
INTERVIEW PREPARTATION 
 

One o f  the  best  ways  to  separa te  yourse lf  f rom the  compet i t ion  is  to  be  p repared ! 
 
Ok,  we made i t  to  the  in te rv iew, now what .   F i rs t  o f  a l l ,  you  need to  understand what  
the  in te rv iew is  a l l  about .   Your  winn ing  resume, and the  way The Gr i f f in  Group 
presented  your  ab i l i t ies ,  characte r  and  background have ga ined you  en trée  in to  the  
po ten t ia l  Employer ’s  o f f i ce .   The  in te rv iewer  has a l ready rev iewed your  resume in  
de ta i l  w i th  me so  they a re  in t imate ly  knowledgeab le  about  the  hard  facts  o f  your  
employment h is to ry  and sk i l l s .   The  actua l  in te rv iew is  a  sub t le r ,  more  sub ject ive  
aspect  o f  the  job-hunt ing  p rocess.   Dur ing  the  course  o f  each  in te rv iew each person 
you  meet  wi l l  be  fo rming  an  op in ion  o f  you  and gaug ing  your  compat ib i l i ty  w i th  the  
needs o f  the  o rgan iza t ion  and more  importan t ly  the i r  ab i l i ty  to  work wi th  you  wi th in  
tha t  ro le .   Bo t tom l ine  –  You’re  t ry ing to  make a  good impression! !  
 
You need to  be  s incere ,  po l i te  and  en thus iast ic  about  your  knowledge o f  the i r  
company and the  industry  in  o rder  to  secure  the  pos i t ion .   Your  resume may we l l  have  
shown examples o f  your  sk i l l s  as a  team p layer ,  bu t  now you need to  convince  them 
tha t  you  f i t  the i r  team.  In  o rder  to  make the  best  impress ion  you  can  you  need to  be  
p repared ,  know what  to  expect ,  and  how to  hand le  i t  i f  th ings don ’ t  go  qu i te  as you  
had p lanned.  
 

Preparat ion 
 

Research the  company: 

•  Check ou t  the  company websi te .  Know about  the i r  h is to ry  and growth  over  
the  years.  

•  Check ou t  o ther  company pro f i les th rough websi tes l i ke  Hoovers o r  
Dun/Bradstree t .  

•  Look fo r  re levant  p ress re leases in  ma jor newspapers o r  t rade  publ ica t ions. 

•  Read th rough again  any no tes you  have sur round ing  the  in te rv iewers you  wi l l  
meet .   Try  to  understand the i r  ro le  wi th in  the  o rgan iza t ion  and make sure  you  
answer  the i r  quest ions wi th  a  bent  toward the i r  a rea  o f  exper t ise . 

•  Re-read the  job  descr ip t ion  so  you  can  f i t  your  background most  e f fect ive ly  
to  the i r  needs. 

•  Be ready wi th  quest ions fo r  each  in te rv iewer  bu t  focus on  responsib i l i ty  
re la ted  issues no t  “what ’s  in  i t  fo r  me”  quest ions.  

 



Present ing Yourself  

Genera l  Rules  For Present ing yourself :  

 

•  Arr ive  ear ly  

•  Br ing  extra  cop ies o f  your  resume, re fe rences,  a  no tepad &  pen. 

•  Be sure  you  know how to  p ronounce your in te rv iewer ’s  name correct ly .  

•  Be po l i te  to  everyone  you  meet  there .   They a l l  count .  

•  Be personab le  as we l l  as p ro fess iona l . 

•  Do NOT chew gum, smoke,  swear  o r  use  s lang .  

•  Assume a l l  quest ions a re  asked fo r  a  good reason and answer  accord ing ly . 

•  Do not  assume tha t  your  in te rv iewer  knows how to  e l ic i t  the  in fo rmat ion  
he /she  is  look ing  fo r . 

•  Fee l  f ree  to  ask fo r  c la r i f i ca t ion  be fo re  answer ing  a  quest ion . 

•  Take some t ime to  fo rmu la te  your  answers be fo re  you  speak.  

•  Answer  a l l  quest ions honest ly ,  bu t  in  the  best ,  most  pos i t i ve  l igh t .  

•  Do NOT bad mouth  o ld  employers. 
 
Proper At t ire :  
 

•  Fi rs t  Impress ions a re  extremely impor tan t.   The  way you  present  yourse l f  can  
be  as impor tan t  as what  you  say.  

o  For a  woman:  A  su i t  o r  conserva t ive  d ress is  appropr ia te .   
Min ima l  amounts o f  jewe l ry  and  per fume.  S ty l i sh  low hee l  shoes 
are  best .  

o  For a  man:  A  conserva t ive  bus iness su i t ,  long-s leeved sh i r t  and  
t ie  a re  s t i l l  best .   No jewe l ry  o ther  than  a  wedd ing  r ing  and a  
watch ,  match ing  socks and po l ished shoes are  the  way to  go .  

 

**  I f  you  a re  unsure  as to  the  a t t i re  you  were  p lann ing  to  wear -p lease  ca l l  me.**  
 

 
 
 
Some really good things to read and think about: 
 
These nex t few pages are  some excel lent  ar t ic les to  read pr i or  to going on any 
interv iew.  They were wr i t ten by EXPERTS so they are very  much worth heed ing 
and apply ing  to  this  interv iew.  
 
 



A Guide to Behavioral Interviewing 
"Te l l  me  abou t  a  t ime  when  you  were  on  a  team, and  one  o f  the  members  wasn ' t  car ry ing  h is  
o r  he r  we igh t ."  l f  th is  is  one  o f  the  lead ing  ques t ions  in  your  job  in te rv iew ,  you  could  be  in  for  
a  behav ioral  in terv iew .  Based  on  the  p remise tha t  the  bes t  way  to  predic t  fu ture  behav io r  is  to  
de termine  pas t  behav ior ,  th is  s ty le  o f  in te rv iewing  is  gain ing  w ide  accep tance  among 
recru i te rs . 
 
Today ,  more  than  ever ,  every  h ir ing  dec is ion is  cr i t i ca l .  Behaviora l  in te rv iew ing  is  des igned  to  
minimize  personal  impress ions  tha t  can  a f fect  the  h ir ing  dec is ion.  By  focus ing  on  the  
app l ican t 's  ac t ions  and  behaviors ,  ra the r  than  sub jec t ive impress ions  tha t  can  sometimes be  
mis lead ing ,  in terv iewers  can  make  more  accura te  hi r ing  dec is ions . 

 
Behavioral  vs.  Tradit ional Interviews 
I f  you  have  tra in ing  o r  exper ience  w i th  trad i t iona l  in terv iewing  techn iques ,  you  may  f ind  the  
behaviora l  in te rv iew  qui te  d i f feren t  in  several  ways .  Ins tead  o f  ask ing  how you  wou ld  behave  
in  a  par t icular  s i tua t ion ,  the in terv iewer  w i l l  ask  you  to  descr ibe  how you  d id  behave.  Expec t  
the  in terv iewer  to  ques t ion  and  probe  ( th ink  o f  "peel ing  the  layers  f rom an  on ion") .  The  
in te rv iewer  wi l l  ask  you  to  prov ide  de ta i ls ,  and  w i l l  no t  a l low  you  to  theor ize  or  genera l ize  
abou t severa l  even ts .   
 
The  in terv iew  wi l l  be  a  more  s t ruc tured process  tha t  w i l l  concen tra te  on  areas  tha t  are  
impor tan t  to  the  in terv iewer ,  ra ther  than  a l low ing  you  to  concen t ra te  on  areas  tha t  you  may  
feel  are  impor tan t .  You  may  no t  ge t  a  chance to  de l i ver  any  p repared  s tor ies .  Mos t  
in te rv iewers  w i l l  be  tak ing  cop ious  no tes  th roughou t  the  in terv iew .   The  behaviora l  in te rv iewer  
has  been  t ra ined  to  ob jec t ive ly  co l lec t  and  eva lua te  in format ion ,  and  works  f rom a  pro f i le o f  
des ired  behav iors  tha t  are  needed  for  success  on  the  job .  Because  the  behav iors  a  cand ida te  
has  demons tra ted  in  prev ious  s imi la r  pos i t ions  are  l ike ly  to  be  repea ted ,  you  wi l l  be  asked  to  
share  s i tua t ions  in  wh ich  you  may  or  may  no t have  exh ib i ted  these  behav io rs .  Your  answers  
w i l l  be  tes ted  for  accuracy  and  cons is tency . 
 
I f  you  are  an  en tr y- leve l  cand ida te  w i th  no  p rev ious  re la ted  exper ience ,  the  in terv iewer  w i l l  
look  for  behaviors  in  s i tua tions  s imi la r  to  those  o f  the  targe t  pos i t ion :  "Descr ibe  a  major  
p rob lem you  have  faced  and  how you  dea l t  wi th  i t ."  "G ive  an  examp le  o f  when  you  had  to  
work  w i th  your  hands  to  accomp lish  a  task  or  p ro jec t ."   "What  c lass  d id  you  l ike  the  mos t? 
What  d id  you  l ike  abou t  i t?"  
 
Fo l low-up  ques t ions  w i l l  tes t  for  consis tency  and  de termine  i f  you  exh ib i ted  the  des ired  
behavior  in  tha t  s i tua t ion :   
"Can  you  g ive  me an  examp le?"   
"What  d id  you  do?"   
"What  d id  you  say?"  
"What  were  you  th ink ing?"  
"How d id  you  fee l? 
"What  was  your  ro le?"  
"What  was  the resul t?"  
 
You  w i l l  no tice  an  absence  o f  such  ques t ions as ,  "Tel l  me  abou t  your  s treng ths  and  
weaknesses ."  

 



How to Prepare for  a Behavioral  Interview 
Reca l l  recen t  s i tua t ions  tha t  show favorab le  behaviors  o r  ac t ions ,  espec ia l ly  invo lv ing  course  
work ,  work  exper ience ,  leadersh ip ,  teamwork,  in i t ia t i ve ,  p lann ing ,  and  cus tomer  se rv ice .  
Prepare  shor t  descr ip t ions  o f  each  s i tua tion ,  be  ready  to  g ive  de ta i ls  i f  asked .  Be  su re  each  
s to ry  has  a  beg inning ,  a  middle ,  and  an  end , i .e . ,  be  ready  to  desc r ibe  the  s i tua t ion ,  your  
ac t ion ,  and  the  ou tcome o r  resul t .  Be  sure  the  ou tcome or  resu l t  re f lec ts  pos i t ive ly  on  you 
(even  i f  the  resu l t  i tsel f  was  no t  favorable) .  Be  hones t .  Don' t  embe l l ish  or  omi t  any  par t  of  the  
s to ry .  The  in terv iewer  w i l l  f ind  ou t  i f  your  s tory  is  bu i l t  on  a  weak  founda t ion .  Be  speci f ic .  
Don' t  genera l ize  abou t  severa l  even ts ;  g ive  a de ta i led  accoun t ing  o f  one  even t . 
 
A poss ib le  response  for  the  ques tion ,  "Te l l  me  abou t  a  t ime  when  you  were  on  a  team and a  
member  wasn' t  pu l l ing  h is  o r  he r  we igh t"  migh t  go  as  fo l lows :  " I  had  been  ass igned  to  a  team 
to  bu i ld  a  canoe  ou t  o f  concre te .  One  o f  our  team members  wasn ' t  show ing  up  fo r  ou r  lab  
sess ions  nor  do ing  his  ass ignments .  I  f ina l ly  met  w i th  h im in  pr iva te ,  exp la ined  the  frus t rat ion  
o f  the  res t  o f  the  team, and  asked  i f  there  was  any th ing  I  could  do  to  he lp . He  to ld  me he  was  
p reoccup ied  w i th  ano ther  c lass  tha t  he  wasn' t  pass ing ,  so  I  found  someone  to  he lp  h im w ith  
the  o ther  course .  He  no t  only  was  able  to  spend  more  t ime  on  our  pro jec t ,  bu t  he  was  a lso  
g ra te ful  to  me for  he lp ing  h im ou t .  We f in ished  our  projec t  on  t ime ,  and  go t  a  'B'  on  i t ."  
 
The  in terv iewer  migh t  then  probe :  "How d id  you  fee l  when  you  con fron ted  th is  person?"  
"Exac tly  wha t  was  the  na ture  o f  the  pro jec t?"  "What  was  h is  responsib i l i ty  as  a  team 
member?"  "What  was  your  ro le?"  "At  wha t  poin t  d id  you  take  i t  on  yourse l f  to  con fron t  h im?" 
You  can  see  i t  is  impor tan t  tha t  you  no t  make  up  o r  "shade"  in format ion ,  and  why you  should  
have  a  c lear  memory  o f  the  en ti re  inc iden t . 
 

Don't  Forget  the Basics 
Ins tead  o f  feel ing  anx ious  or  threa tened  by  the  prospec t  o f  a  behav ioral  in terv iew ,  remember  
the  essen t ia l  d i f ference  be tween  the  t rad i t ional  interv iew  and  the  behav ioral  in terv iew :  The  
t rad i t iona l  in terv iewer  may  a l low  you  to  pro jec t  wha t  you  migh t  o r  should  do  in  a  g iven  
s i tua tion ,  whereas  the  behav io ra l  in terv iewer i s  look ing  for  pas t  ac tions  on ly .  I t  wi l l  a lways  be  
impor tan t  to  pu t  your  bes t  foo t  forward  and  make  a  good  impress ion  on  the  in te rv iewer  wi th  
appropr ia te  a t t i re ,  good  g rooming ,  and  a  f i rm handshake  and  d irec t  eye  con tac t .  There  is  no  
subs t i tu te  for  p romptness ,  cour tesy,  prepara tion ,  en thus iasm,  and  a  pos i t ive  a t t i tude . 

 
General Overview 
Behav iora l  In terv iewing ,  a lso  re ferred  to  as  St ruc tured  Behav ioral  In terv iewing ,  is  by  des ign  a 
more  sys temat ic  and  s tandardized  p rocess  o f eva lua t ing  job  cand ida tes  than  is  typical  o f  the 
" trad i t ional"  in terv iew  process .  I ts  p r imary  inten t  is  to  increase  the  success  ra te  o f  an  
o rganiza t ion 's  in  "good'"  h ires  and  is ,  there fore ,  the  form o f  in te rv iew  being  used  more  o f ten  
by  a  w ide  var ie ty  o f  rec ru i t ing  o rganiza t ions . Behav iora l  in terv iew ing  is  based  on  the  
"Behav io ra l  Consis tency  Pr inc ip le"  wh ich  essen tia l ly  s ta tes  tha t  the  bes t  predic tor  o f fu ture  
per fo rmance  is  pas t  per fo rmance  in  a  s imi la r  c ircums tance .  There fore ,  the  ques t ions  tha t  a re  
asked  o f  you wi l l  tend  to  focus  on  behav io r ,  and  at tempt  to  evoke  how you  responded  to  a  
va r ie ty  o f  spec i f i c  pe rsonal  and  in terpersona l s i tuat ions  and  wha t  resu l ts  occurred  from your  
ac t ions . 

 
 
 



"HOW DO I  KNOW WHEN I 'M BEING GIVEN A BEHAVIORAL INTERVIEW?" 
I t  i s  qu i te  poss ib le  tha t  the  in te rv iewer  may  make  you  aware  p r ior  to  the  in te rv iew  tha t  you  
shou ld  expec t  a  s truc tured  o r  competency-based  in terv iew .  However ,  you  shouldn ' t have  
much  troub le  iden ti fy ing  whe ther  or  no t  you' re  be ing  g iven  a  behav iora l  in terv iew  even  
w i thou t  p r ior  
in fo rmation .  I f  you  hear  ques tions  tha t  are  ask ing  you  to  descr ibe  or  recoun t  speci f ic  
s i tua tions  in  which  you  car r ied  ou t  a  job-re levan t  ac t ion ,  and  are  then  asked  to  desc r ibe  the  
consequence  or  resu l t  o f  your  act ion ,  you  know you 're  be ing  behav io ra l ly  in terv iewed . 
 
Behav iora l  in terv iews  are  des igned  to  assess your  " rea l"  abi l i ty  or  sk i l l  leve l  in  func tion ing in  
any  number  o f  work  re la ted  ac t iv i t ies  by  de lv ing  into  how you  func t ioned  in  your  pas t  jobs o r  
ex t racurr icu lar  ac t iv i t ies .  As  wi th  any  sor t  o f in te rv iew ,  there  are  a  number  o f  common 
behaviora l  " themes"  or  "per formance  dimens ions"  tha t  mos t  recru i ters  are  l ike ly  to  be  
in te res ted  in .  These  inc lude  (bu t  are  no t  l im i ted  to)  leadersh ip ,  in terpersona l ,  communica tion ,  
mu l t i - task ing ,  management  and  cogn i t i ve  sk i l l s ,  T rans i t ion  ab i l i ty  (e .g . ,  personal  f lex ib i l i ty ,  
to le rance  for  amb igu i ty) ,  mo t iva tion ,  dec is iveness  and  commi tment .  The  k inds  o f  inqu ir ies 
you'd  hear  from a  rec ru i ter  migh t  resemble  the  fo l lowing : 

•  What  do  you  es t ima te  to  be  your  b igges t  academic  ach ievement  a t  th is  po in t?  What  
d id  you  do  to  con tr ibu te  to  tha t  ach ievement?   

•  Ci te  an  examp le  o f  when  you  were  faced  w i th an  unp leasan t  task .  How did  you  go  
abou t fac ing  i t? 

•  Give  me the  mos t  recen t  examp le  o f  a  con fl ic t  you  had  w i th  a coworker  or  a  
superv isor .  How d id  you  hand le  i t?  

•  Descr ibe  a  s i tua t ion  in  wh ich  you  had  to  use  your  communica t ion  sk i l ls  in  order  to  
make  an  impor tan t  po in t .  Te l l  me  abou t  a  t ime  when  you had  to  use  a  persuas ive  
a rgument  to  he lp  someone  see  th ings  your  way .  How did  you  do  i t?   

Note  that  each of  the  above  examples  integrates  three  universa l  components  of  a  good 
behav iora l  inquiry:  a  part icular  per formance s ituat ion or  task ,  an act ion on your  part ,  
and 
the  consequences  of  your  act ion. 
 
I t  i s  h ighly  c r i t ica l  tha t  you  f i rs t  do  some p repara t ion .  For  any  g iven  job  in terv iew ,  th is  should  
beg in  w i th  an  ana lys is  on  your  pa r t  o f  wha t  you  bel ieve  to  be  the  mos t  impor tan t  sk i l ls ,  
abi l i t ies ,  and  persona l  qua l i t ies  needed  to  success fu l l y  fu l f i l l  the  var ious  responsibi l i t ies  of  
the  job .   
 
Once  iden t i f ied ,  th ink  care fu l ly  abou t  any  k ind  o f  "work ing"  exper ience  tha t  you 've  ever  had  
tha t  requ ired  you  to  use  these  sk i l ls ,  wha t  courses  o f ac t ion  or  s tra teg ies  you  used  to  
accomp lish  the  tasks ,  and  wha t  pos i t i ve  resul ts  came abou t  from your  d i l igence .  I t  is  o f ten  the  
case  tha t  an  in terv iewer  w i l l  seek  a  re la t ive ly  h igh  leve l  o f  de ta i l  in  your  responses  (e .g . ,  the  
conversa t ion  you  had ,  the  mood  o f  the  person  you  were  ta lk ing  to ,  your  spec i f ic  though t  
p rocesses  a t  the  t ime  o f  ac tion ,  e tc .) .   
 
The  f inal  key  is  prepara t ion ,  you  don’ t  wan t  to  be  try ing  to  th ink  o f  examp les  “on- the-spo t”  
dur ing  the  in terv iew .   Review  your  pas t  and  make  some no tes  to  he lp you  reca l l  your  past  
successes  dur ing  the  in terv iew .   On  the  nex t  page  is  a  shee t  format ted  to  he lp  you  reca l l  and  
de ta i l  those  successes .    

 
 



In terv iew Preparat ion Work  sheet .  

REVIEWING YOUR PROFESSIONAL ACHIEVMENTS –  Star t  w i th  your  mos t  recen t  Emp loyer  
–  focus  on  the  issues  tha t  w i l l  r e la te  to  th is  pos i t ion .  

Company:  ____________________________   Pos it ion:  _____________________________ 
 
L i s t  yo u r  A cco m p l i sh m e nt s / A chi e ve m e nt s  L i s t  t h e  s t ra t e g y ,  im p l em e n t at i o n,  a n d d e ve l o pm e n t  
w h i l e  w o rk i n g  at  t h i s  p o s i t i o n :    p ro ce sse s  yo u  u se d  t o  b r i n g  a b o ut  t h e se  re su l t s :  
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Company:  ____________________________   Pos it ion:  _____________________________ 
 
L i s t  yo u r  A cco m p l i sh m e nt s / A chi e ve m e nt s  L i s t  t h e  s t ra t e g y ,  im p l em e n t at i o n,  a n d d e ve l o pm e n t  
w h i l e  w o rk i n g  at  t h i s  p o s i t i o n :    p ro ce sse s  yo u  u se d  t o  b r i n g  a b o ut  t h e se  re su l t s :  
 

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________ 



Company:  ____________________________   Pos it ion:  _____________________________ 
 
L i s t  yo u r  A cco m p l i sh m e nt s / A chi e ve m e nt s  L i s t  t h e  s t ra t e g y ,  im p l em e n t at i o n,  a n d d e ve l o pm e n t  
w h i l e  w o rk i n g  at  t h i s  p o s i t i o n :    p ro ce sse s  yo u  u se d  t o  b r i n g  a b o ut  t h e se  re su l t s :  
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Company:  ____________________________   Pos it ion:  _____________________________ 
 
L i s t  yo u r  A cco m p l i sh m e nt s / A chi e ve m e nt s  L i s t  t h e  s t ra t e g y ,  im p l em e n t at i o n,  a n d d e ve l o pm e n t  
w h i l e  w o rk i n g  at  t h i s  p o s i t i o n :    p ro ce sse s  yo u  u se d  t o  b r i n g  a b o ut  t h e se  re su l t s :  
 

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________ 

 

 

 

 



Don' t  Ta lk  Too Much  
b y  M i ch a el  N e e ce ,  f o u n d e r  o f  I n t e rv i e w M a st e ry  

M o n s t e r  C o nt r i b u t i n g  W r i t e r  

T h e  g i f t  o f  g a b  ca n  b e so m et h i n g o f  a  cu rse  d u r i n g a n  i n t e rv i e w.  Y o u co u l d  e n d  u p t a l k i n g yo u r  w a y  r ig h t  
o u t  o f  t h e  j o b.   

I t ' s  im p o r t a n t  t o  re m em b e r  t h at  i n t e rv i ew e rs  a re  o n l y  h u m a n,  a n d t h e i r  a t t e n t i o n  t e n d s  t o  w a n e  a s yo u  
sp e a k .  F u l l y  u n d e rs t a n di n g  t h i s  i s  c r i t i ca l  t o  e f f e c t i ve l y  co mm u n i cat i n g  du r i n g  a n y  i n t e rv i ew .  Y o u r  
re sp o n se  sh o u l d  b e  l e ss  t h a n  a m i n u t e a n d  a h a l f  w h e n  a n  i n t e rv i ew e r  a sks  yo u  t o  “ t e l l  m e a b o u t  
yo u rse l f . ”  W h y?  Y o u ' l l  h a ve t h at  i n t e rv i e w e r ' s  a t t e nt i o n  f o r  j u st  a b o ut  9 0 se co n d s .   

T h e  a ve ra g e  i n t e rv i e w e r ' s  a t t e nt i o n sp a n  l o o ks  som e t h i n g l i ke  t h i s :   

•  A s  yo u  b e g i n sp e a k i n g,  t h e  i n t e rv i e w e r i s  l i s t e n i n g w i t h  n e a r l y  f u l l  a t t e nt i o n .   

•  A f t e r  a b o ut  1 0 se co n d s ,  h e  b e gi n s  l i s t e n i n g  w i t h  l ess  i n t e n s i t y .   
•  A f t e r  6 0 se co n d s ,  h i s  m i n d b e g i n s t o  w a n d e r  a n d he ' s  d e vo t i n g  l e ss  t h e n h a l f  h i s  a t t e nt i o n t o  yo u .  

T h e  i n t e rv i e w e r  s t a r t s  a sk i n g q u e s t i o n s  a b o u t  yo u r re sp o n se  o r  b e g i n s  f o rm ul a t i n g h i s  n e x t  
q u e s t i o n .   

•  A f t e r  yo u ' ve  b e e n sp e a k i n g  f o r  9 0 se co n d s  w i t h o ut  i n t e r ru p t i o n,  t h e  i n t e rv i e w e r  i s  b a re l y  l i s t e n i n g 
a t  a l l .   

A n  i n t e rv i e w e r ' s  a t t e nt i o n l e ve l  ca n b e  n e a r l y  i m p oss i b l e  t o  d et e c t ,  b e ca u se  m o s t  p e o p l e a re  sk i l l e d at  
n o d d i n g  t h e i r  h e a d s  a n d sa y i n g “h m mm ”  w hi l e  l o o k i n g  a t  yo u ,  a l l  i n  a n e f f o r t  t o  d i sg u i se  t h e i r  w a n d e r in g  
m i n d s .  T h e l o n g e r  yo u  sp e a k w i t h o ut  i n t e r ru p t i o n,  th e  l e ss  at t e nt i o n t h e l i s t e n e r  i s  g i v i n g  yo u.  H e n ce,  
w h e n  yo u  p ro v i d e a  l o n g  a n sw e r t h at  b u i l d s  t o  a n im p o r t a n t  co n c l u s i o n,  o f t e n t h e i n t e rv i e w e r  i s  n o  l on g e r  
l i s t e n i n g .  T h i s  i s  p a rt i cu l a r l y  im p o r t a n t  w h e n yo u  re sp o n d  t o  a n i n t e rv i e w e r ' s  re q u e s t  t o  t e l l  h im a b o ut  
yo u rse l f ,  b e ca u se t h e re  i s  j u s t  so  m u ch yo u  ca n say  o n  t h e su b j e ct ,  a n d  yo u ca n ' t  b e  su re w h a t  p a r t  o f  
yo u r  b a ckg ro u n d  t h e  i n t e rv i e w e r  i s  m o s t  i n t e re s t e d i n  l e a rn i n g  a b o ut .   

Y o u r  Q u e s t io n s  A re K e y 

N e a r  t h e  e n d o f  yo u r  re sp o n se ,  i t ' s  i m p o r t a nt  t o  kee p  t h e i n t e rv i ew e r  e n g a g e d  b y a sk i n g q u e s t i o n s.   

S k i l l e d i n t e rv i e w e rs  w i l l  p o se b e h a v i o ra l -e ve n t  q u es t i o n s ,  a sk i n g  yo u t o  d e sc r i b e  sp e ci f i c  e xa m pl e s  of  
yo u r  e xp e r i e n ce .  I n  t h e se s i t u a t i o n s ,  yo u r  re sp o n se  ca n  e a s i l y  l a st  m u ch  l o n g e r  t h a n 9 0  se co n d s.  I n  su ch  
s i t u a t i o n s ,  i n t e r ru p t  yo u rse l f  b y  a sk i n g t h e i n t e rv i ew e r  a  q u e s t i o n  l i ke,  “ I s  t h i s  t h e l e ve l  o f  d et a i l  yo u  a re  
l o o k i n g  f o r? ”  o r  “ I s  t h i s  t h e t yp e  of  e xam p l e yo u ' re  i n t e re s t e d  i n ? ”  T h i s  s t ra t e g y  h e l p s t o  re e n g a g e  you r  
l i s t e n e r  a n d p ro m ot e s  tw o -w a y  com m u ni ca t i o n.   

A cco rd i n g  t o  K e n t  K i r ch,  t h e  g l o b al  d i re c t o r  o f  re c ru i t i n g a t  D el o i t t e ,  i n t e rv i e w e rs  a re  m o re  i m p re sse d w i t h  
yo u r  q u e s t i o n s  t h a n  a n y se l l i n g  p o i n t s  yo u  t r y  t o  ma ke .  "W h a t ' s  re a l l y  d i sa p p oi n t i n g t o  a n  i n t e rv i ew e r  i s  a t  
t h e  e n d o f  a n  i n t e rv i e w a n d  I  a sk t h e ca n d i d a t e,  ‘ Do  yo u  h a ve  a n y q u e s t i o n s  I  ca n  a n sw e r  f o r  yo u ? '  an d  h e  
sa ys ,  ‘N o p e ,  I  t h i n k yo u  a n sw e re d  t h em  a l l , '  a n d  t ha t ' s  t h e  e n d o f  i t ;  i t ' s  j u s t  re a l l y  f r u s t ra t i n g , ”  h e  says .  
“ I t  a l l  g o e s b a ck  t o  p re p a ra t i o n,  a n d [ yo u r  q u e st i o ns ]  t e l l s  t h e i n t e rv i e w e r  yo u  t h o u g h t  a b o u t  t h i s  i n t e rv i e w  
b e f o re  yo u  w al ke d  i n  t h e  d o o r . ”   

A sk i n g  q u e s t i o n s  ca n a l so  g i ve  yo u a  s t ra t e g i c  e d ge .  "P e o pl e  l o ve t o  t a l k  a b o ut  t h e m sel ve s , ”  sa ys  Aus t i n  
C o o ke ,  t h e  g l o b a l  re c ru i t m e nt  d i re c t o r  a t  S a p i e nt .  “S o  i f  yo u a s  a  ca n di d a t e ca n  k i n d  of  g et  i n t e rv i e w ers  
t a l k i n g a b o u t  t h em se l ve s ,  yo u ' re  o n e s t e p u p . "   

Y o u r  i n t e rv i ew  g o a l s  a re  t o  e n su re  yo u a re  u n d e rs to o d  a n d  t o  m a ke  t h e b e s t  p re se n t a t i o n  of  yo u r  t a l en t s .  
E n g a g i n g  i n t e rv i e w e rs  i n  t w o -w a y co mm u n i ca t i o n  by  a sk i n g  q u e st i o n s  h e l p s  yo u e n su re  t h e y a re  l i s t en i n g  
w h i l e  yo u  d e l i ve r  yo u r  re sp o n se .   
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Six  Interv iew M is takes   
b y  M i ch a el  N e e ce ,  f o u n d e r  o f  I n t e rv i e w M a st e ry  

M o n s t e r  C o nt r i b u t i n g  W r i t e r  

I t ' s  t o u g h t o  a vo i d  t yp i ca l  i n t e rv i ew  t ra p s  i f  yo u ' re  u n su re  w h a t  t h e y  a re .  H e re  a re a  h a l f  do ze n  t o  w atch  
o u t  f o r .   

1 .  C on fu s i n g a n  I n te rv i e w wi th  a n  I n te r ro g a t i o n .   

M o s t  ca n di d a t e s e xp e c t  t o  b e  i n t e r ro g a t e d .  A n  i n t er ro g a t i o n  o ccu rs  w h e n  o n e p e rso n  a sks  a l l  t h e 
q u e s t i o n s  a n d t h e o t h e r  g i ve s  t h e  a n sw e rs .  A n i n t erv i e w  i s  a  b u s i n e ss co n ve rsa t i o n i n  w h i ch b o t h p e op l e  
a sk  a n d  re sp o n d  t o  q u e s t i o n s .  C a n d i d at e s  w h o  e xpe c t  t o  b e  i n t e r ro g a t e d a vo i d  a sk i n g  q u e st i o n s ,  l e a v i n g  
t h e  i n t e rv i e w e r  i n  t h e  ro l e  o f  re l u c t a nt  i n t e r ro g a t o r.   

2 .  M a k i n g a  S o -C a l l e d  W e a k n e s s S e em  P o si t i v e.   

I n t e rv i e w e rs  f re q u e n t l y  a sk  ca n d i d at e s ,  "W h a t  a re  yo u r  w e a kn e sse s? "  C o n ve n t i o n a l  i n t e rv i ew  w i sd o m 
d i c t a t e s t h at  yo u h i g h l i g h t  a  w e a kn e ss  l i ke  " I 'm  a pe r f e c t i o n i s t , "  a n d  t u rn  i t  i n t o  a  p o s i t i ve.  I n t e rv i ew ers  
a re  n o t  i m p re sse d ,  b e ca u se  t h e y ' ve  p ro b a b l y  h e a rd  t h e sa m e  a n sw e r  a  h u n d re d t im e s .  I f  yo u a re  a sked  
t h i s  q u e st i o n,  h i g h l i g ht  a  sk i l l  t h at  yo u  w i sh t o  im pro ve  u p o n  a n d  d e sc r i b e  w h a t  yo u  a re  d o i n g  t o  e n ha n ce  
yo u r  sk i l l  i n  t h i s  a re a .  I n t e rv i e w e rs  d o n ' t  ca re  w h a t  yo u r  w e a kn e sse s  a re .  T h e y  w a n t  t o  se e  h o w yo u  
h a n d l e  t h e q u e s t i o n  a n d w h at  yo u r  a n sw e r i n d i cat es  a b o u t  yo u.   

3 .  Fa i l i n g  to A s k Q u e s t i o n s.   

E ve ry  i n t e rv i e w co n c l u d e s w i t h  t h e  i n t e rv i ew e r  a sk in g  i f  yo u  h a ve a n y  q u e st i o n s.  T h e w o rs t  t h i n g t o  sa y  i s  
t h a t  yo u  h a ve  n o q u e s t i o n s .  H a v i n g n o  q u e st i o n s pre p a re d  i n d i ca t e s  yo u a re  n o t  i n t e re s t e d  a n d n o t  
p re p a re d .  I n t e rv i ew e rs  a re  m o re  i m p re sse d  b y t h e q u e s t i o n s  yo u a sk  t h a n  t h e  se l l i n g p o i n t s  yo u  t r y  to  
m a ke .  B e f o re  e a ch i n t e rv i e w ,  m a ke  a  l i s t  o f  f i ve q ue s t i o n s  yo u w i l l  a sk .  “ I  t h i n k a  g o o d q u e s t i o n i s ,  ‘ Ca n  
yo u  t e l l  m e  a b o ut  yo u r  ca re e r? ' ”  sa ys  K e n t  K i r ch ,  d i re c t o r  o f  g l o b a l  re c ru i t i n g a t  D el o i t t e .  “E ve ryb o d y  l i ke s  
t o  t a l k  a b o ut  t h e m sel ve s ,  so  yo u ' re  p ro b a bl y  p re t t y  sa f e  a sk i n g  t h a t  q u e s t i o n . ”   

4 .  R e s e a rc hi n g  th e C om p a n y B u t  N o t  Y o u rs el f .   

C a n d i d a t e s i n t e l l e ct u a l l y  p re p a re  b y  re se a rch i n g  t he  co m p a n y .  M o st  j o b  se e ke rs  d o n o t  re se a rch  
t h e m se l ve s b y  t a k i n g  i n ve n t o ry  o f  t h e i r  e xp e r i e n ce,  kn o w l e d g e a n d  sk i l l s .  F o rm ul a t i n g  a t a l e n t  i n ve nt ory  
p re p a re s  yo u  t o  i mm e d i at e l y  re sp o n d  t o  a n y q u e s t io n  a b o u t  yo u r  e xp e r i e n ce .  Y o u  m u s t  b e  p re p a re d  to  
d i s cu ss  a n y  p a r t  o f  yo u r  b a ckg ro u n d .  C re at i n g yo u r  t a l e nt  i n ve n t o ry  re f re sh e s  yo u r  m em o ry  a n d  h e l p s  yo u  
i m me d i a t e l y  re m em b e r  e xp e r i e n ce s  yo u w o ul d  o t h erw i se  h a ve  f o rg o t t e n d u r i n g  t h e  i n t e rv i ew .   

5 .  L e a vi n g  Y o u r  C el l  P h on e  On .   

W e  m a y  l i ve  i n  a  w i re d ,  a l w a ys -a va i l a b l e  so c i e t y ,  bu t  a  r i n g i n g  ce l l  p h o n e  i s  n ot  a p p ro p r i a t e  f o r  a n 
i n t e rv i e w.  T u rn  i t  o f f  b ef o re  yo u  e nt e r  t h e  com p a n y .   

6 .  W a i t in g  fo r  a  C a l l .   

T i m e i s  yo u r  e n em y  af t e r  t h e i n t e rv i ew .  Af t e r  yo u se n d  a  t h a n k -yo u  e m a i l  a n d n o t e t o  e ve ry  i n t e rv i e w er ,  
f o l l ow  u p a  co u pl e  o f  d a ys  l a t e r  w i t h  e i t h e r  a  q u e s t i o n  o r  a d d i t i o n a l  i n f o rm at i o n.  C o n t a ct  t h e  p e rso n  wh o  
ca n  h i re  yo u  - -  n ot  t h e  H R  d e p a r tm e nt .  H R i s  f am ou s  f o r  n ot  re t u rn i n g ca l l s .  A d d i t i o n a l  i n f o rm a t i o n  can  b e  
d e t a i l s  a b o u t  yo u r  t a l e n t s ,  a  re ce n t  com p e t i t o r ' s  p re ss  re l e a se  o r  i n d u st r y  t re n d s .  Y o u r  i n t e nt i o n i s  t o  
ke e p  e ve ryo n e ' s  m em o ry  o f  yo u  f re sh .   
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In terv iewers '  Pet  Peeves  
b y  C a ro l e  M a r t i n  

M o n s t e r  C o nt r i b u t i n g  W r i t e r  

Y o u  s i t  f a c i n g  t h e  i n t e rv i ew e r ,  f e e l i n g  l i ke  t h i n g s are  m o v i n g a l o n g  n i ce l y  w h e n  a l l  o f  a  su d d e n t h e 
i n t e rv i e w t a ke s a  d ra s t i c  t u rn f o r  t h e  w o rse .  W h a t  ju s t  h a p p e n e d ?  Y o u  m a y  h a ve h i t  o n e  of  t h e  
i n t e rv i e w e r ' s  p e t  p e e ve s ,  o n e  of  t h o se  t h i n g s  t h a t  a u t o m at i ca l l y  t r i g g e rs  a  n e g at i ve re sp o n se .  

H e re  a re  se ve n  o f  t h e m o s t  com m o n p e e ve s  p ro v i de d  b y  e xp e r i e n ce d  i n t e rv i ew e rs ,  a l o n g w i t h  so m e t ip s  
o n  h o w  t o  a vo i d  t h e m:  

1 .  Sm e l l s :  T o o M u c h  o f  a  G oo d  Sm el l  C a n B e  B ad  

P a t  R i l e y,  a ut h o r  o f  S e c re t s  o f  B re a k i n g  i n t o  P h a rm a ce u t i ca l  S al e s ,  h a s  a p e t  p e e ve  s t o ry  t o  re l a t e :  
"P re p a r i n g  f o r  a n  i n t e rv i ew  i s  n o t  l i ke  p re p a r i n g  f o r  a  d at e .  I  h a d  o n e i n t e rv i ew  w i t h  a  w o m a n w h o d o use d  
h e rse l f  w i t h  p e r f u m e ( t h e sa m e p e r f u m e m y e x -g i r l f r i e n d  u se d  t o  w e a r )  r i g ht  b ef o re  s t e p pi n g  i n t o  t h e sm a l l  
i n t e rv i e w b o o t h.  T h e p e r f um e  w a s o ve rp o w e r i n g  a nd  b ro u g h t  b a ck  b a d m e m o r i e s. "  

2 .  C omm u ni c a t i o n :  T o o Li t t l e  L e a v e s  I n te rv i e w e rs  E x a s p e ra te d  

"M y  n u m b e r o n e  i n t e rv i e wi n g  p et  p e e ve i s  a n a p p l i ca n t  w h o w o n' t  t a l k , ”  sa ys  S t e ve  Jo n e s,  a  m a n a g e r o f  
c l i e n t  se rv i ce s  a t  a  sof tw a re  co m p a n y i n  D a l l a s .  “ I  t r y  t o  a sk  o p e n -e n d e d  q u e s t i o n s  a n d p ro d  t h em  f o r  
l o n g e r  a n sw e rs ,  b ut  n o l u ck.  I ' ve  e ve n m e nt i o n e d to  a  f e w  t h a t  I  n e e d  m o re  i n f o rm at i o n so  I  ca n  g et  an  
i d e a  o f  w h e re  t h e y ' re  com i n g f ro m - -  s t i l l  n o  l u ck .  I  a l w a ys e n d  t h e  i n t e rv i e w sa y i n g,  ‘N o w i t ' s  yo u r t u rn  t o  
a sk  q u e s t i o n s, '  a n d  s t i l l  n o l u ck ;  t h e y d o n ' t  h a ve an y .  O h w el l  - -  n e x t ! ”  

“H e l p  m e o u t  h e re , ”  sa ys  Jo n e s.  “C om e  p re p a re d  to  a n sw e r  q u e s t i o n s  a n d t a l k  a b o u t  yo u rse l f . ”  

3 .  C omm u ni c a t i o n :  T o o M u c h  C a n  B e  T o o M u c h 

"C a n d i d a t e s w h o  ram b l e a re  t h e o n e s  w h o g e t  t o  me , "  sa ys  D ot t i  B o u sq u e t  o f  R e so u rce  G ro u p  S t af f i ng  i n  
W e s t  H a r t f o rd ,  C o n n e c t i cut .  “ L a s t  w e e k ,  I  w a s  i n t erv i e w i n g  a ca n d i d at e  a n d a ske d  h e r  o n e q u e s t i o n.  T h e  
ca n d i d a t e  t a l ke d a n d  t a l ke d a n d  t a l ke d  f o r  4 5  m i n ut e s  s t ra i g ht .  I  w a s u n a b l e t o  s t o p  h e r .  I  h a d t o  sa y ,  
‘ L e t ' s  w ra p  t h i s  u p , '  a n d I  s t o o d  u p w hi l e  sh e  co nt in u e d  t o  t a l k .  I  w a l ke d t o  t h e d o o r  o f  t h e o f f i ce a n d  
o p e n e d  i t .  S h e  l e f t ,  b u t  co n t i n u e d t o  t a l k  w h i l e  w alk i n g  o u t  t h e d o o r . "  

T h e  l e sso n ?  “C a n di d a t e s sh o u l d s t a y  f o cu se d ,  a n d  a n sw e r  t h e  q u e st i o n a ske d  - -  i n  l e ss  t h a n t w o t o  t hre e  
m i n u t e s, "  a d v i se s  B o u sq u et .  

4 .  L a c k o f  Fo c u s :  R e s u l ts i n  L o s in g  th e  I n te rv i ew e r  

"T yp i ca l l y ,  ca n d i d at e s  a re  s i m pl y  t o o  i n t im i d at e d  by  t h e  p ro ce ss , "  sa ys  M a rk F u l o p,  p ro j e ct  d i re c t o r  fo r  a  
l a rg e  n o n p ro f i t  a g e n cy .  "R el a t i ng  t h e  a n sw e r  g i ve n t o  o n e  q u e s t i o n  b a ck w i t h  a n ot h e r  - -  a n d  a sk i n g  
c l a r i f y i n g o r  f o l l ow -u p  q u e s t i o n s - -  sh o w s  m e  t h a t  th e  ca n d i d a t e i s  co n f i d e n t  a n d  t h i n k i n g a b o u t  t h e wh o l e  
p i c t u re  i n st e a d  of  e n d u r i n g a n  i n t e r ro g a t i o n. "  

5 .  A v e r t i n g Y o u r E y e s :  On e  W a y  to A v e r t  a n  O f fe r  

"P e o p l e  w h o d o  n ot  m a ke  a n y e ye  co nt a c t  d u r i n g  th e  e n t i r e  i n t e rv i ew ”  i r r i t a t e  G w e n S o b i e ch,  a n a g e ncy  
re c ru i t e r  i n  W e s t  H a r t f o rd ,  C o n n e c t i cu t .  “ I  r e a l i ze so m e  p e o p l e a re  sh y ,  b u t  t o  n e ve r  l o o k a t  m e o n ce  --  
t h e y  l o o k d o w n,  a ro u n d ,  e ve ryw h e re ,  b ut  n ot  a t  m e f o r  t h e  e nt i r e  i n t e rv i e w.  I  f i n d t h at  e xt re m e l y a n n oy i n g .  
I  a l so t e n d t o  d i s t ru s t  som e o n e  w h o  w i l l  n ot  l o o k  a t  m e w h e n  I ' ve a ske d  a q u e s t i o n. "  

I f  yo u  a re  u n com f o r t a b l e  l o o k i n g  i n t o  so m e o n e' s  e ye s ,  l o o k a t  h i s  " t h i rd  e ye , ”  j u st  a b o ve a n d  b et w e e n t h e  
p e rso n ' s  t w o e ye s .  

http://interview.monster.com/articles/whattowear/
http://interview.monster.com/articles/anyquestions/
http://interview.monster.com/articles/tip_listen
http://interview.monster.com/articles/actions


6 .  Sl a n g  an d  S t re e t  S p e a k :  L e a v e  T h em  o n  th e  St re e t  

"P o o r  co m m u ni ca t i o n s sk i l l s  re a l l y  g et  t o  m e , "  sa ys  R o b e r t  F o d g e  of  P ow e r  B ro ke rs  i n  D o ve r ,  D e l a w are .  
"W h a t  I  m e a n b y  t h i s  i s  n ot  m e re l y  t h e i r  l a n g u a g e  f l u e n cy ,  b ut  m o re  a b o u t  t h e u se  of  l a n g u a g e .  S l a n g 
w o rd s  a n d  s t re e t  sp e a k  j u s t  d o n ' t  h a ve  a p l a ce i n  m o s t  b u s i n e ss  e n v i ro nm e n t s.  A l so ,  ca n d i d a t e s w h o sa y  
' u m , '  ' l i k e '  a n d  ' u h '  b e t w e e n e ve ry  o t h e r  w o rd  l o se m y  a t t e n t i o n  ve ry  q u i ck l y . "  

7 .  D e c e p ti o n :  L i t t l e  L i e s  L e a v e a  B i g Im p re s s i o n 

O n e  m aj o r  co m pl a i n t  am o n g  re c ru i t e rs  i s  w h e n  a ca n d i d a t e  i s  n ot  com p l et e l y  t ru t h f u l ;  sm al l  l i e s  a re  a l l  t o o  
co m m o n i n  t h e  w o r l d  o f  re c ru i tm e n t .  T h i s  i n c l u d e s n o t  b e i n g co m pl e t e l y  f o r t h co mi n g  w i t h  re l e va n t  
i n f o rm at i o n,  em b e l l i sh i n g a cco m p l i sh m e nt s ,  h i d i n g  j o b s  o r  l e a d i n g  t h e  p ro ce ss  o n w i t h  n o i n t e n t i o n  of  e ve r  
f o l l ow i n g t h ro u g h .  B u i l d i n g t ru s t  d u r i n g  t h e  i n t e rv i ew  i s  ke y  t o  g et t i n g a n  of f e r .  

 

Question ing the Interviewer  

Even  i f  you  don ’ t  ask  any  ques t ions  dur ing  an  in te rv iew ,  many  in te rv iewers  w i l l  ask  you  i f  
you  have  any  ques t ions  a t  the  end .   How you  respond  w i l l  a f fec t  the i r  eva lua t ion  o f  you .   So  
be  p repared  to  ask  ins igh t fu l  ques t ions  abou t  the  o rgan iza t ion .  

•  Mak ing  a  l i s t  o f  any  ques t ions  you  have  regard ing  the  company  is  impor tan t  (bu t  i t  
shou ld  con ta in  on ly  ques t ion  you  weren ’ t  able  to  f ind  ou t  th rough  your  own 
research  o r  th rough  us )  th is  w i l l  he lp  you  iden t i fy  i f  th is  i s  the  r igh t  pos i t ion  fo r  
you . 

Good  top ics  to  touch  on  inc lude :  

•  The compet i t i ve  env i ronment  in  wh ich  the  o rgan iza t ion  opera tes 

•  Execu t ive  management  s ty les 

•  What  obs tac les  the  o rgan iza t ion  an t ic ipa tes  in  mee t ing  i ts  goa ls  

•  How the  o rgan iza t ion ’s  goa ls  have  changed  over  the  pas t  3  years 

•  What  obs tac les  were  common ly  met  in  reaching  co rpora te  goa ls  

•  What  resource  are  ava i lab le  f rom the  company  and  wha t  mus t  be  found  e lsewhere  
to  reach  pos i t ion  ob jec t ives . 

Genera l ly  i t  i s  no t  recommended  to  ask  abou t  compensa t ion  o r  bene f i ts .   Ques t ions  in  t h is  
a re  make  you  seem more  in te res ted  in  wha t  they  can  do  fo r  you  and  less  en thus ias t ic  abou t  
the  pos i t ion .   A lso ,  make  su re  you  ask  a t  leas t  some ques t ions  so  you  don ’ t  appear  to  
pass ive  in  pu rsu ing  the  oppor tun i ty . 

 

 

 



The ONE question you must ask each interviewer: 
 
The last question you should ask before concluding with any interviewer is this. 
 
“Do you feel I have the qualifications necessary to be successful in this position?” 
 
Listen very carefully how the interviewer responds. If they give you a resounding 
“yes”, you have done a good job of covering all the issues that are important to them. 
 
If they say something like: 
 
“You appear to have all the qualifications we’re looking for but…” 
 
Listen for that “but”, whatever comes afterwards in an area you need to re-
strengthen their view of your background in, try to go over your experiences in that 
area one more time. It can make all the difference in the world. 
 
A Few Last Reminders: 
 
Line up your references in advance and verify that they will be good ones. 
 
Your goal should be to go in there and make them want to extend you an offer. 
Remember, an interview is not a fishing trip, trying to fish out information. If you go in 
with that approach often you will find that you like all you hear about the company 
and opportunity, but you were so focused on gathering information you forgot to sell 
yourself for the role. And then, it is too late. 
 
The company will be anxious to know what you thought about the interview. Please 
call me back ASAP so we can do a thorough debrief while the discussion is still fresh 
in your mind (a cell phone in the parking lot is NOT too soon!). 
 
Good luck! 
 
Joe Burns 
215.428.9121 


