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PREPARING FOR INTERVIEWS

General Preparation:

The best way to study is to go over your job application before the interview. Make sure you are
familiar with the information you provided.

Study the job announcement flyer and find out all you can about the job. Think of how well your
qualifications match the requirements for the job.

Arrive at the location early enough to collect yourself and check out the situation, but wait until
close to your scheduled time to report to the specific interview location.

Look and Act Professional:

Create a good impression, dress neatly and appropriately.

Men: Suit, or at least a button-down shirt and tie, for management positions. Neat pants (not
jeans, and a collared shirt for all others.

Women: Business attire for management positions, and neat, conservative clothes for all
others.

General Tips:

Turn off cell phones, and pagers.

The interview starts the moment you walk in so introduce yourself immediately.

Give the panel members all of your attention.

Look interested and smile!

Keep good posture and eye contact.

Answer the questions thoroughly without too much unnecessary details.

Be responsive to the questions being asked, be relaxed but consider your answers seriously.

Be a good listener as well as an intelligent talker.

Answer with more than “yes” or “no”.

Stress the positive and not the negative. Don’t badmouth previous employers or co-workers.
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Use two or three key points or examples to demonstrate your knowledge.

Do not ramble if you do not know the answer. State directly that you do not know the answer,
but ask if you could outline how you would find the answer, solve the problem, or the method
you would employ.

Maintain your self-confidence and composure if you feel that the interview is not going well. The
interviewer may be testing you.

Interviewers are looking for a clear and sensible thought process.

Think through your background and and tie previous situations with those that may relate to the
job.

When asked how you would handle a situation, describe a similar one and explain what you did.
Describe the results and then tie it back to the hypothetical situation provided.

PLACEMENT INTERVIEW

Use the same tips as before, but one difference is that the supervisor wants to know how you
will fit into his or her department.

Be sure you think about the hiring supervisor and why he/she wants to choose YOU from all the
possible candidates for this job in his/her department.

This may require some background research on the department.


