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Thirty Second Commercial

Your thirty second commercial is your ticket to a quick good first impression. We don’t always have the luxury of a lengthy interview situation to make a good first impression. This is where your thirty second commercial will help you quickly present your past accomplishments, background and near term objectives. 

Although we refer to it as a “thirty” second commercial, it doesn’t have to be limited to thirty seconds. However, more than sixty seconds is too much. 

Your thirty second commercial should be just enough to whet the appetite and interest of the listener. Always remember to be adaptive. You never know when your thirty second commercial will have to be delivered in less than thirty seconds; or when you will have forty-five seconds. 
Preparing your thirty second commercial may take several iterations and some time devoted to rehearsal. It is important to be able to deliver your thirty second commercial comfortably and naturally. 

One suggestion is to develop your thirty second commercial around key words and phrases which will make it easier to remember. 

Remember to update your thirty second commercial periodically so it stays fresh and represents the best reflection of your recent accomplishments. 

Another suggestion would be to put the key phrases of your thirty second commercial on index cards. Practice delivering your thirty second commercial from the index cards. Shuffle them from time to time and practice delivering your thirty second commercial from different points of interest. This will help you develop the flexibility to tailor the delivery of your thirty second commercial to the listener’s area of interest. 

Using the worksheet, begin developing your thirty second commercial. Remember to be specific. Develop a sentence or two for your 1. Background, 2. Accomplishments, 3. Objectives, and 4. Benefits. 


Background – Briefly state your recent employment background and tenure. 


Accomplishments – Briefly state the accomplishments of your career. Include quantitative details but not all the specifics. Make them want to know more.


Objective – Briefly state how you see yourself fitting into the organization. 


Benefits – Briefly state how you imagine a hiring manager benefiting from having you as a team member.

Use examples that apply to you. List the selling points of your commercial in bullet style sequence rather than a narrative or chronology.
Background - Briefly state your recent employment background and tenure. 




Accomplishments - Briefly state the accomplishments of your career. Include quantitative details but not all the specifics. Make them want to know more.




Objective - Briefly state how you see yourself fitting into the organization. 




Benefits - Briefly state how you imagine a hiring manager benefiting from having you as a team member.



Closing question(s)




S.T.A.R.S
Situation/Task/Action/ResultS

S.T.A.R.S represents the most clear and concise way to make your point in an interview situation. When carefully developed, S.T.A.R.S can deliver powerful, efficient and compelling answers to interview questions. 

S.T.A.R.S stands for Setting, Task, Activity, ResultS. S.T.A.R.S should be easy to remember, written in a structured format and limited to about three minutes. 

You should develop S.T.A.R.S that represents your most compelling quantifiable achievements. They can be communicated in different ways and may also overlap each other. One constant is that they are always focused on results and achievement. 


Quantifiable results can be expressed in many terms. Percentages, dollar amounts, Return on Investment, Payback rates, cost avoidance, or productivity run rates. 


Avoid generalities in developing your S.T.A.R.S by asking yourself what the measurable bottom line impact is. 


Use the following format to develop your S.T.A.R.S: Who, What, When, Where and Why. 


Setting – What was the situation, who was involved, when did it occur, why did it occur and where did the results take you? 


Task – What was your specific task(s), who assigned them to you, when did you get them accomplished, 

how did you do it, and where did the results take you? 


Activity – What activities contributed most to the result, who was involved in the activities, when did the activities get done, why did these activities lead to success, and where did these activities occur?


ResultS – Results are the clincher in all S.T.A.R.S. This is where your story makes its mark so write it well and deliver it proudly. Remember to make this point in quantifiable terms such as percentages, dollar amounts, and return on investment, payback rates, cost avoidance, or productivity run rates. This so very important because it conveys your value and ability to the interviewer.


Too often in interviews, the interviewee rambles, talks in generalities, lacks substantive replies, and remains at the mercy of the interviewer. Using S.T.A.RS puts you in momentary control of the interview with confidence clarity and brevity (more on this later). You will also position yourself for follow up questions to assure a clear and appropriate perception has been created; instead of leaving the interview wondering to yourself if you have made a good impression. 


Use power phrases in your S.T.A.R.S that sell your talents, abilities and accomplishments. 

Now, let’s go to work. Let’s develop eight to ten S.T.A.R.S to get started. 
Power Phrases
· Decisive problem solver

· Aggressive goal oriented

· Resilient and calm under pressure

· Hands on and involved

· Proven record

· Ability to get things done

· Skilled negotiator

· Versatile troubleshooter

· Think on my feet

· Cost conscious

· Motivator of others

· Bottom line emphasis

· Detail oriented and meticulous

· Attention to details

· Multitasked

· Action oriented

· Innovative and creative

· Seasoned competitor

· Professional, competent and productive

· Highly organized

· On time and under budget

· Growth oriented

· Trained observer

· Continuous learning/learner

· Whatever it takes

· High impact contributor

· Multi-talented contributor
· Deadline oriented

· Industry expert/regulatory expert

· Skilled start-up professional

· Service and Support oriented

· Detailed Analyst

· Proven leadership and motivation

· Energetic and enthusiastic team player

· Willing to take on more

· Effective communicator

· Written correspondence consistently conveys

· ___________________________

· ___________________________

· ___________________________

· ___________________________

· ___________________________

· ___________________________

· ___________________________

· ___________________________

· ___________________________

Areas of Expertise
Identify eight to twelve areas below where you have demonstrated expertise in the past. This will help you focus your S.T.A.R.S. and don’t worry if you feel a little uncomfortable at this point. This is a learning process and through iterations, you will be able to create these in your head. Focus now on your major strengths and remember that overlap is ok. 
· Improving productivity

· Technical Writing

· Meeting Deadlines

· Problem Solving Skills

· Attention to detail

· Policy development

· Communications

· Presentations

· Long Range Planning

· Subject Matter Expert

· Planning

· Marketing

· Client interaction 

· Customer Service

· Intraprenure

· Project involvement

· Quality control

· Scheduling

· Automation

· Accounting
· Sales

· Testing

· Systems Integration

· User requirements

· Design

· Maintenance

· Continuous Process Improvement

· Technical skills

· Troubleshooting

S.T.A.R.S

Company / Organization: _______________________________________________

My Title: _____________________________________________________________

Dates Involved: ________________________________________________________

Area of Expertise: ______________________________________________________

SETTING:______________________________________________________________________________________________________________________________________________________________________________________________________

TASK(S):_______________________________________________________________________________________________________________________________________________________________________________________________________

ACTIVITY:_____________________________________________________________________________________________________________________________________________________________________________________________________

RESULTS:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
S.T.A.R.S

Company / Organization: _______________________________________________

My Title: _____________________________________________________________

Dates Involved: ________________________________________________________

Area of Expertise: ______________________________________________________

SETTING:______________________________________________________________________________________________________________________________________________________________________________________________________

TASK(S):_______________________________________________________________________________________________________________________________________________________________________________________________________

ACTIVITY:_____________________________________________________________________________________________________________________________________________________________________________________________________

RESULTS:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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ACTIVITY:_____________________________________________________________________________________________________________________________________________________________________________________________________

RESULTS:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Dates Involved: ________________________________________________________
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My Title: _____________________________________________________________

Dates Involved: ________________________________________________________
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TASK(S):_______________________________________________________________________________________________________________________________________________________________________________________________________

ACTIVITY:_____________________________________________________________________________________________________________________________________________________________________________________________________

RESULTS:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Company / Organization: _______________________________________________

My Title: _____________________________________________________________

Dates Involved: ________________________________________________________

Area of Expertise: ______________________________________________________

SETTING:______________________________________________________________________________________________________________________________________________________________________________________________________

TASK(S):_______________________________________________________________________________________________________________________________________________________________________________________________________

ACTIVITY:_____________________________________________________________________________________________________________________________________________________________________________________________________
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Company / Organization: _______________________________________________

My Title: _____________________________________________________________
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RESULTS:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Interview Control
A common misconception is that as an interviewee, you are subject to the interviewer’s whims and intentions. It is natural for us to want to be cooperative and conciliatory. However, remember that you are selling yourself and engaged in a competition for a desired position. As we have already mentioned, you want to carefully guide the outcome of the interview in your favor. To accomplish that use interview control questions to confirm you have made the right impression, answered questions thoroughly, and avoided leaving gaps in understanding. 

Interview control questions begin at the earliest moments in the interview and continue on through to the end. Three examples of interview control questions are positioning questions, confirming questions and ARQ’s. Positioning questions are used to stage or direct the course of the interview such as in the opening moments of the interview. Confirming questions are used throughout the interview to confirm the proper impression was made and that interview questions were answered to the compete satisfaction of the interviewer. ARQ’s are strategic questions used to buy time, redirect or qualify an interviewer’s question. 
Positioning Question
Let’s look at how a positioning question can be used to your advantage at the beginning of an interview. 
Interviewer: 

So _______________, tell me about yourself!

Applicant: 

I would be happy to Mr. /Ms. ______________. Would you like to

                              know about my personal or business background? 

Interviewer: 

Business please.

Applicant: 

Certainly. I am very proud of my business accomplishments in the



following three areas: (Name three S.T.A.R.S saving the best and




most appropriate one for last). 

1. Technical Documentation

2. Continuous process improvement

3. Systems integration
Interviewer: 

Selects the S.T.A.R. he/she wants and usually it’s the last one.

Applicant:

Tell your S.T.A.R with a confirming question at the end.

Mastering the Growl R.R.R.R. [image: image2.wmf]

Sooner or later you will have to face the issue of dealing with career liabilities. What are career liabilities? Don’t worry everyone has them and they can be overcome with a good strategy. That is where the R.R.R.R (or growl) can be your strongest weapon. 
When you review the qualifications for any position a good rule of thumb is to make sure your skills, abilities and background will satisfy at least 80% of the requirements. You can often rank or assign weights to the requirements from most to least. This will assure your background skills and experience matches all of the major requirements. 
With that said and understood you can see how your skills, abilities and background might not satisfy 100% of the stated job requirements. That’s where there could be a potential career liability. 

One unchecked negative perception is enough to eliminate someone from serious consideration. Using a good growl (R.R.R.R.) can swing a liability into a win. 
What is R.R.R.R.? It’s an acronym for Recognize, Readdress, Reinforce and Reality. This tool can be used not only in interviewing but in negotiations, marketing, and to “buy-time”.
Let’s take a hypothetical situation to illustrate what we mean. Suppose you’re in an interview for a position that indicates that an advanced certification or degree is preferred (not required, just preferred). 
Interviewer: “I see from your resume that you don’t have (credential).” 

This is where you Recognize perceived liability by saying:

Candidate: “I can appreciate the value that (credential) represents.” 

Now you have acknowledged the perceived liability and are ready to Readdress the issue in terms that both confirm the interviewer’s intent and contol the interview toward a direction that allows you to Reinforce your qualifications in lieu of the perceived liability of credentialing. 

Candidate: “I can appreciate the value that (credential) represents. Many people see (credential) as evidence of strong skills in that area. Is that your perception as well?” (Recognize and Readdress).
Interviewer: Yes, the job does require strong skills in that area.

Now it’s time to Reinforce your point with an offer to prove you have the skills which, after all, is what the interviewer is looking for in the first place.  

Candidate: “If I can demonstrate my experience in (credentialed area), would that help show you that I have the skills to be effective in this position?”

Interviewer: I didn’t realize your background included those skills and abilities. 

Candidate: Yes, when I was at the Widget Co. (now choose a S.T.A.R. to deliver that demonstrates the Reality of your skills, abilities and background. 

This is a life skill that has application beyond the interview arena. It will take practice to use it artfully and blend it into your own style of speaking. It will get easier with practice. 
 Selective Agreement [image: image3.wmf]

Have you ever wanted to disagree with someone in an interview and felt that if you did you might blow your chances? The technique of Selective Agreement gives you a way to do this and save face with the interviewer. 


Selective Agreement presumes that you can find something about what was just said that you can agree with at least in part. For example:
Candidate: I agree with you in part that the state of the industry is changing. However I view the changes as an opportunity for new business acquisitions. 


This is a life skill that has application beyond the interview arena. It will take practice to use it artfully and blend it into your own style of speaking. It will get easier with practice. 

What Time Is It?  [image: image4.wmf]


Have you ever asked someone what time it was and they proceeded to tell you how to build a watch? The same expectation won’t work for you in an interview situation. Giving more information than necessary opens up too many doors that may not be necessary to answer the question. 
Too many times interviewees spend too much time immersed in the unnecessary details of an answer risking a negative impression. The chances are in your favor that a brief and direct answer will be enough. If it isn’t, you’ve been forthright so far and the interviewer will follow up if more information is needed. 

Give an honest, complete and factually credible answer but remember you don’t have to tell the interviewer how to build a watch. 

This is a life skill that has application beyond the interview arena. It will take practice to use it artfully and blend it into your own style of speaking. It will get easier with practice. 

Notes:

Closing the Interview

Typically you will have the chance to ask questions during the interview. Remember that at this point it is good to think of the interview more like a courtship than a physical examination. 
Many interviewees go into an interview situation prepared to lay out everything in the interest of being polite, forthright, forthcoming, thorough, detailed, and informative. This is the behavior you want when you see your doctor for your annual physical examination. However, it’s not the best strategy for an interview situation. 

A better strategy for an interview situation is to look at it like a courtship. It is an opportunity to find out if the “fit” is right. So, for you to know and understand what you are getting into, you need to do your research before the interview, develop a set of questions you want to ask and write them down and ask them when your time comes in the interview. Organize your questions into categories so you are efficient and thorough in getting the information you need to make an informed decision. 
Once you have asked all your questions and follow ups it is usually time for the interview to come to a close. This is also an awkward feeling moment when control of the interview is back up in the air like a toss up in basketball. It doesn’t have to be awkward at all though. 

Buying Signs and Trial Close

Remember that you are selling yourself to a prospective employer and like every good sales person; you should look for signs of a buying decision. This is a very delicate and important part of the interview. This is the time when your skills of listening, interpretation and understanding must be at their best. Listen for statements like:
· “How do you feel about our company”?

· “Would you be willing to come back and talk to so-and-so later this week”?

· “You seem to have the experience we’re looking for at _______”.

· “What is your availability to start”?

· “What are your salary expectations?”

Answer the question directly and then ask a follow up question like: 
· Can I assume from your question then that I could expect an offer from the ________ company?”

If you find there are no clear buying signals consider asking:

· “What is your target date for filling this position?”

· “Who will be the final decision maker for this position?” 

· “Will others play a role in the final candidate decision?”

Now, if you want to really find out how well you have done in the interview, ask this follow up question:

· “What do you believe “others” will think of my skills, abilities and background as they apply to this position?”

Now be quiet and listen closely to the answer because what the interviewer will really tell you is what he/she thinks. Listen for any negatives and address them right away with S.T.A.R.S or Growls to be sure to mitigate any negative perceptions you pick up in the answer.  
Interview Thank You Letter

Following your interview, immediately write your follow up letter. Here is a sample you can use to craft a letter in your own words. 

Date

Addressee Name

Addressee Title

Company Name

Company Address

City, State, Zip

Dear Mr. /Ms.

Thank you for the time, courtesies and consideration extended during my interview with you on (Date of Interview). I felt the chemistry was good and that I can make a meaningful contribution to the NAME department.
I say that because … state here the primary skills required by the job and your experiences that match those skills in 3 to 5 sentences.

Again, Mr. /Ms., my thanks for the time and courtesies extended. I will touch base with you in the near future (or use a date if you set a date in your interview). Until then my best regards.

Sincerely

Name
You may also opt to use a thank you card personalized in your own handwriting for in internal interview; especially if you and the interviewer are well known to each other. 
Notes:

Research

Perhaps it goes without saying that the time you spend researching the prospective position will be reflected in your answers to questions and the questions you develop for the interview.

Avoid shortcutting this part of your preparation or assuming you can bluff your way along. Remember this is a competitive process and there is usually only one winner from a field of candidates. 

Start with the position description or the job posting detail. Go over it carefully and consider the position requirements that are core to the position and those that are merely ancillary.  Use the internet to look up other similar position descriptions for additional language, descriptions, or characterizations. 
Next, consider talking to people who are already doing this work to get a real perspective on the job requirements and their relationship to the description. Sometimes HR will use outdated position descriptions without even knowing they are outdated.
Use hosting as a tool to observe someone doing a job you are interested in securing in the future. Obviously, this is good research and something you want to do before you bid on a position. 

Notes: 

Hiring manager can often tell if you're the right fit for his or her organization just minutes after the two of you shake hands. In a recent Robert Half survey, executives polled said it typically takes them only 10 minutes to form an opinion of a candidate during an employment interview, despite meeting with staff-level applicants for nearly an hour, on average.

With such a short amount of time to interact with a hiring manager, how can you evoke a positive response?  Projecting confidence and enthusiasm is key, so keep the following advice in mind:
1. Dress to impress. 
For better or worse, a good part of the impression an interviewer first forms of you depends on how you're dressed. So wear a nice suit or business-appropriate dress, even if you know the office to be a casual environment.
2. Remain calm. 
One of the best ways to make a good first impression is to quell any pre-interview jitters. Plan to arrive at the interview destination 10-15 minutes early. This will give you time to compose yourself and relax a little. 
3. Show some respect. 
Many hiring managers ask everyone who has interacted with a candidate -- from administrative staff to members of their department -- for feedback on the prospective employee. So be pleasant toward those you meet and avoid the urge to hold a loud cell phone discussion in the elevator or lobby.
4. Break the ice. 
Small talk plays an important role in the interview by helping to break the ice and put both parties at ease. If the hiring manager asks if traffic was heavy or if you had problems finding your way to the office, offer more than just a "yes" or "no" answer. Just be sure not to prattle on.
5. Focus on the little things. 
The fact that employers form opinions of candidates so quickly places additional importance on the more subtle points of the interview, such as giving a firm handshake, maintaining eye contact and practicing good posture. Your nonverbal cues can say a lot about your personality and interest in the position. Crossing your arms, nodding hurriedly or making tense facial expressions can all send the wrong message.
6. Demonstrate your knowledge. 
Hiring managers often start interviews by asking job candidates some straightforward questions about their experience, knowledge of the company and ability to excel in the position. For example, "Can you tell me a little about yourself?" "What do you know about our firm?" and "Why do you want to work here?" are three common questions. Research the business beforehand so that when answering these types of queries, you can relate your responses to the firm's needs or priorities.
7. Remain positive. 
The executives surveyed said interviews take an average of 55 minutes for staff-level job candidates and 86 minutes for management-level applicants. Even if you fear you've already made a negative impression in the hiring manager's mind, stay positive and focus on what you can do during the rest of the meeting to convince the employer you're right for the job. Consider whether you're making any common nervous mistakes -- such as rushing your responses or not listening to the full questions -- and adjust your communications as necessary.
No matter how well you prepare for an interview, things may not always go as smoothly as you had hoped. Whether you become tongue-tied or are thrown a curveball question, roll with the punches. Keeping a positive attitude and remaining confident in your ability to land the job is one sure way to impress any hiring manager.
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