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编者按

兵家曰，知己知彼方能百战不殆，想进外企的求职者们怎能先不对HR的小心思有些了解？本书将为您呈现真实的外企面试战场实景，并提供具体的应对方法：如何进行自我介绍？外企面试常规性问题有哪些？何谓行为性问题？怎样回答面试官提出的负面问题？遇到刁钻的HR怎么办？敬请各位读者仔细阅读吧！

了解更多外企面试的那些事儿，欢迎关注本书的同系列e-only电子书！下为“你不可错过的外企面试胜经”系列图书列表：

1、《你的英文简历够帅吗？》

2、《手把手教你写英文求职信》

3、《外企面试难题各个击破》

4、《外企六大热门职位面试详解》

5、《如何应对案例面试》

6、《如何应对压力面试》

7、《如何应对电话面试》

8、《如何应对小组面试》

9、《这样向面试官提问就对了》

10、《手把手教你写面试后感谢函》

11、《外企面试实战演练》

12、《外企“老人”说：你一定想听的7个外企故事》

扫描下方侧本官方微店二维码，选购纸版图书《外企，我来了：决胜外企英语面试》！
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外企面试通常包括三轮: 第一轮面试一般由公司人力资源部的人员担任考官；第二轮面试一般由用人部门的主管或经理主持；如果有必要的话，应聘者还要参加由公司高层管理者担任主考官的第三轮面试。



在第一轮面试中，主考官一般会让应聘者用英语进行自我介绍，然后就应聘者目前的工作、所应聘的职位、应聘者的职业规划、薪水期望、个性特征等提问。在第二轮面试中，主考官通常会就应聘者的专业技术、业务能力、解决问题能力、团队精神、时间管理能力、抗压能力等方面提问。在第三轮面试中，主考官一般会考察应聘者对所应聘公司的文化、政策、业务、发展前景等方面的了解情况。下面，笔者将会就外企面试中常见的各类问题作详细透析。










（一）如何进行自我介绍

通常情况下，面试中应聘者首先要做的就是自我介绍。这一简短的自我陈述或开场白的成功与否往往会决定整个面试的成败。那么在外企面试中到底该如何进行自我介绍呢？许多应聘者以为在面试过程中，提供的信息越丰富、越详尽，对自己越有利，因而常常在短短的几分钟内历数自己的生平、学历、工作经验和技能等。殊不知由于提供的信息和简历内容如出一辙，这种陈述会让人感觉平淡乏味，很难引起面试官的注意，因此很可能错过就业机会。

应聘者在自我介绍时，应根据职位的需求强调重点信息，压缩次要信息。在提供重点信息时，还可辅以例证，增强说服力。不论是介绍学历还是工作经验，都要尽可能结合职位，使自己陈述的每一点都成为闪光点，不断向面试官传递一个信息：我是最适合这个职位的人选，我是贵公司的最佳选择。这些亮点会提升你的“前三分钟印象值”，帮助你获得该职位。

除了重点说明你具备该职位所需要的学识、工作能力以外，还必须告诉对方你具备该职位所需的个人素质和性格特征。譬如，在应聘销售职位时，应当强调自己善于沟通、有说服力、平易近人，因为这些特征是成功销售人士必备的素质。下面笔者就结合具体的职位，来阐述各职位所需人员应具备的个性特征。常见的商务职位大体可分为四类：Human Resources (人力资源)、Finance (财务)、Marketing and Sales (市场营销和销售)和 Management (管理)。各类职位人员的特征请参见下表。


[image: 1.png]









人力资源——友好型(Amiable)：
 人力资源人员应当具备的个性特征主要是为人友善、平易近人。他们每天都在做和人打交道的工作，尤其是与公司同事的沟通。他们的作用就如同混凝土中的水泥，将公司的员工紧紧凝聚在一起。因此在应聘人力资源职位时，首先要强调的就是自己为人友善的特征。具体来说，应当强调以下特点：热情友好、善于合作、可靠、善于倾听、善于谈判、有礼貌、注重培养人脉关系等。在阐述这些特点时，要突出重点并提供例证。


财务——分析型(Analytic)：
 财务人员应当具备的个性特征是善于分析。由于财务人员每天都要处理和分析各类数据，因此在应聘财务职位时，应聘者要着重说明自己这方面的个性特征。具体而言，要强调自己工作时有条不紊、注重细节，思维缜密、理性，处理问题时态度谨慎、认真，并适当提供实例说明。


市场营销和销售——表达型(Expressive)：
 市场营销和销售人员应当具备的个性特征是善于表达、有说服力。该类工作人员平时主要是和客户沟通，其主要任务是向客户介绍公司和产品并说服对方接纳自己的产品。因此，在应聘市场营销和销售职位时，应聘者应当充分展示自己的沟通能力，重点说明自己热情、有说服力、性格外向、积极主动、善于沟通的个性特征，然后举例说明。


管理——推动型(Driving)：
 管理人员应当具备的个性特征是善于鼓励他人。在应聘管理职位时，应聘者除了强调自己善于鼓励、推动员工外，还应当强调自己具备持之以恒、独立自主、善于决策、意志力强和工作高效的特征。

以下是在面试中作自我介绍的四个范例。一般而言，自我介绍的长度在三分钟左右为宜。篇幅所限，这里只提供回答问题的框架和思路，应聘者可根据自己的具体情况在面试中提供有说服力的介绍。此外，应聘者还应尽可能地强调自己具备应聘职位所需的工作经验和技能。
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正如我们所知，“You will never have a second chance to make a good first impression. (要留下好的第一印象，你只有一次机会。)”因此，在外企面试中，做好自我介绍尤为重要，因为它将为你的面试全程定下基调。下面就到面试主考官向你发问的时候了。




（二）如何回答常规问题

本章开篇，笔者即向读者介绍了外企面试的大致流程。在绝大多数外企的第二轮面试中，主考官偏重于考察应聘者的专业技术、业务能力、解决问题能力、团队精神、时间管理能力、抗压能力等方面。因为此类问题针对性强且不易回答，我们通常称之为“面试常规难题”。此外，在这一环节的面试中，主考官也可能会问一些刁钻难题，来考察应聘者的临场反应能力和应变的思维方式，以期对应聘者的各方面素质有一个尽可能全面的了解。

本文关注的是面试中出现的常规难题，笔者将对这些问题进行全面剖析，并提供相应的参考回答。


01
 工作经历



What is the biggest accomplishment in your current position?



应答思路


主考官往往会通过问及应聘者目前工作的一些情况，譬如其职责范围、所遇到的问题、所取得的成就等, 来了解应聘者是否适合他所应聘的职位。因此，应聘者应当就如何回答这些问题做好充分准备。回答问题时，要实事求是，同时尽可能突出自己具备应聘职位所需的条件。


参考回答


I have been working with this company for five years, and I have accumulated a lot of experience in this field. I think my biggest achievement with this job is that I successfully carried out several projects with my team members.


02
 应聘职位和公司情况了解





Then why do you want to leave them and join us?



应答思路


应聘者可以从以下几个方面来回答这一常规难题。

① 简单提及应聘者目前所在公司的缺陷，譬如缺乏晋升机会、没有进一步发展的空间等，但要注意点到为止。然后应重点强调所应聘公司的优势，如企业文化、规模、名誉、培训机会等。

② 强调所应聘职位的优势，如具有挑战性和较大发展空间等。

③ 强调应聘职位符合自己的兴趣。

④ 说明自己能为所应聘职位和公司做出有价值的贡献。


参考回答


Well, the company where I'm working is not bad. The problem is that my job responsibilities are rather routine and secretarial. I like challenges, therefore, I hope to move on and get a more challenging job so that I can use my initiative. Your company is large and has a good reputation, and there is more scope for development.





03
 职业规划





How do you see yourself in five years' time?



应答思路




对于职业规划的问题，应聘者可以从以下两方面来组织回答。

① 为自己设置一个目标或规定一个发展方向。应该注意的一点是：所设置的目标一定是可以实现的，而非虚无缥缈的幻想。

② 以实例阐述自己将如何实现这一目标，如参加培训、向同事学习等。回答问题时应突出自己积极向上的心态，并充分使用例证使自己的回答具有说服力。


参考回答




I see myself moving up through marketing analysis into brand management and eventually running a department. I'm aware that there are several skills I need to develop in the meantime, and I believe with your continuing-education program and my motivation for self-improvement, I'll have those skills when the opportunity comes for greater responsibility.


04
 薪资期望





What salary would you expect for this job?



应答思路




对于这一问题，应聘者一般应采取尽量模糊的方式或避免回答。可以利用以下两种回答来应付主考官：“I'm aware of the range in the marketplace. I'm sure you'll come up with a most appropriate offer that will be based on my background and ability.”“I would expect some increase from my existing salary. I feel confident that a company like yours will come up with a good offer.”

如果主考官刨根问底，应聘者可以报一个大概的薪酬范围，可以说：“I have looked at several sources of wage information. A position like this one typically makes between $40,000 and $45,000 a year. Does that fit in with your salary range?”当然，如果应聘者确实具备优势的话，也可以通过反问主考官，变被动为主动，这时可以参考以下回答。


参考回答




Based on your job description, which mentions that you prefer someone with a master's degree in engineering, I hope you consider the fact that my skills meet your highest standards. Therefore, I'd expect a salary at the high end of your pay range for the position. Can you give me an idea of the range?


05
 个性特征





Please describe your personality.



应答思路


在回答这一问题时，应聘者应着重强调自己具备应聘职位所需的个人素质和性格特征。这一点在前文中已详细论述过。以下参考回答适用于人力资源职位的应聘者。


参考回答







I'm supportive, dependable and cooperative. My career has been characterized by my ability to work well with diverse teams. I'm also a good listener. I seek out opportunities to involve others in the decision-making process. This collaboration and communication is what has enabled me to achieve success in my department. In addition, I'm easygoing and friendly.


06
 工作技能



What skills do you offer that are most relevant to this job?



应答思路




应聘者在回答这一问题时，应根据应聘职位的具体要求突出自己的重点技能，并辅以例证，增强说服力。所说的一切都应向面试官传递一个信息：你是最适合这个职位的人选，你是用人单位的最佳选择。以下参考回答适用于销售工程师职位的应聘者。


参考回答




My engineering background gives me a logical problem-solving ability that I know will be useful in addressing client needs. Besides, I believe that I can persuade an audience really effectively. When I stand up in front of an audience to present a new idea, I can usually get people on my side rather quickly.


07
 成功案例



Tell me the most difficult problem you've ever solved.



应答思路




应聘者可以讲述一个自己成功解决问题的实例。实例的选择应当取决于应聘职位的要求。如果应聘职位要求应聘者具备较强的沟通能力，可以参考以下回答。


参考回答




I was promoted to manage a new team. A colleague in that team disliked me from the beginning. I soon learned that her best friend had been turned down for the position. Then I had a face-to-face talk with her and explained to her that it was a fair competition. After the talk, our relationship was better.


08
 团队精神





What type of people do you work with most effectively?



应答思路




这一问题主要考察应聘者是否具备团队精神，是否能够积极、成功地处理团队工作中出现的冲突。应聘者应该首先强调自己具备团队精神，然后说明自己遇到冲突时不会感情用事，而是采取对事不对人的态度，以合作、共赢的方式积极主动地解决问题。


参考回答




I think I'm a good team player. I like working with all types of people, even bad-tempered people. If there is a problem or conflict, I will use open communication and solve the problem in an assertive and collaborative way. I will try to be soft on people and hard on problems.





09
 时间管理能力





How do you manage your time on a typical day?



应答思路




在回答该问题时，应聘者应该充分了解自己职位的职责、工作重点等，然后举例回答。如果应聘销售职位，可以借鉴以下回答。


参考回答




I've always given priority to working with regular clients, because they offer a better return value. The last thing I do is general correspondence, especially internal correspondence, which I take care of at the end of the day or week.


10
 抗压能力





How do you manage stress in your daily work?



应答思路




应聘者应强调自己善于统筹安排，说明自己能妥善处理与同事或客户之间的关系，同时也可以提及自己经常参加体育、社交活动来缓解工作压力，避免自己处于持续的紧张状态之中。


参考回答




I get along well with my colleagues. I also have a personal rule that stops me from reacting to any problem until I feel calm about it. I also participate in all kinds of sports. So I can say I won't give myself a chance to become stressed out.



（三）如何回答行为性问题

在外企面试中，主考官除了就简历上所列出的信息提问外，还会要求应聘者讲述自己曾经遇到的具体问题或任务，并介绍自己采取的解决办法和具体措施，以及最后的处理结果如何。与此同时，主考官还可能会追问应聘者叙述的细节，以便从中更全面地了解其个性特点。由于这类问题主要考查应聘者过去的行为表现，故被称为“行为性问题”。

具体而言，面试中常见的行为性问题涉及的方面主要包括应聘者的领导能力、决策能力、解决问题的能力、创新能力、沟通能力、组织策划能力、团队合作能力、抗压能力、适应能力、注重细节的能力等。



概括来说，回答行为性问题有三大核心步骤：


1.
 简单描述你当时所面临的问题或任务；


2.
 细述采取了何种措施和步骤来解决问题或完成任务；


3.
 陈述该问题或任务的处理结果。













01
 领导能力





Tell me how you went about setting the goals for your team members and gaining commitment from them.



应答思路




通过这一问题，主考官可以了解应聘者如何通过设置团队目标来领导自己的团队，以及采取何种方法或手段来引导团队成员实现目标。在回答这一问题时，应聘者应当使用恰当的例子，充分说明自己擅长制定团队目标并领导团队成员实现目标。以下回答针对的是如何成功地为销售团队制定目标，以及制定目标会带来怎样的好处。


参考回答




[具体任务] I needed to set the sales team objectives for the next year. [执行步骤] I referred to the sales department goals for the next year to decide which activities and tasks our team should concentrate on. I clearly communicated the relationship between our team goals and the department goals to my team members and explained which activities would best result in achieving these goals. [完成结果] The members really benefited from having a clear idea of the team goals and how we could contribute to achieving them. Having clear goals meant they were able to see how each of them was an essential part of the team's success, and this motivated them towards achieving the goals.


02
 决策能力



Tell me about an important decision you made in your previous job.



应答思路




通过这一问题，主考官想要了解的是应聘者能否做出思维缜密的决策，是否具备果断的决策能力。在回答这一问题时，应聘者首先应该分析各种影响自己决策的因素，然后权衡各种选择，最后做出最妥当的决策。以下参考回答是关于如何更经济地为公司采购原材料。


参考回答




[具体任务] I was in charge of the purchase of raw materials for our company. [执行步骤] We always ordered a month's supply at a time to keep inventory costs low. I had to decide whether to keep doing this or buy six months' supply and get a discount for ordering such a big volume and escape possible future price increases. I did some research and figured out that we could reduce our costs by buying for six month
 
 s, especially since the amount we used remained practically unchanged month on month. [完成结果] It turned out that I was right, and the prices increased quite a lot during those six months.


03
 解决问题的能力





Describe a thorny problem you had to solve in your last job.



应答思路




这个问题旨在考查应聘者识别、分析和解决问题的能力。应聘者首先应从自己的工作经历中寻找一个与所应聘职位密切相关的实例，然后说明自己是如何处理这一难题的，并对处理结果加以描述。此外，应聘者选择的实例最好是自己成功解决的问题。以下参考回答是关于如何成功处理客户对质量低劣产品的投诉。





参考回答




[具体问题] Last July, we were receiving a lot of complaints about the poor quality of our products. [解决措施] I met with the staff concerned in the Quality Control Department and discovered that the problem seemed to be with the poor raw materials from our vendors. I investigated and found that the system for checking the quality of raw materials was outdated. Then, an up-to-date system for checking the quality of raw materials was quickly introduced. [处理结果] This sorted out the problem and we had fewer complaints from our clients.


04
 创新能力



Tell me about a suggestion that you have recently made to your manager.



应答思路




这一问题是用来了解应聘者是否具备积极主动的创新思维能力，能否为公司提供一些有益的创意。应聘者从过去的工作经历中搜寻的相关案例，要能说明自己能够积极主动地提供有益于公司发展的建议。以下参考回答是关于如何说服上司为采购部的员工提供一次有关即将上市的新产品的培训。


参考回答




[具体问题] I worked in the Purchasing Department and the company was launching a new product. The Sales Department had in-depth training on it, but we had none. [解决建议] I suggested that the Purchasing Department should also receive the training so that we would better understand what components should be purchased and be able to ask our vendors some wise questions. It was agreed that we would all undergo a short version of the training. [处理结果] This meant that we could deal professionally with our vendors and it also motivated us, feeling part of the launch excitement.


05
 沟通能力





Describe a situation where you negotiated with your manager to reach an agreement.



应答思路




通过这一问题，主考官想要了解应聘者是否具备明确传递信息的能力以及为获得双赢结果的沟通能力。回答该问题时，应聘者应首先简单介绍具体问题；然后详细阐释自己如何以合作的方式和态度与对方一起商讨问题，以及自己如何以充分的论据说服对方接受自己提出的解决方案；最后简述一下处理的结果。以下参考回答是关于如何说服主管为其下属完成项目任务提供更多的时间。


参考回答




[具体问题] My supervisor gave me an unreasonable deadline to complete a project. [解决方案] I asked him how he had come up with the deadline. He said that it was based on his deadline to present the project to his line manager. Then, I detailed every step that needed to be taken to complete the project and how long each step would realistically take. After that, we discussed possible ways of reducing these time frames, and I suggested allocating more resources to the project. Finally, I was asked to put together a project proposal that covered what we had discussed and he would use this to negotiate with his line manager for a more realistic time line. [处理结果] The result was that we were able to settle on a plan that worked for both of us.





06
 组织策划能力



① Tell me about a time when you had to plan and coordinate a project from start to finish.



② Describe a situation in which you had to schedule your activities to meet an objective.



应答思路




问题①要求应聘者举例说明自己过去曾策划和协调的一个完整的工作项目。问题②要求应聘者描述一下自己是如何安排工作进度，从而实现一个具体目标的。两个问题的设置旨在考察应聘者设置项目目标、安排项目工作进度、处理项目具体任务的能力。通过这些问题，还可以考察应聘者是否具备合理调配资源并有效分配任务以实现目标的能力。


参考回答




① [具体任务] I headed up a project which involved sales personnel and engineers. [执行步骤] I organized a meeting to get everyone together to brainstorm and get his or her input. From this meeting I drew up a plan, taking the best of the ideas. I organized teams, balancing the mixture of technical and non-technical people. We had a deadline to meet, so I did periodic checks with the teams. After three weeks, we were exceeding expectations, and were able to begin implementation of the plan. [完成结果] It was a great success, and I was commended for my leadership, but I was most proud of the team spirit and cooperation.

② [具体任务] I had to complete a technical report every month. This involved collecting a large amount of information from different departments. [执行步骤] I scheduled all the data collecting tasks. Each department was given a monthly deadline to submit information to me and I scheduled reminders to be sent out before the deadline. I set aside a time in my diary each month to check all the information. Then I allocated time for writing up the report. [完成结果] This worked well and I comfortably met my deadline.


07
 团队合作能力



① What kinds of people do you have difficulties working with?



② Describe a time when you demonstrated the ability to be an effective team member.



应答思路




问①要求应聘者具体说明和哪一类人共事有困难。通过这个问题，主考官想从侧面了解一下应聘者的团队合作能力。应聘者在回答这一问题时，比较明智的选择是如实讲述自己不擅长与某类人共事，但尽量将回答的重心放在如何成功地与此类人沟通方面。应聘者可以首先简述自己不愿和这类人共事的原因，然后说明自己如何积极与他们沟通并取得共识，从而解决问题，最后别忘了强调自己从中学到的东西。

问题②旨在考察应聘者是否具备与新团队成员培养良好合作关系并为团队作贡献的能力。应聘者应举例说明自己是如何与新团队成员积极沟通并培养良好关系，以及自己是如何理解团队目标并为团队做出重要贡献的。


参考回答




① [具体问题] In my last two jobs, I have worked with people from different backgrounds and cultures. The only time I had difficulty was with people who were dishonest about work issues. [解决措施] I worked with one man who was taking credit for the work that his team accomplished. I had an opportunity to talk with him one day and explained how he was affecting the morale. He became very upset that others saw him that way, and said he was unaware of his behavior or the reactions of others. [处理结果] His behavior changed after our talk. What I learned from that experience is that sometimes what we perceive about others is not always the case if we check it out.




② [具体问题] I was transferred to a new team at my last company. The team members were not welcoming, and I was not included in their meeting discussions. [解决措施] I asked each team member to talk to me about their expectations of me as part of their team. I explained that I understood their reluctance to trust and accept me straight away, but I wanted to make positive contributions to the team. We discussed team objectives, individual roles and working styles and started to develop a rapport with each other. I made sure that I asked for their advice and feedback initially, and gradually I earned their trust. [处理结果] The team learned to be more flexible in their approach to new staff members, and I learned that one has to earn trust and acceptance. Our team works really cohesively towards its goals now.


08
 抗压适应能力





① Tell me about how you worked effectively under pressure.



② Tell me about a time when you had to quickly adjust your work priorities to meet changing demands.



应答思路




问题①要求应聘者描述一下自己如何在压力下成功完成工作。通过这个问题，主考官想了解应聘者是否能在压力巨大或工作条件困难的情况下成功完成工作任务。回答这种问题，应聘者要举出实例，着重强调自己具备沉着冷静的品质，并懂得如何为自己减压。问题②考察应聘者是否具备为满足不同的工作需求而调整工作重心的能力。应聘者在回答这一问题时，应举出代表性的例子强调自己能够有效调整自身状态，以适应不同环境下的工作，同时履行不同职责。


参考回答




① [具体任务] While at the KDC factory, we were faced with a sudden and big order increase for the power tools. It was for a new customer and urgent. [执行步骤] I immediately sat down with the production supervisor and manager. We were able to make a workable plan that guaranteed materials were available and met the production deadline. We also paid a few visits to this customer to make sure that we completely understood their needs. [完成结果] While it was challenging and involved long hours, the pay-off was a signed contract with this new customer.

② [具体任务] I was in the middle of planning a new product launch for the company when I was asked to prepare a feasibility report for a big project we were tendering for. [执行步骤] I made an outline of the information I needed immediately for the report and assigned a portion to each of my staff. I spent the next couple of days drawing up schedules of the tasks that needed to be carried out to complete the report and meeting with staff members to brief them and get feedback. I was then able to refocus on completing the new product launch on time. [完成结果] The feasibility report was completed on time with great efforts made by each staff member, and I didn't miss the deadline of the new product launch.


09
 注重细节的能力



① Describe what you did to control mistakes in your work.






② Tell me about a time when you were not satisfied with your work performance. What did you do about it?



应答思路




问题①要求应聘者描述一下自己如何控制工作中的失误。通过这一问题，主考官想了解应聘者是否能全面关注工作中的各个细节，并准确无误地完成任务。应聘者在回答该问题时，应强调自己是一个严格、细心的人，在工作中十分注重细节，并且经常检查细节方面的问题，从而能有效杜绝失误的出现。问题②要求应聘者举例说明对自己的工作表现有哪些不满意的地方。主考官想通过这一问题了解应聘者如何为自己制定具体的工作标准，以及在工做出现问题时能否及时改正。在回答该问题时，应聘者应强调自己一直为工作制定非常高的标准，一旦发现工作表现不符合要求时，总是积极地采取措施，弥补不足之处。


参考回答




① [具体任务] In my last position I had to make all the conference arrangements for my line director. [执行步骤] I listened carefully, wrote down what he needed and then read it back to him to confirm that I had everything right. I would also follow up with a detailed email to check again. Once I had made the arrangements I would set up a time to get his feedback and check I had everything he needed. I then followed this up with an email with all the confirmed details. [完成结果] This was time-consuming for both of us, but it meant that no errors were made in the arrangements. It would have been frustrating and costly not to have made such thorough checks.

② [具体问题] Once my sales performance review rating was lower than I had expected. [解决措施] I met with my line director to make an action plan for improvement and set very specific sales targets to be met on a monthly basis. I worked very hard to meet these targets and constantly monitored my sales performance. I also asked for regular feedback about my performance. [处理结果] After six months, my line director conducted another review and my rating was much higher.





总之，在面试过程中，主考官主要想通过行为性问题了解应聘者在某一特定情形下的具体表现，从而考察应聘者是否符合应聘职位的具体要求。应聘者应仔细聆听问题，回答要尽量明确、详细，以便主考官从中了解你是否真正具备他所期望的技能和素质。以下笔者补充提供一些常见的行为性面试问题，以供应聘者参考。

① Give an example of an occasion when you used logic to solve a problem.

② Give an example of a goal you reached and tell me how you achieved it.

③ Describe a decision you made that was unpopular and how you handled it.

④ What do you do when your schedule is interrupted? Give an example of how you handle it.

⑤ Have you had to convince a team to work on a project they weren't thrilled about? How did you do it?

⑥ Have you ever handled a difficult situation with a co-worker? How?

（四）如何回答负面问题

在面试过程中，主考官常常会问一些负面问题，借此换一个角度来了解应聘者。这些负面问题通常涉及应聘者的缺点、工作中的不足以及对以往雇主的评价等。这些问题对于应聘者来讲比较棘手，回答是否妥帖可能直接影响主考官对应聘者的印象好坏。那么除了依靠自身的智慧，还可以通过哪些方法来巧妙地回答此类问题呢？






通常情况下，求职者回答负面问题时应遵循以下五个原则。


1.
 听懂问题。若没有听懂问题，应聘者不妨礼貌地要求主考官重复问题。


2.
 诚实回答。切莫撒谎或夸夸其谈。


3.
 态度积极。以积极向上的思维回答提问。


4.
 简洁切题。忌拖沓冗长，拐弯抹角。


5.
 结构清晰，表述明确。









对于负面问题，除了这些基本原则，还需要一些技巧。以下笔者列举了一些面试中常见的负面问题，并就每个问题提供了应答思路和参考回答。


01
 评价自己的缺点



What are your weaknesses?



应答思路




对于这一问题，应聘者常见的答题误区是提供不是缺点的缺点或不相关的缺点。例如：“Perhaps I'm too honest.”“Well, I think sometimes I like being quiet.”“I'm kind of a perfectionist.”“I'm too straightforward.”“I'm too young.”“My English is not good.”“I would say I'm a bit of a workaholic.”“I enjoy working very much.”“I'm not very good at public speaking.”这类回答不仅误导主考官，也让提问本身失去了意义。正确的答题思路是如实说明自己的缺点，下面的回答可供参考。

参考回答

I was not good at working with the market research staff when I started my job, mostly because I hadn't done well in market research during college. What I decided to do was enroll in a market research seminar, which really boosted my confidence. Now I don't feel at a disadvantage when I meet with the research group.


02
 阐述以往工作令人失望的地方



What did you like least about your previous job?



应答思路


应聘者不应一味从字面上来回答这一问题。在简要阐明具体问题后，应聘者应该重点说明自己是如何解决这一问题的，或自己为解决这一问题作了哪些贡献。如何解决问题才是主考官真正想听的回答。 对于应聘者而言，这本来是一个棘手的负面问题，但按照这一回答思路，应聘者则能以积极的方式展示自己善于解决问题的能力。


参考回答


What I liked least about my last job was that the management style was pretty hands-off, and this was fine for me because I am self-motivated and work hard. But the lack of structure sometimes allowed some of my teammates to slack off from time to time, and I often ended up having to pick up the extra work. Later I told my manager what was going on. In the end, he changed the management style and it worked out very wall.





03
 介绍前雇主对自己不满意的地方





Tell me about a time when your employer wasn't happy with your job performance.



应答思路


此类问题的答题思路和第二题相似，应聘者应当如实陈述问题所在，然后以积极的方式强调自己是如何改正和提高的。正所谓“人非圣贤，孰能无过”，若应聘者对自己的缺点闭口不谈，就失去了一个让主考官了解自己的机会，甚至失去所应聘的职位。


参考回答


That would be during my first week on the job as an assistant. I gave Mr. Green two letters that hand mistakes in them. Frankly, I had been a little bit careless, but that's the only example that comes to mind. Ever since I have been careful with all the work I've done. Mr. Green did often tell me that he was very happy with my work.


04
 讲述自己表现不够好的工作项目





Tell me about a project in which you were disappointed with your personal performance.



应答思路


参考第二 、三题的答题思路。


参考回答




In my last job, I had to analyze all of the bids from suppliers and present recommendations to our Project Manager. Some of the suppliers did not present the bids on time, which caused a delay in my final report. By the time I present to the Project Manager, it was too late. In hindsight, I should have worked more closely with the suppliers and asked them to present the bids.


05
 介绍过去工作中最大的失误



What was your biggest failure in your previous job?



应答思路


应聘者可以按照以下三个步骤来回答此类题目：

① 简要说明自己的失败之处;

② 说明失败的原因;

③ 强调自己从失败中吸取的教训。


参考回答


I wasn't able to keep a good employee once who had been in our department for three years. His new hob responsibility required him to use computer skills. I offered to send him to night classes, but he refused the help. I had no option but to remove him. In hindsight, if I had encouraged him to attend training earlier, he would have had no problem with the new duty. Now I often encourage my group to attend seminars and courses to update their job skills.





06
 评价以往上司的缺点





Tell me your least favorite manager.



应答思路


在回答这一问题时，应聘者应当牢记：切勿责备以往的上司。因为你今天责备以往的上司，将来也可能会在背后责备今天的上司。应聘者可以轻描淡写地提及以往上司的缺点，然后尽可能利用回答该问题的机会展示自己的优点或从以往上司那里学到的东西。


参考回答


In my first job out of college, I worked with a manager who was quite inaccessible. If you walked into his office to ask a question, you got the sense that you were bothering him. In fact, this was not a bad thing. I learned to become more independent. I wouldn't say he was my least favorite manager, because he was a good manager in a lot of ways.


07
 评价以往最厉害的上司



Who's the toughest employer you've ever had, and why?



应答思路


这种问题的答题思路与上题类似。在简要说明上司严厉的行事方式后，还要强调他的优点，尽量多地做出一些积极的评价。


参考回答


That would be Mr. Johnson at HDC International. He'd push people to their limits when things got busy, and he was very strict with details. But he was always fair, and he rewarded good, hard work. I'd call him a tough boss, but a good boss.


08
 介绍自己说错话的情况



Tell me about the last time you put your foot in your mouth.



应答思路


应聘者在说明自己说错话的情况后，应着重强调自己从中吸取的教训以及自己敢于面对错误和纠正错误的勇气，从而给主考官留下积极向上的印象。


参考回答


I told my friend Peter that I would no longer attend the aerobics class because I thought the instructor was an idiot. I later found out that the instructor was his cousin. As soon as I found out, I apologized and asked him why he didn't say anything when I made that foolish comment. Luckily, he and I are still friends today.





09
 解释学业成绩为何不佳



Why weren't your grades better?



应答思路







应聘者应尽量说明分数固然重要，但不能只以分数来评价一切。此外，简述自己在其他方面无法用分数来衡量的各种才艺，也不失为一种很好的补充。


参考回答


School was a wonderful experience for me. I really enjoyed learning new ideas. I studied hard, and I was attentive in class. But I never believed in cramming before the night of an exam just to get a higher grade or staying up all night to finish a term paper. I really believe I learned just as much as many students who went for the grades.


10
 如何回应自己表现欠佳的面试



What would you do if I told you that I thought you were giving a very poor interview today?



应答思路


在回答这一难题时，应聘者首先应保持头脑冷静，确保思路清晰。通常我们可以按照以下三个步骤来回答：

① 询问主考官你今天在哪些方面表现不佳；

② 回想一下你的表达是否成功，是否正确理解了主考官所提的问题；

③ 说明如果时间允许的话，你非常愿意纠正错误，弥补不足之处。


参考回答


Well, the first thing I'd do is ask you if there was any specific part of the interview that you thought I might have dealt with badly. Then, I'd think back and try to remember if there had been any faulty communication on my part. After that, I'd try to review possible problems I had understanding your questions. Finally, if we had time, I'd try to respond more fully and appropriately to the problem areas you identified for me.

（五）如何回答刁钻难题

在外企面试中，主考官除了就应聘者目前的工作，所应聘的职位，应聘者的职业规划、薪水期望、个性特征、专业技能、业务能力、团队合作能力等方面提出问题以外，还可能问及一些令人措手不及、意想不到的问题，譬如：“How many years do you need to earn RMB100,000?”“Don't you think you are overqualified?”等。主考官问这类问题的目的不仅是要考察应聘者的临场反应能力和灵活应变的思维方式，更重要的是对应聘者的各方面素质和性格特征有一个尽可能全面和深层次的了解，以进一步确定应聘者是否符合公司需求。

由于这类问题很难预测，而且不易回答，故笔者称之为“面试刁钻难题”。主考官通常会从应聘者的信心(Confidence)、雄心(Ambition)、忠心(Loyalty)、细心(Carefulness)、用心(Dedication)等方面提出相关的刁钻难题，也会就应聘者的性格特征、逻辑思维能力、人际关系处理能力、临场应变能力等抛出一两个难以回答的问题。在此笔者将就这上述几方面常见的难题进行剖析，并提供应答思路和参考回答。


01
 信心
 Confidence
 





① As we have many candidates for this position, we will consider your application after you've worked a three-month unpaid trial period. What do you think?






② If this were your first annual review with our company, what would I be telling you right now?



应答思路




这两个问题是为了考察应聘者的自信心而设置的。经笔者调查发现，针对第一个问题“你能否不要薪水为公司工作三个月”，多数应届毕业生给出的回答是肯定的，即接受主考官的要求。显然，这一回答不够妥当。根据合同法，公司应当给员工的劳动提供报酬，否则违反法律。当然在面试时，不必这样生硬作答。应聘者应当自信地指出自己的劳动会给公司创造价值，获得报酬也是理所当然的。第二个问题谈到如果面试官要对你进行第一次年终评估，你希望他会对你说些什么。对于这种自我评价式的问题，应聘者也应当以自信、积极的方式如实说明自己所做出的贡献以及应得到的奖赏，不必过分谦逊。


参考回答




① I'm afraid I can't work unpaid for that long. If you give me a chance to work for you, I'm sure that my work and experience would bring benefit to your company. If I could contribute to the company, then I should naturally be compensated for my work.

② You'd be thanking me for a job well done and would say that you look forward to continuing to see good work from me. Moreover, I would anticipate that you would explain how you really appreciated my spending extra time on some key projects.


02
 雄心
 Ambition
 





① How many years would you need to make RMB100,000?



② Why did you stay in your last job so long?



应答思路




公司在招聘职员时，尤其是招聘销售人员时，有时会问及以上刁钻难题来了解应聘者是否有雄心壮志。在回答这类问题时，应聘者切忌过于谦虚。例如，针对第一个问题“挣十万元钱，你需要多少年？”，应聘者首先应当为自己设置一个较高的目标，然后为实现目标制定一个计划，接着通过执行计划来实现目标。应聘者应该向主考官充分展示自己的远大抱负、胆识和魄力。在回答第二个问题时，应聘者应当说明自己多年未更换工作的原因并非是安于现状，不愿意接受新事物或学习新知识，而是因为这些年一直都在学习、进步，并一直在承担新的、具有挑战性的工作。在回答此类问题时，应聘者应该着重强调自己积极上进，善于学习，并且具有雄心壮志的一面。


参考回答


① I think I can make this money within one year. If you offer me this job, first I will set a relatively high sales target, based on which I will make a sales plan. Then I will apply myself to the plan so that I can achieve or even exceed my sales target. With the annual profit, I will also be rewarded with a certain amount of money, which I think won't be less than RMB100,000.

② I was in my last job over seven years. During that time, I completed an advanced technical degree and was assigned to other departments twice in six months. As a result, I learned additional skills that are normally not related to that particular job.


03
 忠心Loyalty






① Why have you changed jobs so frequently?



② Don't you think you are overqualified?



③ What would you do if one of our competitors offered you a position?



④ How long would you plan to stay with our company?



⑤ What do you think you can learn from this job?



应答思路


绝大多数公司都希望自己招聘的员工能够效忠于公司，长久地为本公司服务，除非员工由于自身原因无法胜任工作。因此，主考官有时会通过问及以上这类问题来了解应聘者对公司的忠心程度。对于第一个问题“为何频繁换工作？”，应聘者应当尽可能说明自己频繁跳槽是由客观因素引起的，而不是为了寻求更高的薪水、更好的待遇。对于第二和第三个问题，应聘者要突出自己对所应聘职位和公司的浓厚兴趣，说明自己绝非朝三暮四、频繁跳槽之辈。对于第四和第五个问题，应聘者应当强调自己在工作期间能够持续为公司带来利益、创造价值，同时也可以提及自己能够学习到新的知识和技能。


参考回答


① My frequent job changes over the last five years have been due to the rapid changes in my profession. My jobs have been based on government contracts, and over the past few years there have been changes in the government policies, which caused some companies' contracts to be canceled. Because of this, I had to quit several times. Because your business is based mostly on consumer products, and not on government contracts, I welcome the opportunity to work in a stable setting like yours.

② Quite frankly, I can do this job. If the fear is that I am going to be bored, be assured I am dedicated and I don't start a project that I don't complete. Besides, I am the kind of person who is able to multitask. You'll get more you're your money's worth.

③ I'd say no. I'm not interested in other players in this industry. I like your brand of shoes a lot because of their superior quality and unique design. Actually, I won a number of races wearing them in college. Because of my positive experience with your products, I know I'd be good at selling them to customers.

④ Well, that's hard to answer. If I got this position, I'd say I would stay in this company as long as my work and effort are still valuable to the company and improving to myself.

⑤ My own personal measure of growth in a job is new skills and knowledge learned and new understanding about the industry gained. As long as I can see this type of growth, I consider myself valuable to your company.


04
 细心
 Carefulness
 





How careful are you?



应答思路


像这类看似简单但又具描述性的问题，往往出乎应聘者的意料。多数人的回答往往简单笼统，无法让主考官信服。例如，笔者有一位朋友是一名外企财务主管，他在招聘一名财务助理时，对参加应聘的20多人提了以上问题。绝大多数人的回答如出一辙，除了再三强调自己的认真，似乎别无可说。只有一名应聘者以具有说服力的实际例子表现自己的细心程度。与众不同的回答让他最终从众多竞争者中脱颖而出，获得这一职位。后来据笔者的朋友透露，这名员工在工作当中确实很细心，很少出错。通过以上例子，这一问题的回答思路不言而喻。





参考回答




I'm very careful and detail-oriented. I'd like to give you an example. Once, I spent a whole night checking a sixty-slide PPT for a very important school project. I read it again and again until I couldn't find any typos and grammar mistakes in it. Later I found that I had read it at least twenty times. The PPT was flawless, which helped the school win the project.


05
 用心
 Dedication
 





① Do you have a boyfriend/girlfriend?



② Do you plan to have children?



③ Do you have any children?



应答思路


涉及个人隐私的问题也是面试里的一个雷区。虽然专业的HR人员不会过问应聘者的私人生活，但是雇主总是希望更多地了解应聘者。如果不回答这类问题也不必直接拒绝，那样或许会失去一个机会。其实，面对这类敏感问题，应聘者可以尽量把问题转移到自己对工作的重视和热情上来，强调自己会用心工作，从而打消雇主的顾虑。


参考回答


① Yes, I do. But my work is very important to me, so I make sure nothing interferes with it. I put 100% of my effort into my work, so my relationship won't affect my work performance.

② Currently I don't have a plan for that. But if I do decide to have children, I wouldn't let it affect my work. Becoming a parent is important, but my career is certainly very important to me, too. I plan on putting all of my effort into this job and this company.

③ Yes, I do. But I keep my family life separate from my work life so that I can put all my effort into my job. I'm flexible when it comes to travel and late hours.





06
 性格特征



① What's your favorite animal?



② If you could choose to be an animal, what animal would you want to be?



应答思路




“你最喜欢什么动物？”“如果你能选择成为一种动物，你想成为哪一种动物？”这两个问题实际上属于同一问题，只不过是两种不同的问法而已，都用于测试回答者的性格特点。一般而言，你所选择的动物会反映出你的性格。但是在此类问题面试中，主考官不会因为“牛是勤劳朴实的动物”或者“猪生性好吃懒做”这些对动物的传统印象而对你的回答做出简单判断。回答这种问题的关键是对所选择动物的阐释，可以直接反映出其性格特征。应聘者在对所选的动物进行解释时，应言简意赅，还应该根据所聘职位的要求，着重描述与应聘职位要求相符的某种动物的相关特征。例如应聘财务、记者等职位时，可以参考下面第一个回答；应聘人力资源部等职位时，可以参考第二个回答；应聘管理等职位时，可以参考第三个回答。





参考回答




① I would say I like wolves a lot because they are smart and cautious. Moreover, they have keen perception and are good at searching for food.

② I'm very fond of koalas. They are very friendly to human beings. Besides, they seem to be gentle, cooperative and respectful when staying with human beings.

③ I love tigers. They are fast and powerful, and they have a particularly acute visual sense. When searching for food, they are decisive, persistent and independent.




07
 逻辑思维能力





① Do you think how many people around the world took a flight last year?



② How many piano tuners are there in China?



应答思路




主考官问这两个问题的目的是测试应聘者是否具有良好的逻辑思维能力和创造性思维能力。严格来讲，这两个问题都无法给出确切的数据作为标准答案，这就要看应聘者的回答思路是否清晰，符合逻辑。第一个问题的参考应答思路为：首先应通过了解世界上航空公司的总数来计算出世界上的飞机总数，然后计算出每架飞机一年内飞行的次数以及所有飞机一年内飞行的总次数，最后再将飞行的总次数乘以航班平均乘客人数就可得出一年内世界上乘坐飞机的人数。第二个问题的应答思路为：首先通过调查计算出中国有多少家庭，而又有多少家庭拥有钢琴以及拥有钢琴的家庭占家庭总数的百分比，然后再根据多少钢琴需要一位钢琴调音师，最后估算出中国钢琴调音师的人数。


参考回答




① What I will do first is work out how many airlines there are on earth and then calculate the total number of the planes in the world. Then, I will calculate the total flights of all the planes in a year. After that, I will multiply the number of the flights by the average number of passengers in a flight. Finally, I will be able to get the number of people taking a flight in a year.

② First, I need to figure out how many families there are in China. Then, I will manage to calculate the percentage of piano-owning families in the country. Finally, I will be able to get the number of piano tuners in China by estimating how many pianos need a piano tuner.


08
 人际关系处理能力



① If your line director and former line director were fighting on the street, whom would you support?



② You are having dinner with a beautiful female or handsome male client, when your spouse calls you. Will you invite your spouse to join you?



应答思路




通过问题①“当你现在的顶头上司和前任顶头上司在街上打架时，你会支持谁？”，主考官主要是想了解应聘者将如何应对公司复杂的人际关系，面对问题时思路是否清晰。回答这一问题之前，有必要了解人们通常处理这一问题的三种方式：




① 充分沟通(Assertive)。不论两位上司为何争吵、打架，应聘者首先对其进行劝阻，然后询问他们争吵的原因，并且尽量让他们冷静下来。这是比较专业的解决问题的方式。

② 参与争论(Aggressive)。因与其中一位上司的关系要好而在争斗中帮助他。这一解决问题的态度在工作场所显然不够成熟、理性。

③ 袖手旁观(Passive)。装着没看见两位上司在争吵，这样就谁也不会得罪。拥有这种态度的人碰到问题会尽量逃避或者漠不关心，一副事不关己、高高挂起的样子。显而易见，应聘者在回答这一问题时应该采取第一种态度。

通过问题②“当你和一位漂亮的女性客户或潇洒的男性客户用晚餐时，你的配偶突然打电话给你，你会邀请配偶和你们一起用晚餐吗？”，主考官主要是想了解应聘者如何处理家庭和工作关系。回答该问题时，应聘者明智的选择是不邀请配偶一起用晚餐，因为与客户一起吃饭多为培养商务合作关系，以便更好地做生意，属于工作的一部分，如果邀请配偶出席，会显得应聘者未能划清工作和家庭应有的界线。


参考回答




① The first thing I will do is try to stop them from fighting. Then I will manage to find out the reasons for the fight, and meanwhile I will try my best to make them calm down and persuade them to resolve their conflict through open communication.

② The answer is "No". The reason why I wouldn't invite her/him is that the purpose of the dinner is to develop a business relationship. Therefore, it's part of my work, in which I wouldn't like my family to be involved.





09
 临场应变能力





① Sell me this stapler.



② Suppose that you take one of your clients to dinner. When ordering food, he or she has ordered many expensive dishes, which cost more than you can pay with the money from the company. What will you do?



应答思路




问题①是叫应聘者当场推销订书机。在招聘销售人员时，主考官有时会随手从办公室拿起一样物品要应聘者当场向他/她推销，来考察应聘者的临场应变能力和表达能力。因此，应聘者(尤其是应聘销售职位的人员)应当在面试前做好回答这方面问题的充分准备。应聘者在回答问题时，思路要清晰，表达要流畅。推销一个产品时，首先可以用一句话来概括该产品的主要功能和外观特征，然后分别就这两点加以具体阐述，最后还可以总结和呼应一下开头的推销语。

问题②的主要意思是：当你请一位客户吃饭时，客户点的菜肴价格超过了公司给你的预算，这时你会怎么办。回答这一问题的思路是主动向客户推荐一些实惠的特色菜，这样既不会超出公司给你的预算，也不需要自己掏腰包，同时也讨好了客户。


参考回答




① This is a professional quality stapler, designed to be functional as well as attractive. It will help you organize papers on your desk by binding pages together. Now since papers of the same subject or category are fastened together, you'll be more efficient and save time previously wasted looking for different papers. Finally, its sleek shape and black color match the rest of your office furniture.

② I will recommend some reasonably-priced local specialties to my client so that I will be able to keep the food within budget. If that doesn't work, I will have to pay extra myself, and of course I would rather not do that.








主考官精心构思以上问题绝不是要故意为难应聘者，而是千方百计地通过这些问题深入了解应聘者的个性特点与能力等，以便进一步确定应聘者究竟是否符合公司的需求，能否胜任应聘职位。应聘者在面试过程中倘若碰到此类问题，应保持沉着冷静、思路清晰。不管是何种问题，应聘者都要在了解主考官问题意图的基础上来组织自己的回答，不能因问题出乎意料而乱了方寸，慌不择词。此外，应聘者表达的理由要充分、流畅、合情合理，不能一味讨好考官或者专挑好听的说，而应当以诚信为本，如实回答。与此同时，应聘者可通过一些肢体语言向主考官展示自己积极、自信的面貌，因为主考官通过观察应聘者的每一个眼神和每一个细微的动作也能够了解其处事经验和性格特征。
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