Resume, Interviewing and Etiquette Skills

· Interviewing Skills Resources
· [bookmark: _GoBack]When preparing for interviews, please ensure that you have the following items prepared for each resume:
· A leather resume holder that includes five to ten copies of your cover letter and resume
· Two (2) extra pens
· Extra paper clips
· A black, navy blue or gray suit
· A briefcase or nice handbag that can fit leather resume holder 
· Directions of where you need to go for your interview
· Thank you cards- Please contact info@catherinetibaaga.com for tips to write an effective thank you card
· Stamps
· Interview preparation notes



· Social and Business Etiquette Resources
· Online Resources
· Dining Etiquette: Advancing with Style at Open Sesame.Com
·  $24.99 per person or buy in a bundle

· Social, Business Etiquette and Protocol: Etiquette Police.Com: 
· Free

· Live Courses
· Etiquette School of New York- $750 for live class, $250 for one-on-one Training
· Etiquette Institute of Washington- $175 for fine dining and business etiquette course
· Etiquette School of Maryland- Visit website and call for pricing

· Books- Available through Amazon
· Debrett’s Guide for the Modern Gentleman by Bryant Tom
· Debrett’s A-Z of Modern Manner by Bryant Jo
· Debrett’s Correct Form by Debrett’s 
· Debrett’s New Guide to Modern Manners by John Morgan

· Videos
· Social Dining Etiquette
· Handshake Etiquette
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Interview Preparation Notes 

· [bookmark: _GoBack]Name of the Company: Waverly and High Consulting Group



· Products and services offered by the company: Consulting and advisory services to companies in the following industries:

· Finance

· Technology

· Health Care

· Government



· History of the company:

· Founded in 1920 by Joseph P. Waverly in New York as an accounting firm

· Merged with High Financial Group to become Waverly and High Consulting Group

· Became a publicly traded company in 1970



· Senior Management Structure:

		Title

		Name



		Chief Executive Officer

		Jeff May



		Chief Financial Officer

		George Green



		Chief Technology Officer

		Suresh Raj



		Chief Operations Officer

		Sheryl Parker



		Senior Consulting Director: Finance

		LaTanya Green 



		Senior Consulting Director: Technology 

		Charles Kim 



		Senior Consulting Director: Health Care

		Gerald Lavar



		Senior Consulting Director: Government

		LaTanya Green 







· Company Mission Statement and Core Values:

· Waverly and High Consulting Group is dedicated to excellent accounting, business and corporate advisory services to our clients.  We aim to provide a variety of services that help our clients make decisions that benefit their businesses holistically. As one of the oldest consulting firms in the industry, we do our best to maintain global standards. In order to provide the best services to our clients, Waverly and High Consulting Group emphasizes the following core values:



· Attract and retain the best talent 

· Leverage technology in order to implement efficient processes for our clients

· Strive to think outside the box and set the industry standard



· Through our core values, we remain one of the top consulting firms that continue to attract and retain clients from all over the world. 



· Other Facts:

· Listed as #100 on the Fortune 500 list

· Annual Revenue of $1 billion in 2013

· Voted #10 in the Best Companies to Work For in 2013 in Forbes

· Voted #3 for Best Companies for Working Moms in 2014

· Voted #2 for Most Diverse Companies in 2014



· Interview Questions:

· Tell me about yourself.

· I have been working in financial services for the last five years in the following roles: accounting, procurement/sourcing, information technology, vendor management and credit risk. 



· My skill set includes preparing financial statements, managing the day-to-day accounting operations of a firm, onboarding and managing third-party relationships for construction and financial firms, using project management skills such as writing and business requirements and implementing new processes in order to create or streamline processes. In regards to my vendor management skills, I have utilized Enterprise Risk Management and Operational Risk Management concepts to ensure that vendors are in compliance with OCC and other regulations that govern third party relationships utilized by banks. 

[bookmark: h.ffqvwhg8sjji]

· [bookmark: h.cnm921ppuc6]What were the responsibilities of your last position?  

· [bookmark: h.ttb8wr1wepeo]I currently work at Wellon Financial as a supplier risk analyst. Part of my duties include utilizing the current enterprise risk management system to track all critical vendors, reviewing certificates of insurance working with AML to ensure that all vendors go through the OFAC process. Review SSAE16 documentation to complete review of risk assessments. I also use Microsoft Visio to write process flows. To research any relevant news on vendors, I use Factiva. I also built and maintain the risk database for the Quality Assurance manager. Overall, my job duties require that I work with the VP of Vendor Management to ensure that all MRAs set by the OCC are met. 

[bookmark: h.30xr5vcjeq27]

· [bookmark: h.44ug02yb8a3a]Why are you leaving your present job?

· [bookmark: h.dw1deewh2voj]I have always had a strong interest in consulting since it allows me to work with different companies. I am grateful for the opportunity at my current job since it has given me the opportunity to strengthen my skills and deepen expertise. 

[bookmark: h.7fm3qy1mkrgm]

· [bookmark: h.yw6oelqvfyma]Exploring a possible opportunity with Waverly and High Consulting allows me to provide the same skills set and expertise to a variety of companies. 

[bookmark: h.5aysh5lg4s8r]

· [bookmark: h.gxinirq4zuhw]What do you know about our company?

· [bookmark: h.i0gaergnu8u5]Refer to the Company History section to answer this question. 



· What are your strengths?

· Because I have worked in various roles, I have the ability to serve in multiple capacities. As a result, I bring a holistic approach to problem-solving and help companies meet their strategic objectives. For example, although I was the Financial Administrator at Techfirm, Inc., I often took on job responsibilities that were not part of my financial administrator duties. For instance, I took the initiative to help Techfirm develop a contractual relationship with the University of Ichbin by establishing a MSA that would allow international students to work with Techfirm for 20 hours a week. By instituting a internship program, I was able to help university students gain experience while providing an beneficial staffing solution for the firm. Ultimately, leveraging my contract negotiation skills led to a company internship program that had a positive reputational impact on the firm. 



· Another strength that I possess is my project management background. Because of my project management skills, I am able to ensure that projects are planned and implemented efficiently and economically. For example, when I worked at CNY Marris Bank, I assisted the project manager in developing project plans and overseeing projects. As a result of my experience at CNY Marris Bank, I have been able to utilize my project management skills to implement projects that ensure that firms are in compliance with their industry regulations, that they leverage technology that streamlines processes leads to efficiencies and lowers costs to the business.



· [bookmark: h.3q8pinr0x2d9]My procurement and vendor risk management background makes me an expert in establishing and developing third-party relationships for organizations that want to lower costs, streamline processes and meet regulatory requirements. For example, part of my responsibilities at Wellon Financial is to ensure that our contracts are in compliance with OCC regulation. The OCC requires that banks meet OCC Bulletin 2013-29 and other OCC Bulletins when outsourcing specific processes. As a supplier risk analyst, it is  my job to ensure that all contracts undergo the due diligence process as defined by the OCC. 

[bookmark: h.no3sq9wv94oj]

[bookmark: h.scs05s1m9zhg]

· [bookmark: h.63kro1x0aqix]Ultimately, both my project management skills and vendor risk management skills show that I am organized, logical, and strategic. I also have the ability to create processes that capture important metrics so that management can make fact-based decisions. 

[bookmark: h.izh6lnk2hxyr]

· [bookmark: h.bdg71pkdfkq]I also have the ability to develop strategic relationships with internal and external parties to ensure that all strategic objectives are met. For example, working in project management and vendor management required that I establish and maintain relationships with vendors, legal, risk management , Corporate Insurance and business analysts to ensure that the bank was receiving the services that they needed with low risk to the firm. 

[bookmark: h.iqzp6zcxwqyy]

· [bookmark: h.3tlr5g10l9g]What are your weaknesses?

· [bookmark: h.9xh9mao5lq7l]I  recently took the Myers-Brigg test personality test and my results classified me as an INTJ. I think that being INTJ allows me to think systematically and solve problems with an objective outlook. Because there is always a subjective element to implementing processes, I am always working on my ability to handle subjective information without losing sight of the goals.

[bookmark: h.qkhuhol2umj3]

· [bookmark: h.mb5zw73r2kkf]Why do you want this job?

· [bookmark: h.lptqaqgyq05r]I am looking to provide my expertise and skillset in a consulting capacity. I have worked with individual companies for a long time. As a result, I have been able to observe the strengths that each company possesses and work with those strengths to create positive changes for those firms.  I believe that I can add value to Waverly and High Consulting by utilizing my vast experience with firms to create solutions for your clients that will create the same positive changes that I created for past firms. 

[bookmark: h.ic02yggx5qcj]

· [bookmark: h.56xg58r3ou25]In addition to being of service, I want to grow my skillset and working at Waverly and High would give me an opportunity would allow me to develop my expertise. 

[bookmark: h.uqhzw8c7cymw]

· [bookmark: h.2b3cvgfmspeg]Where would you like to be in your career five years from now?

· [bookmark: h.ehc8om27b8tk]In the next five years, I would like to be working in a position that allows me to utilize both my quantitative skills in addition to my project management skills. 

[bookmark: h.k86ijkpxp9cg]

· [bookmark: h.4bm0laklksxk]I also have a strong interest in management and therefore would like to serve in a leadership/managerial capacity.

[bookmark: h.g0w3xofcxsqd]

· [bookmark: h.njjgrjls6uf2]What attracted you to this company?

· [bookmark: h.9124vyeo61w]One of the things that attracted me to the firm was its long reputation in its respective industry. As a firm that has been around for 94 years, I admire the company’s longevity and ability to maintain a strong brand and industry presence. 

[bookmark: h.wjw4of63va5b]

· [bookmark: h.bqy7lkbjwxyz]Another thing that attracted me to the company was its mission statement and core values. As someone who has worked in project and vendor risk management, I understand the importance of leveraging technology to maintain a competitive advantage. Therefore, I was attracted to the fact that the firm has a commitment to utilizing technology to create practical solutions for its clients. 

[bookmark: h.twhev7k4037g]

· [bookmark: h.qpanli13f9eq]I also liked the emphasis on thinking outside the box and setting the industry standards. I believe that creative problem-solving is essential to maintaining a competitive advantage. As a result, by thinking outside the box it forces you to continuously evolve in your skillset and adapt to change so that you stay ahead of the competition.

[bookmark: h.4gccpo363gjb]

· [bookmark: h.fbcii3e9a9fu]In addition to the mission statement and core values, I like the fact that Waverly is voted one of the most diverse companies for employees. Diversity brings various perspective and the more perspectives that you can leverage, the more opportunity you have to adapt to the  global economic environment.

[bookmark: h.aztn8nywcyt1]

· [bookmark: h.xhpxyi948fm3]Why should we hire you?

· [bookmark: h.5nu433ifrboi]Because of my project and vendor management skillsets and my diverse work background, I think that I can bring a strategic perspective to Waverly and High Consulting. 

[bookmark: h.x4yqtyh0qv2s]

· [bookmark: h.691izryg8p6g]As a professional that has worked with various fortune 500 companies in addition to small firms, I can help clients of all backgrounds and sizes by implementing solutions that meet their needs.

[bookmark: h.yp94h094jeet]

· [bookmark: h.hwqge47yrub3]I believe that relationships are at the heart of all businesses and strong relationships are needed to ensure that a business maintains longevity in any industry. Project and Vendor Risk Management require that one has the ability to build strategic relationships to implement solutions. One of the reasons why I managed to complete my projects and meet the objectives of my employers was because of my ability to establish relationships with internal and external properties in order to coordinate efforts that lead to a beneficial result. If I had the opportunity to work at Waverly and High Consulting Group, I would build strong relationships with clients and other parties to ensure that the needs of the clients are met to their satisfaction.

[bookmark: h.8ddatrkva2ld]

· [bookmark: h.iqkrorct41v8]When were you most satisfied in your job?

· [bookmark: h.qc3phyll4usz]I believe in using many skills in order to create effective solutions. Therefore, I enjoyed positions that allowed me to combine my quantitative skills with my understanding of systems and enterprise risk principles to develop and maintain business processes.

[bookmark: h.wtqg2jjwkyjp]	




