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Tell Me About Yourself

Most potential employers, recruitment agencies and head-hunters will put this kind of question to you at some stage during interview. The same question may even be asked during a telephone networking discussion and even during casual conversations or on social occasions. Almost invariably, the response required is a summary of career achievements. However, it might be that more personal information is required. You will have to judge the circumstances and respond accordingly.

While a three minute response is appropriate during an interview, a shorter response of say, one minute is more realistic, and a thirty second response for telephone networking.

Your response should begin with a Summary description or profile – In a similar style to the one on your CV. This is fundamental in setting the scene.

The main body of your response should concentrate on the achievements and successes of the last five to ten years. Those that are any older are unlikely to be of interest.

An opening approach along the following lines for example is recommended:

“I am a naval architect with experience of the design, construction and operation of a wide variety of vessels from hovercrafts to oil rigs. Most of my working experience has been in the UK, but l have worked in Japan, Australia and other European countries.”

Then give twenty to forty word summaries of the major jobs/assignments etc. that you have undertaken. State your achievements, quantified contribution levels to the success of prior organisations – in terms of profit, target achievement, profit enhancements, cost savings or quality improvement. Try to mention those that might be relevant to the position you are seeking.

When you have made your key points, and only then, you may talk about your family and interests. Be brief.

In this kind of summary there is not much point in talking about your early life. If you are asked about this, you can respond appropriately.

Rehearsal is essential if you are to be ready and fluent to respond. So practice your delivery and time yourself! 

Your one minute version should be a précis of the above – probably little more than your summary profile plus shortened descriptions of your achievements.

To summarise:

· Do focus on what you have achieved in the recent past.

· Describe unique performance or personal achievements

· Quantify results where possible

· Your contribution to profit is important 

· Don’t ramble. Don’t digress.

· Be positive at all times

Remember that the employer’s time is limited. Be brief, concise and to the point.
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Important Note:
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