Interview Technigues

1. Keep your answers brief and concise

2. Include concrete, quantifiable data

3. Know your key strengths

4. Prepare five or more success stories

5. Put yourself on their team

6. Image is often as important as content

7. Ask guestions

8. Maintain a conversational flow

9. Research the company and its competitors
10.Keep an interview journal

Folder or briefcase

Copies of your resume

Transcripts / portfolio (if requested)
Notebook & pen

Calendar

List of references

Directions

Questions for the employer

Sample items (project documents, programs,
proposals)
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Explore your strengths, weaknesses, interests,
and career goals

Research the employer

Review the job description

Prepare for commonly asked interview
guestions and potential questions to ask the
interviewer

Practice aloud

Review your resume

Arrive early — approximately 10-15 minutes

before interview

Greet the employer and/or associates with a

firm handshake and confidence

When responding to questions, organize your

thoughts and then answer

- Give examples

- Answers should be positive and concise

- Don’t identify a weakness essential to the
job

Be aware of non-verbal behaviors — posture,

voice, eye contact, and smile

Relax and enjoy the conversation

Ask questions!
Thank the interviewer and determine next

step

Reaffirm your interest in the position
Re-evaluate interview questions and your
responses - reflect on your performance and
take notes for future reference

ask for a business card and send the
employer a thank-you letter




Reselarch:

Common Interview Questionsi]

Traditional Questions:
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ork experience have prepared you for the job?
atest strengths and weaknesses?

atest accomplishment?
make you think that you will be successful in this

Behavioral Questions:

estions is the S-A-R technique. First describe the
hat Action you took, and finally tell the interviewer

ere in and how you dealt with that issue.
you took a leadership role.
) deal with a difficult person.
above and beyond the call of duty.
at something.

Sample Questions to Ask:
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ding feature about this job?
iated with this position?
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