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[0 O Interviewing is one of those skills that you can only get better at. You will never again feel so ill at ease as when
you try it for the first time] you' Il probably never feel entirely comfortable try- ing to get from another person
answers that he or she is maybe too shy to reveal. But at least half of the skill is mechanical The rest is instinct

[0 which can all be learned with expe- rience.[] [J The basic tools for an interview are paper and two or three
well-sharpened pencils. But keep your notebook or paper out of sight until you need it. There' s nothing less likely
to relax a person than the arrival of someone with a note-taking pad. Both of you need time to get to know each
other. Take a while just to chat O judging what sort of person you' re dealing with(I getting him or her to trust you.
Never go into an interview without doing whatever homework you can. If you are inter- viewing a town official (]
know his voting record. If it' s an actorl] know what plays he has been in. You will not be liked if you inquire about
facts that you could have learned in advance.[J [J Many beginning interviewers are afraid that they are forcing the
other person to answer ques- tions and have no right to inquire about his personal secrets. The fear is almost 100
percent unnec- essary. Unless the person really hates being interviewed[J he is delighted that somebody wants to
in- terview him.O0 0 O O
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