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THE INTERVIEW

The job interview is the most important part of your job search.  Unfortunately, most people put more effort into their resume then they would ever think of putting into preparing for interviews.  A resume gets your foot in the door, but the way you handle yourself in the interview can secure the job for you.

Adequate preparation is essential.  A face-to-face meeting allows you the opportunity to sell yourself.  By preparing for interviews, you can do this in the best way possible.  This requires careful analysis of your past achievements, your current situation, and your anticipated preferences.  Set aside the time to fix this information clearly in mind before you begin meeting with employers.

Things to remember:

· Before the day of the interview, drive to the location where the interview will be (preferably at a comparable time of the day your interview will be held).  Note construction, traffic, and parking possibilities so that you can plan accordingly and face less stress on the actual day of your interview.

· Upon arrival, visit the restroom and check your appearance.

· Make sure you arrive 5-10 minutes early to the actual interview (in the appropriate office, not in the parking lot).

· When you arrive at the location, always be polite and courteous to everyone you meet, especially the receptionist.

· Smile, and be positive.  No one wants to hire negative employees.

· Take several copies of your resume and references to the interview.

· Relax, and remember that the interviewers are most likely as nervous as you.  They have the more difficult task of finding the best employee for the job—one that will meet the needs of the organization.  If you happen to not be the right candidate for the job, then consider it an opportunity to gain experience that you can use in the future.

KNOW YOURSELF

Knowledge of yourself is a crucial part of the interviewing process.  This knowledge will allow you to be prepared to answer any questions about yourself that the employer might ask.  It is important to think about what you want and who you are before your interview.

Here are some questions you should ask yourself before your interview:

· What are your interests?

· What type of work excites you?

· What job do you really want?

· What are your skills and abilities?

· What are your strengths and weaknesses?

· What weaknesses must you overcome to get the job you want?

· What are your values and attitudes?

· How do they relate to the world, others, and yourself?

· What have you gained through your education and work experience?

· What have you accomplished through your education and work experience?

· What are your career goals?

· What do you want to be doing five years from now?

· What are your immediate and long-term goals?

· What is your geographic preference?

· What is your desired salary?

· What are your greatest attributes?

· What are your likes and dislikes?

· What is your greatest accomplishment?  What did you learn?

· What was your biggest defeat?  What did you learn?

RESEARCHING THE COMPANY

Researching the company is a very important step to take when preparing for an interview.  You want to learn as much about the company as you can.  Never go to any interview without thoroughly researching the organization.

Some things you may want to know about a company:

· History





(    Reputation

· Types of products/services offered

(    Current number of employees

· Company goals




(    Position salary range

· Financial stability



(    Prospects for growth or change

· Locations





(    Job opportunities

· Business methods



(    Philosophy

How exactly do you find this information?  Here are some places that you can look in order to find the information you need:

· Internet web sites

· WLC Life Resources Office
· Annual reports, catalogs, and press releases-company pamphlets and publications

· Professors, parents, siblings

· Current or former employees of the organization

· Chamber of Commerce

· Better Business Bureau

· Recent business or trade magazines

By doing your research, you are reflecting a special interest and enthusiasm for the employer.  Conversely, an absence of knowledge of the company can reflect negatively on your application.  A thorough knowledge of the company will allow you to speak intelligently with the employer.  The information you gather will also help you determine what the company is looking for in an employee and enable you to ask informed questions during the interview. 

APPEARANCE

Your appearance for an interview is a very important component of the interview process.  What you wear can decide whether you have a chance at the job or not.  Appearance also plays a considerable role in the employer’s first impression, so you will want to spend plenty of time considering your appearance ahead of time.  Here are some basic guidelines that both men and women should follow:

· Dress conservatively.

· Avoid wearing trendy clothes.

· Choose conservative colors such as blue, gray, or brown.

· When considering what to wear, always purchase the best you can afford.

· Consider what type of professional job you are applying for and dress accordingly.

· Avoid strong perfume or cologne.

· Make sure your shoes are polished and professional.

· Your clothes should be fresh, neat, and pressed.

· Your fingernails should be clean and properly cut.

· If you have bad breath, take breath mints.

· Your hair should be neat and combed.

· Wear your outfit ahead of time so you can be comfortable when you wear it to the interview.

· Wear clothes that are comfortable.

· Check out you appearance in a mirror before entering the interview.

Here are some guidelines that men should follow:

· Wear suits that are navy or shades of gray.

· Shirts should be long-sleeved and white, cream, or light blue.

· Ties should be blue, red, or have a subtle print.

· Avoid ties with crazy designs or loud stripes.

· Avoid tie clips or collar bars.

· The same suit can be worn for a second interview as long as a different tie is worn.

· Wingtip shoes are highly recommended.

Here are some guidelines that women should follow:

· Makeup should be soft, simple, and subtle.

· Wear simple jewelry.

· Wear suits that are navy or gray.

· Blouses should be long-sleeved and light colored.

· Wear neutral colored stockings or pantyhose.

· Always have an extra pair of pantyhose with you in case of runs.

NON-VERBAL COMMUNICATION SKILLS

Your non-verbal communication skills are important in all face-to-face interactions.  How you present yourself is as important as what you say in an interview. You should be aware of your non-verbal skills in the following areas:

· Posture

· Body Language

· Mouth

· Facial Expressions

· Hands

· Actions

· Tone of Voice

There are some key points to remember in regard to your non-verbal communications skills:

· When shaking the interviewer’s hand, make sure your palm is dry, shake the person’s hand firmly, look him/her in the eye, and smile.

· Do not sit until your invited to do so.

· Sit up straight in your chair.

· Maintain good eye contact, but do not overdo it. 

· Pay attention to the interviewer while they are talking.  Do not think about how you are going to answer their questions while they are talking.

· Show your enthusiasm and convey your interest through your vocal inflections.  This can help create a good impression.

· Avoid your personal nervous habits: Touching your face or hair, tapping your pen, swinging your foot or crossed leg, biting your nails, rocking in your chair.

· Be aware of your body language.  Your tone of voice, posture, etc., all give clues about your feelings and attitudes.

· Face the interviewer in a relaxed, open manner.

· Utilize your hands, body movements, and facial expressions to emphasize what you are verbalizing.  For example: Sit up in your chair, lean forward slightly, smile, and move your hands as you speak in order to demonstrate your enthusiasm.

VERBAL COMMUNICATION SKILLS

Obviously your verbal communication skills are also an integral part of the interview.  What you say can influence whether the interviewer considers you a good candidate for the job or not.  Here are some items to consider as you work on your verbal communication skills:


What to do:

· Speak clearly.

· Use complete sentences, avoiding one-word answers.

· Give clear and concise answers.

· Articulate clearly.  Do not mumble.

· Watch your pace.  Avoid talking too fast or too slowly.

· Use pauses for emphasis.

· When asked a difficult question take your time.  Do not hesitate to pause and collect your thoughts before answering.

· Relax and speak with confidence.

· Project your voice loudly enough to be heard by the interviewer.

· If you do not understand the question, ask the interviewer for clarification.

What not to do:

· Do not use slang.

· Do not ramble.

· Do not use words such as um, well, so, you know, I think.

· Do not chew gum or smoke while interviewing.

· Never interrupt the speaker.

PRACTICE MAKES PERFECT!

Take every opportunity you might have in order to better your interviewing skills.  Participate in mock interviews sponsored by the Life Resources Office, practice on a friend, or practice in front of a video camera.  The more you practice, the more comfortable you will become with the interview process.  By practicing responses to key questions, the interview process can become second nature.

FREQUENTLY ASKED INTERVIEW QUESTIONS

Each interview and interviewer will be different; however, there are questions that are frequently asked in most interviews.  Be prepared to answer the following questions:

(  How would you describe yourself?

(  What college subjects did you enjoy the most?  Least?

(  What are your strengths and weaknesses?

(  Why should I hire you?

(  Where do you see yourself in five years?  In ten years?

(  Will you be willing to relocate?

(  Why did you choose your college or university?

(  What were your frustrations in your past places of employment?  How did you

 overcome them?

(  What achievements have given you the most satisfaction?  Why?

(  What are your career goals, both short-term and long-term?

(  What are you doing in order to achieve your goals?

(  Describe the perfect work environment.

· How can you contribute to this company?

· What do you look for in a job?

· How would you rank yourself among your peers?

QUESTIONS TO ASK THE EMPLOYER

Be sure to have a list of questions to ask your interviewer.  Thoughtful, well-researched questions will not only help you to gain important information, but will also show the employer your initiative and your genuine interest in the job.

(  What would my responsibilities and duties be?

(  How would my performance be evaluated?

(  How will feedback be given?

(  Is there a training program?

(  How, when, and by whom is the final hiring decision made?

(  What opportunities for advancement exist?

(  How much travel is required?

(  What would a typical day be like?

(  How would I be supervised?

(  Who would I be working with?

(  What are the specifics of the position?

· What would be the major challenges of the position?

· Where are your other locations?

· Would this position lead to other job opportunities?

$  Do not raise the subject of salary or benefits until the end of the interview.  In most cases, it is best to wait until the topic is raised in a second interview or after the job is offered.

FOLLOWING THE INTERVIEW

After you are finished with an interview you should:

· Take a few notes immediately following the interview in order to remember what you discussed.  This assists you in recalling key points if called back for another interview.

· Within twenty-four hours, you should send a thank you letter to the employer.  Thank you letters can be either typed or hand-written.  See the format below.

· If you have decided that you no longer are interested in the position, you should indicate your wish to withdraw from candidacy.

THANK YOU LETTER FORMAT

Your Present Street Address

City, State, Zip Code

Date of Writing

Mr./Ms. Employer

Job Title

Organization/Company

Street Address

City, State, Zip Code

Dear Mr./Ms. Employer:

Opening Paragraph:

· Express your gratitude to the employer for the interview.
· Remind the employer of when and why you met.
Middle Paragraph:

· Confirm your continuing interest in the company and the position.

· Demonstrate how your qualifications fit the employer’s need.

· Stress what you will do for the employer.

Closing Paragraph:

· Indicate that if the employer has any further questions to contact you.

· Express your appreciation for their time and consideration.

Sincerely,

(Hand-written signature)

Type your name

ADDITIONAL RESOURCES

The following resources can be found in the Life Resources Office career library:


Successful Interviewing For College Seniors  John D. Shingleton


Sweaty Palms: The Neglected Art of Being Interviewed  H. Anthony Medley


Job Interviews Made Easy  Patty Marler and Jan Bailey Mattia


Interview For Success  Krannich and Krannich


Best Answers to the 201 Most Frequently Asked Interview Questions  
           Matthew J. DeLuca

201 Best Questions to Ask on Your Interview  John Kador
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