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Welcome to the interview stage of the apprenticeship hiring process.  This is your opportunity to meet current City Light employees and discuss the skills that qualify you to be a successful apprentice.

The interview panel will comprise several City Light employees that are familiar with the essential apprenticeship job functions.  The panel will ask the same prepared questions of each candidate interviewed.

The interview questions will all be situational—this means the panel will describe a work situation or problem and ask you how you would handle it.  Although these questions involve hypothetical situations, they each involve issues that could arise on the job. These questions provide you with an opportunity to describe to the panel how you assess and resolve problems, and to demonstrate that you have the character and judgement necessary to succeed as an apprentice. 

Always ask for clarification if you don’t understand a question, and make sure you address every part of each question. You will have an opportunity to ask the panel questions about the position at the end of the interview.

Please remember that the apprenticeship hiring process is competitive, and can be long and time consuming, so we ask for your patience at this part of the process.  It can take several weeks for every candidate to complete their interview.  Human Resources staff will contact candidates as soon as hiring decisions have been finalized.
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Your interview will consist of a set number of situational interview questions.  In this type of interview, you are given a hypothetical situation and asked how you would handle it. You may also be asked to give an actual example from past work experiences and explain how you handled it.  In both cases, the interviewer is trying to assess your problem solving skills and gauge whether you understand how to handle the challenges that can arise on the job.

How to Prepare

To prepare for the interview, identify the skills and qualifications we emphasize in the job description. Look for examples from your resume and background that correspond to these qualifications. Study the personality traits we seek in apprentices, and think of experiences you’ve had or situations you’ve been in that show you possess these personality traits. Recall difficult situations you have encountered, how you solved them, and what you would do differently if in those situations again. Use every interview question as an opportunity to convince the panel that you possess the skills, qualifications, and character we look for in an apprentice. If you need help remembering your examples, take notes and bring them with you to the interview.

Structuring Your Answer

This interview will give you an opportunity to show you communicate well, can solve problems, and make good decisions. Your answers should be relevant to the question and structured clearly.  When you are given a situational question, begin by describing to the panel what you consider to be especially important or relevant about the situation, and why. Explain how you would approach the situation and identify the specific actions you would take. Describe to the panel the specific, positive outcomes you believe would result from your actions.  Using this basic structure will keep your answers clear, focused, and persuasive. 

Skills and Personality Traits

The following page includes several personality traits City Light looks for in apprentices. Use the interview as an opportunity to demonstrate these attributes, and be prepared to provide examples from your work history, volunteer experience, or personal life. It is important to connect the dots for the interview panel, and your responsibility to make it clear to the panel that you have what it takes to be a great City Light apprentice.
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City Light apprentices perform important work on behalf of Seattle and its residents. This work is complex, exacting, and can be dangerous.  We are looking for candidates that hold themselves and their team to the highest standards.  In particular, City Light is looking for candidates that value and demonstrate the following:

Safety 

Apprentices should abide by all safety rules and regulations, heed all safety warnings, remain alert in potentially dangerous situations, take all appropriate precautions when operating tools, equipment, and machinery, and act quickly and effectively in emergencies. They should consider safety their first priority, and willingly put in the extra time and effort it requires.  

Accountability 

Apprentices should take personal responsibility for their own actions, and for any errors or failures on a project, even when working as part of a team. They should value the success of their team’s work more than their own convenience or comfort. They should consider themselves answerable to their team, to their supervisors, and to the public.

Integrity 

Apprentices should possess a reasonable set of ethical standards that governs their work and treatment of others. They should be respectful, professional, and kind with others, avoid conflicts of interest, and behave in a manner consistent with the social and legal norms of their workplace. 

Honesty 

Apprentices should be truthful, straightforward, and consistent with others. They should prefer to tell the truth, and confront dishonesty in the workplace, even when doing so may come with a cost. They should value transparency, and do what it takes to ensure that important issues are not confused or obscured. 

Conscientiousness 

Apprentices should have a strong work ethic.  They should be dedicated to the thorough and successful completion of the job at hand. They should never look to cut corners, or ignore or violate any regulations in the course of their work. They should readily go above and beyond that which is required to ensure that their work can stand up to scrutiny.

Diversity

Apprentices should function easily and harmoniously in a diverse work environment.  They should recognize the importance of different perspectives, and treat everyone with dignity, regardless of differences in culture, race, ethnicity, gender, age, sexual orientation, or religion.  They should seek to understand others, to empathize and avoid giving offense. 

Teamwork

Apprentices work as part of team, under the supervision of more experienced journey-level workers.  They should work and communicate well with others, to cooperate and compromise effectively, and to be encouraging and supportive of their team. They should seek to build understanding and trust among their team.  They should be committed to learning from and sharing their own knowledge with their team members. They should be ready to sacrifice their personal goals to achieve their team’s goals. 

Willingness to Learn 

Apprentices should be eager to learn all aspects of their trade, and to look for opportunities to apply and refine their skills on the job and in the classroom. They should enthusiastically seek whatever instruction or training necessary to master both the theory and the practice of their trade. They should want to know why things are done in particular ways, not just how things are done. 
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Dress Appropriately

The skilled trades may require certain work clothes while on the job, but for your interview you should look professional.

What to Bring

Your interview invitation letter will specify if you need to bring anything.  It is a good idea to bring a copy of your resume for you to reference while in the interview, a pen and paper for note taking, and a bottle of water.

Location

Know the exact location and time of your interview.  Our North and South Service Centers have very specific parking instructions, so pay particular attention to where you can and cannot park.  Give yourself plenty of traveling time.  Do not arrive to your interview late.

When You Arrive

We recommend you arrive 15 minutes before your scheduled interview time. Once you arrive at either our North or South Service Center, check in with the front desk receptionist to let them know you have arrived.  Maintain your professionalism from the moment you enter to the moment you leave.  Take advantage of the extra time before your interview to look over your notes and mentally prepare.

Interview Tips and Hints

· Do your best to be available on the date and time of your interview.  Occasionally there are options for rescheduling, but not always.

· Prepare note cards and bring them with you to the interview to ensure you don’t forget critical information.

· Take the time to prepare your interview materials and practice.  Remember, you can bring notes with you.

· Prepare questions. What do you want to know about being an apprentice at City Light?


[bookmark: _Toc462383720]During the Interview
Be on time and be prepared.  It is very important to make a good first impression. Listen and show interest in what the interview panel is saying.  Be attentive, thoughtful, and look directly at the interviewer.  Project a positive attitude and show enthusiasm for the position.

When you arrive to the interview, the panel members will introduce themselves and give you a brief overview of how the interview will be conducted.  You will be given a copy of the job description, the interview questions, and a list of definitions for terms that will be used in the interview.  You will have an opportunity to review these documents before you start the interview.  Let the panel know when you're ready to begin.

You may find that you know someone on the interview panel.  If this happens, be sure to answer the interview questions as if they do not know you. Be as detailed as possible in your responses.  Panel members cannot assume a candidate has a certain skill or ability. It is your job to convince the panel that you have the necessary skills and abilities.
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Panel members will be taking notes throughout the interview.  Do not get discouraged or think they are ignoring you if they do not make constant eye contact; they are trying to listen and record your responses as accurately as possible to aid them in rating your interview.

Give specific examples for each interview question.  Give relevant details without going off on tangents.  It’s alright to pause and organize your thoughts before you answer a question. Just make sure you let the panel know you are briefly thinking through your answer.

If you get stuck on a question or can’t put together an answer, say, “Can we return to this question at the end of the interview?”  Just make sure you allow yourself enough time to finish all your answers.

If you have extra time at the end of the interview, it is fine to go back to any of the questions and add any information you forgot to share.

After you finish your interview it's very important you don't share the questions with other candidates, friends, coworkers, etc. You don't want to give another candidate an unfair advantage over you by prepping them for the interview!
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After your interview, a Human Resources representative will contact you as soon as hiring decisions have been made.  The apprenticeship hiring processes are very competitive; there may be a few dozen other candidates interviewing for the same positions, which could take a few weeks to complete.  We appreciate your patience during this time.

Because of the large number of candidates typically involved, please do not send follow up correspondence to the panel members after the interview.  Panel members do not have information about the status of the hiring process, so please direct all your questions to Human Resources staff.

Make sure you contact Human Resources immediately if your contact information changes, so we can update our records.  Most communication will be sent to your home address through the mail, but there may also be phone and email correspondence.
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	DO…
	
	DON’T…

	./  Dress appropriately for the industry; err on the side of being conservative to show you take the interview seriously.
	
	./  Don't treat the interview casually; remain professional from the moment you arrive until the moment you leave.

	./  Know the exact time and location of your interview, and plan to arrive 15 minutes early.  Make sure you know where to park.
	
	./  Don't allow your cell phone to sound during the interview. If it does, apologize quickly and turn it off.

	./  Offer a firm handshake, make eye contact, and have a friendly expression when you are greeted.
	
	./ Don't make excuses. Take responsibility for your decisions and your actions.

	./  Treat other people you encounter with courtesy and respect. You start making an impression as soon as you enter the building.
	
	./  Don’t be late! Arriving late will take away from your interviewing time and will not set a good first impression.

	./ Emphasize positive qualities about yourself. Don’t accentuate the negative.
	
	./  Don't use slang or acronyms, unless you first explain what they mean.

	./  Respond to questions and back up statements about yourself with specific professional and educational examples.
	
	./  Don’t go off on tangents. Stick to the questions being asked and information that is relevant to the job you are applying for.

	./ Be thorough in your responses, while being concise in your wording.
	
	./ Don't make negative comments about previous employers or coworkers.

	./  Have a high confidence and energy level, but don't be overly aggressive.
	
	./  Don't answer with a simple "yes" or "no." Give a detailed explanation whenever possible.

	./  Sit still in your seat with excellent posture; avoid fidgeting and slouching.
	
	./  Don't rely on your application or resume; you still need to sell yourself.

	./  When the interviewer concludes the interview, offer a firm handshake and thank them for their time. Depart gracefully.
	
	./  Don’t share information that will not play a role in the hiring decision on the application, such as marital status, religious affiliation, etc.
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A co-worker tells you in confidence that she plans to call in sick while actually taking a week's vacation. What would you do and why?

If you believed strongly in a recommendation you made in a meeting, but most of your co-workers disagreed with your idea, how would you handle that situation?

You disagree with the way your supervisor says to handle a problem.  What would you do?

Consider a situation where you and a co-worker are jointly working on a project. You divided up work in a manner you both agreed to. However, your co-worker fails to do his or her share of the work. What would you do?

Describe a situation where you had to adapt to change and how you handled it.

Give an example of a problem you faced in school or in a previous job and how you solved it.

Tell me about a time when you had to use organizational skills.  What were the results?

Tell me about a time you had a conflict with a co-worker and how you resolved it.

Can you describe a situation in which you had to think outside the box to solve a problem for a co-worker, client or customer?

Describe an instance in which you disagreed with instruction or criticism from your boss and how you approached the situation.

Tell me about a time in which you had to really manage your time well, how you went about doing so, and how you were able to meet your goal.

Can you tell me about an instance in which you were able to positively motivate others?
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