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What to do when you aren't equipped for the job
@

This week in the BizCareers column, we take a look at what to do when you don't think you have the necessary skills to fulfil
certain tasks.
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"I was recently approached by my company to become a manager, as the current manager resigned. Although | am
flattered, I really don't think | am at all ready. I've only been at the company for 6 months and have nowhere near as
much knowledge as the previous manager. How do I tell them this without insulting anyone?" - Matt

Hi Matt,

Thanks for your question. Although you may think it's quite an unusual question, it's actually not at all. Many people fear
moving into a role with more responsibility and will pass up the opportunity. If you really believe that you are not suitable for
the job (and it's not just your nerves talking) then it would probably be best to sit down with your employer and have a
discussion about why you feel this isn't right for you. You can use phrases such as, "I really appreciate that you have
considered me for this role, but at this stage | don't feel that | have enough experience to take this on. | do not want to
do you or your company any disservice by accepting a position that | cannot fulfil satisfactorily. | would love the
opportunity to gain more experience and educate myself so that | can fulfil this role excellently in the near future" Would
you be willing to relook at this in 6 months/1 year?"

Before saying anything though, perhaps speak to your colleagues and the current manager as to whether they feel you
could do the job. Your judgement may be clouded by fear of change and sometimes you just need to bite the bullet and be
pushed out of your comfort zone for a while in order to reap the rewards.

Best of luck, | hope this helps.

"I have just started a new job and my manager wants me to conduct interviews to hire
a team that will report to me. | have never done this before and am terrified. What
questions should | ask in the interview?" - Aliya

Hi Aliya,


https://www.bizcommunity.com/
https://www.bizcommunity.com/Profile/JulietteAttwell
https://www.bizcommunity.com/196/633.html
http://www.freedigitalphotos.net/images/invisible-businessman-ask-question-photo-p232185

| am sure you're in the position you're in because you're more than capable to do so, so don't worry. The key factor for an
interview is to be prepared. Have a set list of objectives that you want to achieve in an interview e.g. | will know enough
about the candidate to send them through to the next round or | know that my MD will like this person or | need to find out
how good they are at Microsoft Excel.

List what is important for the role and the priority areas for you and focus questions around this.

You can follow various structures for an interview, for example: a) Personal and rapport building questions, b) Job Specific
questions c) Historical/previous job specific questions d) Future aspirations questions.

Ideas on questions to ask in these various topics can be found on Google quite easily. You want to make sure that you
have an evaluation sheet with you, and write down points about the candidate in the interview. You would be surprised how
quickly you will forget information when you're interviewing a number of candidates in a row.

Finally, before the candidate leaves, make sure you have contact information for references, tell the candidate when you
expect to have a final hiring decision and how that will be communicated and most importantly thank the person for coming
for the interview.

I hope this helps.

Always love what you do!
Juliette

Email your questions for publication on Bizcommunity to careerquestions@bizcommunity.com.
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To see your questions answered in the BizCareers Colunm, please word your recruitment, job or career queries carefully, paying special attention to spelling and granmar.
Answers and advice provided will be based on your questions/industry issues, so the more conplete and the nore accurate your questions, the better. Answers will only be
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the time of writing, and are intended as advisory only and such advice is provided in good faith.

Readers' questions are submitted on the basis that neither Juliette Attw ell, Recruit Group, Bizconmunity.com their management nor associates may be held liable in any manner
w hatsoever for any consequences that might result fromthe correspondence following the advice provided. Juliette Attw ell, Recruit Group, Bizconmmunity.com their
managenent or associates shall under no circumstances be held liable for any error in responses provided in this colunm as to the references of the candidate, relating to his or
her qualifications, skills, personality and experience; as to the conpliance with the various legal and medical requirements relating to the performance, by the candidate, of his or
her work, or any consequence w hatsoever connected to the use of false/inconplete information.

ABOUT JULIETTE ATTWELL

Juliette Attwell is Head of Marketing & Operations at Recruitgroup. Recruitgroup has won Careerjunction Recruiter of the Year in 2010, 2012, 2013 and 2014 as well as Fast Growth
Business of the Year at the National Business Awards 2014. Juliette holds a BcomHonours in Marketing Management and is the resident "agony aunt" on the BizCareers Colunm, she
was also a finalist in the Top Young Executive at the National Business Awards 2014.

View my profile and articles...

For more, visit: https://www.bizcommunity.com


https://www.recruitgroup.co.za/
https://www.bizcommunity.com/196/633.html
https://www.bizcommunity.com/Profile/JulietteAttwell

	What to do when you aren't equipped for the job
	"I have just started a new job and my manager wants me to conduct interviews to hire a team that will report to me. I have never done this before and am terrified. What questions should I ask in the interview?" - Aliya
	ABOUT JULIETTE ATTWELL


