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Preparing for the Interview
Scheduling the Interview

Be prepared for the employer to contact you:

▪ Use your best professional greeting (eliminate distractions/background noise)

▪ Be confident and maintain upbeat/enthusiastic demeanor & SMILE

▪ Know your resume

▪ Be prepared to describe your qualifications as they pertain to the job opening

▪ Know something about the company (visit their website)

▪ Be flexible about your availability for interview

Preparing for the Interview

▪ Call employer the day before interview to confirm appointment

▪ Check driving directions/parking availability & if time allows make a dry run

▪ Research company and know important facts about company & the position

▪ Prepare multiple copies of your resume, cover letter & references

▪ Be prepared to fill out job application (10 years work experience, education, references, etc…)

▪ Get a good nights sleep!

Dress for Success

Explore the dress requirements typical of the career field:

▪ If possible, ask company representative for appropriate dress

▪ When in doubt, dress up (professional) not down

▪ Typical professional dress:

   Women:

▫ Make-up minimal, simple basic jewelry, and avoid perfume

▫ Fingernails well groomed/subtle color 

▫ Clothing: pant suit, dress suit or tailored dress in solid or subtle color

    Men:


▫ Avoid flashy jewelry and cologne


▫ Clean, well-groomed hands & nails


▫ Dark suit or dress pants and jacket

Practice, Practice, Practice 

Answers to employers questions:

▪ Why should I hire you?

▪ What do you know about our organization?

▪ In what ways will you contribute to our organization?

▪ What are your long term goals?

▪ What are your strengths and weaknesses?

▪ What accomplishments have given you the most satisfaction and why?

Questions you can ask the interviewer: 

(Interviewers say one of the biggest mistakes candidate make is failing to ask questions!)

▪ What are the skills most essential for success in this position?

▪ What do you see as the greatest challenge in this position?

▪ What are the companies plans for growth?
Questions you can ask the interviewer continued: 
▪ Describe a typical day in this department?

▪ Are there opportunities for advancement?

▪ How do you feel my experience and skills match up with your needs?

▪ What is your timeline for filling this position?

▪ May I see the work area?

Day of the Interview

Initial impressions can make or break your interview:

▪ Your interview begins when you enter the parking lot

▪ Be friendly and smile (you never know who has an impact the hiring process!)

▪ Firm handshake 

▪ Be aware of your body language, posture and maintain eye contact

▪ No gum chewing

During the interview:

▪ Wait for directions from interviewer before you sit down

▪ Maintain professionalism

▪ Don’t use poor grammar or useless filler words (i.e., “um,” “uh,” “ya know,” “well,” “like” and “yeah”)

▪ Listen carefully to interviewer and give clear/concise responses

▪ Don’t interrupt interviewer

▪ Don’t discuss personal situations or problems

▪ Be confident, but not dominating

▪ Show interest and enthusiasm

▪ SELL YOURSELF! 


 ▫ Describe what you have to offer (skills, experience & expertise)


 ▫ Communicate relevant successes/accomplishments


 ▫ Be sincere about your interest in the job

▪ Don’t complain about past employers

▪ Most importantly, be yourself!

At the end of the interview:

▪ Restate your interest in the position

▪ Inquire about the next step in the hiring process

▪ Ask for a business card and plan next date/time of contact

▪ Thank interviewer for time

After the interview:

▪ Send a thank you via postal service or email within 24 hours

▫ Thank interviewer for their time

▫ Mention topics covered in the interview

▫ Last chance to offer information you failed to mention during interview


Follow-up

▪ Follow-up as discussed during interview

▪ You may generally call the company one week after the interview 

Resources for interview preparation

▪ College of the Canyons Career Center (building C)

▪ http://www.canyons.edu/library (College of the Canyons Library database)

▪ http://www.job-interview.net/questionstoask.htm
▪ http://www.hsph.harvard.edu/careers/guide-interview.html
▪ http://www.career.eku.edu
▪ http://www.job-interview.net (interviewing etiquette) 

▪ http://www.ravenwerks.com/practices/etiquette.htm (workplace etiquette)
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