
Interview 
Successfully 

Describe the correct way 
to interview for a job 

Write an interview follow 
up letter 



Interview 

  A face to face meeting with a 
potential employer 
 Final step in successful job 

search 

 Sink or swim 

 Employer asks questions to see if 
you and your skills are a good fit 
for the job and the company 



Interview 

  You may interview more than 
once 

  You may interview with more 
than one person 

  You may ask questions to 
determine if the job and 
company are right for you 



Interview Preparation 

  Don’t Be late 
 Confirm time in advance 

 Allow plenty of time for travel 

  Know your resume 
 Know the information and be 

prepared to talk about items 



Interview Preparation 

  Know the company 
 Gather information in advance 

about the company you are 
interviewing with 
 Check with library, web site, current 

employees 



Interview Preparation 

  Anticipate questions 
 Answer in a positive Way 

 Be prepared with responses to 
difficult questions 

 Practice with a friend 



Possible Questions 

  How can your 
skills benefit 
our company 

  How does this 
job fit into long 
range career 
plan 

  Why do you want 
to work here 

  What were your 
major 
responsibilities 
in your last job 

  What did you 
like best/least 
about your last 
job 

  Describe a 
situation 



Difficult Questions 

  Why did you 
quit/lose your 
last job 

  What are your 
greatest 
weaknesses 

  How would you 
overcome 
weaknesses 

  BE HONEST!!!! 



Interview preparation 

  Prepare questions to ask 
 Describe a normal work day 

 Who do I report to 

 What are opportunities for 
advancement 



Interview preparation 

  Bring extra copies of resume 

  Don’t ask about pay/benefits 



Interview preparation 

  DRESS for Success 
 Dress appropriately 

 Varies by job  

 Avoid heavy make up/perfume 

 Be well groomed/clean shaven 

 Avoid distractions 



In the interview 

  Leave a favorable impression 
 Be polite 

 Remember names 

 Treat everyone respectfully 



In the interview 

  Leave a favorable impression 
 Body Language 

 Shake hands firmly 
 Think before answering 
 Keep answers brief 
 Speak slowly/clearly 
 Use good grammar/not slang 
 Don’t interrupt 
 Don’t chew gum 



In the interview 

  Leave a favorable impression 
 Sit up straight 
  Look interviewer in the eye 
 Don’t cross your arms 

 Ok to fold hands 

 Avoid nervous habits 
 Practice 



In the interview 
  Other tips 

 Don’t say anything negative about 
former employers/teachers 
 Make only positive remarks 

  Let interviewer lead the 
conversations 
 Bring up skills you have 
 Ask your questions 

  Thank the interviewer when time to 
leave 



In the interview 
  Things they cannot ask you 

  The equal employment opportunity 
act of 1964 forbids discrimination 
on the basis of race, age, color, 
religion, sex, national origin 

  The Rehabilitation act of 1973 
protects those with mental/
physical disabilities 



In the interview 
  Things they cannot ask you 

 Have you seen a therapist 
 Are you planning to have kids 
 Medical history 
 Are you a christian 
 What country are you from 
 Anything that is prohibited/

personal 
 Age, height, weight, sexual 

orientation, etc 



After the interview 
  Write Follow-Up Letter 

 Soon after interview (next day) 
 Must be clean, legible, free of 

errors 
 Keep your name in front of 

interviewer 
 Act as reminder of your interest 



After the interview 
  Write Follow-Up Letter 

  Your return address 
 Contact persons address 

 Spell names correctly 

  Thank the interviewer 
 Mention position you applied for 
 Repeat your interest in the job 
 Closing remarks 

 See sample 


