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Nonverbal Communications…What you NEED to Know!
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The hiring process begins even before you say your first words.  By the time the interviewer walks toward you, they are already forming an opinion of you.

UCLA did a study that revealed that impact of an interview performance was based on:

7% on the words used in the interview

38% on voice quality &

55% on nonverbal communication
NONVERBAL COMMUNICATION SKILLS:

· The Resume - Your resume is an employers’ very first impression of you.  Your resume is a marketing tool.  It is a way for you to sell yourself to a potential employer.  Remember to always make sure that you have spell checked your resume and that you have had someone else look it over with you.
· The Handshake – It’s your first encounter with the interviewer.  He holds out his or her hand and receives a limp, damp hand in return….not a very good beginning!  Your handshake should be firm (not bone crushing), and your hand should be dry and warm.

· Your Posture – Stand and sit erect.  Show energy and enthusiasm.  A slouching posture looks tired and uncaring.  Check yourself out in a mirror or on videotape.

· Eye Contact – Look the interviewer in the eye.  You don’t want to stare, but make sure to keep a good glancing eye contact.  Occasionally, and nonchalantly, glance at the interviewer’s hand as he or she is speaking.  By constantly looking around the room while you are talking, you convey a lack of confidence or discomfort with what is being discussed.  The employer will think you don’t care if you are looking all over the place.

· Your Hands – Gesturing or talking with you hands is very natural.  Getting carried away with hand gestures can be distracting.  Also, avoid touching your mouth while talking.  Watch yourself in a mirror while talking on the phone.  Chances are you are probably using some of those gestures and expressions in an interview.

· Don’t Fidget – There is nothing worse than someone playing with his or her hair, clicking a pen, tapping the table or a foot on the floor, or unconsciously touching parts of the body (mouth, nose, ears, etc.)

· Others – Do not chew gum, do not wear a hat, do not wear sun glasses, or have a cell phone on you or with you at all when in an interview. Leave all of the above at home or in your car.  

