JOB INTERVIEWS
Job Advertisement (Ad)

Paralegal – Walter Gresham Law Firm
Full-time position

Our company is a well-known and respected law firm located in Sydney. We are seeking an experienced and passionate paralegal to join our busy team in a full-time role.

As paralegal you will be required to assist lawyers throughout the firm. You should have at least one year’s experience, excellent attention to detail, research skills, the ability to work under pressure and great communication and organizational skills. You will also have a passion for the industry, and this position would highly suit a recent law graduate, as there is opportunity for career advancement.

The right candidate will be friendly, dedicated and a team player. In return you will get the opportunity to work with a great, hard-working team where you will expand your skills and knowledge within the industry.

Please send you CV (Resume) and 2 letters of reference to Beverley Gresham: 

                      bevgresham@hotmail.com. Quote reference number PL555.

Steps to Getting a Job

RESUME (CV): A good resume might get you an interview.
INTERVIEW: A good interview might get you a job offer.

If you get a job offer, you can choose to “accept” or “not accept”
If you accept, you can then ask questions about salary, benefits, etc.

SAMPLE JOB INTERVIEW QUESTIONS
1. Interviewer: Tell me about yourself.

a) Candidate: I was born and raised in China. I attended Beijing Normal University and received my Bachelor’s degree in Law. I worked for 2 years as a Call Center Agent in Guangzhou for various companies including IBM, and HP. I enjoy playing tennis in my free time and learning languages. 

b) Candidate: I've just graduated from the University of Toronto with a degree in Computers. During the summers, I worked as a computer technician for a small company to help pay for my education. 

Comment: This question is meant as an introduction. Do not focus too specifically on any one area. The above question will often be used to help the interviewer choose what he would like to ask next. While it is important to give an overall impression of who you are, make sure to concentrate on work related experience/education. Work related experience should always be the central focus of any interview (work experience is more important than education in most English speaking countries). 

2. Interviewer: What type/kind of position are you looking for? 

a) Candidate: I'm interested in an entry level (beginning) position.
b) Candidate: I'm looking for a position in which I can use my experience/education.
c) Candidate: I would like any position for which I qualify.
Comment: You should be willing to take an entry-level position in an English speaking company as most of these companies expect non-nationals to begin with such a position. In the United States, most companies provide many opportunities for growth, so don't be afraid to start from the beginning! 

3. Interviewer: Are you interested in a full-time or part-time position?

a) Candidate: I am more interested in a full-time position. However, I would also consider a part-time position too.
Comment: Say you are willing to take any job. If you receive a job offer, you can always refuse it  later.
4. Interviewer: What is your greatest strength?

a) Candidate: I work well under pressure. When there is a deadline (a time by which the work must be finished), I can focus on my job and organize my time well. I remember one week when I had to get 6 new customer reports out by Friday at 5 pm. I finished all the reports ahead of time without having to work overtime. 

b) Candidate: I am an excellent communicator. People trust me and come to me for advice. One afternoon, my colleague was involved with a difficult customer who felt he was not getting good service. I made the customer a cup of coffee and invited both my colleague and the client to my desk where we solved the problem together. 

c) Candidate: I am a trouble-shooter. When there was a problem at my last job, the manager would always ask me to solve it. Last summer, the computer Server at work crashed. The manager was desperate and called me in (requested my help) to get the Server back online. I quickly found the problem and fixed it. 

Comment: This is not the time to be modest (shy)! Be confident and always give examples. Examples show that you are not only repeating words you have learned, but actually do possess (have) that strength. 

5. Interviewer: What is your greatest weakness?
a) Candidate: I am overzealous (work too hard) and become impatient when my co-workers are not “pulling their weight” (doing their job). However, I am aware of this problem, and before I say anything to anyone, I ask myself why the colleague is having difficulties. 

b) Candidate: I tend to spend too much time making sure the customer is satisfied (happy). However, I began setting time-limits for myself if I noticed this happening. 

Comment: This is a difficult question. You need to mention a weakness that is actually a strength! Make sure that you always mention how you try to improve the weakness. 

6. Interviewer: Why do you want to work for Smith and Sons?

a) Candidate: After following your firm’s progress for the last 3 years, I am convinced that Smith and Sons is the best law firm in New York, and I would like to be part of the team. 

b) Candidate: I am impressed by the quality of your products. I’m confident that I would be an effective salesperson because I believe that Geely makes the best small cars in China. 

Comment: Prepare yourself for this question by becoming informed about the company. The more detail you can give, the better you show the interviewer that you understand the company. 

7. Interviewer: When can you begin?

a) Candidate: Immediately.
b) Candidate: As soon as you would like me to begin.
Comment: Show your willingness to work! 

8. Interviewer:  Do you have any questions for me?
a) Candidate: What are the prospects (chances) for growth and advancement? 

b) Candidate: How would you describe a typical week/day in this position? 

c) Candidate: What do you like about working here? (Note: I like this question!)
Comment:  Always ask 1 or 2 good questions (“Wh” questions are best)

Entry Level Job Interview Questions: 
1. Please tell me about yourself.
2. Why did you select/choose your college or university?
3. How did you prepare for important tests or exams?
4. What college subjects did you like best? 

5. What college subjects did you like least?
6. Who was your best teacher? (why?)
7. Do you think that your grades are a good indication of your academic achievement? 

8. Do you have plans to continue your education? (i.e. MA, PhD.)
9. What extracurricular activities did you participate in at University? 

10. Why did you choose your major? 
11. Why do you want to work for Walter Gresham? (Use the Ad to answer this)
12. What kind of position are you looking for?
13. Why do you want to be a Lawyer?
14. Why did you leave your last job? (i.e. if you had a job before)
15. What did you like/dislike about your last job? (i.e. if you had a job before)
16. When can you begin if offered a job?
17. Have you completed any Internships? What did you learn from it/them?

18. Do you have any questions for me? 

Assignment: Work in groups of 2 or 4 people (use a notebook)
1) Each person write answers to the first 3 questions (help each other).
2) Practice speaking in pairs (Use your paper to read).
3) Do it again but don’t use your paper to read.
4) Repeat for the next 3 questions (and so on, and so on, and so on…….)
Ask your teacher for help if you need it!
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