Tips For Interviewing 

Employers conduct interviews to: 

                           Learn more about your qualifications for the job. 

                           Determine how well you will fit with in the organization. 

Interviews are your chance to sell your skills and experience. They also give you a chance to find out if the job and company are right for you.  Because interviews are such a critical part of your job search, you want to get the most out of each one.

1. Dress for the position.  When in doubt, dress more conservatively.

2. Be sure to be prompt.  An extra fifteen minutes can allow for completing forms or being     delayed en route.

3. Display confidence through your posture, dress, walk, energy, and eye contact.

4. Shake hands firmly but only if a hand is offered to you first. 

5. Let the interviewer start the dialogue. 

6. Listen carefully. 

7. Welcome all questions, even the difficult ones, with a smile. 

8. Develop answers in your head before you respond. If you don't understand a question, ask for it to be repeated or clarified. You don't have to rush, but you don't want to appear indecisive. 

9. Give honest, direct answers. 

10. Discuss your qualifications in positive terms.

11. Accept the fact that being nervous is normal, and do your best to concentrate on the interviewer and the task at hand.

12. Use your research of the company to be able to answer any questions intelligently.

13. Remember that your attitude and non-verbal communication are as important as your words.

14. The end of the interview is also the time to let the employer know if you are interested in the job.  If you want the job, say so! Ask when the position will be filled. Find out if there will be additional interviews and when the employer plans to make a decision. Indicate a time when you may contact the employer to learn of the decision. Finally, be courteous and end the interview on time. 

15. Be sure to send a thank you note. It is courteous and it helps separate you from the others interviewed.

The Attitudes That You Express

In answering and asking questions, you want to demonstrate that you are: 

Willing to work. Give examples of your productivity on past jobs. 

Committed to learning.  Demonstrate this through examples of learning experiences  (independent study, professional development, education, workshops, etc.). Your plan for future development also communicates your commitment to learning. 

Flexible. Talk about how well you work with others and how you can adjust and fit into a new

environment without complaints or special requests. 

Willing to contribute. Emphasize what you can do for the company. 

Adapted from:  Interview Tips:  http://www.iseek.org/sv/Frame?pg=41315
