity to get a sense of what will be expected. 

Be Prepared 

What information do you need to decide whether to work at this company? Make a list of at least 10 questions to take with you to the interview. Depending on who is interviewing you, your questions should vary. 

· If you are interviewing with the hiring manager, ask questions about the job, the desired qualities and the challenges. 

· If you are interviewing with the human resources manager, ask about the company and the department. 

· If you are interviewing with management, ask about the industry and future projections. This is your chance to demonstrate your industry knowledge. 

Timing Is Important 

You will have to use your judgment about the number of questions you ask and when to ask them. Think of this as a conversation. There will be an appropriate time to ask certain types of questions, like those about benefits and vacation. To be on the safe side, it is best to concentrate on questions about the job's responsibilities and how you fit the position until you get the actual offer. 

When you begin to think of the interview as a two-way process, you will see it is important for you to find out as much as possible about the company. Questions will give you the opportunity to find out if this is a good place for you to work before you say "Yes." 

4. Researching the Company But Not Yourself. 

Candidates intellectually prepare by researching the company. Most job seekers do not research themselves by taking inventory of their experience, knowledge and skills. Formulating a talent inventory prepares you to immediately respond to any question about your experience. You must be prepared to discuss any part of your background. Creating your talent inventory refreshes your memory and helps you immediately remember experiences you would otherwise have forgotten during the interview. 

Assessing Your Skills
What Makes You Different from All the Others?
 Gina had recently been laid off after working as a marketing manager in a high tech company for the past five years. She was distracted as she walked through the aisles of the supermarket. She was thinking about ways to market herself into a new job. She stood in front of the cereal selection, overwhelmed by the number of brands to choose from -- more than 100 varieties. 

Suddenly, it dawned on her: This must be what it's like for hiring managers to look at all those resumes received in answer to ads and postings. How do they choose? What do they look for? How does one get selected? How can I make my product stand out? 

The Packaging

The packaging on the cereal box is certainly the start. Eye-catching colors and descriptive words will draw attention -- low fat, energy boosting, added vitamins -- all the things consumers are looking for. But what are employers looking for? The words you choose will be key. Using words that will interest the companies will grab their attention. 

The Ingredients

The list of ingredients -- the skills you have to offer -- is also important. Gina couldn't wait to get home and write down her skills and what made her unique to the position. She had a new slant to explore.

She remembered reading in a book that skills can be grouped into three categories:

· Skills learned through past experience and education (knowledge-based skills). 

· Skills you bring with you to any job (transferable or portable skills). 

· Personal traits, the things that make you who you are. 

The Assessment Tool

Gina divided a piece of paper into three columns and labeled them with "previous experience," "portable skills" and "personality," the three P's of marketing.

In the "previous experience" column she wrote:

· Marketing knowledge 

· Communications skills 

· Vendor management 

· Press and industry relations 

· Web channel marketing 

· Product development 

· Computer skills 

Under "portable skills" she wrote:

· Customer focus 

· Communications 

· Writing skills 

· Very organized 

· Good at coordinating 

· Team leader 

· Problem solving 

· Project management 

· Excellent follow-through 

· Good with budgets and numbers 

· Time management 

In the "personality column" she wrote:

· Self-starter 

· Independent 

· Friendly 

· Well-organized 

· Quick learner 

· Good judgment 

· Good attitude 

· Creative 

· Analytical 

· Flexible 

· Good sense of humor 

· Goal-directed 

When she was finished, she sat back and checked the list over. She was surprised at how easily the list had come together. By dividing the skills, the task became manageable. Trying to look at everything at once is like looking at those cereal boxes. 

Getting words on paper is one of the most difficult steps of putting your "ingredients" list together. This is a good exercise for anyone beginning the search process, or as a periodic check or inventory. Gina can now use the list to put together her resume, write a summary statement or compose a personal statement. The skills will be the foundation of the strategy she will use to sell herself. She still has some work to do before she can take her product to market, but she certainly has made a good start.

5. Leaving Your Cell Phone On. 

We may live in a wired, always-available society, but a ringing cell phone is not appropriate for an interview. Turn it off before you enter the company. 

6. Waiting for a Call. 

Time is your enemy after the interview. After you send a thank-you email and note to every interviewer, follow up a couple of days later with either a question or additional information. Try to contact the person who can hire you, and assume that everyone you met with has some say in the process. Additional information can be details about your talents, a recent competitor's press release or industry trends. Your intention is to keep everyone's memory of you fresh. 

The Power of a Simple Thank-You Note 


When my wife was hired for her first real job after graduating from college, she was remembered and saluted by her new supervisor for one seemingly small step she had taken during the interviewing process: She was the only applicant of several interviewed who had sent a thank-you note after her interview.

It seems amazing, but it's true: A simple thank-you note after a job interview can wield considerable power and influence, and reflect very favorably on your candidacy for the position. Why? Several reasons:

1. By sending a thank-you note, you show your interviewer common courtesy and respect. 

Unfortunately, in our busy and often impolite world, we simply don't acknowledge each other's time, efforts and commitments. So in sending a thank-you note, you tell your interviewer in no uncertain terms that you appreciate the time he has given you. After all, he had to give up part or all of the day to be with you, and expend effort learning more about you and what you have to offer.

2. So few job applicants send thank-you notes that you automatically stand out if you do. 

It's shocking, but the majority of job applicants fail to send thank-you notes after their interviews. Why? Who knows? But the bottom line is that you wind up in a position to shine simply by putting forth the effort of sending a note. Strange, but true.

3. A thank-you note gives you an opportunity to reiterate points you made during your interview. 

Have you ever left an interview wishing you'd more strongly emphasized a certain skill or experience the employer seemed to be looking for? A thank-you note gives you the chance to do just that. After using the first paragraph of your note to thank your interviewer, you can use a brief second paragraph to touch again upon the key points you made in your interview. You can also use a similar strategy to clean up any interview rough spots you might have had -- i.e., to expand upon or clarify responses you felt were weak or shaky.

4. A thank-you note lets you make points you forgot to make in your interview. 

Sometimes after an interview, as you walk out to your car, you smack yourself on the forehead and say to yourself, "Why didn't I talk about _____?" Frustrating? You bet. But you can take care of the problem to some degree in your thank-you note. Again, perhaps in the second paragraph, you can say something to the effect of "After our discussion, it occurred to me that I forgot to tell you about _________."

5. A thank-you note demonstrates your written communication skills. 

In receiving and reading your thank-you notes, your interviewer will see firsthand how you handle yourself on paper. You'll be using similar skills every day with the company's potential clients, customers and vendors -- so the interviewer will be reading carefully to see how you come across in print.

Writing thank-you notes isn't terribly difficult or time-consuming It can make a much bigger difference than you might think -- perhaps even the difference between the job going to you or someone else.
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