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ne of the great benefits of attending the Annual
ACFE Fraud Conference is the opportunity to
speak with career coaches, hiring managers,
and employer representatives who are pres-
ent in the Career Connection area. In a way, being able to
interview with employer representatives gathered together
in one location is sort of like speed dating: you want to
show up prepared, be a great listener, and leave a positive
first impression that begs the employer representative to
want to know more about you — and even perhaps discuss a
long-term relationship in the way of a job or career.

So how do you ensure you've done all you can with
your prep work for interviews? Here’s a short ten-item list
— from a veteran hiring manager’s perspective — that will
help you present the best possible YOU in front of potential
employers.

1. Visit www.encygnium.com and take the free Career
Self-Assessments and download the tip sheets for
résumeés, cover letters, career strategy development,
interviewing skills, salary and/or benefit negotiation,

and more.

2. The entire screening/interview/hiring process is not
about you: it’s about the hiring manager’s needs.
That’s why you need to be a great listener so your
responses to questions address the hiring manager’s
requirements. Gauge all your responses and questions

toward conveying the image that you are a problem

solver, a solutions provider, and a game changer.

. I'suggest bringing a cover letter with you. The cover

letter is your introductory brochure that is designed to
get hiring managers to look at your résumé, but it also
serves as another tool to promote your professional
brand. In line with No. 2, ensure your cover letter has
these important elements:

a. More instances of “you/your/yours” than “I/
me/my/mine” — it’s a ballpark indicator that
your cover letter is more about the hiring man-
ager’s needs than your own.

b. Your cover letter is no longer than one page
and is addressed to an individual, and never
“To Whom It May Concern” or “Dear Hiring
Manager.”

c. Pull your major accomplishments (not du-
ties or responsibilities) from your résumé and
place them in a bullet list in your cover letter.
Even FAR better is if you can assign quantita-
tive value (revenue generated, costs avoided,
percent improvement, etc.) to those major ac-
complishments.

d. Never “hope to hear from you at your earliest
convenience” — always state that you will be
following up with a phone call in a few days
to discuss how you can add value to the hiring




manager’s efforts. If you want the job, you have

to eliminate all other candidates from consider-
ation; just ending your cover letter or interview
with, “hoping to hear from you” places you at
the mercy of other candidates who are more

hungry.

4. Know your résumé inside and out...it is the script

with which you launch your responses to many of the
interview questions you will encounter. You should be
able to elaborate on any bullet point and item on your
résumé.

. Besides an error-free, professional looking résumé,
bring with you a list of references if you are asked
Jor one. If not, resist the urge to leave it with the em-
ployer representative and any other documents and
collateral you may have with you. Folks don’t want
to be lugging reams of paper back on the plane with
them. The right way to distribute supportive docu-
mentation is over time after the interview. Confes-
sions of a Hiring Manager Rev. 2.0 details the exact
process that I call the “Continuous Promotion Ap-
proach” and uses a little Trojan Horse trick that keeps
your name in front of hiring managers throughout the
most important part of the hiring process--well after
interviews have concluded.

The worst response to the inevitable question: “So,
tell me about yourself...” is “What do you want to
know?” With a response like that, you could no longer
be considered for the position for which you are inter-
viewing. You've just been given a golden opportunity
to describe yourself in a way that will be memorable
to the interviewer. Example response to the question:
“I'm a cello player and kids’ soccer coach who enjoys
working on challenging projects always with an eye on

the bottom line and the customer’s success. I do that
by....”

. Ask questions of the interviewer(s) about the biggest

challenges facing the team, department, or business
unit, and take notes. Show you are interested in the
position by actively participating in the exchange of
information.

. Study after study reveals that the first and largest

hurdle to overcome with a hiring manager is to be
likeable. If a hiring manager likes you, he or she will
be more interested in you (they are hiring you, not
your résumé). If you come across as arrogant and
pompous, that may be too big a hurdle for them to
get over, regardless of your expertise. Hiring manag-
ers don’t need a squeaky wheel on the team or in the
department who could disrupt an existing positive
team dynamic.

. Maintain good eye contact without making it seem

like you are trying to hypnotize the interviewer.

Good eye contact communicates interest and focus.
Consider your surroundings: you're not a corporate
office--you’re at a conference, so things are a bit more
informal. Let your personality come through but
always frame it professionally.

10.At the end of the interview, ask for the follow-up,

don’t just treat the meeting as a one-shot affair. Think
of it as the first of several meetings or communica-
tions with the individual or the company. Ask: “T'd
very much enjoy discussing how I can be that value-
add asset to the company...should I call you in a week
or so?” Just like the close of your cover letter.

One last thing that should underlie all of these ten

items: take the position that you are in business for your-
self...it’s amazing what it will do for your attitude--and how
others will pick up on it.
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