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“You never get a second chance to 
make a first impression.”



Topics to Be Covered

PreparationPreparation
What happens during the interview?What happens during the interview?

Types of InterviewsTypes of Interviews
PortfoliosPortfolios
Salary Questions FollowSalary Questions Follow--upup
FollowFollow--upup



Interview Phases

Self Self –– assessment (before)assessment (before)
Preparation (before)Preparation (before)
Actual interview (during)Actual interview (during)
Review (after)Review (after)



Why Interviews?

See the candidate firstSee the candidate first--handhand
Probe for detailed information about the  Probe for detailed information about the  
candidatecandidate
Sell the job and the organizationSell the job and the organization
Allow candidates to assess their interest in Allow candidates to assess their interest in 
the organizationthe organization



Employer 
Perspective

Can you do the job ?      Can you do the job ?      Can I do the job ? Can I do the job ? 

Will you do the job ?  Will you do the job ?  Will I do the job ?Will I do the job ?

Will you fit in ?Will you fit in ? Will I fit in?Will I fit in?

Candidate 
Perspective

Presenter
Presentation Notes
I’ve included this slide early as well as at the end of the presentation.  Students / job seekers must frame their qualifications, interview, resume, job search…from the perspective of the employer.   These three questions form the whole basis for the process an employer undertakes when hiring someone.  



Importance of Career Planning



What is Self-Assessment?

A process through which you analyze:A process through which you analyze:

strengths and weaknessesstrengths and weaknesses
skills and abilitiesskills and abilities
interests and valuesinterests and values
goals and aspirationsgoals and aspirations



Why Self-Assessment?

Identify strengths to discuss in interviewsIdentify strengths to discuss in interviews
Builds confidenceBuilds confidence
Articulate match between you and the Articulate match between you and the 
employer in a persuasive wayemployer in a persuasive way



Questions to Consider

What type of work setting?  What type of work setting?  
What is important to you? (security, What is important to you? (security, 
money, making a contribution)money, making a contribution)
What are your strengths and weaknesses?What are your strengths and weaknesses?
Where do you want to be in five years? In Where do you want to be in five years? In 
ten?ten?



Researching the Organization

Identify industry issues and major newsIdentify industry issues and major news
items in the fielditems in the field
Find out products / services / reputation /Find out products / services / reputation /
competition / mission statementcompetition / mission statement
Most common recruiter complaint?Most common recruiter complaint?

Candidate is unfamiliar 

with the organization.



Interviewing - Preparation

Analyze responsibilities or job duties:Analyze responsibilities or job duties:

knowledge requiredknowledge required
skills and abilitiesskills and abilities
personal characteristicspersonal characteristics

Presenter
Presentation Notes
Typically, this is the area most neglected by job seekers.  Fail to analyze what it takes to do the job (refer to last slide).  Process is labor intensive involves reviewing (when possible) full job description, researching company, assessing personal fit.



Interviewing - Preparation
Research the organization 

annual reports

field research / personal visits

your network

Internet

library 

professional organizations

Career Resource Room



Interviewing - Preparation

Relate your background to the 
employer’s needs 

Why should I hire you ?

Review full-job description.

Qualifications (screening criteria ?)

Personal traits

Skill sets



Interviewing - Preparation
Select appropriate apparel

minimal cologne

professional hairstyle  (avoid trends)

minimize wardrobe color

quality clothes

minimal jewelry

body art

Presenter
Presentation Notes
Emphasize that dress is situational.  Some employers are fine with studs in tongue.  General rule is to dress conservatively for interviews - they can also ease up once they get the job (depending on corporate culture).  



IBM, Kodak, Xerox are all business casual (excluding sales, and very public positions)

Jewelry - men minimal, women rule of 5 - earrings count as 2.



Interview Attire



Why Advance Planning?

Shows youShows you’’re taking the job search and re taking the job search and 
organization seriouslyorganization seriously
Helps you be more comfortable andHelps you be more comfortable and
confident in the interviewconfident in the interview
Helps you stand out from other applicantsHelps you stand out from other applicants



Interviewing - Preparation
Prepare your responses

Practice commonly asked questions

Write out behavioral answers (stories)

Mock interviews / field research

Prepare questions for the employer

Identify experiences, accomplishments,
skills, goals, values (actual examples)

Presenter
Presentation Notes
Refer to Interviewing Handout and Behavioral Handout for questions.  I usually read through a couple and discuss pros and cons of how to answer. You can also solicit audience for difficult questions they have been asked. 



Research has show that there is a slight advantage to be interviewed first or last.  Behavioral interviewing that often uses video taping, recording of answers effectively eliminates this advantage.  This halo effect is one of the most common mistakes interviewers make in traditional interviews (remember the first or last - and assume they are the best for the job) 



The Day of the Interview 

Arrive early / present yourself on timeArrive early / present yourself on time
Bring extra resumes, portfolio of work, Bring extra resumes, portfolio of work, 
tasteful notepad, references tasteful notepad, references -- anything anything 
requested by the employerrequested by the employer
RelaxRelax
Maintain positive attitudeMaintain positive attitude
Make a favorable impression on support Make a favorable impression on support 
staff and receptioniststaff and receptionist

Presenter
Presentation Notes
Arrive early to anticipate any potential problems (traffic, getting lost, adjusting appearance…)  However, announce your arrival 5-10 minutes prior to the interview.  Avoid the awkwardness of being extremely early.



Types of Interviews

ScreeningScreening
TraditionalTraditional
GroupGroup
Phone / Video ConferencingPhone / Video Conferencing
Presentations Presentations 
BehavioralBehavioral

Presenter
Presentation Notes
Screening 	- employer talks as much as candidate 

                 	-  allows employer and candidate to assess “fit”

	-  on-campus recruiting (first round)

	-  brief (30 minutes, usually no more than 1 hour)

Traditional 	-  manager (someone with expertise in area being filled)

	-  may have minimal training for interviewing

	-  focuses on commonly asked questions (refer to handout)

	-  usually last 45 minutes to an hour

Behavioral	- team of interviewers

	- responses are recorded

	-  longer (90 minutes - sometimes longer)

	-  analyze past performance

	-  interviewers are highly trained

Stress	-  interviewer attempts to rattle candidate

	-  purpose is to see how you handle stress (or not)

	-  may ask inappropriate or illegal questions	

Group	-  team of interviewers

	- may be several candidates competing for job (Counselor Ed, 	Toys R Us)





Screening Interviews

Allows candidate and interviewer to assessAllows candidate and interviewer to assess
fit and interestfit and interest
Typically 30 minutes or lessTypically 30 minutes or less
Used on onUsed on on--campus interviews, job fairs,campus interviews, job fairs,
open housesopen houses



Traditional Interviews

One to oneOne to one
Typically conducted by manager or humanTypically conducted by manager or human
resources personresources person

Asks common interview questionsAsks common interview questions



Group Interviews

Group of candidates with a group of interviewersGroup of candidates with a group of interviewers
Group of interviewers with one candidateGroup of interviewers with one candidate
Becoming more frequentBecoming more frequent
Allows organization to assess team skillsAllows organization to assess team skills
Candidates walk a fine line between assertive andCandidates walk a fine line between assertive and
too aggressivetoo aggressive
Address everyone  Address everyone  
Eye contact for allEye contact for all
Thanks to allThanks to all



Phone  / Video Interviews

Allow plenty of timeAllow plenty of time
Be comfortable (some candidates dress up)Be comfortable (some candidates dress up)
Arrange to have no interruptionsArrange to have no interruptions
You may need to reschedule if they call at You may need to reschedule if they call at 
a bad timea bad time

Notes at your fingertipsNotes at your fingertips



Behavior-Based Interviews

Used by 70% of organizationsUsed by 70% of organizations
About realAbout real--life incidents and how you reactlife incidents and how you react
Based upon past experiencesBased upon past experiences
Helps interviewer see how you react in Helps interviewer see how you react in 
different situationsdifferent situations
SelfSelf--assessment can help you anticipateassessment can help you anticipate
and prepare for behaviorand prepare for behavior--based questionsbased questions



Behavior-Based Interviews

Interviewer looks for:

- situation or task and action taken

- what did candidate do or say in given 
situation?

- effect or results / changes?

- detail in describing past performance / 
not future performance

- dimensions / behavior skill sets

Presenter
Presentation Notes
Refer to full workshop on Behavioral Interviewing.



Dimensions or behavior skill sets are the characteristics the employer has determined essential to do the job and survive in their corporate culture.  Typical skill sets include:



decision making and problem solving

leadership

motivation

interpersonal skills

communication

planning and organization

intellectual capacity

influencing others



Typical Behavior-Based 
Questions

Tell me about a time you were involved in a Tell me about a time you were involved in a 
project.  What was your role?  What did you project.  What was your role?  What did you 
contribute?contribute?
Describe a time when you had to work under Describe a time when you had to work under 
pressure.  What was your role?  How did you pressure.  What was your role?  How did you 
react?  How did you contribute to the situation?react?  How did you contribute to the situation?
Tell me about a time in which you disagreed with Tell me about a time in which you disagreed with 
your supervisor?  What was the outcome?your supervisor?  What was the outcome?



Handling Behavior-Based 
Questions

Use the STAR method (Situation, Task, Action, Use the STAR method (Situation, Task, Action, 
Result)Result)

Analyze your own background.  List jobs, Analyze your own background.  List jobs, 
internships, class projects, volunteer work.  Select internships, class projects, volunteer work.  Select 
33--5 projects to analyze in detail.  5 projects to analyze in detail.  
Projects Projects –– What was your role, What did you What was your role, What did you 

offer?  Contributions?  Skills used or learned?  offer?  Contributions?  Skills used or learned?  
Outcomes?  What would you do differently?  Outcomes?  What would you do differently?  
What are you most proud of? What are you most proud of? 



Frequently Asked Questions
1.  Tell me about yourself.  Expand on your resume.

2.  Why are you applying for this position?

3.  Why did you leave your last job ?

4.  Where do you see yourself in five years?  In ten?

5.  What are your strengths and weaknesses?  

6.  Describe a typical day in your current job.

7.  Why did you select your major ?

8.  What kind of supervisor do you prefer ?  

Presenter
Presentation Notes
You can also pick questions from the handout.  I don’t bother reading through each one.  I sometimes do some role playing and call on students to answer particular questions.  



During the Interview
Shake hands before and after the
interview

Get names and titles of interviewers   
(business cards)

Speak clearly and to the point

Listen to the question - ask for 
clarification  

Ethics - be honest and bring up only
positive points



Non-verbal 
Factors

PunctualityPunctuality
ClothingClothing
GroomingGrooming
HandshakeHandshake
Eye contactEye contact
PosturePosture
ExpressionExpression

Verbal 
Factors

Can carry on an Can carry on an 
informal conversationinformal conversation
Grammar and wordGrammar and word
usage are professionalusage are professional
Voice soundsVoice sounds
confident and selfconfident and self--
assuredassured



During the Interview

Tell them why you want the job

Emphasize strengths 

Follow their lead

Be prepared for questions (self-
assessment)

Find out the next step / Timeline



Practice responses to 
common questions

Give responses that reflect strengthsGive responses that reflect strengths

How do you solve problems?How do you solve problems?
How do you make decisions?How do you make decisions? 
How do you set priorities / goals?How do you set priorities / goals? 
How do you work with others?How do you work with others? 
How do you plan and organize?How do you plan and organize?



Salary Questions

Only discuss salary if the interviewer brings upOnly discuss salary if the interviewer brings up
Have a salary range in mind (prior to the Have a salary range in mind (prior to the 
interview)interview)
Try to get the interviewer to disclose range or Try to get the interviewer to disclose range or 
actual salary firstactual salary first

“I understand the national average for someone with my 
qualifications for this kind of position is $_____.  Given the 
cost of living, I assume the salary is higher / lower or about the 
same.”



Illegal Questions

Any question that deals with marital status, Any question that deals with marital status, 
sex, race, religion, age, national origin, sex, race, religion, age, national origin, 
citizenshipcitizenship

Questions must relate to the job.Questions must relate to the job.

Presenter
Presentation Notes
Refer to Pre-Employment Inquiries/Testing  handout - needs updating.

See pages 28,29 of the Job Search Handbook for Educators



Illegal Questions
What is your maiden name?

Age, birthdate, or questions which 
identify applicants as being over 40

Do you have physical disabilities?

Questions regarding nationality

Have you been arrested?  (may ask 
about convictions)

Presenter
Presentation Notes
These questions are taken from the the Job Search Handbook.  Gives a good break down of acceptable vs.  unacceptable inquiries.







Illegal Questions - Handling
Determine why the question was asked, then 
reassure the employer

Ask why the question was asked, explaining you are
unsure how it relates to job duties

Answer the question, ignore the illegality

Answer the question, stating that you don’t think it
relates to your qualifications

Decline to answer the question saying you don’t
think it affects your qualifications



Asking Questions

Most employers will ask if you have Most employers will ask if you have 
questions.  May take up to 15 minutes of the questions.  May take up to 15 minutes of the 
interview.  interview.  
Asking questions shows you are interested, Asking questions shows you are interested, 
intelligent and thoroughintelligent and thorough
Develop questions prior to the interviewDevelop questions prior to the interview
DonDon’’t ask questions of salary, vacation andt ask questions of salary, vacation and
other benefitsother benefits



Sample Questions

““I read in your annual report that your I read in your annual report that your 
support for research has increased by 50%.  support for research has increased by 50%.  
Have you seen results from this increase?Have you seen results from this increase?””

““A Wall Street Journal article stressed your A Wall Street Journal article stressed your 
companycompany’’s commitment to innovative s commitment to innovative 
marketing strategies.  Do you think the marketing strategies.  Do you think the 
article was accurate and why?article was accurate and why?



Portfolios

Tasteful and manageable in sizeTasteful and manageable in size
May include writing samples, letters of May include writing samples, letters of 
recommendation, transcripts, lesson plans, workrecommendation, transcripts, lesson plans, work
projects, certificatesprojects, certificates
Used to support your responses to interviewUsed to support your responses to interview
questionsquestions
DonDon’’t randomly pull items outt randomly pull items out
Never leave the portfolio with the employerNever leave the portfolio with the employer
unless requestedunless requested



Conclusion of Interview

Ask any final questions (both parties)Ask any final questions (both parties)
Find out next step.  When will you hear Find out next step.  When will you hear 
from them?from them?
Express interest (if appropriate).Express interest (if appropriate).

““II’’ve enjoyed this interview and am excited ve enjoyed this interview and am excited 
about opportunities with your organization.  about opportunities with your organization.  
I hope you will invite me to the next step.I hope you will invite me to the next step.””



Tips for Successful Interviewing
Watch appearance / hygieneWatch appearance / hygiene
Avoid Nervousness (extreme)Avoid Nervousness (extreme)
Firm handshakeFirm handshake
Maintain eye contactMaintain eye contact
Be selfBe self--confidentconfident
Avoid  being overly selfAvoid  being overly self--criticalcritical
Allow the interviewer to talk (donAllow the interviewer to talk (don’’t interrupt)t interrupt)
DonDon’’t criticize your current employert criticize your current employer
Avoid discussing controversial affiliations (religious, Avoid discussing controversial affiliations (religious, 
political)political)

Presenter
Presentation Notes
Integrate on-campus interview evaluation.  Highlight what employer looks for.  



Interviewing - After

Write thank you letters (include any Write thank you letters (include any 
important omissions, reiterate your interest important omissions, reiterate your interest 
and strengths)and strengths)
Analyze your performance (immediately)! Analyze your performance (immediately)! 
Keep a log of the interview with dates, Keep a log of the interview with dates, 
facts, advice you were given, impressionsfacts, advice you were given, impressions
Get feedback from peers / professionalsGet feedback from peers / professionals
FollowFollow--up / stay in pursuitup / stay in pursuit

Presenter
Presentation Notes
I often get questions on format for thank-you notes.  The act is more important than the medium.  E-mails are generally considered acceptable (backed by research) as are handwritten or typed thank-you notes.  



No Failures, Just Lessons

Learn from every interviewLearn from every interview

Have fun!Have fun!



The Job Market
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