To clinch the interview, it will pay
to impress the boss's PA

When David Flintham was Editor of
the MNewhern Eshe, he always asked his
secretary  what  she  thought of job
candidates. Her opinion was of great valne
to hitn, he says. "If people coming for
interviews for jobs were tude, artogant o
patronising with her, T would take that into
account. If they treated her badly, how
would they deal with readers and the
pecple they would have to work with to do
theit jobr?

"The way applicants treated my secretary
while waiting for theit intervies was an
indication of how they would get on with
othets, It would often give me a glimpse of
their “people skillsto use the jarpon -that
might not be revealed at the interview,
Having said that, it was cleat when an
applicant was making an affort o smooth-
talle ty secretaty, That did not workeither,
I was looking for staff who were able to
treat everyone with respect.”

The walue that bosses place on their
sectetaty's  opinion has  often  pone
nnrecognised by jobseekers.
The~Inerveracking wait in the outer office
to see the boss can be a titne when
candidates slump and  pet andons or
stressed, They cither ipnore the secretary
or come out with remarks that they would
never dream of making to the person In
the intervieweat's chair,

"Tob hunters shounld consider that the
interview beping the minute they step intg
the building, Personal secretaties and PAs
carry a lot of power and .ALI<e
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To land a job these

days the employer's
PA or secretary can
be important, says
Diana Cambridge

tnakes thoughtless comments to them will
not come over ag poised or professional "
says Susie Coles-Mainwaring™> a
recruitment congulrant,

Helen Dos Santos, PA to the executive
ditector of Staffordshire’s Learning and
Skills Coundl, says: "If a candidate for a
jobr can be mnde to you, they could he mde
to anyone. My boss would take this
seriously. A lot of the time, like most PAg,
I- arn acting on behalf of the boss, so it is
Impottant that new people can get on with
me"

She is often asked by bosses for a gnt
feeling about 2 candidate. "Fverything i3
teatn-minded today and new people hawve
to fit In. 1T can read gome sigms in an
interviewee, but am always aware that they
will be netvons, Tty oo pot them at their
ease with a bref chat"

Matjory Mair; of the Industtial Soclety,
has often asked her PA for informal
imptessions. "I tend to ask anyone the
candidate has come into contact with," she
saps. "It s tue that ~ome 1eltltld
enly.Rerseh te?.

have 40 impress is the hoss and they can be
rude to the PA without realising that her
opinion is valued by the boss."

She also feels that it is not 2 good idea
tor women candidates to check make-up in
2 hand mitror in front of the sectetary, "I
would prefer that they freshen up in the
ladies," she says.

Amanda Bedford, of the Institute of
Qualified Secretaries, ademits: "It can be
upsetting if a candidate comes in for an
interview and is distnissive ot rode to you."
Bad manners ahyays get back to the boss,
placing a black mark apainst the candidate,
she says.

Mannetisms  ave quickly noticed by
sectetaties. "BEven in a 15-tninute wait,
someone who constantly cooghs, smffs o
bites their nails sets up a questionmark,”
says WNicola Klein, PA in a marketing firm
in Oxford.

"It is the sort of thing T might mention
to oy boss, becanse he abgays asks what T
think. These might make somesne less
easy to wotk with, But it i§ important to
lock at every aspect of a job huonter's
presentation - they may have skills which
offset weaker points. I find my hboss
welcomes  my  views, A misjudged
dppointment costs him tme, money and
energy,

"It {5 vital that newcomers ate up and
moning almost from day one, so they need
to be able to get on with the rest of the
teatn quickly.”

Karen Walter, A to the Fditor of Mew
Musieal Express, It often invited to give her
informal comments about people coming
in for job interviews, "I have worked here
for 18 years, under sib edhtos, ise [have-4
*ehFetavvl3ethor~



