triecm Coaching Your Mentee

Mentoring

Partnership for Their Job Interview

Diversity Drives Success

1.1 Coaching Your Mentee for Their Job Interview

triecm
Mentoring
Partnership

Diversity Drives Success

R WEnEn
o i

%"._!' M

Mentor PD Series

Coaching Your Mentee

T —

for their Job Interview

@ Length: 8 minutes

1.2 Your mentee and Their job search

Welcomel

This is one of four modules designed to provide insight into how you, as a mentor, can
support your mentee in their job search process.

This module is designed to guide you on how you can support your mentee in
preparing for job interviews.
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1.3 Whatcan you take away?

The job interview process can be highly competitive.

In this module, we will go over several best practices you can use in coaching your
mentee for successful job interviews.

1.4 The job search process

Many of us find job interviews a challenge, so imagine what it must be like to move to a
new country where the norms around what happens in an interview and how you're
supposed to respond changes.

Depending on where your mentee is from, job interviews in Canada could be quite
different.

1.5 Build Common Understanding

Have a conversation with your mentee about what the interview process was like in
other countries they worked in. What was challenging? What helped them to win past
positions?
Provide feedback on what they can expect in Canada:

e what will be similar to their past experience

e what areas will be different, such as pre-screening and typical interview
questions.

1.6 Job interview process

The interview process begins with pre-screening candidates, including phone
interviews, email questionnaires, and personality or motivation assessments.
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1.7 Pre-screening

1. Personality or Motivational Assessments are used to identify a candidate’s work
style and how they will fit in with the team.

What you can do:
e Discuss these assessments with your mentee and the purpose behind them.

e Guide your mentee on how much information they should provide about
themselves.

e Highlight why it is important to express who you are, rather than trying to fit in
with what an employer may be looking for.

2. Email questionnaires may use similar questions to those used in phone interviews
and are intended to assess writing skills and clarity of expression.

What you can do:

e Provide feedback to your mentee on how much detail to include and on the
clarity of their answers.

e Encourage your mentee to find someone (or offer yourself) to proofread all
written communications including emails, thank you notes, and email
questionnaires.

3. Phone Interviews are used to short-list candidates for in-person interviews based
on who can best:

e state their interest in the role

e clearly articulate what they have to offer.

They can be challenging because of the lack of non-verbal cues. It can be difficult to
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read the situation and to give a positive impression.

What you can do:

e Conduct mock telephone interviews with your mentee to help them practice and
build confidence.

e Debrief on the mock interview together and provide feedback.

1.8 Job interviews

After a successful pre-screening, your mentee will be invited to an interview. This is a
chance to give both the employer and your mentee the opportunity to evaluate
whether the job is a right fit for them.

Let’s look at some of the ways you can help your mentee get ready for their interview.

1.9 Best practice 1: Prepare for success
Some activities to explore and suggest to your mentee:

1. Talking to recruiters

When your mentee is invited to an interview, encourage them to ask about the
process including:

e who will be there
¢ who the hiring manager is

e what to prepare for
e what to bring

Discuss with your mentee any aspects of the process that may be unfamiliar to them.
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2. Research

Company research is an important part of the interview preparation process.

Ask your mentee to review their notes about the organization.

Talk with your mentee about the job based on your personal insights, both in
terms of the role requirements and about how your mentee’s skillset would
contribute to the goals of the organization.

Help them to craft thoughtful questions to ask at the end of the interview. This
helps to create a positive impression with the interviewer.

Discuss suitable salary ranges for the position and how and when to address
this question.

3. Mock interviews

Practice, practice and more practice is the key to success!

You can help build your mentee’s confidence by conducting mock interviews with
them:
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1.10 Best practice 2: Create a powerful story
Using the STAR (Situation-Task-Action- Result) Framework, encourage your mentee to

prepare concise and powerful stories that demonstrate their accomplishments and
achievements.

These stories should be related to the core skills and attitudes needed for the position
they are applying for.

Ask your mentee to prepare 5-7 stories that they can draw from based on the
questions they are asked.

STAR Framework Application

Format What it's all about Example
(S) Background description and task
Situation that needed to be accomplished “While acting as Media Relations

Manager (Situation), | was
responsible for the development
and implementation of an
innovative marketing strategy
(Task/Action) which led to a 150%
increase in the firm’s coverage in
national, business and trade

'[f-lc-l)sk f::]e;:c;izthhoﬂt s required; when, publications (Result).”
(A) What was done to address the

Action situation

(R) Description of the outcome

Results
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Storytelling Tips

Here are some tips for your mentee on preparing their stories:

1. Knowing themselves. Ask your mentee to define these points:

what are their top strengths?

what are their weaknesses?

what problems did they solve?

how did they overcome failures?

what did they learn from that experience?

gather some inputs from trusted friends, family or colleagues

2. Prepare and practice. Ask your mentee to:

refer to the job description and highlight the main duties and responsibilities
(these are the problems that the employer needs to be solved).

think of examples of when they actually solved these types of problems and
organize these examples into a story.

3. Being real. Remind your mentee to:

never make up stories about themselves.

maintain good eye contact, use proper tone and nonverbal expressions and
express confidence as they tell their story.
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1.11 Best practice 2: Create a powerful story

Powerful stories should:

Be specific and relevant

Be brief and to the point

Highlight the actions taken

Showcase the end results achieved

1.12 Best practice 3: Body language

Body language can vary greatly from culture to culture. Talk with your mentee about
what some of these differences might be and what Canadian recruiters typically
expect.

Using a different approach to eye contact or a handshake, for example, may convey
the wrong signal to interviewers.

1.13 Best practice 3: Body language

Cultural differences in body language during interviews:

1. Eye contact
In some cultures, avoiding direct eye contact is a sign of respect.

In Canada, though, it's important to make eye contact equally with each interviewer in
the room.

This applies regardless of the gender of the interviewer or their status within the
organization.

TRIEC Mentoring Partnership is funded by:

| , Ref | , Réf H H ¥
Bl s, mowesses  ontario@  accenture  (ff Manulife (D) UnitedWay

Greater Toronto



triecm Coaching Your Mentee
Mentoring

Partnership for Their Job Interview

Diversity Drives Success

2. Handshake

Handshakes in different parts of the world can be less or more firm or last a different
length of time to what is typical in Canada. In some places, women and men do not
shake hands.

Discuss with your mentee what Canadian interviewers are likely to expect.

3. Physical proximity

How close or far away you stand or sit to another person can vary a great deal across
cultures and can mean different things.

For example, if someone stands or sits closer to the interviewer than is typical in
Canada, it may make the interviewer feel uncomfortable.

4. Posture

Different body postures can be interpreted differently depending on the cultural
context. What may be considered a confident way of positioning your body in one
culture may be seen as arrogance in another. Discuss with your mentee what
Canadian recruiters will likely be expecting.
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1.14 Bestpractice 4: Reflect on interview experience

Reflecting on one’s past interview experience is the key to accelerating learning and
preparing for future interviews.

e Ask your mentee:
o What went well in the interview?
o What could you have done better?

e Explore anything they aren’t sure about, including questions they found
challenging.

1.15 Best practice 5: Send appreciation

Sending a thank you note to an individual or a panel after an interview helps to make a
positive impression.

It's also an opportunity for your mentee to differentiate themselves as a candidate and
to open the door for future communication.

1.16 Best practice 5: Send appreciation
Here are some important points for your mentee to keep in mind when sending a thank
you note:

e send it on the same day

e address it to the whole interview panel

e restate their enthusiasm for the position

e mention a relevant strength required for the position as discussed in the
interview

e use a professional tone and keep it short
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1.17 Additional resources

You have completed the Coaching Your Mentee for Their Job Interview module. A
printable text version of this module is available in the Resources menu in the top right
corner of the e-learning module.

If you would like additional information, strategies and tools for supporting your
mentee in their job search, we recommend you take a look at the other modules in this
learning path:

e Supporting Your Mentee to Overcome Roadblocks
e Assist Your Mentee Prepare an Effective Résumé

¢ Helping Your Mentee to Enhance Their Networking Skills

1.18 Additional support

If you or your mentee need additional support, please contact your Mentoring Coach
directly by referring to the email you received when you were matched, or send an
email to mentoring@triec.ca.

1.19 Thankyou
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