Medical Match            www.medicalmatch.net                   May 2007                                                
  [image: image1.wmf]  Call Medical Match for Colorado staffing and background checks. 303-980-1000           
First Impressions Influence Interviews 
Appearance, manners, and non-verbal communication do matter!  Managers want to see potential employees with skills and with personalities to “ fit in” with their team. While questioning applicants, they will be listening to answers and observing non-verbal communication behaviors.  Interviewees need to remember, “You only have one chance to make a good first impression.”  Successful job candidates prepare and 
· have a clean, well-groomed appearance with appropriate clothing and a minimum of makeup,  jewelry or piercings.  
· repair any teeth. Have fresh breath and a welcoming smile.
· eliminate any gum, chew, or cigarette smell. Wear no perfumes and use an unobtrusive deodorant. 
· arrive 10-15  minutes before the meeting time. Observe the location and people.  
· bring all certifications, resume, and references in a folder. Have a pen to fill out applications. 

· use a firm, not “floppy fish”, handshake.  Relax your hands in your lap when seated. 
· listen with no interruptions.  Nod when appropriate; maintain eye contact. Lean forward attentively. 
· answer questions directly; ask questions if invited to do so. Always remain respectful and polite. 
· never  talk negatively about a previous employer or co-worker; never  use inappropriate language. 
· thank the interviewer and ask for a business card to write a thank you note.
Skills, good references and a clear background check may get you in the door. A great interview may get you the job. 
E-mail Effectiveness 
With the many junk e-mails we receive, we have become very good at quickly scanning information. If you use e-mails carefully,  your message will be read and answered…not deleted. 
E-mails reflect your image. Marguerite Stenquist, Support Systems trainer,  advises her classes to send e-mails only to people who have a direct involvement with the subject.   

1) Keep your messages personal, clear, and short. 
                  (Hi, Bob, )  

2) On the subject line, be specific. 

                                  (Confirming lunch 10:00 on 5/3/07) 

3) Avoid paragraphs using all capital letters, using emoticons ( or annoying abbreviations like BTW (by the way)…

4) Use paragraph headings, underlining, bullets, numbers or * asterisks for emphasis. 
5) Check spelling, punctuation, and complete sentences. 
6)  Ask for action. 




                  (Which time will work best for you?) 

7) End with a close, your name, company, and contact phone number. (Sincerely, Fred, United Van, 303-790-5555)
If the message needs an immediate response, is confidential, complicated, important or unpleasant, do not e-mail.  Call or have a direct face-to-face meeting.  For less-important messages, call the receiver and let him know an e-mail will be coming. 
Articles on Workplace Violence
The Virginia Tech shootings made us more aware of the emotional and deadly reactions of psychologically unstable people. Web articles to read www.osha.gov, search “workplace violence”  and www.fbi.gov. search  “workplace violence pdf.”    
Low Man on the Totem Pole

Indians in the NW United States still create totem poles out of cedar trees. The bottom figure can be a man, woman, or animal, depending on the carver’s story. In their cultures, “low man on the totem pole” does not have the same meaning of being the least skilled and newest on a team. The artist creates this symbol most carefully since the position is at eye level and will receive the most attention. The “low man” is actually the strongest, supporting everyone above. [image: image2.wmf]
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