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By Emily ThompsonSTAFF WRITER

L anding a job interview for a competitive position is no easy task, but for many applicants, the interview itself is where the real challenge lies. A lot of people who look great on paper choke when face-to-face with a hiring manager, and even those who have sat through dozens of interviews and are comfortable under the microscope still fumble on questions like “What are your weaknesses?” and “Where do you see yourself in five years’ time?” And anyway, does anybody really know how to answer those questions?Hana Harris, country manager with Dunross Recruitment, has a pretty good idea. The Prague Post sat down with her to talk about how to negotiate the tricks and trappings of the interview. 
The Prague Post: What are some of the biggest mistakes you’ve seen candidates make at interviews?

Hana Harris: Arriving late or calling one minute before because they are not able to find the office where the interview is held can be a killer, and it quite often affects the whole meeting. Also, some candidates forget to introduce themselves and greet everyone, including the assistant or receptionist. The same applies when leaving. Body language is also very important. Every candidate should be sitting presentably, should not cross their legs or arms, and don’t forget to make eye contact with everyone present at the meeting. Taking a copy of your CV and a notepad to place on the table in front of you looks professional, as well. During the interview, answer questions as clearly and directly as possible and avoid rambling off-topic. Don’t lie. The interviewer can often come back to previous questions in a different formulation, and you could easily be caught out.
TPP: Have you experienced any interview “horror stories”?HH: There have been some extremes; for example, when a candidate comes in after a big night out and is not able to give an optimal performance, candidates who don’t use deodorant on hot days or candidates who are totally unprepared for an interview.

TPP: Besides dressing sharp and studying up on the company, what else can you do to be prepared for interviews?HH: It’s a good idea to prepare answers for the most common questions that the interviewer can ask, such as, “Where do you see yourself in five years’ time?” “What are your strengths and weaknesses?” and “Why do you think you are 

good for this job?”You should also prepare a list of people who could give you a working reference if needed. 
TPP: What do you do when an interview question catches you completely off-guard?HH: Firstly, don’t be intimidated by unexpected questions, and always remember there are no wrong answers. Try to react naturally, and give an answer following your instincts. On the other hand, if you are really unsure about the answer, don’t be scared to show it. Sometimes it is better to be honest than to talk about a subject you don’t know about and don’t understand. The interviewer will probably know it straight away and often will ask more detailed questions.

TPP: Should you answer truthfully to the question, “What’s your biggest weakness?” or do all interviewers just want to hear “I’m a workaholic” or “I’m a perfectionist”?
HH: These questions, which refer to Personal SWOT [Strengths, Weaknesses, Opportunities and Threats] analysis, should always be answered truthfully. Often employers ask these questions to test the candidate’s self-awareness. They are not looking for a candidate who tells them they are perfect, but for a candidate who is self-aware enough to realize his limitations and areas for improvement.  

TPP: What if there is a lull in the conversation? Should you take the lead?
HH: This situation should not happen, as the interview should always be led by the interviewer. If it is coming to an end, you can ask for additional information about the actual position or the 

company culture. But don’t forget to always rely on your feelings, if it is the right timing.
TPP: How can candidates make themselves stand out in an interview?
HH: Do not under- or overestimate yourself. Answer directly and concisely. Remember, the interviewer wants to see your thought process and not necessarily perfect answers. Beware of your body language. Show your interest in the position by preparing questions that have not been answered yet. 

TPP: What if they ask about salary? How do you give a good response without undercutting yourself or pricing yourself out of the market?
HH: At present, when the 

whole country is recovering from the financial crisis, the question of finance is very important, and therefore a candidate should have realistic expectations.While it depends on the position and area of work, every candidate should know the minimum they would not want to go under, due to monthly expenses, and also the optimum they would like to earn. They should also be aware 

of the market rate in their field. It’s very important to specify whether you’re talking about the complete salary or the basic salary, because most companies offer two or three parts: basic salary, personal valuation, and bonuses and benefits. 
TPP: How long after the interview should you wait before following up? Should you do it by phone or e-mail? 

HH: If you’re not told at the interview what the next step in the selection procedure is, simply ask at the end and act according to this information. There’s nothing worse than to call every day to ask about progress if you have been informed the result will not be known until the end of the week or month. At the end of the period, you can write an e-mail and ask for the decision, but don’t be surprised if the process takes longer than first expected. This doesn’t mean that you have been refused, since often the internal HR process needs to go through lots of stages.  It’s also always considered positive if, after the interview, you send a short e-mail thanking them for the opportunity and reconfirming your interest in their company.

Emily Thompson can be reached at ethompson@praguepost.com
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IntervIew dos and don’ts
Do...
➤ Bring a hard copy of your CV, a notebook and a pen to the interview. Just having them there gives the impression of professionalism, and interviews are all about impressions ➤ Have thoughtful answers prepared to typical questions like “What are your strengths and weaknesses?” and “Where do you see yourself in five years’ time?” 

➤ Have an idea of your minimum and optimum salary, just in case it comes up in the first meeting 

Don’t...
➤ Call just before the interview asking for directions because you’re lost. Plan your route and bring a map➤ Ramble on aimlessly when you aren’t sure of the answer to a ques-tion. If you really have no idea, it’s better to admit it ➤ Call or e-mail repeatedly asking to know the results. Instead, send a thank-you e-mail reiterating your interest directly after the meeting, and then just wait and see

WALTER NOVAK/The Prague Post

Hana Harris of Dunross Recruitment helps job candidates put their best foot forward at interviews.

Nailing the interview is easier than you think
Recruiting pro says build on your intuition and the offer will come, even if your interview techniques could use some work

By Emily Thompson
STAFF WRITER

T hose of us who have experience working from home for an extended period of time know that, after a while, motivation can wane as a feeling of isolation takes its place. This is just one of the many challenges of maintaining a successful home office. Often, the most difficult part is the absence of separate physical space for work and home: It’s hard to focus on work when, out of the corner of your eye, you can see piles of dirty laundry and a sink full of dishes. Now, there is a solution for those who want to continue working as freelancers or contractors but who miss the camaraderie, focus, drive and skill-sharing opportunities that come from working in an office.Co-working is a movement that started in California in the late ’90s that brings together professionals who normally work from home for different companies, and even different industries, but who want to share a workspace with others, be it in a café, gallery, someone’s living room or an office. The concept is much more developed in North America, where Web developers and marketing consultants sit next to journalists and fashion designers, all tapping away intently on their laptops in 

shared office spaces like The Hat Factory in San Francisco, but co-working groups are popping up all over Europe, as well — including in the Czech Republic.“I ended up working freelance from home, and for the first three months it was wonderful, but then I went mental,” says Dave Ruzius, a Dutch expat and founder of The Works, a Prague-based co-working group formed in November 2009. The group has 120-plus members and is growing, but since they don’t yet have a physical office space, Ruzius organizes “Jellies,” co-working jargon for informal meetings, usually in cafés, where people sit for eight hours and put in a full day’s work, independently, but together.
Lunchtime is more social because everybody eats together, and, for any given Jelly, Ruzius also arranges one or two brief seminars presented by members of the co-working community on topics of interest to other members.“If you’re a legal consultant, you could give a presentation on that, or how to deal with customers without going mental,” Ruzius says. “It’s a learning environment where people help each other do their business better, and that’s the core of co-working: to work together and better.”

Other seminar topics have included legal issues for freelancers 

and how to use Google apps for small businesses.Jellies are held once per month, but Ruzius hopes to hold them more often and have them hosted by other members.“It’s not just people selling stuff, and that’s what I like about it. It goes both ways, like, ‘If you help me with this, then I’ll help you with that,’ and there is no money exchanged,” says Jeanne Trojan, a longtime American expat and freelance trainer and consultant.Trojan, who has been freelancing 

for four years, has attended all of The Works’ Jellies and says, in addition to the free exchange of business know-how, she also appreciates the social aspect of the meet-ups.
“I love freelancing, and I would never go back, but it’s an adjustment because work is where you meet your friends. You all go out for beers after work, but you don’t have that when you freelance,” she says. “But I’ve made friends at the Jellies.”

Staying sane
Lukáš Plíhal, a Czech IT worker who has attended two Jellies so far, says the lack of social and professional support that freelancers experience can really drive you over the edge.“I would tell anyone who is thinking about freelancing or contracting that, if you’re really alone and you have no support, you can’t do anything [but] call your mom and cry.”

It’s a frustration many at the Jellies identify with. Trojan says, as freelancers, they not only face the same issues, but are generally like-minded people.
“Freelancers are much more free-thinking people. We’re all people who have taken a risk,” 

she says. “We don’t get a regular paycheck, and that makes for kind of a different person.”The Works community seems pretty IT-heavy, but Ruzius says the goal of co-working is to achieve the most diversity — of profession, nationality and gender — as possible.
“The majority now is Web developers and designers,” he says. “But look at the people who only need a laptop and a Web connection — those are people who join The Works.”Other Prague co-working groups are looking forward to the upcoming openings of their co-working office spaces. Locus Workspace, run by American expat Will Benis, will open its doors May 4. Located on Krakovská street, just off Wenceslas Square, Locus Workspace offers 106 m2 of bright, clean office space in a cozy apartment.

“I was inspired by my experience in graduate school,” Benis says. “I did field research, and I saw everybody else out there working and writing their dissertations on their own, and they struggled to achieve their potential without other people around.”There are no permanent desks for rent at Locus. Instead, Benis 

utilizes a co-working concept called “hot-desking,” whereby co-workers are guaranteed drop-in space and can buy weekly, monthly, quarterly or yearly memberships, with prices ranging from 2,299 Kč ($120) for one week, to just under 30,000 Kč for a year. Membership includes 24/7 office access, unlimited Wi-Fi, access to color printer, fax, copier and scanner, as well as a host of other resources available in most offices.
The Hub, an international chain of co-working offices with locations in more than 20 cities worldwide, will open a space in Prague in early June, and organizer Petr Vítek, a management consultant by day, says although The Hub is for everyone, in Prague they are especially focused on NGOs.

“I’ve worked with NGOs, and that’s one of the reasons I’m doing this. The Hub can help them,” says Vítek. “We want to help others realize their ideas. Many small businesses and NGOs have a great vision, but they lack know-how, capital and resources.”The Hub in Prague will have 50 workstations, and members can rent space from five hours per month to unlimited access, with prices ranging between 300 and 3,600 Kč.
Though himself in the market for an office space for The Works, Ruzius is quick to emphasize that co-working is not just about physical space. He’s an avid evangelizer of the co-working concept and says the community of people working together and sharing know-how is what is really fundamental to co-working.“If you’re a small Czech Web development company, for example, it’s difficult for you to get work outside of the Czech Republic, because of language and because of contacts. But, if you become a part of an international community, it gives you access to international clients,” Ruzius says. “It’s an incubator for new business. If clever people can get together, then why not work together?”

Emily Thompson can be reached at ethompson@praguepost.com
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Co-working movement hits Prague, providing independent professionals with collaborative communities

At Jellies, left, members of The Works share skills, make contacts and, of course, get their work done. 

Plíhal, right, is an IT worker who has attended two Jellies and says co-working is good for freelancers.

Photos by WALTER NOVAK/The Prague Post

Lukáš Burkoň, a Web developer, and Dave Ruzius, the founder of The Works, talk shop at a café, the enviroment of choice for members.

About JELLIES
➤ What: A meet-up of independent workers who want to share a workspace, professional skills, business contacts and each other’s company➤ When: Monthly for full or half days. The next Jelly is to be announced soon➤ How to join: Register at www.theworks.cz

By Lisette ALLen
For The PosT

W hat’s the right way to pock-
et a business card in China? Could a difference in communication styles mean what looks like a yes from your foreign counterpart is actually a no? What might be the pitfalls of introduc-ing a democratic management style in a Czech working environment? To address issues like these, you may decide to bring in a cross-cul-tural consultancy firm. However, at a time when staff development budgets are being slashed, can hir-ing these kinds of experts really prove effective and translate into increased profitability?Having traveled extensively and encountered culture shock numer-ous times, Tomáš Vrtiška and Emil Souleimanov hit upon the idea of setting up International Business Etiquette Consultancy (IBEC), their own firm specializing in this area, which they launched earlier this year. 

“When I started going to and working in different environments, I started to realize the attitudes in businesses are so different in every single place,” Vrtiška explained. 

While firms specializing in cross-cultural consultancy are rela-tively common in the United States, they are still virtually unheard of in the Czech Republic. “No one has done it before, and I think we have found a huge gap in this kind of knowledge,” Vrtiška said. “Czechs aren’t exact-ly the most polite and definitely not the most welcoming people in the world, so we are exactly the ones who need to learn,” he said.At present, IBEC’s only real competition is the consultancy firm Bling-Bling, run by former model and TV presenter Jana Štefánková, which, as its name suggests, focus-es primarily on more superficial aspects of social interaction like dining etiquette.IBEC offers a range of train-ing courses, which can be tailored 

to the needs of an individual client, outlining the key dos and don’ts of doing business in a specific for-eign location. The seminars have a strong practical bent and are led by experts who have both theoreti-cal knowledge and firsthand experi-ence of that particular region. “We have to offer people more than they can simply find out on Wikipedia,” 

Vrtiška added. 
Areas currently covered by IBEC include the United Kingdom, North America, former Eastern bloc countries and Brazil, but it is the Chinese seminar that is most in demand at present and attracted their most recent major new client, Budějovický Budvar. The inter-nationally renowned Czech brew-er already exports to eight Asian countries and is keen to maximize market share there even further. IBEC’s services are also popular with smaller firms who may lack confidence when trying to break into foreign markets and feel they need additional support.

The simplest thing...“In the beginning, it was pret-ty hard to get clients because it was the peak of the crisis, but the demand recently has been unbeliev-able,” Vrtiška said.  “It starts with the simplest thing, like giving a business card,” Vrtiška continued. “A business card for people in Asian countries is just like a face.” This means that shov-ing a new contact’s card straight in your back pocket is a real faux-pas. What’s the right thing to do? Always remember to comment positively on the appearance of the card then accept it with both hands and tuck it away somewhere above the waist, preferably near your heart. Getting these apparently unimportant details right is crucial 

in securing that vital positive first impression.
“There is quite a big difference in communication styles between the Chinese and Czechs. For the Chinese, it is difficult to say no, even if they mean no. They just want harmony, not disagreement,” said Sophy Jonason, a Prague-based Chinese entrepreneur. For Jonason, it was precisely this differ-ence in communication styles that she found problematic when doing business here initially.“The Chinese like to exchange personal information. They think it shows trust. I tried to share my story about coming from Shanghai to live in the Czech Republic when I met a hotel sales manager, but after a few seconds of awkward-ness, I realized my mistake and decided to keep it purely profes-sional.”

Cultural differences between Western and Asian countries are obviously more marked, so is it still necessary to rely on consultants when operating in Europe? Richard Robertson, general director of the British Chamber of Commerce in the Czech Republic (BCCCR) believes that even in deals involv-ing Brits and Czechs, if the stakes are high, calling in outside exper-tise can be beneficial.“A bit of handholding helps with avoiding the pitfalls […] The more money involved, the more criti-cal it is.” 
However, as Robertson also pointed out, it is important not to assume that a difference of nation-ality is the source of any clash: “There’s […] not just Czech cul-ture or British culture but the com-pany’s culture. If you compare Tesco’s with a professional services firm like an accountants’, for exam-ple, the cultures will probably be at least as different.”“There is a useful role for cross-cultural consultants, but I wouldn’t discourage anyone from having a go,” Robertson continued. “Cultural differences are something to rec-ognize, but they shouldn’t stop you investing, trading or sourcing in either direction.”

Lisette Allen can be reached at specialsection@praguepost.com
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Company offers seminars on how to avoid communication breakdowns when doing business abroad

When cultural wires get crossed
Top Tips
International business etiquette dos and don’tsfrom the experts:

Dos
➤ Dress as conservati-vely as possible in any business environment in order not to make a faux pas

➤ Praise the specific customs of the host country. Your foreign col-leagues will appreciate it ➤ Ask your foreign colleagues to explainif you find a cultural diffe-rence confusing and listen respectfully to the answer, even if it seems absurd 
Don’ts
➤ Refrain from harping on about politics, history, gender or cultural issues. Your views may strike your foreign colleagues as euro-centric

➤ In a Muslim country, never shake hands when meeting veiled women, mention pork or alcohol, show affection toward someone of the opposite sex in public or use your left hand to eat ➤ In the Far East, especially Japan, avoid standing too close to your colleagues, as they may find it confusing

COURTESY PHOTO

Instructors have first-hand knowlege of the culture in question.

WALTER NOVAK/The Prague Post

Tomáš Vrtiška (left) and Emil Souleimanov teach how to be a master of culture shock absorbancy. 

international 
Business Etiquette Consultancy (iBEC)Modrá 1977/2Prague 5

Tel.: 777 057 677, 774 542 576
E-mail: info@ibec.czWeb: Ibec.cz
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By Emily Thompson

STAFF WRITER

W
e’ve all been 

there — after 

hours of por-

ing over online 

postings for 

job vacancies, you finally find 

it: the perfect job. You exceed 

all of the requirements, the 

work sounds exciting, and you 

just know you’d be aces at it. 

So you attach your CV, fire off 

a cover letter and click “send,” 

before your luck changes and 

the universe that so benevo-

lently brought the post to your 

attention decides a sprightlier 

job seeker should get the inter-

view instead. 

Then the days and weeks 

pass without a peep from your 

would-be (should-be!) employ-

er, and when they don’t return 

any of your multiple calls, 

you finally give up and are 

left wondering why on earth 

they passed you over. So what, 

exactly, is going through a hir-

ing manager’s mind at that 

critical moment when he or 

she decides to either save or 

scrap a CV? Recruitment and 

human resource professionals 

say it’s all about presentation.

“On average, a hiring man-

ager usually takes 20 seconds 

to review the initial CV,” said 

Andrew Elliot, managing con-

sultant at ICT Recruitment. 

“For this reason, it’s important 

to really put an effort into put-

ting your key skills in the first 

part of the CV.” 

Elliot recommends a short, 

succinct paragraph at the top 

of the CV summarizing past 

experiences and current career 

ambitions. This part of the CV 

can be more narrative in style, 

but recruiters say the body 

of the CV should be struc-

tured for quick scanning, with-

out verbose descriptions of 

previous responsibilities and 

accomplishments. 

“The candidate should 

choose a clear and profes-

sional layout that enables the 

recruiter to quickly and eas-

ily scan the CV for relevant 

experience. They should put 

clear and precise points about 

actual duties and responsibili-

ties in their previous employ-

ment,” said Hana Harris, coun-

try manager for Dunross 

Recruitment. 

Sorting out the structure 

of your CV can be daunt-

ing, especially for those with 

a long work history but also 

for soon-to-be university grad-

uates writing their first CV. 

Some experts say no mat-

ter how tricky the structur-

ing might seem the last thing 

you’ll want to do is copy from 

a template. 
Renáta Micajová, corpo-

rate affairs manager at the 

University of New York in 

Prague (UNYP), who also runs 

the careers office at the uni-

versity, warns against tem-

plates because though they 

might help with organization, 

they won’t help set you apart 

from the vast pool of candi-

dates applying for the same 

position. 
“Students do use CV tem-

plates quite frequently, and 

as a result, a CV from a tem-

plate does not stand out from 

the others that look the same,” 

said Micajová, who added 

that learning how to proper-

ly write a CV is only part of 

the careers advising at UNYP, 

which also hosts company vis-

its once a month introduc-

ing students to prospective 

employers, and a Career Day 

once a year in March.

Being different is key, but 

there are a few ways you def-

initely don’t want to stand 

out — with a glaring spell-

ing or grammar mistake, or 

by getting important details 

about the position wrong in 

your cover letter. Elliot says 

ICT sifts through around 80 to 

120 applicants per week, and 

that these kinds of gaffes hap-

pen quite often, and they don’t 

leave a good impression.  

“The most common mistakes 

made when a candidate sends 

in the application are spelling 

errors, sending the motivation-

al letter addressed to a com-

pletely different company or 

lacking information about the 

job location, especially since 

we are dealing with a lot of 

expats,” he said. 

Find your target audience

Other than slapping togeth-

er a CV and cover letter in a 

hurry, leaving too much oppor-

tunity for sloppy errors, anoth-

er rookie mistake even sea-

soned job seekers make is 

blitzing dozens of companies 

with their CV in one sitting 

without taking the time to tai-

lor the cover letter and CV to 

that particular company and 

available role. 

“Many candidates just send 

the same CV to any job offer,” 

said Ondřej Rak, HR consul-

tant with Image Lab. “The 

ideal CV is also adjusted to the 

specific job, while highlighting 

activities that match the new 

job requirements. Sometimes 

cover letters are not engaging 

enough, and candidates are too 

general in what they write.” 

It’s one thing to try wran-

gling together years of work 

experience in a cohesive way, 

but university students usu-

ally face the opposite prob-

lem: how to convey their skills 

when applying for their first 

job. Micajová says the careers 

office at UNYP encourages 

students to seek unpaid sum-

mer internships and volun-

teer opportunities that pro-

vide work experience to put on 

their CV. 
In addition to broaden-

ing the content of the CV to 

include nonwork activities that 

demonstrate skills essential to 

the position, candidates with-

out much experience can still 

woo hiring managers by prov-

ing their motivation in their 

cover letter. 

“Even if a person lacks 

experience, a strong cover let-

ter outlining why they can suc-

ceed in the position can help,” 

Harris said. “They should try 

to let their enthusiasm and per-

sonality show through their 

writing and also point to any 

successes or achievements, 

even if not directly in the work 

environment.” 

Emily Thompson can be reached at 

ethompson@praguepost.com

Leave the rest 

behind
Stellar skills only go so far: recruitment and 

HR pros talk about how to leave a good 

impression with your CV and cover letter

Dos anD Don’ts

Tips from the experts 

on CV and cover letter 

writing

Do
➤ Be precise and make 

your cover letter and CV 

relevant to the position 

you’re applying for

➤ Include part-time 

jobs, internships and 

volunteer experience if 

you don’t have a long 

work history

➤ Mention specific 

projects you’ve worked 

on, problems that occur-

red and how you overca-

me them
➤ Include your reason

for leaving your last job 

and motivation for the 

next career step in your 

cover letter
➤ Make your CV stand 

out with the formatting

Don’t
➤ Have any grammar

or spelling mistakes

➤ Embellish skills or 

abilities that can be 

easily verified 

➤ Spam your CV out to 

multiple agencies and 

companies at once. Try 

to work with industry-

specific agencies or 

companies that are of 

interest to you 

➤ Include financial 

demands. The employer 

may feel you are not 

flexible to negotiate and 

will discard the applicati-

on without even setting 

up an interview

➤ Spend more time 

fussing with fonts and 

colors than on actual 

content
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