Helpful Hints for Interviewing

An interview is not only a chance for a company to get to know you and your skills, but also an opportunity for you to get to know the company you may be working for.  Therefore, it is important to come to an interview prepared to demonstrate how you can meet their needs AND to ask questions that will help you decide if they are a company you want to work for. Here are some tips to make your interview successful:

( Get to know a little about the company before your interview: RESEARCH!

( Dress appropriately; a good rule is to dress one notch above the position for which you are interviewing.
( Bring a copy of your resume and references.

( Bring necessary information for completing a job application and bring all

    your necessary paperwork and documents (Social security card, photo ID, 

    birth certificate, etc.)

( Arrive on time (15 minutes early).

( Shake hands, introduce yourself and hand your resume to the interviewer.

( Remember: Good eye contact, good posture and positive body language say a

     lot about you!

( Answer all questions in complete sentences.

( Highlight past experiences, skills, abilities, and activities; refer to your 

     resume.

( Ask questions!

( Show interest and say that you want the job.

( Thank the interviewer and shake her or his hand at the end.

( Write and mail your thank-you letter within 24 hours.
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What Interviewers may ask……

( Do you know the purpose of this interview?

( Tell me something about yourself.

( What are your grades like in school? How many days have you been absent  or late this year?

( What kind of job are you looking for?

( Have you ever done this kind of work before?

( Do you have any experience or skills in this area? Please describe.

( Why did you choose the career for which you are preparing?

( Give me five reasons why I should hire you? What can you do for us that  someone else cannot?

( What are your biggest strengths and weaknesses?

( Please give examples of when you were responsible and dependable.

( When are you available for work?

( What qualifications/characteristics do you have to make you a success?
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Questions you might want to ask….

( What type of training will I receive?

( What skills are you looking for in an employee?

( If I am given the position, who will be my supervisor?

( What are the specific duties of this position?

( What are the hours for this position?

( What are the opportunities for growth within this company?

( What is the starting salary and benefits for this position?

( Is there a dress code?

( Is there a New Employee Orientation to discuss company policies?

( Why do you enjoy working for this company?
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Rate Your Interview

Rating Scale:

   1=poor

2=average

3=excellent

Category






Score/Comments

Appearance


Dress (neat and clean)



______________________


Grooming (hair, nails, facial hair)


______________________


Hygiene





______________________

Speaking Tone


No use of slang/curse words



______________________


Loudness (not too loud or too soft)


______________________


Clarity (could understand everything)

______________________

Questions Answered


Responses to the point



______________________


Detailed responses in full sentences


______________________

Enthusiasm


Shook hand firmly




______________________


Made comfortable eye contact throughout

______________________


Smiled and appeared interested


______________________

Experience


Related past experience clearly/appropriately
______________________

Professionalism


Was prepared





______________________


Showed respect




______________________


Greeted and thanked appropriately


______________________

TOTAL SCORE:





______________________

37-45: 
Keep up the good work; you’re ready for an interview! (But always keep 

             
practicing…)

28-36:  
You need to practice more before your first interview, but you’re headed in the right direction!

   27 or below: You have much work ahead of you!
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