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INTERVIEWING - WHAT IS IT?

òA formal exchange of information

òAssessment tool (both for you and the employer)

òA technique ðPractice, Practice, Practice!

òConsists of both verbal and nonverbal 

communication



DYNAMICS OF SUCCESSFUL INTERVIEW

ò80% is attitude appraisal 

òThink about answering 2 basic questionséKeep 

these in mindé

éWhy are you interested in the company/organization?

éWhat skills/experiences do you have to offer?



PREPARATION POINTS

òBe able to sell yourself

éThink about your strengths, skills 

and qualifications -òproof by 

exampleó 

òKnow your resume 

òResearch the company

òPrepare questions to ask the 

employer



INTERVIEWING TIPS

òArrive early, be sure of exact date, time, and place

òBring a list of references, and multiple copies of 

your resume

òDress professionally

òBe confident, positive and enthusiastic

òBe cognizant of your body language



PROFESSIONAL IMAGE

ò Physical appearance 

ò Voice mail greeting

ò Email address

ò Online networking sites (Facebook, LinkedIn, MySpace, etc.)

ò Conduct yourself appropriately in all situations ðNothing is off 
the record!



TYPICAL STAGES OF THE INTERVIEW

ò Stage I: Introduction

é Firm handshake, engage in small talk, goal is to build rapport with 
interviewer

ò Stage II:  Review of Background

é Interviewer asks questions. Typically is the bulk of the interview.

ò Stage III: Employer Information

é Do you fit the mold? Discussion of Employerõs opportunities - Employer 
will ask if you have questions? (of course, you do!)
ð Come prepared with 3 ð5

ð The best questions are original ones

ð Researching the Company can assist you with asking insightful question



STAGES (CONTINUED)

ò Stage IV: Conclusion(Wrap up)

é Employer will take the lead

é Thank the interviewer for their time

é Ask for a business card

é Find out what the next step is ðdo they need more 

information, when will they contact you?

é If you want the job, let them know!

é Follow-up with thank you letter



NONVERBAL COMMUNICATION TIPS

ò Facial expression, eye contact, body movements & 

posture, speech

ò Firm handshake, smile, and maintain eye contact!

ò Keep hand gestures to a minimum

òAvoid fidgeting or saying òum, uh, like, you know, 

yeahéó

òMaintain good posture



DONõT LET NERVES GET THE BEST OF YOU

Performance Visualization

1. Visualize your self interviewing 

well

2. Think of good communicators 

and role models

3. Think positively 



RESEARCHING THE EMPLOYER

òWhat You Need to Know
é Products/Services

éManagement Structure

é Location/Branches

é Competitors

é Industry Information

òWhere to Find this Information
é Company Literature

é Employees

é Print and Online Resources 



LEGAL VS. ILLEGAL QUESTIONS

òQuestions about issues such as religion, 

ethnicity, etc. that have nothing to do with the job 

are illegal

òEmployers donõt want to make this mistake

*Consult Interviewing I packet 

for further information*



THANK YOU NOTES

òSend 24-48 after the interview

òMention when and where you 
interviewed

òReiterate your interest in the 
position 

òBring up points you may have 
forgotten to address in the 
interview



BASIC INTERVIEWING STYLES

ÁStructured format

ÁPrescribed set of questions

ÁUnstructured format

ÁOpen-ended questions



INTERVIEW FORMATS

òSeries of One-on-One Interviews

òGroup Interviews

é One applicant to several employers

é One employer to several applicants

òBehavioral/Situational Interview

òStress Interview

òPhone Interview 


