=> Ill. To Succeed in the Screening Process

Interviews and Group Discussions

1. What are Interviews?

An interview is where the company is meeting the candidate for the first time. For an applicant, it's their
first step into working society in seeing whether a company is right for them or not. For companies, it's
an opportunity to gauge the applicants on whether or not the person would be right for the company.
While the time is short, it's a crucial period of time for both parties to get to know each other.

2. Leading up to an interview
(From registration until you leave the building)

(@ At Reception

V

@ In the Waiting
Area
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(® Entering the
Interview Room
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@ Introducing
Yourself

® Sitting Down

(® Leaving the
Interview Room
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You start being evaluated the moment you w

enter the building. At the reception, state

your name, major, university, and that you

are there for an interview. Speak clearly and

show your eager attitude. However, also be

mindful of your manners so you may leave a

good impression. -

While you wait, display your professionalism and avoid talking to others in
a loud voice. Use the time to quietly go over your interview answers such
as your reason for applying to a company, etc.

Knock on the door three times and enter quietly once you have heard a
repIy Maintain a straight posture and once you enter the doorway, say

r?&?Lbiﬁ'J Shut the door afterward and face the interviewers again to
give a bow.

~ @ Stand beside the chair (in Japan, the top senior
P authority sits furthest from the door, so you, as the
youngest, need to sit closest to the door. If given the
choice of where to sit, choose the seat closest to the
door you entered) and greet the interviewers with a

. quick self- |ntroduct|on (university, major, and name)

and [&> b(blﬁﬁb\biﬁj If you are carrying a bag,
place it beside the chair before introducing yourself.

~

L]

Wait until the interviewer asks you to take a seat with I'ZE»}%}

[F<12EL)]. Once you have been invited to sit, say |’9€?~L
L& 9 ] before sitting. Maintain a straight posture and keep
your hands on your knees. In Japanese society, males can sit
with their legs slightly apart but females should sit with their
knees together (?).

e8!

After the interview is over, stand beside your chair and give your thanks
with [G5DHES EELVE Uzl and bow (remember to smiIe!Z. When you

2hu
reach the door, face the interviewers again and say a final [5<tLULZE 9|
and bow before quietly leaving the room. You cannot relax just yet until
you leave the building. As you leave, remember to thank the receptionist
as well with [DOHESTEVE L]
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3. What will | get asked during the interview?

The two main things that a company wants to clarify during an interview are: @ why do you want to
work for them and @ what kind of person you are.

In order to be able to answer these questions effectively, you need to have completed thorough research
into the company / industry and also conducted a deep self-assessment. By doing both of these things,
you should be able to confidently say what kind of person you are and exactly why you want to work at

the company you are applying for.

What you will probably be asked at interviews
Why do you want to work for us?
Tell us about yourself / why should we hire you?
What are your strengths and weaknesses?

What are your biggest and most important experiences
during university life?

What is the biggest difficulty you've faced in your life
so far? How did you overcome it and what did you
learn from the experience?

Give an example of a current affairs that concerns
you.

What do you hope to be 10 years from now and why?
What type of a university is APU?
Why did you choose to study at APU?
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Overselling yourself or sucking up will not lead to good results. The key to success is being able to keep

the conversation going and selling the “true you”.

Tone of { BodY
velEs language

38% | 95%

Language
(what you say)

7%

Taken from Mehrabian’s 7-38-55 Rule of Communication

* Even though you need to be yourself in selling the “true you,” you still have to make a good first
impression in the time allotted. According to the Mehrabian Rule, 90% of a first impression is through
tone of voice and body language. Your attitude and how you are dressed are therefore very important
but is not the key to a successful interview. Based on how you answer the questions in conveying
your communication skills, proactiveness, character, motivation, etc. will thus influence the outcome
of the interview. Being able to balance all aspects when selling yourself will increase your chances of

passing the interview.
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4. Interviewing Etiquette

1. Before the interview: Make sure to double-check where you are going and how you are getting
there. Give yourself extra time to arrive before the start of the interview. Being late to an interview is
unacceptable. If due to some unforeseen circumstances you are going to be late, you must contact
the company to explain why you will be late and an estimated time of arrival. Even if you decide not to
undergo the interview, you must contact the company beforehand. This is a matter of professionalism
as failure to do so will leave a bad impression on the university, which would also affect other students
and alumni affiliated with the university.

2. At the interview venue: The interview starts from the moment you enter the building and only ends
once you leave the building. Your professional behavior will be constantly be checked by company
staff so make sure to always be polite and mindful of your actions.

3. During the interview: There is a saying that you always start and end with a greeting. The first
impression that you leave with the first greeting often decides the outcome of the interview. Being
able to give a greeting with energy, giving clear answers while looking at the interviewer straight at the
eye, etc. will thus leave a positive impression. Being nervous is a given, and you will make mistakes
and stumble, so allowing yourself to calm down with a [g&&F Al to the interviewers and then
focusing on conveying what you want to say will help you overcome.

4. After the interview: Do not lose focus and maintain your professionalism until you reach the nearest
station. Do not go straight outside and light a cigarette or get on your phone to talk with friends as you
may still be noticed by the company then as well.

Advice from APU alumni

[Interviewing Tips] [Preparing for an Interview]
Don'’t ever be late. Practice answers in front of someone to make sure
Remember that you are being judged from the moment you aren't talking for too long and that you are easy to
you walk in the building to the moment you leave. Be understand.
polite and courteous at all times. Read your rirekisho and Entry Sheets out loud over and
Emphasize and expand on the keywords and main over again.
points you have made in your rirekisho and ES. Start your answer by stating the take-aways.
Act naturally. Look at the other person in the eyes when Study and practice your Japanese so you can use
talking. Smile. Be mindful of the volume of your voice. polite and honorific terms correctly and naturally.
And most of all, be confident.
Try not to talk too fast.
Give clear responses to questions.
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5. Types of Interviews
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The most common interview used to learn more
about an individual. Practice your answers
beforehand in regards to your reasons for applying
to a company, what your strengths/weaknesses are,
etc., so you may answer with ease and confidence
when it comes up in the interview itself.

L)

A group of applicants is placed together and each take
turns to answer the same questions. The purpose of this
type of interview is to compare applicants against each
other. Therefore, you do not receive much time to talk. It's
ok if you have the same answer as your fellow applicant
as long as you are able to still stand out as an individual.
How you behave while others are talking is also important
and judged! Therefore, stay focused even when others are
speaking during the interview.
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A group of applicants is assigned a set topic to
discuss over an allotted period of time. You are
judged on whether or not you are fit for the company
based on how much you contribute to the group, your
communication skills, your level of proactiveness,
etc.

You give a presentation in front of interviewers based
on a pre-set topic that you receive on the day of or prior.
You are judged based on your problem analysis, logic,
presentation skills, etc.
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Similar to individual interviews but through video calls
such as Skype. They eliminate transportation and
accommodation costs in allowing the interviewer to
see the applicant’s face even if they are far away. As
the location for the calls is not set, they usually occur
at home. However, prior preparations are crucial
in order for the interview to go smoothly, such as
creating a quiet environment, checking your internet
signal, etc.
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[What are Group Discussions?]

Group discussion is a type of interview in which a group of students is set a topic to discuss and have to reach
a conclusion within a set period of time. What companies look out for here is your “interpersonal skills” such
as cooperativeness, leadership skills, communication abilities, as well as “individual skills” such as logical
thinking and level of knowledge. Through observing your actions within a group, a company will pick out which
applicants they would then want to work with.
(1) What are “interpersonal skills’?
able to listen to and accept other’s opinions (particularly those that do not match your own)
refrain from making statements that are personal attacks on another person such as their character
able to take leadership in a situation when needed
able to build open communication, particularly with people that you are meeting for the first time
able to use proper honorific language
(these skills come into play in your everyday life, such as when you are interacting with friends, family, classmates,
professors, coworkers/customers at your part-time job/internships, etc.)

(2) What are “personal skills”?
knowledgeable about general economics and business management
able to apply your university studies in real-life situations
can bring your individual ideas to any situation
able to structure your thoughts and arguments logically
able to understand and accommodate between differing opinions
able to identify challenges/issues and problem-solve
(these skills are developed from thinking critically on the information you receive such
as through books, news, magazines, etc. Always question and strive to learn more!)

Advice from APU alumni

[Group Discussion Advice]

Make sure the ‘objective’ of the discussion is clear.
Figure out your ‘role’ in the group and.

be flexible.

Listen carefully to what others say, respond, and
clearly state your own thoughts and ideas.

Speak in a cheerful and polite manner.

Pay attention to people in the group that aren't't saying
much. Try to include them in the discussion.

Share your knowledge with the entire group.

Each group discussion is a once in a lifetime experience.
Try to enjoy them.

Try not to make yourself stand out for the wrong reasons.
Don't overdo it. Be yourself.

Remember the importance of teamwork.

Actively participate in the discussion.

Make sure a conclusion is given within the allotted
time frame.

Try to arrive at a conclusion that the whole group is in
agreement with.

The small talk and chatter before the discussion starts
is also important. Try to break the ice before discussion
begins.

[Skype Interviews]

There are an increasing number of companies using Skype to conduct interviews. Skype interviews connect
companies with applicants in distant locations and save on both travel time and money.

However, Skype interviews often don't specify a set location, and in many instances they are conducted from the
applicant's home. If you are faced with a Skype interview, make sure you take into account the following points.

Attire Despite it being at home, it is still an interview. Take care of your appearance and dress in formal business attire.
SIS Look around to see what will be visible on the camera. A messy room or strange posters on the wall will not make
% | a good impression! Clean up well before the interview.
Lightin If the room is too dark, the interviewer won’t be able to see your face properly. Make sure there is enough light and
9NtNG | check with your camera before the interview is set to start.
Micronhone / Check the volume level of the microphone and make sure there is no background noise. If there is noise
backproun 1 interference, you will need to do some sound-proofing or change locations. If you have family or other people in
so?md the house, explain to them in advance that you having a Skype interview and ask that they be quiet during that
time.
?ﬁ':qee‘;? Check the camera to make sure your face is clearly visible. Try not to look at the computer screen itself. Looking
i down at the screen and not at the camera (the interviewer’s line of vision), won't give a good impression.
Mobile | Make sure you turn off your mobile phone before the interview starts. Even though you are at home, don’t get too
phone | relaxed!

3% If you use your computer for chat or messaging, make sure you turn notifications off before the interview.
% If you can, we recommend having a practice run on Skype with a friend.
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