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What is an interview?
An interview is a meeting between you and an employer. It usually takes place after an employer has reviewed your job application, resume, and cover letter. 

What is the purpose of an interview?
An interview allows an employer to learn more about your:

• Abilities

• Talents

• Interests

• Personality

• Work experience

• Education

• Motivation

It also allows you to find out more about an employer’s:

• Needs

• History

• Work environment

• Business activities

• Plans for the future

How long does an interview last?

Interview lengths vary widely. In some cases, an interviewer might simply ask you a series of questions. In other cases, you might be asked to demonstrate certain skills. For example, a clerical job might require a typing test as part of the interview process.

How should I prepare for an interview?
To answer an interviewer’s questions effectively, you need to know yourself very well. If you have already completed a job application, cover letter, and resume, you should be quite familiar with things like your interests, goals, skills, education, experience, strengths, and weaknesses.

Knowing yourself, however, is only a starting point in your interview preparation. You should also be able to answer questions about yourself, your education and experience clearly and concisely. You must behave professionally throughout the entire interview. 

In this packet, you will find sample interview questions, as well as information on how to conduct yourself at various stages of an interview. Don’t underestimate the importance of practicing behaviors—such as answering questions, introducing yourself, and thanking the interviewer—in front a mirror. You can also hold practice interviews with friends, teachers, and family members. Practicing will increase your confidence and help you to remain relaxed during the actual interview.


Before an Interview

Along with practicing, you should prepare for an interview by completing these tasks:

• Figure out how to get to the interview. If the interview is located in an unfamiliar area, ask for directions ahead of time. Drive to the location the day before the interview. Allow yourself plenty of time. In fact, you should plan to arrive five to ten minutes early.

• Familiarize you with the company before the interview. You can do this by picking up materials from the company or by visiting a company’s Web site.

• Prepare a few questions to ask.

• Have any materials you plan to bring, such as a resume or list of references, ready the night before the interview.

• Dress properly. Your clothing should be clean and professional. Avoid wearing trendy clothing, flashy jewelry, or strong perfume or shaving lotion. 

• Bring a pen and pencil in case you are asked to complete paperwork there.

During an Interview

• Greet the interviewer by his or her name and introduce yourself. Also, smile and offer a firm handshake. Stand until you are invited to take a seat.

• Be friendly. Treat everyone you talk with in a polite, professional, and kind manner.

• Show your enthusiasm. Express your excitement about the job. Don’t act bored.

• Be positive, confident and pleasant. Avoid putting others down to make yourself look good.

• Maintain eye contact. Good eye contact is a key to building trust in a relationship.

• Express yourself clearly and concisely. Use complete sentences, and avoid one-word answers. Don’t use slang or mumble. 

•  Be aware of body language. Your tone of voice, posture, etc., all give clues about your feelings and attitudes. Face the interviewer in an open, relaxed manner, and sit up straight. Avoid negative body language such as folding your arms across your chest or nervously tapping your hands or feet.

• Be a good listener. Look at the interviewer while he or she is speaking. Nod to show understanding, and act interested in what the interviewer is saying. Listen to an entire question before answering. Don’t interrupt.

• Ask questions. At the end of the interview, the interviewer will likely ask you if you have any questions about the position. Be sure to ask a few questions, but don’t extend the interview needlessly.

• As you exit the interview, thank the interviewer for his or her time and offer a firm handshake. Express your interest in the job and ask permission to call in a few days to inquire about the position. Leave your resume, list of references, etc., if you have not already submitted these.

After an Interview

• Send a thank you note. 

• Make a follow-up call.

• Reflect on what you did well and on what you could improve upon next time.
Common Interview Mistakes to Avoid

By now, you have learned a lot about what to do and not do in an interview. Here are a few more behaviors to avoid.

• Showing up late
• Chewing gum, eating, or smoking
• Bringing friends or family members
• Arguing or getting defensive
• Discussing personal problems
• Asking about pay  (this is acceptable at a first interview only if you are actually offered the job)
• Inflating the truth
Common Interview Questions 

• Why don’t you tell me something about yourself?

• What do you know about this company and/or job?

• How is your attendance in school?

• What are some of your strengths? What are some of your weaknesses?

• What do you hope to be doing in five years?

• Why should I hire you?

• What do you enjoy in school?

• What courses do you like best/least? Why?

• Do you plan to continue your education?

• Have you ever had trouble getting along with people?

• What are your hobbies?

• What are your career plans and goals?

• What is your idea of a good worker?

• Do you like working by yourself or with others?

• Do you like routine work?

• What jobs have you enjoyed the most/least? Why?

• Do you have any questions for me?

• What do you expect as a starting salary?
Questions You Can Ask the Employer

• What qualities are you looking for in your new hires?

• Can you describe your training programs?

• What are your expectations for new hires?

• What would a typical day be like for someone doing my job?

• How many hours will be available?

• What shifts would I be expected to work?

• How is an employee evaluated and promoted?

• What would be a realistic time frame for advancement?

Questions You Can Ask Yourself after the Interview
Did I….

• Practice before I went to the interview?

• Use the interviewer’s name during the interview?

• Use good eye contact?

• Smile?

• Show enthusiasm?

• Appear confident and relaxed?

• Answer their questions without talking too much?

• Know my skills and express them so they understood what I had to offer?

• Convince them I would be punctual and reliable?

• Convince them I really wanted to work for them, without begging for the job?

• Remember to keep family matters and personal problems out of the discussion?

• Ask them the questions I had prepared?

• Ask permission to call after the interview?

• Send a thank you letter?

Sample Thank You Letter
No matter how you feel about the interview, always send a thank you letter to the interviewer within three days of the interview.

You send a thank you note for three reasons:

• Help the interviewer remember you.

• Show that you are still interested in the job.

• Demonstrate that you are courteous.

A thank you letter can be hand written on a small thank you card or typed using a format similar to a cover letter. Here is a sample letter.


2016
INTERVIEWING


SKILLS





According to the National Association of Colleges and Employers Job Outlook survey, employers place a great deal of importance on first impressions. “A job candidate's appearance and demeanor are the first things a hiring manager sees. The first impression you project depends on things like whether you are dressed in a professional manner and have a good handshake or you arrive at the interview snapping gum and sporting a large tattoo.” 








Dear Ms. Atkins:


I enjoyed talking with you last Monday and hearing more about Kennedy Accounting Services. I would welcome the opportunity to make use of my customer service and computer skills at Kennedy.


I like the way the company is growing and offering new services. My career goal is to learn new clerical skills that will allow me to advance in the accounting industry.  The office assistant position we discussed seems like a great place to begin. 


I look forward to hearing from you soon. Thank you again for your time and consideration.





Sincerely,


Maryrose Sigro
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