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Module 8 Deep Dive Guide: 

Interviewing with Confidence 
  
 

 
Understanding the Interview Process 
Companies view confident, persuasive 
people as leaders. In this module, you’ll 
learn the basics of interviewing and how 
to interview confidently so you can 
maximize each opportunity and stand out 
as the best candidate at your interviews.  
 
Reasons for interviews 
There are two reasons for an interview 
invitation. Be ready for either kind: 
 
1. There is a definite opening. This is the 

typical interview where you prove 
your worth for a posted position. To 
interview well in this scenario:  
o Address why you’ll fulfill the job 

better than other candidates. 
o Convince the interviewer you will 

fit well into the company and 
position 

o Show that you’ll save and/or make 
the company money and that you 
have no liabilities that could cause 
them to regret hiring you. 
 

2. There isn’t an opening, but the 
company wants to meet to explore 
possibilities. This doesn’t happen as 
often unless you have created the 
opportunity yourself or impressed the 
company so well it sought you out. 
Use this type of interview to … 
o Convince the company to create a 

position for you because of your 
superior abilities to lead, achieve 
and save/make the company 
money.  

There are four types of interviews – 
Learn to excel at each interview type: 

 SCREENING: First interview by a 
recruiter, usually by phone or Skype 

 IN-PERSON SCREENING: An in-
person screening interview, usually 
by a recruiter 

 ONE ON ONE: Conducted by the 
hiring manager, usually in-person 

 PANEL: Group interviews with 
people from the same or multiple 
departments 

 
To make the most of these interviews, 
ask yourself these types of questions … 

 What does he/she really want/need? 

 What type of person will get along 
with the hiring manager and team? 

 What are the company’s/ 
department’s needs, problems and 
challenges? 

 
Such questions can provide … 

 Information that allows you to develop 
a strategy to convince interviewers 
you’re the best candidate. 
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When you get the call 
Congratulations! A representative from a 
hiring company has contacted you to set up 
an interview. If the person leaves a 
message, return the call as quickly as 
possible. Here are the things to ask in 
advance of the interview meeting: 
 

 The purpose of the interview 

 The people attending (including how to 
spell names), their job function and 
their relation to the job opening  

 The venue – where, phone or Skype 
contact information, conference room, 
parking situation, and type of meeting 
(one-on-one, group, panel, etc.) 

 The schedule and meeting 
environment – what is the allotted 
time and dress code? 

 

Expected Interview Schedule 
No interview is typical, but this timeline is 
generally what you can expect for a one-
hour interview. 
 

 5 min.: Ice breaking conversation  

 45 min.: Your background and job 
position discussion 

 10 min.: Wrap-up and a reiteration of 
your skills and interest in the position 

 Thank you 

  

Conducting pre-interview research 
Be knowledgeable before going into 
interviews. Research the job, interviewers, 
department, company, and its industry to 
impress the interviewer. 

To research the job opening, find out … 

 If the job is new or existing 

 Why the position is open 

 What worked/didn’t work before 

 What are the company’s/hiring 
manager’s expectations, needs/desires  

 How is success judged for the position 
(specific metrics, etc.)? 

 
Learn about the position by …  

 Carefully reading the job description 

 Asking employees/past employees 

 Asking people who hold similar positions 
at other companies 

 Searching for and reading similar job 
descriptions at other companies  
 

To research interviewers, learn their … 

 Names/correct spelling of their names 

 Job titles and responsibilities 

 Leadership styles 

 Strengths/weaknesses 

 Likes/dislikes  

 Projects and business challenges  

 Who they know who you know (so you 
can name drop at the interview and so 
mutual connections can vouch for you) 

 

Learn about the interviewers by …  

 Asking the interview coordinator or 
recruiter for the names/titles of those 
who will be interviewing you 

 Looking up his/her LinkedIn profile and 
learning what LinkedIn groups they’re in  

 Seeing if you can find an entry or article 
about them on the company web site 

 Asking mutual LinkedIn connections or 
other friends about the person 

 “Google-ing” the person   

 Calling the company switchboard and 
asking questions 
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To research the department, find out …  

 What’s working/not working in the 
department 

 About recent hires and departures to get 
a sense of how well the department 
retains employees 

 About major projects and pressures upon 
the department 

 Who various people are within the team 
and their strengths/weaknesses 

 Team leaders’ names and their 
strengths/weaknesses and likes/dislikes 

 
Learn about the department by …  

 Asking people you know at the company 
or in the department (or asking those 
who have left the company)  

 Researching it on the company web site 

 Reading articles about it on the company 
web site and on search engines 

 Asking people who work in a similar 
department at competitive companies 

 
To research the company, learn about its … 

 Size 

 Profitability 

 Products/Services (particularly new  
ones) 

 Recent news 

 Competition (and how it ranks) 

 Leadership team  

 Company history, mission and vision  
 

Find answers through the following means: 

 On the company’s web site 

 On the organization’s LinkedIn company 
page. Follow the company to learn about 
recent hires, job postings and news 

 Google the company  

 Look up its company pages on Facebook 
and Twitter and follow/like the pages.  

Research the company on sites like: 

 www.glassdoor.com 

 www.hoovers.com 

 www.dnb.com 

 www.infousa.com 

 www.onesource.com  

 www.vault.com  

 www.wetfeet.com  

 www.referenceusa.com (use free 
through your library) 

 www.proquest.com > ABInform (use 
free through your library) 

 www.cengage.com (use free through 
your library)  
 

To research the industry, learn about …  

 Industry trends and hot jobs within the 
industry 

 Competitive information 

 Threats/opportunities for the company.  
 

Find such industry information …  

 In your city’s Business Journal, 
particularly in its annual Book of Lists 

 On LinkedIn (via the Companies tab > 
Company Search by location and 
industry). Follow all companies within an 
industry to keep abreast of new hires, 
recent departments and job 
opportunities at target companies 

 On Google or similar search engines 

 By joining related LinkedIn groups to 
learn from industry thought leaders.  

 

Conducting such research can help you 
build a relationship with your interviewers,  
impress them with your understanding of 
their company’s needs and make you 
appear as a person who can immediately 
add value due to your understanding of 
their unique business situation.  

4 



Make the most of your research … 
Create “one sheeters” about relevant 
subjects. Here’s how: 

 Sort job-related information by subject. 
For example, if you are applying for jobs 
involving communications, marketing 
and fundraising; copy and then sort your 
research by these job functions. 
Highlight key information to convey in 
interviews. 

 Transfer and consolidate information to 
one Word document per topic.  

 Edit the text to its briefest essence. This 
will help you internalize knowledge 
about the subject matter. 

 
Use your research 

 Determine open-ended interview 
questions you can ask based upon your 
research. See page 39 for interview 
question ideas. 

 Consider what the key problems are in 
the department, company and industry 
based upon your research. 
Understanding such challenges will help 
you portray yourself as the solution to 
their problems.  

 Compile key research for each company 
into a document that you bring to your 
interview.  

 Create a leave-behind portfolio 
customized for each hiring company that 
includes some of your research, plus 
other important information. Learn how 
on page 14. 

 Develop suggestions to help the hiring 
company or its departments resolve its 
problems. Couch such statements with 
an acknowledgement that you need to 
listen and learn first before driving 
change haphazardly.  

For example:   
“My initial observations are that the 
company could expand x, y and z if it did __; 
however, I would, of course, conduct due 
diligence, gaining insight from leadership 
and staff before driving such change.”  
 

 Consider developing a preliminary 30-60-
90 day plan to show how you will use the 
knowledge gained to drive change within 
the company. Learn how to create such 
plans by typing 30-60-90 plan template 
into a search engine such as Ask.com. 
 

Just do it!  
Conducting research takes time and effort, 
but the knowledge gained will make you 
better prepared for interviews and help you 
stand out from your competition. 
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Using Research Exercise – Understanding the position and company 
 
1. Identify key job duties from the job description. 

The key job duties are: ___________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

2. Research the company’s needs, problems and challenges. 
The company’s needs, problems and challenges include:_________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

3. Create 10 open-ended questions to ask the interviewer.  
The questions I would like to ask include: 
1)_____________________________________________________________________________________ 
2)_____________________________________________________________________________________ 
3)_____________________________________________________________________________________ 
4)_____________________________________________________________________________________ 
5)_____________________________________________________________________________________ 
6)_____________________________________________________________________________________ 
7)_____________________________________________________________________________________ 
8)_____________________________________________________________________________________ 
9)_____________________________________________________________________________________ 
10)____________________________________________________________________________________ 

4. Identify why you are the best candidate and a good fit. I am the best candidate/fit 
because:_______________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

5. Create stories using the S.T.A.R.T. format to show that you can solve problems for the company. See 
page 29 for story ideas and exercise to create your stories. 

6. Review common interview questions and determine your answers. See page 29 for questions and sample 
answers, plus exercise sheets to prepare your answers. 

7. Practice responding to questions. Pay attention and improve your non-verbals. 

8. Review your resume; identify questions it may create about your background. Questions that may come 
up about my resume include:______________________ ________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
 
Here is how I will respond to such questions:_______________________________ ___________________ 
_______________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 6 



______________________________________________________________________________________ 
______________________________________________________________________________________ 

9. List likely job situations and how you would handle them. 
Common job situations that will likely occur involve:_________________________ ___________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

10.  Here is how I will handle those situations:_________________________________ ___________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

11.  Bring extra copies of resume and your application materials. 

12.  Consider the interview type and how that might affect your preparation. 
The interview type (phone, Skype, in-person, panel, etc.) will be:_________________________________ 
___________________________________________________________________ This may affect my 
preparation in the following ways: _________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

13.  Call the day before to confirm the interview and to learn interviewers’ names. 

14.  Learn how the company dresses (drive by, ask, check out the dress of people shown on the company web 
site). Dress appropriately. The company dress code is: _________________________________________ 
______________________________________________________________________________________ 
___________________________________________________________________ ___________________ 
______________________________________________________________________________________ 

15.  Plan how you will give a good first impression.  
 
I will give a good first impression by:________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 

16.  Plan how you will give a strong last impression.  
 
I will give a strong last impression by:_____________________________________ ___________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
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Creating a leave-behind portfolio 
 

To improve the outcome of your interviews 
and stand out from your competitors, take 
along an impressive leave-behind portfolio 
customized for each company. Such a 
portfolio can consist of a thin three-ring 
binder with a plastic cover that allows you 
to insert an 8 ½ x 11” cover sheet. Put the 
hiring company logo and name on the front 
along with your name, your contact 
information and the interview date.  
 
Include the following in your portfolio: 

 A company information sheet or section 
(to show you’ve done your homework). 
Include company leader names and 
titles, interviewer(s) name and contact 
information, company size and revenue, 
brand and product names, competitor 
information, stock price, etc. Find such 
information on the company web site, 
on search engines and other sites. See 
page 7 to learn how to research 
companies.    

 The job description  

 A list of your relevant qualifications plus 
accomplishments that reinforce those 
qualifications, as well as a list of your 
awards and honors, relevant courses, 
certifications and licenses    

 Questions that you want to ask  

 Your resume  

 Your reference list  

 Work samples (Hard copy sheets or on a 
CD-Rom or flash drive)  

 Reference letters and/or list of LinkedIn 
recommendations  

 

 A notepad (Note: Including the notepad 
gives you an excuse to open and refer to 
the binder.) Simply ask if it would be OK 
to take notes during the interview. Refer 
to various pages to jog your memory 
about accomplishments or questions 
you want to ask. Remove the notepad 
and present the binder to the 
interviewer at the conclusion of the 
interview. Explain that the leave-behind 
portfolio emphasizes how interested you 
are and willing to work hard to land the 
company’s job. 

 
Preparing such a portfolio will take work, 
but such an organized effort displays a 
heightened attention to detail, reinforces 
your superior work ethic and enhances your 
credibility.   

 
 “I sent your suggestions about an interview 
portfolio to my buddy, Randall. He followed 
your guidelines and it secured him an 
account executive job with a top ad agency. 
Randall is convinced this "edge" put him 
above the seven other candidates he beat 
out!” – Ken, Salt Lake City 
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Controlling the Interview 
Who controls the interview? You do! 

 
An interview is a two-way conversation, not 
a one-sided inquisition! Without being 
obnoxious, take control of the interview by 
exuding confidence, letting the interviewer 
know you are considering the company just 
as much as they are considering you, and by 
asking questions throughout the interview. 
 
Guidelines for controlling the interview: 

 Establish the purpose of the interview:  
o Ask: “Assuming a successful 

interview, are you in a position to 
decide to hire today or will there be 
additional steps in the process?”  

o “If there are additional interviews, 
with whom and when?” 

 Establish the job requirements:  
o “Tell me about the job / 

responsibilities / goals / expectations 
/ qualifications and traits desired for 
the position.” 

 Research the interviewer, company and 
industry and share what you know in the 
interview. 

 Provide a summary of your work history:  
o Start by talking about your most 

current position.  
o Keep your story short and relevant to 

the open position.  
o Explain how you have attained the 

ability to perform the company’s 
open position with excellence.  

o Practice your summary until you can 
say it effortlessly and 
conversationally. 

o Match your skills and experiences 
with the company’s needs and job 
qualifications. 

 

 Give examples of how well you will fit 
into the company’s work environment. 

 Ask the interviewer if he/she believes 
you have areas of weakness so you can 
address them to alleviate the chance 
they will reject you for them:  
o Ask: “Do you have any concerns 

about my ability to handle this 
position?”  

o If the interviewer responds with any 
weaknesses, respond by emphasizing 
skills and experiences that emphasize 
that you are actually strong in those 
areas. 

 Have powerful responses ready for 
such scenarios 

 Close: Express strong interest in the 
position, summarize your strengths, ask 
for the job and ask about the next steps 
in the hiring process. 

 Send thank you messaging as soon as 
possible. Follow up occasionally to check 
on the status of the position and to learn 
if you are still in the running. 
 

 

 

9 



Handling phone interviews 

Buy time. If the call is unexpected, state 
that you are delighted to talk, but are in the 
middle of something. Ask to speak later and 
suggest a time.  
 
Be ready. Have in front of you:  

 Stories that illustrate your 
accomplishments  

 Your resume  

 The job description (with key 
requirements highlighted)  

 Research about the company and 
interviewer  

 Questions that you plan to ask about  

 Questions that you expect to be asked, 
plus strong answers  

 A glass of water  

 A pen and notepad to take notes 

Set the tone. Choose a quiet place with 
good phone reception. Use a landline if 
possible to avoid cell phone interference 
problems. Minimize potential interruptions. 
 
Ask how much time the interviewer has to 
talk so you can pace yourself.  
 
Smile and stand. Smiling and standing 
projects energy and enthusiasm.  
 
Set the parameters. Ask: “What are you 
looking for in the ideal candidate?” Then 
share why you are exactly that person.  

Be brief so he/she can type your answers.  

Take notes to keep yourself on track.  

Ask the hard question. Ask, “Do you have 
any concerns regarding my ability to handle 
this position?”  

 
 

Close strong. Say, “When will you be 
scheduling the next round of interviews?”  

Follow up. Email or mail a thank-you 
message promptly after the interview.  

 Include ways you will contribute to the 
company if hired.  

 Reiterate strengths especially in areas 
where they may have concerns.  

 Follow-up by phone saying, “If you need 
additional information from me to move 
forward, please let me know.”  

 If you don’t hear back, wait a week and 
call again. Say, “I want to make sure 
everything is OK,” to guilt the person 
into letting you know your status.  
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Excelling in video (Skype) interviews 
Take these steps in case you receive a 
request to “meet” with a hiring company 
representative by video interview.  
 
Getting Started 
Ensure you have an Internet-enabled 
computer with camera and microphone. 
Also check that you have the right system 
requirements by visiting www.skype.com 
and typing System Requirements in the 
site’s search box.   
 
Set up a free Skype account. To do so, visit 
www.skype.com. Click “Join Skype” and 
then create an account by filling out the 
simple template. Add a head shot photo of 
you in business attire. Skype is a voice-over-
Internet Protocol (VoIP) software 
application that lets you communicate with 
others via Internet video, voice calls or 
instant messaging (Skype Chat). We will 
focus on conducting Skype Internet calls.  
 
Practice using Skype before your first video 
interview. Ask your friend if: 

 The image quality is good. If not, 
purchase an attachable video camera.  

 Your voice sounds clear and strong. If 
not, don't rely on your computer's built-
in microphone. Instead, purchase an 
affordable external microphone. Also ask 
your friend to assess whether you are 
too loud, mumbling, etc. 

 Your Internet connection is strong 
enough to handle a Skype video call 
without problems. If your connection is 
iffy, find a more stable connection 
elsewhere.  

 
 
 
 

Other phone interview tips: 

 Be enthusiastic and positive. 

 Avoid slang and improper English.  

 Sip water to keep your voice strong.  

 Mirror the interviewer’s style. If the 
interviewer speaks slowly and softly, do 
the same. If he/she talks fast and loud, 
pick up your pace and volume.  

 Impress the interviewer by mentioning 
something you’ve learned about 
him/her from your research.  

 Don’t bring up compensation. If asked 
your salary expectations, say, "I’m sure 
you have a range in mind. Can you share 
it with me?” If pressed, say, “If I am the 
right person for the job, I'm sure the 
offer will be more than fair." 

 Don’t speak negatively about your past 
company or boss.  

 State why you want to work for them. 

 If you don't know an answer, say so, and 
state that you will call with the answer.  

 Voice your interest. Verbalize your 
positive feelings about the job.  

 Avoid mentioning personal details such 
as your marital status.  

 Anticipate difficult questions and 
determine effective answers. 

 Don’t eat, smoke or chew gum. Avoid 
distracting noises such as running water.  

 Avoid ums and filler words. Instead, 
pause and formulate good answers.  

 Speak slowly and clearly. Remember the 
interviewer is likely typing your answers.  

 Close strong. Thank the interviewer, 
calling him or her by name.  
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During the video interview 

 Sit up straight and smile. Be more 
energetic than feels natural. 

 Look at the camera, not the picture of 
your face on the screen otherwise it 
won’t look like you are making eye 
contact with the interviewer. Note: 
Seeing yourself is very distracting! 
Fight the urge to look! 

 Move your laptop screen forward or 
back to make the camera angle on 
your face as flattering as possible. 
Stack books under your computer if 
the camera is too low.  

 Don’t forget that you are on camera! 
Don’t pick at your teeth or nose, roll 
your eyes, yawn excessively, etc. 

 Remember your interviewer is on 
their work computer and can become 
easily distracted. Keep answers brief 
and interesting and your energy level 
high.  

 
Follow up 

 Don't follow up on Skype chat 
(instant messaging). Instead send an 
email or mailed thank you note as 
you would with an in-person 
interview.  
 
 

 
 

Prior to the Skype interview 

 Add the interviewer’s contact 
information to your Skype contact list. 
Request the person’s email address, 
phone number, full name and Skype 
name. Provide the interviewer with the 
same information about you. If the 
person is also on Skype, the video call is 
free for both parties. 

 Log on early. Make sure there is a solid 
green bubble with a checkmark to the 
left of your name.  If the bubble looks 
any other way, click the triangle next to 
the bubble and chose the solid green 
bubble with checkmark. 

 Check that the view behind your head is 
either professional looking (such as a 
desk setting) or a plain wall.  

 Ensure that the lighting is good and 
flattering.  

 Have the link to your online resume or 
portfolio ready in case the interviewer 
asks you to send them over Skype Chat. 
Have other documents, such as the job 
description open or nearby. 

 Eliminate interruptions. Turn off the 
ringer on your home and cell phones.  

 Prepare for the video interview like you 
would for an in-person interview. 
Research the company and interviewer. 

 Dress in business attire. Simple, un-
patterned clothing looks best on camera. 
Comb your hair. 

 Practice answering interviewing 
questions in a mirror or by doing a mock 
interview via Skype with a friend to 
ensure that you are not showing 
annoying bad habits, such as twitching, 
excessively blinking, frowning, grunting, 
mumbling, slumping down in your seat, 
etc.  
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Sit still! Don’t fidget, slouch, absent-
mindedly click your pen, play with your hair 
or play with items on the table. And don’t 
over-use hand gestures or bang your fist on 
the table. Such actions are distracting. Also 
don’t cross your arms across your chest – 
that signals that you are resistant. 
 
Summarize. At the end of the interview, 
summarize the company’s needs, why they 
should hire you, reiterate your most 
relevant strengths, and ask for the job! 

Dodge the salary question until you’ve 
been offered the job. Learn more about 
negotiating salary in Module 9. 

Ask about next steps and when it would be 
appropriate for you to touch base about the 
position. 

End the interview with a strong last 
impression. Shake the interviewer’s hand, 
smile and thank the interviewer for his/her 
time. Express how interested you are in the 
position. 

Follow up with the interviewer at the time 
he/she indicated. Follow up by phone and 
email. 

 

 

Mastering the in-person interview 
Here are tips to maximize your interviews. 

Start strong by giving a good first 
impression. Be prompt; smile; be friendly, 
yet confident; shake the interviewer’s hand; 
and make good eye contact. 

Ask this question early: “What are the 
qualifications you seek in the ideal 
candidate?” Match your answers to their 
ideal as much as you can truthfully do so. 

Expect the interviewer to take notes. Ask if 
you can take notes as well. Use this 
opportunity to check research notes and 
your planned questions that you keep in the 
same folder as your notepad. (See 
instructions on page 8). 

Create a discussion atmosphere where you 
ask as well as answer questions to give the 
impression you are considering whether 
you want to work for the company. Learn 
more about controlling the interview on 
page 9. 

Listen carefully to questions. Pause before 
responding to formulate your best answers. 
Don’t say “um” or ramble. Answer 
questions briefly and confidently. 

Look for opportunities to tell stories using 
the S.T.A.R.T. method. Learn about 
S.T.A.R.T. on page 28. 

Talk up real-world experience. Employers 
are more impressed by on-the-job 
experience than academic.  
 
Be knowledgeable, but not a know-it-all. 
Show that you understand the company’s 
business, but convey an openness to learn 
and adapt to new ways of doing things. 
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 If applicable, bring samples in a portfolio 
or folder. Make sure your samples do not 
look outdated.  

 Practice voice modulation, eye contact 
and listening skills. Ask others if you 
typically speak too loud, soft, fast or slow; 
or if you mumble or have an annoying 
practice such as clearing your throat, or a 
tendency to interrupt, not listen, etc.   

 
Travel and On-site Preparedness  

 Ask for directions from the interview 
coordinator or search online. Print and 
bring the directions or use a GPS system. 

 Drive by ahead of time (preferably at the 
same time/day of the week as your 
interview). Note the parking situation.  

 Allow time for traffic jams, construction 
delays, parking problems, and other 
inevitable things that will go wrong.  

 Bring dollar bills and enough coins for 
parking garages or parking meters.  

 Bring detailed information about your 
past jobs and educational history in case 
you have to fill out an application form on 
site. Use the Application Form 
Preparation Sheet found on page 20.  

 Use any on-site waiting time to:  
o Check your appearance using the 

bathroom mirror.  
o Review the job description, your list of 

interviewers’ names and titles, 
company information, etc.  

o Practice calming techniques such as 
prayer, self-talk, reviewing your 
prepared responses, etc.  

o Professionally befriend the 
receptionist and passersby. 
Remember people’s names and call 
them by name.  

o Turn off your cell phone. 
 

In-person Job Interview Checklist 
 

Follow this checklist to be as prepared as 
possible for each interview. 
 
General Preparedness 

 Save or print the job description for 
future reference as soon as you apply for 
the job. Highlight the most important 
requirements and duties.  

 Review the job description and bring it 
with you. Pay particular attention to the 
key requirements and job duties. 

 Know names of the people interviewing 
you and their titles. Know how to 
pronounce and write their names.  

 Know the names/titles of company 
leaders. View their photos on the 
company web site or Google Images and 
record relevant facts about them.  

 Study the company’s web site and 
review its news or press release web 
page. Note new products/services, 
major new hires, important business 
changes, and how the stock is trending.  

 Research the industry. Be prepared to 
discuss company/industry news and 
trends knowledgeably and comfortably.  

 Get to know company and industry 
acronyms and jargon.  

 Ask knowledgeable people within the 
industry about the company.  

 Contact people within the company and 
let them know you are applying. Send 
them your resume and bullet points 
about why you are qualified.  

 Review your resume and bring copies of 
it and the job description with you to the 
interview.  

 Prepare for challenging interview 
questions. 
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Men 

 Wear a matching suit. Navy, black or gray (pinstripe or solid) 
work best. Or, wear a navy blazer and gray dress slacks.  

 Wear a white or a light blue dress shirt that contrasts with the 
jacket and/or tie. Arms should be covered to the wrist. 
Exposing arms by rolling up your sleeves appears less formal.  

 A tie should coordinate with the jacket and pant but do not 
choose one that contrasts too strongly with the color of your 
shirt; selecting subtle or simple patterns enhances credibility.  

 Socks should be calf-length or higher in dark blue, black or 
gray.  

 Wear conservative, clean and polished shoes.  
 Select lace-up (preferred, or slip on) dress shoes that are dark 

or blend with the pant color. 

Since the first thing an 
employer sees when greeting 
you is your attire, make every 
effort to dress properly for the 
jobs you seek. Doing so will 
give you a competitive edge 
and a positive first impression 
that could set the tone for the 
entire interview. 
     

General Guidelines 

 Select professional attire that 
you like and for which you 
receive positive feedback 
from people who are 
knowledgeable about 
professional dress.  

 Apparel should be clean and 
neatly pressed.  

 Clothing should fit well.  
 Select apparel, fragrances, 

jewelry, etc. that do not 
detract from your 
professional image.   

 Hair should be clean, neat 
and professionally styled.   

 Remove facial and body 
piercings. Women may wear 
a single pair of earrings for 
interviews.  

 

Women 
 Select a skirted suit, pantsuit or 

conservatively tailored dress with jacket 
that draws the eye to your face.  

 Skirts should be knee-length or slightly 
longer.  

 Select blouses or sweaters that provide 
visual interest, but avoid transparent, tight 
fit, low necklines, revealing waistlines, or 
details that detract from your face. Arms 
should be covered.  

 Wear plain-style, non-patterned hosiery  
in colors that flatter your coloring. For 
traditional industries, wear a neutral color.  
For other industries, you may choose to 
wear hose that coordinates with your 
skirt.  Carry an extra pair in case of runs.  

 Perfume should never be strong.  
When in doubt, do not wear perfume.  

 Use natural-looking makeup and  
clear or traditional-colored nail polish.  

 Avoid carrying a purse AND a briefcase. 
Choose one or the other.  

 Wear clean and polished flat shoes or low 
pumps in colors that don’t make your feet 
a focal point. Avoid super high-heeled 
shoes that hinder walking fast. This lowers 
credibility. Avoid open-toed shoes.  

Job Interviewing Dress for Success Guide 
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Men, cont. 

 Select a leather belt that visually blends or matches your shoes.  
 A short haircut, plus well-groomed facial hair is expected.  
 Minimize jewelry. Avoid a necklace. Wear no more than one ring  

per hand, plus a dress watch.  
 A full-length coat can be worn over your suit; avoid casual coats.  
 Cologne should never be strong. A fragrance can cause an allergic  

reaction or offend the interviewer. When in doubt, do not wear 
cologne.  

 Consider a simple briefcase or portfolio in a color that supports your  
overall visual effect.  

  
     
 

 Don't wait until you are pressed for time and have to make a hasty, expensive decision.  

 Purchase clothing with multi-use potential.  

 Invest in classic, well-made separates that can be combined for a professional look.  

 Select your best ‘neutral’ as a nucleus for your professional wardrobe. Colors like black, dark 

gray and navy are versatile. Pearl gray, stone, steel blue, camel, and celery are fashionable 

options. Your best neutral is dependent on personal coloring and style.  

 Purchase matching components to multiply possible combinations.  

 Use ties/scarves and jewelry that add visual variety.  

 Invest in fabrics that drape and travel well, such as stretch wool,  

washable matte jersey, or a blend of cotton and rayon. 

On a Tight Budget? 

Women, cont. 

 Add accessories to 
express your personality 
and accentuate your 
features such as a scarf 
or necklace. 

 Such accessories can 
accentuate your 
personality and be an 
asset if worn in 
moderation. 

 Avoid dangling earrings 
and wear no more than 
one ring per hand, plus a 
dress watch. 
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More Dress for Success Tips 
 
 Inappropriate vs. appropriate dress 

Above left: Skirt is too short and the tights 
are too light and distracting. Earrings are too 
big, shoes are too casual. 
Above right: Suit sleeves are too long. Hair 
could be better styled. 

Other Tips 
 

• Avoid smell-producing foods for two days. Pop a breath mint in car 
• Keep cologne, make-up and jewelry at an appropriate level 
• Do not smell like smoke or alcohol (even from night before).  
• Discard gum. 
• Hair color should be found in nature 

 

Fashion don’ts: First picture: Hair color is 
not found in nature. Second picture: 

Earrings are too big; arms are uncovered. 

17 



 Hair Styling and Hygiene  
• Ensure hair is appropriately styled, cleaned and combed  and that your nails are 

clean, nose/ear hair trimmed 
• Men: Make sure your beard or mustache is well trimmed 

Etc.  

Remove unprofessional nail polish colors, cover up cleavage, remove multiple piercings 
and/or nose, eyebrow or tongue piercings. Cover tattoos. Or, apply for the types of 
jobs where you can wear what you want.   
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Women’s Shoes 

Wear appropriate shoes that are not too tall, exposed or clunky 

Men’s Shoes 
Wear appropriate shoes that are not too casual or too exotic. 
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Application Form Preparation Sheet -- Use this form to complete application forms at hiring company.  
 

Latest position 
Company Name:        
Company Address:          
City/State/Zip:   
Supervisor Name:             
Supervisor Title:   
Company Phone:               
Company E-mail:   
Titles held:                   
Duties:                        
Reason for leaving:      
Start Date:          
End Date:                      
Starting Salary:          
Ending Salary:   
 
Earlier position 
Company Name:        
Company Address:          
City/State/Zip:   
Supervisor Name:             
Supervisor Title:   
Company Phone:               
Company E-mail:   
Titles held:                   
Duties:                        
Reason for leaving:      
Start Date:          
End Date:                      
Starting Salary:          
Ending Salary:   
 
Earlier position 
Company Name:        
Company Address:          
City/State/Zip:   
Supervisor Name:             
Supervisor Title:   
Company Phone:               
Company E-mail:   
Titles held:                   
Duties:                        
Reason for leaving:      
Start Date:          
End Date:                      
Starting Salary:          
Ending Salary:   20 



 
Educational History 
Elementary School 
School Name:         
School Address:       
City/State/Zip:   
Phone Number:                      
Years Attended: Start Date:      End Date:           
 
Middle School/Junior High 
School Name:         
School Address:       
City/State/Zip:   
Phone Number:                      
Years Attended: Start Date:      End Date:           
 
High School/Trade School 
School Name:         
School Address:       
City/State/Zip:   
Phone Number:                      
Course of Study:      
Years Attended: Start Date:       End Date:       
Did you graduate or receive GED?      GPA:   
 
College/Trade/Professional School 
School Name:         
School Address:       
City/State/Zip:   
Phone Number:                      
Major(s):         Degree(s) Attained:   
Years Attended: Start Date:      End Date:           
Did you graduate?        GPA:   
 
College or Graduate School/Post-College Education  
School Name:         
School Address:          
City/State/Zip:   
Phone Number:                      
Course of Study:        Degree(s) Attained:   
Years Attended: Start Date:      End Date:           
Did you graduate?        GPA:   
 
Other Often Requested Information 
Driver’s License #:        State:     Class:     Restrictions:     Lic. Plate #:   
Certifications:       
Skills/Abilities:    
Military History:                      
Soc. Security #:     

21 



 Bring enough copies of your resume for 
all participants in case they are not 
provided a copy. Review your resume 
before the meeting in case panelists fire 
questions at you about your background. 
Consider developing a leave-behind 
portfolio for each participant. 

 
Just prior to the meeting 

 Shake hands. Introduce yourself to 
panelists, calling those you recognize by 
their picture by name. This lets them 
know that you did research about them. 

 Mention mutual acquaintances and how 
you know them and nice comments your 
friend said about individual panelists.  

 Build rapport with each person by being 
genuine, interested, and when possible, 
by showing you are a friend of a friend.  

 

During the meeting 

 Bring a note pad and pen to jot down 
the people’s names in order of how they 
sit around the room. 

 Follow the same advice as you would for 
individual interviews (sit appropriately; 
keep your energy level high, etc.) 

 Build a positive relationship with the 
group as well as with individual 
interviewers.  

 

 

Handling panel interviews 
 
Panel interviews … interviews involving 
three or more people from the same or 
multiple departments … can add a layer of 
complexity to your meetings with hiring 
companies. Fortunately there are steps to 
take to shine no matter how many people 
are involved. Here’s how:  
 
Before the meeting 

 Learn how many people will attend and 
their names, the spelling of their names 
and job titles. Request this information 
from the meeting coordinator. 

 Learn the areas of focus of participants 
and their hot button issues. Find such 
information on LinkedIn, Google or the 
company web site. Particularly look for 
news stories about their activities and 
work efforts. 

 Search for their picture on LinkedIn, 
Google or the company web site. Create 
a document with their picture, name and 
title. 

 Discover how you are connected to 
panelists on LinkedIn. If you are a 2nd 
degree connection to a person, ask your 
mutual connection about the panelist 
and if he or she will put in a good word 
for you to the person. 
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Following up after panel interviews 
 
 Shake hands with each participant (or if 

that’s not possible, verbally 
acknowledge each person, thanking 
individuals and calling them by name.) 

 Ask for business cards, particularly from 
people for whom you hadn’t received/ 
learned advanced information. 

 Jot down notes about each panelist 
(including the questions each asked and 
the work issues/concern areas about you 
that seemed important to each person) 
to help you write a targeted, individual 
thank you message to each participant.  

 Assure each person that, if hired, you 
look forward to working with him/her to 
accomplish specific needs of his/her 
department (as specified in the job 
description). 

 Seek opportunities to continue building 
relationships with panelists.  

 

 Gauge who the leaders and followers are 
in the room and what the agenda 
(needs, challenges, and fears) is for each 
of the attendees to respond most 
effectively. 

 Be diplomatic in your responses so as 
not to offend one person (who may have 
one agenda) when trying to impress 
another person with a different agenda.  

 Address each person’s hot button issues 
in positive/impressive ways. 

 When one panelist asks a question, 
respond to him or her, then make eye 
contact with others as you answer, 
returning to the questioner at the end.     

 Politely reference your response if a 
similar question is asked again. Example: 
“To expand on my earlier response to 
Janine about my work ethic, I enjoy 
working hard, particularly with a team 
and try to find a good work / life balance 
when I can.”     

 Speak loud enough to be heard around 
the room or at an appropriate level if 
there is a microphone. Keep answers 
brief and interesting for all attendees. 

 Consciously seek to spend equal time 
looking at and responding to all 
panelists. 

 Have questions in mind that you can ask 
each interviewer. 

 Note the group’s dynamics. What type of 
interaction do they have among 
themselves? How do they get along? 
Who might be difficult? Observe how 
you might fit in with individuals and the 
company.  
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Stand and sit up straight. Posture says a lot 
about you, so stand up straight, square your 
shoulders, and hold up your head. People 
are attracted to confidence, and that’s what 
this posture communicates.  
 
Smile. Smile when you meet and respond to 
people. Human beings are hard-wired to 
respond positively to smiles. Smiles 
stimulate the reward center in the viewer’s 
brain. So smiling at an interviewer instantly 
creates a positive association with you. 
 
Shake hands. Reach out, take the 
interviewer’s hand, apply moderate 
pressure, then hold on to the other 
person’s hand a bit longer. Non-verbally, 
this communicates additional depth and 
sincerity to the action. 
 
Make eye contact. Looking someone in the 
eye indicates you’re paying attention, but 
too much eye contact can be 
uncomfortable. So a good rule of thumb is 
to make initial eye contact only long enough 
to note the person’s eye color before 
unfixing your gaze.Then make eye contact 
about 75% of the time during the interview. 
 
Raise your eyebrows. Raising your 
eyebrows shows openness and interest. 
 
Lean in. Leaning in communicates your 
interest in the person and the conversation.  
 
Before saying a word, strengthen your first 
impressions by using these tips to create a 
more powerful sense of connection with 
your interviewers. 
 

Determining Your Core Message 
 

An important aspect of the interviewing 
process is communicating what makes you 
uniquely qualified for the job. To do so, 
prepare and practice a core message that 
you customize for each position. 
 
Your core message in your interviews, 
resume, cover letters and LinkedIn profile 
should convey who you are and why you 
can do the job you want exceptionally well. 
Such a message should also serve as your 
response to the perennial interview 
question, “Tell me about yourself.” 
 
Example: My name is ____; I am a (TITLE) 
with proven experience in X, Y and Z.  
I work well with coworkers and clients and 
have directed [A, B and C to a high degree 
of excellence and I would relish using such 
abilities for HIRING COMPANY NAME. I am 
detailed oriented, with excellent problem 
solving and technical skills. In support of my 
career, I obtained my BA from ____ 
University. I want to transfer my 
professional skills into the (TITLE) position 
for (HIRING COMPANY NAME). 
 

Making a Strong First Impression  
 

According to a New York University study, 
people make decisions about others in just 
seven seconds. That’s fast! Use these non-
verbal cues quickly to make a positive first 
impression with your job interviewers: 
 

Warm up. Chat with someone like the 
receptionist before your interviews. Warming 
up takes you out of “pitch” mode and into a 
more connection-building conversation. 
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We underestimate how long it will take to 
fill a position. We may tell you that we are 
making a decision by week-end, but it will 
likely take longer. Timelines get derailed for 
all kinds of reasons so don’t assume that if 
we haven’t called you when we said we 
would that you’ve been rejected. Wait a 
day or two beyond when we said we would 
call and check in on the status of the 
position. Be pleasant and understanding 
about the delay. 
 
6) Our rejection letters are vague on 
purpose. Typically they are standard form 
letters that we send to all rejected 
candidates. Don't read anything into them. 
We’re just telling you we have selected 
someone else and not you. 
 
7) "We'll keep your resume on file" doesn’t 
mean it will ever be looked at again. We 
keep resumes on file because we are 
required to do so by law. Please apply again 
if you are interested in another position at 
our company. Otherwise, you likely won’t 
be considered.    
 
8) "We'll call you" could mean we won’t. 
Yes, it’s rude and all too commonplace, but 
we often change our minds about who we 
want to hire or even whether we will fill 
certain positions. If you haven’t heard back 
from us, try contacting us so at least you 
will know what’s happening, but as rude it 
sounds, sometimes we will never get back 
to you. 

 

Understanding the boss’s perspectives 
 
Realizing how hiring managers think can help 
you excel at interviews. Keep these thoughts 
in mind when meeting with hiring managers. 
This is really how they think! 
  
1) Hiring managers ask about salary 
requirements to pay you the least amount 
possible. Job-seekers hate the salary 
question because they fear they risk low-
balling themselves by naming their salary 
requirement first. And that's exactly why 
employers ask you to throw out a number 
first. In a perfect world, we would let you 
know our range, but more often, we take 
advantage of the power disparity by making 
you talk money first. 
 
2) We're friendly because we want you to 
let your guard down. By being friendly we 
can see what you're really like and also get 
you to reveal any potential problem areas. 
 
3) Fit matters. If your personality won’t mesh 
well with the manager, team, or culture, you 
probably won’t get our job. That’s why it is 
very important for you to be nice, positive, 
professional and ready to relay why you 
would fit in well with our organization. 
 
4) Saying you can start sooner than two 
weeks when you are currently employed 
sets off alarm bells. We will assume that if 
you'd leave your current job without giving 
proper notice, you’ll treat us the same way. 
Offering to start early can also give us the 
idea that you are hiding something about 
your position status.  
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 “What are the ideal characteristics you 
are looking for in this position?  

 “What do you expect me to accomplish 
in the first 30, 60 and 90 days? 

 “How do you plan to deal with 
[PARTICULAR CHALLENGE]?  

 “When do you hope to have the new 
person on board?” 

 “What improvements are desired for the 
new candidate?” 

 “Tell me about the day-to-day 
expectations for the position.” 

 “What would be the most difficult 
challenge I would face?”  

 “Who does the position report to and 
who reports to the position?” 

 “Do you feel like I‘m qualified for the 
position?” 

 “Are there advancement and training 
opportunities?” 

 “When will you be making a decision?” 

 “What are your hopes for this position?” 

 “Is this a new position?” [IF NO]:“What 
happened with the last person?” 

Company-related questions  
Ask at least 4-6 such questions. 
 

 “What do you enjoy about the 
company?” 

 “What areas of the company offer the 
greatest opportunity for growth?”  

 “How has the growth of your company 
made it difficult to complete tasks?”  

 “What is your current rate of turnover in 
this department?”  

 “To what extent has employee turnover 
caused problems for you?”  

Asking Smart Interview Questions  
 
Ask questions to impress interviewers and to 
get interviewers to reveal more about the 
company and the open position. By asking 
about the company's needs and challenges, 
you may discover problems that the company 
doesn’t realize it has. When you voice such 
revelations, you show that you not only 
understand the company’s challenges, but 
are the best person to solve its problems.  
 
Savvy question strategies  
Ask open-ended questions about the 
company or department that can’t be 
answered by a yes or no and that force the 
speaker to talk about a subject.  
 
CLOSED questions can be answered by yes or 
no and often begin with are, did, do, would, 
can, is, does, or which. 
 
OPEN questions begin with who, at what 
time, what, tell me about, when, in what 
way, where, in which way, why, describe, 
how, or to what extent.  
 
Sample probing questions 
Here are examples of strong, open-ended 
questions to ask interviewers. Select 10 and 
bring them with you to your interviews.  
 
TIP: Ask the interviewer if you can take notes. 
Place the sheet in the left pocket of a pocket 
folder and use a sheet of paper in the right 
pocket to take notes. This way you can easily 
(and stealthily) view your questions.  
 

Position related questions – Ask at least 

three to five of these types of questions.  
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  “How well do you feel your company is 
meeting customer needs?” 

 “What issues are you currently facing 
with staff productivity?”  

 “What are services you’d like to offer 
customers, but can’t right now?”  

 “What company programs or services 
are not cost-effective and why?”  

 “What would you like to see employees 
do differently to save money and 
improve profits?”  

 “How do you stay current on new 
developments in the field?”  

 “How do the results of this department 
affect the rest of the company?”  

 “What are the company’s most difficult, 
current projects?”  

 “How does your company compare to 
that of your competitors?”  

 “What are your goals for the future of 
the company?”  

 “How well do your current employees 
work together?”  

 “What types of problems/situations are 
the most challenging to the company?”  

 “Tell me about a time the company had 
to choose between quality and meeting 
a deadline.”  

 “What types of efforts really drive 
change in a positive way for the 
company?” 

 “Tell me about a project where the 
company had to overcome major 
obstacles to get it completed.”  

 “What are the most common attributes 
of the company’s highest performers?” 

 “What types of situations cause your 
employees the greatest amount of 
stress?”  

 “What questions do you have about me 
that I haven’t answered yet?” 

 
DON’T ask interviewers questions 
like the following …  
 
 “What does your company do?” (Look it 

up!) 

 “How much does it pay and what are the 
benefits?” (Let them bring up the 
subject.) 

 “Can I leave right at 5:00 every day?” 
(Instead, personify hard work and a 
willingness to work overtime as needed. 
Once offered the position, work toward 
determining a schedule that works for 
your specific work/life balance scenario). 

 

ASSIGNMENT: Determine 5 position-related 
and 5 company-related questions to ask. 
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Examples of S.T.A.R.T 
Questions/Answers 
 
 SITUATION (S): Magazine advertising 

sales had decreased and several 
advertisers were not renewing their 
contracts. 
 

 TASK (T): My goal was to generate new 
marketing materials and advertiser 
incentives to garner at least a 25% 
increase in advertising revenue per year. 
 

 ACTION (A): I created a new media kit 
that included an improved rate sheet, 
sample ad sizes, and a comparison chart 
comparing our magazine ad prices to our 
largest competitor’s higher prices. Most 
importantly, I created a sheet of 
incentives including combination ad 
packages that were very attractive to 
advertisers.  
 

 RESULT (R): We signed contracts with 27 
former advertisers and increased sales 
with new advertisers by 32 percent over 
the same time period year over year. 
 

 TRANSFER (T): If hired for this position, I 
could implement a similar marketing 
plan for XYZ Corp. that would involve 
marketing the ABC product to 18-27 
year-old cola drinkers. I believe such a 
campaign could energize XYZ’s efforts to 
attract the younger target audience. 
 

Continue to the next page to learn 
how to prepare for and handle 
behavioral interview questions 
using the S.T.A.R.T. method. 

 

Understanding the S.T.A.R.T. Method  
 
The S.T.A.R.T. method is a structured 
process that helps you respond to 
behavioral-based interview questions by 
discussing a specific story that shows why 
you are uniquely qualified for the job 
opening. Interviewers ask such questions to 
gauge how well you will be able to resolve 
similar situations if hired for the open 
position.  
 

S.T.A.R.T. stands for: 

 SITUATION: Describe a problematic 
business situation from your past. 
Provide enough detail for the 
interviewer to understand the 
situation.  

 TASK: Explain what goal was 
needed to solve the business 
problem. 

 ACTION: Describe the actions you 
took to address the situation (or 
the steps you took as part of a 
group to address the situation). Use 
the word “I,” not “we” when 
describing actions. Do not claim 
responsibility for something you did 
not do. 

 RESULT: Describe the outcome of 
your actions, taking credit for 
positive results.  

 TRANSFER: Explain how your 
abilities and accomplishments can 
be replicated at the hiring company 
to help the organization save 
money, save time or make money.  
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•  “Tell me about a time when you had to 

use your presentation skills to influence 
someone's opinion.” 

• “Describe a time when you anticipated 
potential problems and developed 
preventive measures.” 

• “Discuss an important written document 
you were required to complete.” 

• “Tell me about a difficult decision you've 
made in the last year.” 

• “Give me an example of a time when 
something you tried failed.” 

• “Tell me about a time when you had too 
many things to do and you were required 
to prioritize your tasks.” 

• “Give me an example of a time when you 
had to make a split second decision.” 

• “What is your typical way of dealing with 
conflict? Give me an example.” 

• “Tell me about a time when you 
successfully dealt with another person 
even when he/she may not have liked 
you (or vice versa).” 

• “Give me an example of when you 
showed initiative and took the lead.” 

• “Tell me about a situation where you 
had to deal with an irate customer.” 

• “Give me an example of a time when you 
motivated others.” 

• “Tell me about a time when you used 
your abilities to solve a problem.” 

• “Tell me about a time when you were 
forced to make an unpopular decision.” 

• “Tell me about a time when you missed 
an obvious solution to a problem.” 

• “Tell me about a time when you 
delegated a project effectively.” 

• “Tell me about a time you fireda person.” 
• “Describe a time when you set your 

sights too high (or too low). How did you 
handle the situation?” 

 

Preparing for behavioral interviews 
using S.T.A.R.T.  
 
• To determine S.T.A.R.T. stories, recall 

situations that show favorable actions or 
behaviors on your part and that involve 
work experience, teamwork, leadership, 
taking initiative, providing excellent 
customer service, and/or planning. 

• Give a detailed accounting of one event at 
a time, not about a whole host of events. 

• Be sure the outcome reflects positively on 
you (even if the result itself was not 
favorable). If the results ended badly, 
explain what you learned. 

• Be honest. Don't embellish or omit key 
parts of the story.  

• Have a variety of responses ready. The 
interviewer may ask the same type of 
question several times so don’t bore them 
with the same stories. 
 

Examples of Behavioral Interview Questions   
Contemplate how you might answer these 
questions.  
 

• “Give an example of when you used good 
judgment and logic in solving a problem.” 

• “Tell me about a time when you had to 
conform to a policy against your beliefs.” 

• “Tell me about a time when you had to go 
above and beyond to get a job done.” 

• “Describe a situation where you used 
persuasion to successfully convince 
someone to see things your way.” 

• “Describe a time when you were faced 
with a stressful situation that 
demonstrated your coping skills.” 

• “Give me an example of when you set a 
goal and met or exceeded it.” 

 
 
 
 

 

29 



S.T.A.R.T. Sentence Completion Exercise 

Complete the following sentence fragments using the S.T.A.R.T. method. When possible, 
quantify your examples using dollar amounts, time, percentages, cost reductions, etc.  

 

1. One time that I went beyond what was asked of me was:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 

 
2. One time I solved a problem was when:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 

3. One time I reduced complaints by:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 

 
4. One time I improved a process or procedure was:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 

 
5. One good thing my prior employer said about me in a performance review was:   
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 

6. One time I dealt with an angry customer/client/co-worker by:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 

7. One time I streamlined a program/project/operation by:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 

8. One time I received a compliment or award for:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 

9. One time I saved the company money by:  
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 

10. One time I made the company money when:   
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
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Response examples:  
“The company was good to me; however I 
saw my growth potential was limited in 
the organization. The work itself was 
exciting and I enjoyed the challenges.”  
 
Other responses to “Why did you leave 
your last job?”  

 “Reorganization required the 
elimination of my position. It was a 
business decision, not a personal one 
and I did not take it personally. I 
continue to have positive relationships 
with people within the organization.” 

 “I was part of a 25 percent staff 
reduction.” 

 “The department was eliminated.”  

 “The company outsourced my position.”  

 “I was hired to be a salesperson, but the 
company and I both came to realize that 
was not my strength. Where my strength 
really lies is …”  

 “I survived three layoffs; however the 
fourth one included my position.” 

 “I was new to food preparation and 
wasn’t able to get my speed up to the 
required level. I have since taken courses 
to increase my speed beyond the 
required level.”  

 “My supervisor wanted to select her own 
person for the position.” 

 “The position was temporary.” 
 
Make sure your response jives with what 
the company says. Consider having 
someone call your past company’s HR 
department to ask questions like he/she 
plans to hire you to learn what they are 
telling people. Demand change if what they 
say is incorrect or slanderous. 
 

Answering tough interview questions 
 
Q: Tell me about yourself 
 
Answer strategies:  

 Be brief; keep it about your career and 
how your schooling and experience have 
prepared you for the position. 

 Play up relevant aspects of your schooling 
and work history; don’t mention irrelevant 
parts. 

 Explain what makes you uniquely qualified  
 

Response example: 
"I have a degree  in advertising and have 
worked as an advertising copywriter at XYZ 
Corp.,  which makes me uniquely qualified for 
your ad agency position.“ 
 
If departing from your past career path, 
mention how your past has evolved to bring 
you to your present direction. 
 
Response example: "While serving as an 
emergency room nurse, I realized that what I 
was really passionate about was working 
with people one on one, which is why I 
evolved into being a customer service 
representative ..." 
 
Q. “Why did you leave your last job?”  
 
Answer strategies: Answer openly, 
positively and honestly.  

 Play up what you learned/enjoyed about 
past company. 

 Never bad mouth your former company or 
boss.  
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Q. “Where do you see yourself in 5years?” 
 
Answer strategy:  Express wanting to work 
for them long term. 
 
Response example:  
“I want to secure a challenging human 
resources position with a growing retail 
company like yours, so I can learn as much 
as I can and grow into a leadership position 
ideally within your company.”   
 
Q: “What skills have you developed to 
help you in this position?” 
 
Response example:  
“I am a detail oriented professional with 
excellent problem solving and technical 
skills. I have handled X, Y and Z while 
cutting costs. I am comfortable addressing 
the various issues your organization is 
facing including A, B and C.” 
 
Q: “What challenges do you foresee in 
this position?” 
 
Response examples:  
“While each position poses challenges, I 
see none that would prevent me from 
performing in this role.  I communicate 
well with coworkers and customers. I feel 
confident with my team building skills and 
my professional experience. I am uniquely 
qualified to succeed in facing any 
challenge that may be presented.” 
 
“I foresee challenges; however I am 
motivated by challenge and see nothing 
that can keep me from succeeding.”  
 

Q: “Why are you the best candidate?” 
 
Answer strategies: 

 Reiterate aspects of your schooling and 
work history as well as your life that make 
you uniquely qualified for the job 

Response examples:  
“I am a TITLE with proven experience in X, Y 
and Z. My experience and background make 
me uniquely qualified to help COMPANY 
NAME achieve its objectives of A, B and C 
while staying within budget.” 
 
“I was raised on a cattle ranch so farming is 
in my blood. I have an agriculture degree and 
have worked at two ag agencies, progressing 
to management level. I want to use these 
experiences to help COMPANY excel.”   
 
Q. “What is your biggest weakness?” 
 
Answer strategies:  

 Identify an improvement area and weave 
in how you are already actively taking 
steps to develop the ability  

 Answer truthfully and in a way that will 
cause the interviewer to think well of you. 

 
Response examples: 
"In my last position, I wasn't able to develop 
my social networking experience as much as I 
would like. That's why I’ve joined LinkedIn, 
Twitter and Facebook, signed up for social 
media discussion groups and compiled what I 
learned into my own white papers.”  
 
“I prefer to think of it as an improvement 
area rather than a weakness, but I am 
actively improving my math abilities by taking 
courses and checking my work.” 
 32 



Response example: “Yes, I would be 
willing to consider other opportunities.”  

Q. “Why are you interested in this 
company?” 
 
Answer strategy: Emphasize what you like 
/ respect about the company and how the 
position fits your abilities and preferences. 
 
Response example: “I like A, B and C 
about your company and feel that my ___, 
___ and ___ abilities make me a good fit.” 
 
“I have the greatest respect for XYZ Corp. 
and have wanted to work for your 
organization for years. I like and use your 
ABC product.” 
 
Q. “How long have you been 
unemployed?”  
 
Answer strategy: Briefly account for your 
time and provide evidence of ongoing 
productivity during any lapses in 
employment history. 
 
Response example: “I took care of 
personal things with family and having 
finished that objective, I am now 
completely focused on furthering my 
career.”  
 
Q. “Are you considering other positions?”  
 
Response example: “(Yes I am / No I am 
not). I am engaged in an active career 
search and am exploring opportunities in 
the industries that interest me. I am most 
interested in working for your company.”  

Q. “Tell me about your worst boss.” 

Answer strategy: Do not name names or 
give specifics! Stay positive. 
 
Response example: “I’ve worked with all 
types of managers successfully. I’ve learned 
that there are strengths and weakness in 
every supervisor. I seek to support them in 
whatever way possible. I’m hard pressed to 
put people into categories of positive or 
negative experience because either way, I 
have benefitted from the experience.” 
 
Q. “What motivates you?” 
 
Response example: “I am motivated by 
opportunities where I can use my 
experience and education to make 
quantifiable improvements.” 

Q. “What does success mean to you?”  

Response example: “I see it as a process 
where I can help a company like XYZ Corp. 
succeed. To that end, I enjoy putting 
together long-term strategies that increase 
sales and decrease overhead costs.” 

Q. “What are your career goals?”  

Answer strategy: Stay flexible. Don’t place 
a ceiling or limitation on your advancement.  

Response example: “I want to continually 
improve myself so that I will always be able 
to contribute to help XYZ Corp. succeed.” 

Q. “Are you willing to relocate?”  

Answer strategy: Stay flexible. You can 
always decline an offer later. 
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Q. “How do you cope with everyday 
pressures?”  
 
Response example: “I embrace every day 
pressures. For example, at XYZ, I relish the 
high energy environment where we get an 
incredible amount of work done.” 
 
Q. “Do you take work home with you?” 
 
Answer strategy: Say yes, but also 
emphasize a desire for work/life balance. 
 
Response example: “I have no issue with 
extending the workday and do so as 
needed. However, I do make a conscious 
effort to balance work with home.” 
 
Q. “What is your last incident of anger, 
and how did you deal with it?”  

Answer strategy: The interviewer is 
looking for an abusive nature projected 
verbally, emotionally, or physically.  

Response example: “I would not presume 
to say there will never be instances where 
I become upset, but I have always found 
ways to reach solutions or a mutual 
understanding instead of overreacting.”  

Q. “What has been your greatest 
contribution?”  

Answer strategy: Give examples of 
contributions/accomplishments that 
relate to the new position. 

Response example: “I have had what I 
consider many successes that I would 
relish replicating at XYZ Corp. For example, 
at ABC Co., I led the effort to….”  

Q. What would your employer say about 
your past performance?”  
 
Answer Strategy: State what you can 
honestly say as positively as possible. 
 
Response example: “I am confident the 
comments would be positive; they would 
speak to instances in which I have saved 
time, made money, or saved money for the 
organization. They would also speak of my 
ability to earn respect from subordinates 
and superiors.”  
 
Q. “How do you perform under stress?”  
 
Answer strategy: Don’t use the word stress 
in your response. Instead, call it pressure 
which has a more positive connotation. Tell 
a S.T.A.R.T. story about how you handled 
pressure successfully. 
 
Response example: “Pressures are a by-
product of progressing professionally. As I 
have progressed, the level of accountability 
has increased, which has added pressure. 
Fortunately, I perform well under pressure. 
As an example …” tell a [S.T.A.R.T. story). 
 
Q. “What did you like least about your last 
position?” 
 
Answer strategy: Be careful! Answer 
positively. Don’t dwell on negative 
functions or circumstances (such as disliking 
a particular duty or boss).  
  
Response example: “The management 
position and people (functions) were 
wonderful; however the growth 
opportunities (circumstances) were not 
available.” 
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 Emphasize in your cover letter and 
interview how you can handle job duties 
despite your limitations.  

 Have past bosses vouch for your output 
to the hiring company or ask them to 
write a reference letter for your use. 

 
Do you fear ageism or weight prejudice? 

 Personify freshness and vitality that 
belies your age/size 

 Don’t dwell on past glories  

 Express technological prowess and skills 
and your ability to get things done 

 Be open to and professionally supportive 
of all kinds of people including people of 
different ages, ethnicities, religions, and 
lifestyle choices 

 Have past bosses vouch for your output 
 
Could bad habits or annoying mannerisms 
hurt your job chances? Here’s how to fix … 

 Nervous energy – Pause before 
speaking, organize your thoughts and 
speak calmly. 

 Yakker -- When you realize you are 
rambling, stop talking immediately. 
Shorten your answers. Have a visual 
reminder that only you know about to 
remind you to stop talking.  

 Too loud – Start low, realize your 
loudness, and constantly moderate your 
voice. Use a visual reminder of some 
kind to remind yourself to talk softer. 

 Dull – Sit up, lean in, keep answers short, 
and consciously raise your energy level. 
 

In general 

 Do mock interviews until you overcome 
your obstacles. 

 Hire a coach to help you work through 
your issues. 

 

Responding to inappropriate questions  
Improperly trained or difficult interviewers 
may ask inappropriate questions in a job 
interview. While you may want to lash out at 
their bad behavior, doing so could 
unnecessarily hurt your job chances. Instead, 
respond tactfully to turn the discussion back 
to appropriate interviewing.  

Steps to handling inappropriate questions: 

1) Answer the question as if it was an 
appropriate question. For example, if the 
interviewer asks if you have children, 
respond, “I believe what you want to 
know is if there is anything keeping me 
from performing the duties of this 
position. My answer is there is nothing 
that would keep me from exceling at this 
job.” 

2) Answer briefly, but if pressed, question 
the relevancy of their question. For 
example if asked if you are married, 
simply answer yes or no, but if pressed for 
details, add, “I’m not sure how the 
question relates to the job duties. Can you 
explain?”  

3) Smile and say, “Buzz! There’s a question 
you can’t ask. What other question would 
you like to ask instead?” 

4) Deflect instead of answering. For example, 
if asked what years you attended college, 
say, “Oh, did someone who works here 
graduate from the same school?” 

 

Handling challenges 
  

Do you have physical limitations or personal 
issues that could affect your hiring? 
Minimize the negative impact of your issues:  

 If your limitation is noticeable, mention it 
in your cover letter so the interviewer will 
not be unnecessarily surprised. 
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 Build a positive relationship with the 
group and with individual interviewers. 

 Gauge who the leaders and followers are 
in the room and their needs, challenges, 
and fears. 

 Be diplomatic so as not to offend one 
person when trying to impress another. 

 Address each person’s hot button issues 
in positive/impressive ways. 

 When one panelist asks a question, 
respond to him or her and then make eye 
contact with others as you answer, then 
return attention to the questioner. 

 Politely reference your response if a 
similar question is asked again. Example: 
“To expand on my earlier response to 
Janine about my work ethic, I enjoy ...”     

 Speak loudly enough to be heard around 
the room or at an appropriate level if 
there is a microphone.  

 Seek to spend equal time looking at and 
responding to all panelists. 

 Have questions in mind that you can ask 
each interviewer. 

 Note the group’s dynamics. How do they 
get along? Who seems difficult? Consider 
how you might fit in with them. 

 

Following up after panel interviews 
 Shake hands with each participant or 

verbally acknowledge them,  thanking 
them and calling them by name. 

 Ask for business cards.. 

 Jot down notes about each panelist 
(including the questions each asked and 
the work issues/concern areas about you 
that seemed important to each person) to 
help you write targeted, individual thank 
you messages.  

 Seek opportunities to continue building 
relationships with the panelists. 

Handling panel interviews 
Panel interviews with people from the same 
or multiple departments can add a layer of 
complexity to your meetings with hiring 
companies. Here are tips that can help: 
 

Before the meeting 
 Learn who will attend and their names, 

the spelling of their names and job titles. 
Request this information from the 
meeting coordinator. 

 Determine the areas of focus of 
participants and their hot button issues. 
Find such information on LinkedIn, Google 
or the company web site. Look for news 
about their activities and work efforts. 

 Search for their pictures on LinkedIn, 
Google or the company web site. Create a 
document with their pictures and info. 

 See how you are connected to panelists 
on LinkedIn. If you are a 2nd degree 
connection, ask your mutual connection 
about the panelist and if he or she will put 
in a good word for you to the person. 

 Bring enough copies of your resume for all 
participants. Review your resume in case 
panelists ask questions about your 
background. Consider developing a leave-
behind portfolio for each participant. 

 

Just prior to the meeting 
 Shake hands. Introduce yourself, calling 

people who you recognize by name.  

 Mention mutual acquaintances and 
share nice comments your friend said 
with individual panelists. 

 Build rapport with each person. 

During the meeting 
 Bring a notepad/pen to jot down names 

in order around the room. 
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 Learning if the interview went well  
Ask yourself: Did the interviewer...  

1. Talk about next steps and share how the 
process will continue? Good sign 

2. Ask when you are available? Good sign 

3. Sell you on the job/company? Good sign 
 

4. Smile, laugh and seem to enjoy speaking 
with you? Good sign 

5. Mention that they are still talking with a 
lot of good candidates?  Bad sign 
 

6. Bring up that they have a qualified / 
interested internal candidate? Bad sign 
 
7. Jot down notes when you mentioned you 
didn't have a skill or experience? Bad sign 
 
8. Interrupt or look bored? Bad sign   
 
9. Thoroughly answer questions? Good sign 
 
10. Run over the allotted time? Good sign ... 
unless you blathered on and on 
 
11. Show you around the office and 
introduce you to others? Good sign 
 
12. Suggest a future meeting? Good sign 
 
13. Say: “I’m concerned that you don’t have 
more experience in ___” Bad sign 
 
14. Seem anxious to get away Bad sign  
 
15. Conduct reference checks? Good sign 
 
16. Keep you abreast of how the process is 
going after the interview? Good sign 
 
So what do you think? Did the interview go 
well? If not, take steps to improve your 

Following up after the Interview   
Use these steps to follow up effectively. 

 At the interview: Ask about next steps and 
the timing of future interviews/decisions.  

 Ask when you can follow up.  

 Shake each interviewer’s hand; thank 
each of them, calling them by name. 

 Mail a handwritten thank you card or send 
an e-mail to all interviewers within 24 
hours. Address concern areas with a 
reiteration of your strengths. 

 Follow up by phone with the lead 
interviewer in the time frame established. 
If the person doesn’t answer, leave a 
message asking when a better time would 
be to call. Or, hang up and call back later. 

 Write down new things that you’ve learned 
about the company’s needs, problems and 
challenges so that you will be even more 
prepared for the next round of interviews. 

 Review your interview performance and 
determine how you will perfect you efforts 
for future interviews. Consider the 
following questions: 
o What did I do or say well? 
o What could be improved or practiced? 
o What company needs, problems or 

challenges did I discover? 
o What questions was I unprepared for? 

 Record what you’ll do differently. 

 Learn from your mistakes and be better 
prepared for the next time. 

 Notify your references that they may be 
receiving a reference check call. Prepare 
them by sending them the job description 
and notes about why you’d be a great 
candidate for the job. 

 Keep looking. Even if you think you’ve got 
the job, “sure things” often don’t work out. 

 Don’t judge your interviewing 
effectiveness by whether you get an offer. 
Rejection happens despite best efforts.   
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