CJ< | KIRBYPARTNERS

Executive Guide to Acing
Remote Interviews



Preparing

From our over 30 years
in executive search and
hundreds of debriefs
with hiring authorities,
we know that one of
the biggest mistakes
candidates makeis
failing to do enough
homework before
interviewing.
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In-depth preparation for your interview
will help you make your responses more
effective and relevant to your potential
employer.

Tothoroughly prepare, focus onthese three key areas:
1. The Organization

Your interviewer expects basic understanding of their organization. Frequently they'll ask
questions like these to gauge what you know about them:

« Whatinterests you most about this organization?

« Howdoyourvalues fit with our mission?

« Howdoyoubelieve youcanhelp the organization become more profitable / deliver better
service /become more innovative?

«  Whywouldyouchoose towork for our organization over our competitors?

Inorderto be able to clearly articulate answers to questions like these, make sure youresearch
andunderstand the organization’s:

« Coreservicesandproducts o Culture
« Maincompetitors « Profitability and financial health
« Point(s) of differentiation « Executiveteam

« Plansforexpansionand growth
« Valuesandmission



2.The Industry

If you're interviewing in anindustry that's new
to you, make sure you are wellversedin current
challenges andtrends, as well as where the
industryis headed.

Try these types of internet searches for
industryresearch:

« Healthcareindustry outlook

« Cybersecurity industry overview
« Healthcare trends 2025

« Cybersecurityindustry analysis
« Futureof healthcareinthe U.S.

« Healthcare sectoroutlook

Resources:

In addition to reviewing the organization’s
website, LinkedIn page and other social
media profiles,

check-out:

Indeed Company Pages

Glassdoor
990 Finder

Also, check LinkedInto seeif you have
connections working at your target
company. They can be a great source of
“insider information” onthe company’s
culture.

3. Your Interviewer(s)

Make sure you find a bio or LinkedIn profile for
eachpersononyourinterview agenda.

Inaddition to determining their title, years of
service with the company, andjob history, you
shouldlook forcommonalities you can use to

build rapport.



https://www.indeed.com/companies
https://www.glassdoor.com/index.htm
http://foundationcenter.org/find-funding/990-finder


Ultimately, youneed to convince the
interviewer you have the skills (and desire)
to deliverresults from day one, while fitting
inwith theirunique culture.

Highlight your skills and share your values:

« Carefullyreview the official position
descriptionand draft alist of the skills,
attributes, and work experiences your
interviewer will be seekingin theirideal
candidate.

« Foreachitemonthelist, develop
specific examples (with quantified
results) highlighting your experiences

relative to what the company is seeking.

« |dentify the top 3-5 points (orkey
themes) you need to share throughout
yourinterview to demonstrate you're
a good fit for the organization and
position.

Your interview
success hinges

on how well you
highlight your skills,
share your values,
and show you want
the job.

Show youwant the job:

As mentioned previously, showing

you've done yourhomework is a key part
of conveyingyourinterest. Everyone
believes their organizationis special, so
demonstrate agenuine interestin the
company and position, and ask questions
that show your knowledge and convey
sincereinterestinthe opportunity.

If you're interestedin the position after

the interview, make sure you clearly
communicate your desire to continuein
the process. As part of your “close,” ensure
yourecap your strengths and askif the
interviewer needs additional information
fromyou.



Keep Your Answers to a
Maximum of 90 Seconds.

Failing to be concise inyour answers
cancostyouthejob. Thisisthe second
biggestreason, just behindlack of
preparation, that hiring authorities cite
for cutting candidates.

Whileit'simportant to fully answer the
question, if yourresponse goes on
more than about a minute it's usually too
long.

Ensure you're monitoring the body
language of yourinterviewer as well;
they'llusually start giving you clues
if you're rambling or speaking too
quickly.



Use the PAR technique for answering
behavioral interview questions.

Many interview questions will focus on
experiences fromyour past; to answer
common “behavioralinterview questions”
you'llneedto be able to provide specific
examples of ways you've solved problems,
overcome hardships or dealt with difficult
situations.

While there may not be a “right” answer for
behavioralinterview questions, one of the
aspectsyourinterviewer will evaluate is how
well you structure your answer.

The PAR technique provides an easy
structure for answering behavioral interview
questions. PAR stands for Problem, Action,
Result.

« Startbydescribing the Problemor
situationwas that you had to handle.

« Nextexplainthe Actionyoutookto
address the problem.

« Finally, describe the Result of your
actions and decisions. Make sure to
quantify theresults.

The following are some sample questions
in several of the most common categories
of behavioralinterview questions. Think
throughhow you'd answer them using the
PARmethod. Orevenbetter, answer them
aloudinfront of amirror.

Business Relationships

« How haveyouhandled asituationwhere
you clashed with another senior leader?

« Describe atime whenyou struggled
to develop arelationship with ateam
member.

« Tellmeaboutatimewhenyouhadtodeal
with a defiant subordinate.

Client /Customer Service

« Tellmeaboutatimeyou failedtomeeta
client’s expectations.

« Howdoyouhandle difficult clients?

« Tellmeaboutthe best stakeholder
you've ever worked with and why the
relationship worked so well.

« Tellmeaboutatimewhenyoumisseda
deadline.

Adaptability

« Describeatimewhenyouhadtolead
ateam throughamajor change inyour
organization.

« Tellmeaboutatimewhenyoufailed. How
did you handle the situation and what did
youlearnfromit?

« Whatare the biggest challenges you
face when starting anew job?



Communication

Describe atime whenyouhadto explaina
complicated situation to your superior.
Tellme about a successful presentation
thatyou gave. What made it successful
and how did you know that it went well?
Describe atime whenyou hadto give bad
news to aclient. How did you tell them
and what did you do to make the situation
petter forthem?

Motivation and Values

Tellme about the greatest
accomplishment of your career.

What ways have you found in your current
or previous roles to best motivate your
team?

Describe the bestboss you've ever had.
What qualities did he or she have that you
admired the most?

Reminder:

When you're using examplesin your
answers, always quantify them if
possible.

You can tell yourintervieweryou're a
“fast runner” (forexample) butit paints a
different picture about your dedication
and skill levelif you tellthemyou “runa 4
minute mile.”



Practice your answers to these frequently
encountered interview questions.

Walk me through yourresume.

Thisrequestisaclassic and one you can
definitely anticipate having to address.
Make sure to frame your overall answer
strategically, focusing on emphasizing
skillsand values the employer will

value most. Spend the most time on
areas of your career where you had
significantresponsibilities and major
accomplishments. Asyou progress
through yourwork history, explain your
transitions, emphasizing expanding
responsibilities, promotions, and ways you
deepenedyour skills.

Why do you want to work here?

This is your opportunity to show off

how muchresearchyou did before the
interview. Be specific about certain
aspects of the company that youreally
like andrespect. Forexample maybe you
admire the organization’s "Most Wired”
status and advancesin telemedicine. Or
perhapsyouvalue acompany’'s community
involvement and you noticed ontheir
Facebook page thatemployees dedicate
one Saturday a monthto serving breakfast
atalocalhomeless shelter. Whateveritis
that you like about the organization, be
sincere and specific; focus onthe value
you'llbring to the organizationratherthan
what'sinit foryou.

Describe your management style.

Highlight your best leadership qualities and
the value your experience and knowledge
willbring to ateam. Provide examples of
how you've coached team members to
help themaccomplish their goals and
reachnew levelsintheir careers. To give a
more dynamic view of your management
style, describe a difficult situation with

a subordinate that you were able to
overcome. Demonstrating your problem-
solving abilities and that you're willing to
go above and beyond foryouremployees
will show that you are a team playeranda
strongleader.

What are your greatest strengths and
weaknesses?

When discussing your strengths, tailor
themto theresponsibilities outlinedin
thejob description. When it comesto
your weaknesses, don't mention anything
that wouldreflect poorly onyour ability

to handle thejob. Also, be sure toinclude
what you're doing to strengthen these
skills to show that you understand your
weaknesses and willwork to improve them.
Forinstance, if you struggled earlierin your
careerwith public speaking, talk about
how you've enrolledina Toastmasters
group and the ways that’'s made you more
comfortable speakinginfront of a group.



Why do you want to leave your currentjob? Why should we hire you?

Tread carefully here. It probably Put onyour “salesperson hat” to answer
goeswithout saying, but thisisnotan this question. Based onwhatyou've
opportunity to bash your current employer, gathered fromyourresearchinto the
team members or position. Anegative organization, the executive team, the job
attitude willmake you look unprofessional descriptions and theinterview process,
orimmature. Stay positive and explain that whatisit that you know you can provide
youreally enjoy your current company to the organization? How can your unigue
and position, however, you're looking for skillset bring about positive change

new challenges and new opportunities for within the organization? Explain how your
growth that you believe this organization qualifications and experience make you
and position can provide. Be specific the absolute best fit for this position.

about how you think thisjob will help you
accomplish your goal of adding value for
their organization.

Where do you see yourself in five years?

This canbe tricky for executive interviews,
particularly if you're interviewing for
ajobthatisalready at the top of the
department. Keepinmind that companies
look forlongevity in their executives.
Turnoverin the C-suite can mean chaos
fortherest of the company. Rather than
focusing your answer solely on yourself
and your own goals, focus more on

how you want to help an organization
accomplishits goals. Forexample, you
could say thatin five years, youwant to be
part of aleadership team that has helped
an organization achieve unprecedented
growth and levels of innovation.



Have 3-5 good questions prepared to ask

your interviewers.

Questions you may want to consider
include:

The Position & Expectations

« Whyisthepositionopen?

«  Whatisthe history of the position?

« Howwillyoujudge successfor
someone inthis position?

« Whatare somekey projects this
positionwillbeleading?

« Howdoesthispositionfitinwith the
goals of the organization as awhole?

« Whatareyoulookingforinanideal
candidate?

« Whatare the dynamics of the team this
positionwill be leading?

« Whatare therelationships like with the
key stakeholders I'd be working with?

« Whatarethetop priorities for someone
coming into this position?

« Whatdoyouexpectthe personcoming
into this position to accomplishin the
next sixmonths? What resources are
available to accomplish these projects?

« What opportunities might Ihave to
contribute to the organization?

« Howdoyouseethe positionevolvingin
the future?

« Whatdoes careerprogressionlooklike
atyour organization?

The Organization

« Whatare the organization’s top
strategic priorities for the next five
years?

« Howdoestheworkof the department fit
with the mostimportant organizational
goals at thistime?

« Whatdoyoufeelisthe organization’s
mostimportant assetand why?

« Whatisthe organization’s missionas
you seeitandtowhat extent has the
organizationrealized that mission?

« Howwouldyoudescribe the culture of
the organization?

« Whatdoyoulike about working here/
what makes you stay here?

« Howdoesthe company planfor(or
react to) change?

Next Steps

« Whatarenext stepsinthe hiring
process?



Plan ahead if you have potential

“red-flags” in your background.

If you've beenlet go or fired froma position, reliable employee who candeliverresults
orhave large gapsinyouremployment soyou'llneedto offer convincingrationale
history, think through how you'lladdress foryourjob changes.
these ahead of time. You'llwant to be
honestand upfront, and positive in your This should go without saying, butit's come
responses. up enoughthatwe needtosayit. Don't

be tempted to bluff yourway through an
If you've moved jobs often or stayed with interview question. Honesty and integrity
employers forashort time, expect to be are two of the mostimportant values that
asked aboutit. Your potentialemployer hiring managers are looking forin their

wantsreassurance thatyou're a stable, executives.



Interviewing

Your goal forvideo
Interviews is to convey
the value you canadd
to the organization and
forge aconnection
with yourinterviewers
soyou'reinvitedinfora
face-to-faceinterview.



You only get one
chance to make a

first impression, so
prepare carefully and

pay careful attention to
your technology set-up.

It canbe nerve racking to come up with
anecdotesforbehavioralinterview
questions and otherresponses onthe spot,
so write some notes about the company,
your background, and questions you'll likely
encounter to help you succeed during the
firstrounds of your interview.

Learnto acevideointerviews to give
yourself a huge advantage—fewjob
candidates excel at video interviewing.
We have seenjust about every possible
mistake made from candidates sittingin

-

front of highly distracting backgrounds
(like atable piled with kids' toys) to surprise
appearances by family members.

Also, make sure you prevent technical
issues during video interviews by setting

up your equipment properly and testing
everything ahead of time—that way you can
focus solely onyour performance.



Mastering your technology and set-up is
key to interviewing effectively on video.

Choosealocationinfront of ablank
wall or bookcase so your background
iscleanandfree of clutteror
distractions. Do notsitinfront of a
window as this will cast a shadow on
yourface.

Place yourlaptop orcamera atleast
anarm’slength away and positioned
so the camerais slightly higher than
yourhead (use canuse a stack of
books if needed). Your camera should
be at the height of the top of your
head and pointed down into your
eyes.

Setatalllamp next to your computer
ontheside of yourface that youfeel
is your better side. Adjust the lamp so
itisinline with and slightly behind your
computer andthe light falls nicely on
your face.

Toaddsome filllight onyourface,
put a piece of white posterboardora
white tablecloth on the table you are
sitting at (ideally making sureit can't
be seeninthe frame).



If your connection speedistoo slow,
there’'sahigh chanceyourvideois
goingtolook pixelated and you'll
experience audio delays. If you type
‘internet speedtest” into Google
andthen click “run speed test” you
canmake sure your connectionis fast
enough.

If your connectionis slow, you may
needtouseyourcellphoneasan
internet hot spot to ensure adequate
speed. Anotheroptionistoinvestina
mesh Wi-Fisystem like Google Wifior
Amazon's Eero that lets you connect
multiple wireless access points
togetherto ensure you have a strong
connection throughout your home.

Testthevideo-conference platform
ahead of time. Frequently you willhave
to download adriver orapp torunthe
video-conference program. Do this
before your scheduledinterview time
soyouarenotlate.

Most built-in microphones onlaptops
have pooraudio quality, you'll likely
needtowearanoise-cancelling
headset with a built-inmicrophone
oruse anexternalmicrophone. Have
atestcallwith afriend to make sure
your audio sounds good and make
adjustments to your set-up if needed.

Reminders:

Firstimpressions matter, so always wear a
suit foryourinterview.

Lock the doorto the room to make sure
no roommates, family members, children,
or pets enter during the interview.

Make sure you smile.

Enthusiasmis key; ensure you can easily
articulate why you are excited about the
company and the position.

Try to address each personinthe
conference.

Turn off or silence your cell phone, tablet
and any other devicesinthe room.

Keep in mind that connections can be
delayed, so pause for afew seconds
when the interviewer finishes speaking to
avoid talking over them.

If using a mobile phone app, be sure to
use a tripod or stand to avoid shakiness
that occurs when hand holding your
phone.



Showcase your soft skills

Avideointerviewis an opportunity to showcase the other skills that make younot only an
effective leader, but also the type of leader people in the organization will want to work with.
These “soft” skills can mean the difference between getting the position or not gettingiit.
Consideryourvideo interview to be the perfect time to demonstrate that you have these

abilities:
Listening

When the interviewer describes anaspect
of the position ora problem the company
needstosolve, canyouactively listen,
comprehend theissue, and show that you
understand it?

Communication

How effective acommunicator are you?
Are you able to speak and write in concise,
easy tounderstand sentences? These
types of traits are often conveyed during an
interview. When you're interviewing, you'll
want to speak clearly and slowly so your
interviewerunderstands you.

Bodylanguage

Do you have confident, professional body
language? During video interviews, it also
helps to adopt a positive demeanor and
smile when appropriate. Sit up straight and
nod to show recognition.

Adaptability

Yourvideo conferencing app may not work
whenyouneeditto. Don't get flustered by
these types of issues. If something does
happen, adopt anunflappable attitude that
will show yourinterviewers how you're able
to “rollwithit” even when things don't turn
out as expected, turning anegativeinto a
positive,

Leadership

Ifacompanyislookingatyouforan
executiverole, they want to know that you
canassess the organization’s capabilities
atahighlevel, and eitherkeepit steering
ontheright course orprescribe how to get
itthere. That's why you'llwant to show up
to the interview with some sort of strategic
planinplace foryour position. It might not
be fleshed out until you understand more
about therole, but companies will want
someone who's forward-thinking.

These types of skills can help give you an
edge, showing that you're well-equipped to
succeedintherole.
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