Interviews

Preparation for the interview:

Have I chosen suitable clothing?

Are my clothes clean and presentable?

Are my shoes clean and in good shape?

Is my hair tidy?

Are my papers in a neat folder or envelope?

Am I acting with confidence?

During the interview, I will try to remember...

If I feel nervous during the interview, I will...

Prepare a two minute oral summary of your skills, career goals, experience, education and strengths to present at the interview that tie in your qualifications with the company that you are applying for.

Rehearse this speech and then be able to break it down so that you can use parts of it to answer questions that may be asked.

Brainstorm possible questions you may ask of the interviewer.  

REMEMBER:  You never get a second chance to make a first impression!
Stages of an Interview
GREETING
The first impression is made here!

1.  Stand upright with confidence and a smile.

2.  Make direct eye contact to show that you are self-assured and friendly.

3.  Introduce yourself and offer to shake hands (right hand).

4.  Shake hands firmly.

EXCHANGE
The discussion takes place here!

Nonverbal communication is important at this stage.

Listening and effective speaking is vital at this stage as well.

Eye contact and good posture (not rigid though).

Remember you are not begging for the job but also deciding here if the job is right for you!

Elaborate on one word answers but do not go over a minute when responding to a particular question

Follow the lead of the interviewer.

Avoid saying anything or asking anything personal or controversial.

Possible Questions asked:

How do you get along with your classmates/co-workers?

Why do you want this job?

How can you benefit our company?  or What can you offer our company?

What is your greatest weakness?

What do you see yourself doing in 10 years?

What is one of your greatest accomplishments?

What have you learned from your mistakes?

PARTING
Let the interviewer initiate this stage.

Ask a question regarding hiring dates/decisions.

This stage also leaves an impression.

Smile and make eye contact and end with a handshake.

Make a parting statement of thanks...

EVALUATION

Student greets the interviewer and introduces themselves.
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Student has a firm handshake.
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Student has a natural smile and is pleasant and confident.
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Student waits for interviewer to offer a seat.
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Student follows the lead of interviewer in regards to questioning.
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Student is not wearing excessive amounts of accessories.
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Student is wearing appropriate shoes with chosen clothing.
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Student is wearing a shirt and tie if male and a blouse if female.
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Student is wearing dress pants if male and dress pants/skirt if female.
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Student is well groomed.
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Student is well spoken and gets their points across.
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Student elaborates on answers.
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Student sat up straight and used appropriate non-verbals.
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Student did not use slang.
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Student maintained eye contact during interview.
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Student answered question 1 well.
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Student answered question 2 well.
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Student answered question 3 well.
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Student answered question 4 well.
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Student asked question(s) of the interviewer.
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Student waits for interviewer to end the session.
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Student thanks the interviewer.
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Student asks a follow-up time question.
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Student shakes hands with interviewer.
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Student remains self-assured through entire process.
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