Preparing For Your Interview

Do Your Homework:

· Review the company website 
· Research the company; some reference tools include: Hoovers.com, Dun & Bradstreet, your local library, trade associations and publications
· Verify the details:
1. date and time of interview
2. name and title of interviewer(s)
3. type of interview (telephone or in person)
4. phone number and address of interviewer
5. travel details & directions if necessary 
6. instructions upon arrival
For a Telephone interview:

· Make sure you have the right setting – quiet area, no background noise such as kids, pets, traffic, cell phones, etc – position yourself so that you will not be distracted by movement outside a window or door, do not use a cordless phone or cell phone
· Have your resume marked up with supporting information, additional successes, etc.
· Be prepared for questions – those you will ask and those you will answer (see below)
· Have three professional references and their contact information ready to provide  - do not offer the references; only provide if requested (unlikely)
· Have a glass of water readily available
· Remember to use professional language and SMILE (it improves voice inflection)
For an In-person interview:

· Dress in professional, conservative business attire (unless less otherwise directed), shoes polished, hair groomed, etc
· Be prepared for questions – those you will ask and those you will answer (see below)
· Bring at least two extra copies of your resume
· Bring three typed, professional references and their contact information ready to provide  - do not offer the references; only provide if requested (unlikely)
· Bring an 8 ½ X 11 note pad in a portfolio to organize your papers, have your questions ready and be able to take notes during the interview
· Plan to arrive 10 minutes early, and then add another 15 minutes for potential problems such as traffic/directions – if you then arrive too early you can use the time for collecting your thoughts
· Fill out the application and any forms completely, many times the application and resume will be separated for filing purposes
· Give a firm handshake
· Maintain eye contact
· Remember to use professional language and SMILE (it improves voice inflection)
Preparing Your Questions

You should prepare at least ten questions, on paper, in advance.  Here are some guidelines:

Do

· Have your list written in advance, do not attempt to keep your questions memorized

· Focus your questions on the position available

· Ask about long term career growth 

· Ask questions that will elicit an explanation rather than a yes/no answer when possible

· Listen carefully to the answers – it may lead you to ask additional questions for depth

Don’t:

· Ask about other positions available in the company (it is not relevant to your situation and it gives the appearance that you are not focused on the opportunity at hand)
· Interrupt the interviewer’s answers
· Ask about salary, benefits, vacation, etc – There is a time and place for everything and this is neither.  These topics will be initiated by the organization if/when they feel it is appropriate.

Some sample questions you may want to consider asking are:

· Why is this position available?

· What training is provided?

· What career growth can this position lead to?

· Who does the position report to?

· What is the work schedule?

· Will there be any travel involved?

· What is the company culture like?

· What are the growth plans for the company?

· When do you intend to fill the position?

· What is the next step?

Preparing Your Answers

You should prepare for questions commonly asked.  Here are some guidelines:

Do:

· Make sure to get your points made.  You only have this one opportunity to convince the interviewer that you are a candidate that they should pursue further

· Have numbers, stats, successes, etc ready to offer

· Give real-life examples from your experience to validate your skills and abilities (previous behavior is a key indicator of future behavior)

Don’t:

· Make derogatory remarks about present or past employers, supervisors, peers, clients

· Answer questions with a “yes” or “no” when you can elaborate

· “Over Answer” – make the point, be concise

Some questions you may be asked include:

· “Tell me about yourself.”  

· “Why do you want to work for us?”

· “Why should we hire you?”

· “What are your strengths?”

· “What are your weaknesses?”

· “What accomplishments are you most proud of?”

· “Why are you looking for a new position?”

· “How much do you currently earn?”

· “How much money are you looking for?”

· “Where do you see yourself in five years?

· “What professional goals have you set for yourself?”

Closing the Interview

Be prepared for the following at the close of the interview:

· Ask “What is the next step?”

· Express your sincere interest in moving forward

· Don’t expect to receive an offer on the spot.  Usually, offers are delivered at a later point

· If by chance an offer is made, and you want to accept, that is fine.  It is also fine to ask the interviewer for time to consider the offer.  Sincerely thank the interviewer for the offer and commit to giving a firm answer within one to two business days.

· Call me to recap upon leaving the interview

· Handwrite your “Thank You” note and mail on the same day!
