Interview Do’s & Don’ts m

Interview DQ’s: Maximize your chances of acceptance with these tips for a great interview.

Preparation:

¢ Fill out the job application completely, neatly and accurately.
o Fill out all fields and answer all questions on the job application. Do not leave any blank.
o Do not write “See Resume” as this is a test to your ability to write concisely and accurately with
detail, in a format familiar to the interviewer.
¢ Have a professional resume and cover letter. Be sure to have a well-formatted resume that
articulates your skills, experience, leadership and service. Cover letters should be an enhancement to
your resume and not simply rehash it.
o Take enough copies with you to make sure you have enough copies for each interviewer and
yourself.
¢ Research the company. Learn about the organization’s history, mission and values. What do they
do? What are their key issues? How do you see yourself fitting into the culture and helping solve
challenges?
e Study the job description. Be familiar with the job responsibilities and what is expected. Take note
of key terms. Be able to articulate how your skills and experience can be beneficial to the role.
¢ Prepare for and practice your answers to common questions. Even better, find a friend,
teacher or counselor who can do mock interviews with you.
o Review common questions and have answers for them.
¢ Prepare a list of questions. Prepare a list of questions to ask the interviewer.
o Your questions should avoid information easily accessible on the website.
o Never go to an interview with at least a few questions for your interview.
o Ask your questions after your interviewer is done with their questions.
¢ Have a list of reasons why you want this position. Be able to explain why you want this position
and why you want to work for this organization. Elaborate on your experience and skills. Don’t act
desperate in your responses (need the job to pay bills, etc.)

Day of the interview:

e Arrive early. Plan to arrive at least 10 minutes early to allow time to find the location of the interview
without being late.

¢ Look your best. You only have one chance to make a great first impression. A good rule of thumb is to
dress in business casual attire (khakis or dress pants/skirt and a button up shirt/blouse).

¢ Be honest and be yourself... your BEST self. This is a chance to show your interviewer the
qualities that make you a great fit for the organization and vice versa.

At the interview:

e Have good posture and body language. Sit up straight (but be comfortable), make eye contact
when you speak (don’t stare), and smile naturally occasionally.
¢ Be clear and concise with your answers. This is where practice and preparation can help you
refine your answers and help you avoid rambling.
o Be confident, but not arrogant, maintain humility and professionalism.
o Respond to all questions, even if you have to request to come back to one later.
¢ Answer the questions fully.
o Give examples. Think of a time when you did or demonstrated experience in whatever the
question is asking about.
o Never answer “Yes” or “No”. Provide an open-ended, complete response.
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Pay sincere attention to your interviewer. Remember to use their name (even if you have to write
it down), use direct eye contact, shake their hand (firm handshake), be courteous and polite throughout
the interview.

Ask for the interviewer’s business card. Ask for the interviewer’s business card at the close of the
interview, before you leave and extend a final handshake, so you can follow up with a thank you note
afterward.

Send a personalized Thank You. Send a personalized thank you email to each person you interview
with within 24 hours of the interview.

Interview DON’Ts: Here are the things you want to avoid during your interview.

Do not bring your cell phone. Either leave it in the car or completely power it off and put it away
before you arrive at the interview location.

Do not chew gum or bring food in with you. It impacts your ability to talk clearly and is a
distraction to others.

Do not use course or foul language, swear words or excessive slang. Keep things professional
at all times.

Do not watch the clock/your watch. This gives the impression that you’re bored, disinterested or
in a hurry to leave.

No not bring your parents or anyone else to the interview with you. Doing so implies a lack
of confidence and maturity to the interviewer.
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Schedule a time to meet with Amy
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