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A b o u t  B O B
S e a r c h
For  over  40  years ,  Boy le  Ogata
Bregman (BOB Search)  has  been
Br ing ing  Leaders  to  Smart
Companies  wi th  the  Ar t  &  Sc ience
of  our  un ique Per formance-Based
Search System.  Our  Science  i s  in
prec i se ly  ident i f y ing  c r i t ica l  resu l t s
needed f rom the  new h i re ,  locat ing
prospects  wi th  exact ly  the  r ight
background ,  and p inpoint ing  the i r
spec i f ic  capabi l i t y  to  produce the
outcomes  you des i re .  Our  Art  i s
appl ied  through s t rateg ic
partner ing  -  unders tanding you ,
your  organizat ion  and cu l ture .  Th i s
ensures  not  on ly  that  the  new
execut ive  can per form,  but  i s  a l so  a
great  f i t  in  your  company  for  the
long term.  

Smart  companies  know that
super ior  ta lent  acquis i t ion  he lps  to
increase  revenue ,  pro f i tab i l i t y ,  and
market  share .  The  "A "  p layers  we
place  improve  everyth ing  they
touch .  I t  i s  not  jus t  about  f i l l ing  an
opening -  g reat  h i r ing  i s  about
tak ing  your  company  to  the  next
leve l .  BOB Search  i s  dr i ven  to  he lp
our  c l ients  succeed .  We are
pass ionate  about  he lp ing  you
achieve  your  goa ls .  We apply  our
energy ,  exc i tement ,  exper ience ,
and technology  to  our  pro jects ,  to
enhance leadersh ip  per formance at
your  company .  

Exce l lent  execut ive  search  must
produce an  outs tanding h i re  who
wi l l  pos i t i ve ly  impact  your  bottom
l ine .  

B R I N G I N G  L E A D E R S
T O  S M A R T
C O M P A N I E S



These  too ls  fo r  e f fect i ve  interv iewing have  been
compi led  over  40  years  and are  o f ten  based on
mistakes  prev ious  candidates  have  made in
interv iews .  We hope the  fo l lowing t ips  wi l l  ensure
your  interv iew exper ience  be  a  success fu l  one .

BOB SEARCH -  INTERVIEW TOOL BOX

o v e r v i e w

Quest ions  that  a re  Easy
Quest ions  that  Stump
You
Strengths  &
Weaknesses
' I '  Versus  'We '
Job Change Quest ions
Why Do You Want  Th is
Job?
What  To  Ask  The
Employer
Discuss ing  Money
Clos ing  The  Discuss ion

w h a t  w e  rev iew

Customer  V i s i t  Mindset
Bui ld ing  Rapport
Rehearsa l  i s  V i ta l
Te l l ing  Bus iness  Stor ies
High Data  vs  Low Data
Beginning  the
Conversat ion
The V ideo  Interv iew
The Panel  Interv iew
Si tuat iona l  &
Behav iora l  Quest ions
Do the  Job To  Win  The
Job
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BOB SEARCH -  INTERVIEW TOOL BOX

Typica l l y ,  in terv iewees  a re  react i ve ,  humble ,  modest ,
pos i t ioned 'one-down'  f rom the  interv iewer .

People  v i s i t ing  the  customer  a re  proact ive ,  conf ident ,
proud ,  engaging ,  equal  to  the  customer ,  and able  to
take  charge  o f  the  conversat ion  when requi red .  

Posit ion yoursel f  to  be an equal  to  the
interv iewer ,  not  one step down.  

Think  o f  the  conversat ion  not  as  an  interv iew,  but  as  a
Customer  V i s i t .  You are  the product .  Represent  the
product  wi th  pr ide ,  conf idence ,  and port ray  the
"benef i t  to  the  buyer . "

c u s t o m e r  v i s i t  mindset

IDENTIFY WHAT BENEFITS THE CUSTOMER
NEEDS FROM THE PRODUCT,  AND THEN MAKE
SURE THEY ARE CONVINCED THAT YOUR
“PRODUCT FEATURES”  WILL MEET THEIR NEEDS.
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bu ild ing  r a p p o r t

I f  Face-to-Face:  Look
around the  o f f ice ;  d i scuss
the  th ings  you  see  that
create  commonal i ty .  

I f  V i r tual :  Remain  aware
of  keeping  eye  contact .
When answer ing
quest ions  or  speak ing ,
look  d i rect ly  a t  the
camera .  

Addit ional  for  In-Person:
Watch body  language and
fac ia l  express ions .  Use
nonverba l  s igna ls .  Ad just
and a l ign  to  c reate
rapport .

I f  Phone:  L i s ten  care fu l l y
-  imagine  you are  ta lk ing
to  a  f r iend or  a  customer
you l ike .  Use  tone ,
in f lect ion ,  and pac ing  to
a l ign  wi th  the  other
person .

BOB SEARCH -  INTERVIEW TOOL BOX
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

r e h e a r s a l  i s  v i t a l
DON'T  RELY ON AD LIBBING

THINK OF A T IME YOU HAVE
WATCHED AN ACTOR IN A
PLAY OR A MOVIE ACHIEVE
A TOTALLY NATURAL
PORTRAYAL OF THE
CHARACTER.   THE WAY
THAT IS  ACHIEVED IS
THROUGH REHEARSAL.

TO COMMUNICATE IN A
NATURAL,  ARTICULATE,
AND COMPELLING MANNER:

PREPARE:
 Prepar ing  these  s tor ies  and
rev iewing them in  your  mind -
even one day in  advance  -
w i l l  enable  you  to  come
across  s t ronger ,  and leave  a
more  favorable  impress ion .

P lan  what  you  wi l l  say .

Rehearse  i t  in  your  mind
(or  even out  loud)  to
prepare .
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Be prepared to  i l lus t rate  how you can ach ieve  the
ro le ' s  Per formance Object i ves  wi th  s tor ies .

Bu i ld  8- 10  s tor ies  a round spec i f ic  accompl i shments
or  major  events .  

Make  sure  your  s tor ies  show key  leadersh ip  sk i l l s
that  may  be  asked in  a  "behav iora l "  in terv iew:
in i t ia t i ve ,  dr i ve ,  p roblem-so lv ing ,  managing others ,
dea l ing  wi th  s t ress ,  dea l ing  wi th  miss ing  a  goa l ,  e tc .  

Must  be  conc ise  –  1  minute  /  7  sentences  long .

Must  g ive  concrete ,  spec i f ic  examples  o f  what  you
did  –  no general i t ies !

REHEARSE .

The  more  recent  the  bus iness  s tory ,  the  better .

Bus iness  s tor ies  a re  key  to  show your  past  exper ience
and capabi l i t y  to  ach ieve  the  Per formance Object i ves
needed in  the  ro le  you  are  interv iewing for .

t e l l i n g  b u s i n e s s  s t o r i e s
STRUCTURE A BALANCED NARRATIVE

End
Result
2 Sentences

Within six months, the program
was back on track, with the
customer happy and change
orders in place for legitimate
extras. As a result, I became known
as a change agent and was put
into two more turnaround
situations. 

Beginning
Situation
2 Sentences

As chief engineer, I was asked to
turn around a troubled program.
The customer was unhappy, we
were behind schedule, there was
scope creep, and cost overruns. 

Middle
Action
3 Sentences

I had the team review the
requirements and find the
problem areas. We formed a
problem resolution team that met
daily to ensure progress. We also
implemented a more rigorous
gated approval process to
eliminate scope creep.

B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X
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The higher  up  the  food cha in  you  are
interv iewing ,  the  more  s t rateg ic  and “ low
data ”  the  interv iewer  tends  to  be .    I f  you ’ re
interv iewing wi th  a  Board  Member  or  a  CEO,
keep th ings  s t rateg ic  and “ low data ” .

The  lower  in  the  food cha in  you  are
interv iewing ,  the  more  tact ica l  and “high
data ”  the  interv iewer  tends  to  be .    I f  you ’ re
interv iewing wi th  a  Manager  or  an
indiv idua l  cont r ibutor ,  keep th ings  very
deta i led  and “high data ” .

Cer ta in  funct ions  tend to  be  more  “high
data ”  than others .    Account ing  /  F inance ,
Engineer ing ,  and Qual i ty  tend to  skew
toward the  “high data ”  s ide .    People  in  the
C-su i te ,  and Sa les  &  Market ing  tend to  skew
toward the  “ low data ”  s ide .

You never  know what  the  interv iewer  i s
go ing  to  be  l ike ,  so try  th is  t r ick :  the  f i r s t
quest ion  you get  asked ,  g ive  a  conc ise ,  “ low
data ”  response  and ask  the  interv iewer ,
“Where would you l ike  me to  expand and
go into  more detai l?”    The  “high data ”
people  wi l l  jump a l l  over  i t .

I f  you  g ive  a  “ low data ”  person too  much
informat ion  you r i sk  be ing  tuned-out .    I f  you
give  a  “high data ”  person too  l i t t le
in format ion ,  they  tend to  ask  fo l low-up
quest ions  (because  they  want  more  data ! ) .  
E r r  on  the  s ide  o f  them be ing  “ low data ”
and ask  the  fo l low-up quest ion  above  to
gauge how much data  and deta i l s  you
should  be  prov id ing .

B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

h i g h  d a t a  v s  l o w
d a t a  I n t e r v i e w e r s

INTERVIEWERS CAN
GENERALLY BE
GROUPED INTO 2
CATEGORIES :  
HIGH DATA  AND LOW
DATA .
 
A  HIGH DATA
INTERVIEWER
WANTS A LOT OF
INFORMATION AND
DETAIL .
 
A  LOW DATA
INTERVIEWER JUST
WANTS THE
PUNCHLINE,  THE
SUMMARY.
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1 .  In terv iewer  wi l l  g i ve  you  an
overv iew of  company ,  ro le ,
h i s /her  ro le .

2 .  In terv iewer  may  ask  you  a  very   
genera l  quest ion .  Perhaps
co l lect ing  h i s /her  thoughts ,
re f resh ing  themselves  on  your
paperwork ,  o r  buy ing  a  minute  or
two to  get  ready .

3 .  S tar t s  the  d i scuss ion  wi th :

“Tel l  me about  yoursel f”    
S teer  the  d i scuss ion  toward
one o f  the  ob ject i ves -   [ I ’ l l  be
happy  to  te l l  you  everyth ing
you ’d  l ike  to  know.    Sha l l  I
s ta r t  wi th  my customer
exper ience ,  o r  my technica l
s ide?]

“Give  me an overv iew of  your
background”  
In terv iewers  ask  th i s  because
they  e i ther  haven ’ t  read your
paperwork  or  to  see  i f  you  can
te l l  a  conc ise  s tory .  P repare  a
three-minute  overv iew and
just  h i t  the  h ighl ights .



NOTE :  In i t ia l  quest ions  a re  NOT
an inv i tat ion  to  ta lk  fo r  10- 15
minutes  –  be  conc ise !

BOB SEARCH -  INTERVIEW TOOL BOX

b e g i n n i n g  t h e  c o n v e r s a t i o n
THE INTERVIEW WILL L IKELY START IN ONE OF
THREE WAYS:
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BOB SEARCH -  INTERVIEW TOOL BOX

t h e  v i d e o  c o n f e r e n c e
i n t e r v i e w
HOW TO PREPARE AND EXECUTE

VIRTUAL INTERVIEWS ARE
BECOMING THE NEW
NORMAL.  CONSIDERATIONS
FOR A SUCCESSFUL
VIRTUAL  INTERVIEW:

TEST YOUR TECH

CHECK YOUR SURROUNDINGS

BUSINESS ATTIRE RULES
STILL  APPLY

AWARENESS OF BODY
LANGUAGE
 

Per form a  tes t  o f  your  equipment
and ensure  a l l  so f tware  i s
ins ta l led  and updated .  Ensure
v i sua ls ,  audio ,  l ight ing ,  and
internet  speed are  opt imal .

Set  up  a  pro fess iona l ,  min imal
background wi th  reduced c lut ter
or  potent ia l  d i s t ract ions .  Ensure
ambient  no ise  i s  reduced and
windows are  c losed .

Show your  pro fess iona l i sm and
dress  accord ing ly .  Avo id
dis t ract ing  pat terns  that  may  not
show up wel l  on  the  screen .

Cor rect  body  language matters .  S i t
up s t ra ight ,  face  your  camera ,  and
keep lens  at  eye  leve l .  Look
di rect ly  into  the  camera  when
speak ing .
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BOB SEARCH -  INTERVIEW TOOL BOX

Pan your  gaze to  each of
the panel ists .  Of ten
t imes  there  i s  1  person
who i s  g iv ing  a  lo t  o f  non-
verba l  feedback  (nodding
the i r  head in  agreement ,
tak ing  the  lead on
quest ions )  and i t  can
become easy  to  “ lock- in ”
on  that  person .

Engage .  I t  i s  important  to
engage the  person who i s
g iv ing  you the  least
amount  o f  feedback  ( the
quiet  person on  the
panel ) .    You  must  act i ve ly
engage them and br ing
them into  the
conversat ion .

t h e  p a n e l  i n t e r v i e w

IF  YOU ARE INTERVIEWING WITH A
PANEL ( I .E .  MORE THAN 1  INTERVIEWER)
IT  IS  IMPORTANT TO TAKE NOTE OF THE
FOLLOWING:
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

S i t u a t i o n a l  q u e s t i o n s
"SOME OF OUR PEOPLE DON'T  DO 'X , '  

HOW WOULD YOU GET THEM TO DO THIS?"

WHAT TO EXPECT:
Interview has the 'right' answer in
mind. 

HOW TO ANSWER:
Give it your best shot, then 
seek validation of your answer:

"How does that fit with how you 
want that handled?"

"Would that align with your
approach?"

You may have a second
chance to give the

'right' answer - you've
handled situations

more than one way!

The main  theme of  your  responses  in  an  interv iew must  be
your  ab i l i t y  to  ach ieve  the  employer ’ s  ob ject i ves .    I f  you  are
work ing  wi th  us ,  you  have  a  Per formance-Based Pos i t ion
Prof i le .  Look  at  those  ob ject i ves  pr io r  to  your  interv iew and
th ink  o f  s tor ies  that  re late .

d o  t h e  j o b  t o  w i n  t h e  j o b

Show the employer how you can DO the job,  
you are more likely to WIN the job.

REMEMBER  -  keep your  answers  focused on the
achievement  o f  spec i f ic  resu l t s .  Avo id  “how to ”  and focus
on what  you  have  actua l l y  "done . "

ALL RIGHTS RESERVED -  MAY NOT BE REPRODUCED OR RETRANSMITTED



Imagine  you sa id  no ,  and were  asked these  fo l low up
quest ions  (which  are  un l ike ly  to  be  asked) :

1 .  Te l l  me what  you  know or  what  you  have  
exper ienced wi th  ‘X ’ .




2 .  I f  ‘X ’  were  par t  o f  your  job ,  could  you manage i t ?



3 .  Why  are  you  conf ident  o f  that?

When asked th i s  quest ion ,  g ive  the  d i rect  answer :
( "No ,  I  have  not  done that  in  my career ” )  fo l lowed by
answers  1 ,  2 ,  3 .



Portray  your  capabi l i ty  to  do i t !

B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

q u e s t i o n s  t h a t  s t u m p  y o u
"HAVE YOU BEEN RESPONSIBLE FOR
MANAGING 'X '?"

In  the  course  o f  an  interv iew,  you  may  be  asked a  quest ion
where  you  fee l  you ' l l  have  no  i s sue  handl ing  or  a re  wel l -
equipped to  manage .  You ' re  natura l  response  maybe :

"Yeah,  that 's  no problem,  I  am total ly  comfortable  with
that . "

That ' s  not  an  acceptable  response .  I f  you ' re  asked something ,
i t ' s  because  the  interv iew needs  to  unders tand your  exper ience
or  comprehens ion  o f  the  i s sue .  Brush ing  o f f  these  quest ions  can
appear  a r rogant  and vague .  

Put  yourse l f  in  the  interv iewers  shoes  and expla in  why :  why  you
are  so  comfortable  and what  in  your  background would  make
you accompl i sh  th i s  task  wi th  ease .  

Take something that  you have done f rom the past  and
translate  i t  to  how that  wi l l  help  you in  the future .  

q u e s t i o n s  t h a t  a r e  E a s y
EXPLAIN WHY YOU ARE CAPABLE-  
WITHOUT BRUSHING OFF THE QUESTION.  
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

s t r e n g t h   v s  w e a k n e s s

w e a k n e s s e s

In terv iewers  a re  not  t ry ing  to  d i scover  your  fau l t s ,
they ’ re  t ry ing  to  determine  how  se l f  aware  you  are .
Th ink  o f  your  las t  per formance rev iew and d iscuss  a
topic  that  you  have  worked on and improved :

“A couple  of  years  ago i t  was pointed out  to  me
that  I  could  be stronger  at  ______ .”

[Descr ibe  the  act ions  you  took ,  and how you fee l  you
might  be  better  a t  th i s  NOW ] .  

This  shows personal  growth,  development ,
improvement ,  etc .

DO NOT use  c l ichés  l ike  “ I ’ ve  been ca l led  a  workahol ic ” .
DO NOT vent  about  a l l  your  fau l t s  –  i t  i s  an  interv iew,
not  therapy !

S t r e n g t h s

Discuss  your  strengths  f rom a  th i rd-party  perspect ive :

This  increases  c red ib i l i t y  and enables  you  to  d i scuss  your
s t rengths  wi th  even greater  conf idence .

My boss  has  to ld  me I 'm ________ .
My team has compl imented me on being ______ .
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

Interv iewing is  not  the t ime for  that .    You  must  take
credi t  fo r  the  spec i f ic ,  tang ib le  act ions  that  you  were
respons ib le  fo r .

G ive  c red i t  to  the  team when i t  was  t ru ly  a  team
ef for t .    And take  c red i t  fo r  your  spec i f ic
accompl i shments .

I f  you  use  “we”  too  f requent ly ,  in terv iewers  wonder
how much you are  capable  o f  and how much you need
to  re ly  on  others  to  get  th ings  done .

' I '  V e r s u s  ' w e '

A S  L E A D E R S ,  W E  A R E  T A U G H T  T O  B E
H U M B L E  A N D  S E L F - E F F A C I N G ;  G I V I N G
C R E D I T  T O  T H E  T E A M  I N S T E A D  O F  O U R
I N D I V I D U A L  Q U E S T I O N S .  
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

J o b  C h a n g e  Q u e s t i o n s

Enthus iasm &  interest  in  the  company  goes  a
long way !

Do not  p lay  'hard  to  get '  o r  t ry  to  be  coy  -  

Every  employer  wants  to  know why you are
genuinely  interested in  th is  job and their
company.

i t  does  not  work .

Te l l  the  t ruth  about  whether  you  were  te rminated ,
la id  o f f ,  o r  le f t  vo luntar i l y .

Never  bad-mouth a  prev ious  employer  o r  your  boss .

I f  you  hated a  job  and le f t ,  d i scuss  the  pos i t i ve
th ings  you  were  mov ing  towards ,  not  the  negat ive
reasons  fo r  your  t rans i t ion .  

When asked why  you changed jobs ,  keep your  response
br ie f  (a round 2  sentences )  and forward  focused :

 

w h y  d o  y o u  w a n t  t h i s
j o b ?
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

W H A T  T O  A S K  T H E  E M P L O Y E R
EMPLOYERS LIKE IT  WHEN CANDIDATES BRING
MEANINGFUL QUESTIONS ABOUT THE COMPANY,  
THE JOB,  ETC.  ONCE THAT IS  ACCOMPLISHED,  
TRY THE FOLLOWING:

Find out  what  is  personal ly
meaningful  to  the
interv iewer  i f  a  qual i ty  h i re
is  made:

What keeps you up at
night?

How wi l l  your  work l i fe
improve when the r ight
person is  in  th is  job?

What business  issues  wi l l
be  resolved for  you when
this  indiv idual  is  on board?

I f  the  interv iewer  opens  up ,
you  have  an  opportuni ty  to
be the solut ion .  Descr ibe
how you can prov ide  the
so lut ion  they  have  out l ined
as  be ing  persona l l y
meaningfu l  to  them.

The  moment  the  interv iewer
i s  done ask ing  quest ions ,
he /she  can re lax  a  b i t .  Th i s  i s
your  opportuni ty  to  c reate  a
connect ion  and establ i sh
your  va lue .
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X

C l o s i n g  o u t :
D I S C U S S I N G  M O N E Y  A N D  E N D I N G  T H E
C O N V E R S A T I O N  E F F E C T I V E L Y  

You want  to  know how you
did ,  where  you  s tand? -  
YOU MUST ASK!

An interv iewers  concerns
sol id i fy  as  soon as  the

interv iew ends .  

Remember  Customer
Conversat ion  concept :

Ask for  the order :
"What  do you think of  my
f i t  for  the posit ion? Do I
f i t  your  requirements?"

Discover  object ions :
"What  concerns  do you
have about  my abi l i ty  to
do this  job that  we can
discuss  r ight  now before  I
leave (before  we hang
up)?"

Money should not  come
up.

I f  i t  does ,  i t  should  be  no
more  than conf i rming
some deta i l s  o f  your
compensat ion .

I f  the  interv iewer  ins i s t s
and i t  fee l s  l i ke  a
negot iat ion ,  defer  -

" I f  th is  is  a  f i t  for  both
part ies ,  I  am sure  we
wi l l  come up with  an
offer  that  works  for  both
part ies . "
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The team at  Boy le  Ogata  Bregman Execut ive  Search  are
experts  a t  f ind ing  “A ”  p layers  fo r  companies  throughout
the  Aerospace ,  Defense ,  and Space  indust r ies .
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M I C H A E L  B O Y L E
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B O B   S E A R C H  -  I N T E R V I E W  T O O L  B O X



G o t  a n y
Q u e s t i o n s ?
E-MAIL  US AT
EXECUTIVESEARCH@BOBSEARCH.COM
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