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INTERVIEW PREPARTATION 
 

One of  the best  ways  to  separate yourse l f  f rom the compet i t ion  i s  to  be  prepared!  
 
Ok ,  we  made i t  to  the interv iew,  now what .   F i r s t  o f  a l l ,  you need to  understand what  the  
interv iew i s  a l l  about.   Your winning  resume,  and the way  SECOND ACT CAREERS  Pro  
presented your  ab i l i t ies ,  character  and background have  ga ined you entrée  into  the 
potent ia l  Employer ’s  o f f i ce .   The interv iewer  has  a l ready  rev iewed your  resume in  deta i l  
with  me so  they are  int imate ly  knowledgeable  about  the  hard  facts  o f  your  employment  
h is tory  and sk i l l s .   The  actua l  interv iew i s  a  subt ler ,  more  subject ive aspect  o f  th e job-
hunt ing  process .   During  the  course  o f  each interv iew each person you meet  wi l l  be  
forming an opin ion o f  you and gauging  your  compat ib i l i ty  with  the  needs  o f  the  
organizat ion and more  important ly  the i r  ab i l i ty  to  work  with you with in  that  ro le .   Bott om 
l ine  –  You’re  t ry ing  to  make a  good impress ion!!  
 
You need to  be s incere ,  po l i te  and enthus iast ic  about  your  knowledge  o f  the i r  company  
and the  industry  in  order  to  secure  the  posi t ion.   Your  resume may  wel l  have  shown 
examples  o f  your  sk i l ls  as  a  team player ,  but  now you need to  conv ince  them that  you f i t  
the i r  team.   In  order  to  make  the  best  impress ion you can you need to  be prepared,  know 
what  to  expect ,  and how to  handle  i t  i f  th ings  don’ t  go  qui te  as  you had p lanned.  
 

Preparation  
 

Research the company:  

•  Check out the company website .  Know about  their  h istory and growth over  
the years .  

•  Check out other company prof i les  through websites  l ike Hoovers  or 
Dun/Bradstreet .  

•  Look for re levant press  re leases in  major  newspapers  or  t rade publ icat ions.  

•  Read through again  any notes  you have surrounding the interviewers you 
wi l l  meet .   Try  to  understand their  ro le  with in  the organizat ion and make 
sure you answer their  quest ions with  a bent  toward their  area of  expert ise.  

•  Re-read the job descr ipt ion so you can f i t  your  background most  ef fect ive ly  
to  their  needs.  

•  Be ready with  quest ions for  each interviewer but  focus on responsib i l i ty  
re lated issues not “what ’s  in  i t  for  me” quest ions.  
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Present ing Yourself  

General  Rules  For  Present ing yoursel f :  

•  Arr ive  ear ly  

•  I f  in  person b r ing extra  copies  of  your  resume,  references,  a  notepad & 
pen.  

•  Be sure you know how to  pronounce your  interviewer’s name correct ly .  

•  Be pol ite  to  everyone  you meet  there.   They a l l  count .  

•  Be personable  as  wel l  as  profess ional .  

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

•  Assume al l  quest ions are  asked for  a  good reason and answer accordingly.  

•  Do not assume that  your  interviewer knows how to e l ic i t  the informat ion 
he/she is  looking for .  

•  Feel  free to ask for c lar i f icat ion before answering a quest ion.  

•  Take some t ime to formulate  your  answers  before you speak.  

•  Answer a l l  quest ions honest ly ,  but  in  the best ,  most  posit ive  l ight .  

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

•  Whether  in  person or  v ia  v ideo interviewing f i rst  impress ions are 
extremely important .   The way you present yourself  can be as  important  as 
what  you say.  

o  For a  woman:  A  su it  or  conservat ive dress  is  appropriate.   
Min imal amounts  of  jewelry  and perfume.   Sty l ish low heel  
shoes are  best .  

o  For a  man:  A conservat ive  business su it ,  long -s leeved sh irt  and 
t ie  are  st i l l  best .   No jewelry  other  than a  wedding r ing and a  
watch,  matching socks  and pol ished shoes are  the way to go.  

 
* I f  you are  unsure  as  to the att i re you were planning to wear -please cal l  me.  *  
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Interview Prep Worksheet Instructions 
 
 In the world of interviewing, there is one sad but inevitable truth – the person who is best for the 
job does not always get the job – the person who interviews the best for the job gets the job!  
 
 The interview prep worksheet is designed to specifically help you give the very best interview 
you can.  In order to do that, it’s important you understand a little bit about what you will experience 
during an interview because the number one reason why a candidate bombs an interview has nothing to 
do with their skills. It has to do with how they prepare.  During an interview, you will begin to feel a 
certain amount of stress.  When you become stressed, one of the first things that happens is you will 
start to lose your ability to access your long-term memory (details about things that happened more 
than 18 months ago).  The most popular style of interview being conducted is a “behavior-based” 
interview– give me examples of what you’ve done in the past, and it’s a pretty good indicator of what 
you’re going to do in the future.  So you are going to have an interviewer ask you for details about 
something on your resume from 3 years ago and your brain simply won’t let you access those memories 
and the result is a long drawn out pause, and a filler statement like – “Boy that’s a good question.  Let 
me think about that a minute.” As you are thinking – the interviewer is equating that with a lack of real 
experience and, ultimately, a failed interview. 
 
 This worksheet is designed so that isn’t what you’re going to experience.  Start with the left-hand 
side of the document.  What you want to do first is go through your last 3 positions and write down 
every accomplishment you can remember from those 3 positions.  Focus specifically on some specific 
areas – namely – where did you MAKE the company money?  Where did you SAVE the company money? 
And finally where did you IMPROVE A PROCESS OR PROCEDURE?   
 
 Once you’ve done that – focus on the right hand side of the page.  Look at each individual 
accomplishment and make some notes on what happened with that accomplishment.  Specifically, 
address these issues –whose buy-in did you have to get for the accomplishment?  What hurdles did you 
have to overcome? Were you on time and on budget?  What were your actual results vs. expected 
results? What would you do differently next time? 
 
 Once you’ve written all this down, you have successfully moved all those details that were stored 
in your long-term memory back into your short memory so you can give better examples faster during 
your interview. The result will be that you’ll give a much better interview. If you are scheduled for a 
telephone interview, feel free to have this sheet lying in front of you while you’re talking on the phone. 
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Interview Preparat ion Work sheet.  (This  i s  VERY Important)   

REVIEWING YOUR PROFESSIONAL ACHIEVMENTS –  Start  with  your most  recent 
Employer –  focus on the issues that  wi l l  re late to th is  posit ion.  

Company:  ____________________________  Posit ion:  ____________________ _  

L i s t  y o u r  A c c o m p l i s h m e n t s / A c h i e v e m e n t s   L i s t  t h e  s t r a t e g y ,  i m p l e m e n t a t i o n ,  a n d  
d e v e l o p m e n t  w h i l e  w o r k i n g  a t  t h i s  p os i t i o n :  p r o c e s s e s  y o u  us e d  t o  b r i n g  a b o u t  t h e s e  r e s u l t s :  
 
______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________ 

 

Company:  ____________________________  Posit ion:  ________________________  
 
L i s t  y o u r  A c c o m p l i s h m e n t s / A c h i e v e m e n t s   L i s t  t h e  s t r a t e g y ,  i m p l e m e n t a t i o n ,  a n d  
d e v e l o p m e n t  w h i l e  w o r k i n g  a t  t h i s  p os i t i o n :  p r o c e s s e s  y o u  us e d  t o  b r i n g  a b o u t  t h e s e  r e s u l t s :  
 
______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________ 
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Company:  __________________________  Posit ion:  _________________________  
 
L i s t  y o u r  A c c o m p l i s h m e n t s / A c h i e v e m e n t s   L i s t  t h e  s t r a t e g y ,  i m p l e m e n t a t i o n ,  a n d  
d e v e l o p m e n t  w h i l e  w o r k i n g  a t  t h i s  p os i t i o n :    p r o c e s s e s  y o u  us e d  t o  b r i n g  a b o u t  
t h e s e  r e s u l t s :  
 
______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________ 

 

ANSWERING EXPERIENCE QUESTIONS,  THE RIGHT WAY 

➢ FIRST  RULE –Answers  need to  be  between 1  –  3  minutes  in  length .  If it’s too short no 
one will believe you, and if you’re too long, you’ll be considered insensitive and boring. This advice will 
only work if you’ve done something comparable. It will backfire if you try to fake it.  
 

➢  SECOND RULE – Structure your answers using the S.T.A.R.C.H. principle. 

S = situation – Explain the situation surrounding your example 
T = task – What task where you trying to accomplish 
A = action – What actions did you take to accomplish the task 
R = results – What were the results of this action 
CH = change – What would you do differently this time because of you what you 
learned 
 
**Important – When giving these answers use both the words “I” and “we” in your 
examples.  If you only use the word “I” during your response you come across as 
arrogant and not team player.  If you overuse the word “we” you appear as a 
follower who is incapable of functioning under their own initiative. 
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Here are a few tips from some good articles written by the experts to 
review before your interview : 

A Guide to Behavioral  Interviewing  
"Tel l  me about a t ime when you were on a team, and one of  the members wasn't 
carrying his or her weight." I f  this  is  one of  the leading questions in your job 
interview, you could be in for a behavioral  interview. Based on the premise that  the 
best  way to predict  future behavior is  to determine past  behavior,  this  style of  
interviewing is  gaining wide acceptance among recruiters.  
 
Today,  more than ever,  every hir ing decision is  cr it ical .  Behavioral  interviewing is  
designed to minimize personal  impressions that  can affect  the hir ing decision. By 
focusing on the applicant 's  act ions and behaviors,  rather than subject ive impressions 
that  can sometimes be misleading,  interviewers can make more accurate hir ing 
decisions.  
 
Behavioral  vs.  Tradit ional  Interviews  
I f  you have training or experience with tradit ional  interviewing techniques,  you may 
f ind the behavioral  interview quite different in  several  ways.  Instead of  asking how 
you would behave in a part icular s ituat ion,  the interviewer wil l  ask you to describe 
how you behaved. Expect  the interviewer to quest ion and probe (think of  "peel ing 
the layers from an onion").  The interviewer wil l  ask you to provide detai ls  and wil l  
not  al low you to theorize or general ize about several  events.   
 
The interview wil l  be a more structured process that  wil l  concentrate on areas that  
are important to the interviewer,  rather than al lowing you to concentrate on areas 
that  you may feel  are important.  You may not get  a chance to del iver any prepared 
stories.  Most interviewers wil l  be taking copious notes throughout the interview.  
The behavioral  interviewer has been trained to col lect  and evaluate information 
object ively  and works from a prof i le of  desired behaviors that  are needed for success 
on the job. Because the behaviors a candidate has demonstrated in previous similar  
posit ions are l ikely to be repeated, you wil l  be asked to share situat ions in which you 
may or may not have exhibited these behaviors.  Your answers wil l  be tested for 
accuracy and consist ency.  
 
I f  you are an entry- level  candidate with no previous related experience,  the 
interviewer wil l  look for behaviors in  s ituat ions similar  to those of  the target  
posit ion:  "Describe a major problem you have faced and how you dealt  with it ."  "Give 
an example of  when you had to work with your hands to accomplish a task or 
project ."   "What c lass did you l ike the most? What did you l ike about it?"  
 
Fol low-up quest ions wil l  test  for consistency and determine if  you exhibited the 
desired behavior in  that  s ituat ion:   
"Can you give me an example?"   “Tel l  me about a t ime when you XXX?”  
"What did you do?"    "What did you say?"   "What were you thinking?"  
"How did you feel?”  "What was your role?"    "What was the result?"  
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You wil l  not ice an absence of  such quest ions as,  "Tel l  me about your strengths and 
weaknesses" ,  but  more looking for your real- l i fe  experience.  
How to Prepare for  a Behavioral  Interview  
Recal l  recent s ituat ions that  show favorable behaviors or act ions,  especial ly involving 
coursework,  work experience,  leadership,  teamwork,  in it iat ive,  planning,  and 
customer service.  Prepare short  descript ions of  each situat ion,  be ready to give 
detai ls  i f  asked. Be sure each story has a beginning,  a middle,  and an end, i .e. ,  be 
ready to describe the s ituat ion,  your action,  and the outcome or result .  Be sure the 
outcome or result  ref lects posit ively on you (even if  the result  i tself  was not 
favorable).  Be honest.  Don't  embell ish or omit  any part  of  the story.  The interviewer 
wil l  f ind out i f  your story is  bui lt  on a weak foundation. Be specif ic.  Don't  general ize 
about several  events;  give a detai led accounting of  one event.  
 
A possible response to the quest ion,  "Tel l  me about a t ime when you were on a team 
and a member wasn't  pul l ing his  or her weight, " might go as fol lows:  "I  had been 
assigned to a team to bui ld a canoe out of  concrete.  One of  our team members 
wasn't  showing up for our lab sessions nor doing his assignments.  I  f inal ly met with 
him in private,  explained the frustrat ion of  the rest  of  th e team, and asked if  there 
was anything I  could do to help.  He told me he was preoccupied with another class 
that  he wasn't  passing,  so I  found someone to help him with the other course.  He not 
only was able to spend more t ime on our project,  but he was also grateful  to me for 
helping him out.  We f inished our project on t ime, and got a 'B'  on it ."  
 
The interviewer might then probe: "How did you feel  when you confronted this 
person?" "Exact ly what was the nature of  the project?" "What was his  responsibi l i ty 
as a team member?" "What was your role?" "At what point  did you take it  on yourself  
to confront  him?" You can see that  it  is  important not to make up or "shade" 
information and that  you should have a clear memory of  the entire incident.  
 

Don't Forget the Basics  
Instead of  feel ing anxious or threatened by the prospect of  a behavioral  interview, 
remember the essential  dif ference between the tradit ional  interview and the 
behavioral  interview: The tradit ional  interviewer may al low you to project  what you 
might or should do in a given situat ion,  whereas the behavioral  interviewer is  looking 
for past  act ions only.  It  wi l l  a lways be important to put your best  foot forward and 
make a good impression on the interviewer with appropriate att ire,  good grooming,  
and a f irm handshake and direct  eye contact.  There is  no subst itute for promptness,  
courtesy,  preparat ion,  enthusiasm, an d a posit ive att itude.  

 
General Overview 
Behavioral  Interviewing,  also referred to as Structured Behavioral  Interviewing,  is ,  by 
design,  a more systematic and standardized process of  evaluat ing job candidates than 
is  typical  of  the "tradit ional" interview process.  Its  primary intent is  to increase the 
success rate of  an organizat ion's "good'" hires .  It  is ,  therefore,  the form of  interview 
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being used more often by a wide variety of  recruit ing organizat ions.  Behavioral  
interviewing is  based on the "Behavioral  Consistency Princip le" which essential ly 
states that  the best  predictor of  future performance is  past  performance in a s imilar  
circumstance. Therefore,  the quest ions that  are asked of  you wil l  tend to focus on 
behavior,  and attempt to evoke how you responded to a variety of  specif ic personal  
and interpersonal  s ituat ions and what results occurred from your act ions.  
 

"HOW DO I KNOW WHEN I'M BEING GIVEN A BEHAVIORAL INTERVIEW?"  
It  is  quite possible that  the interviewer may make you aware prior to the interview 
that  you should expect  a structured or competency -based interview. However,  you 
shouldn't  have much trouble identifying whether or not you're being given a 
behavioral  interview even without prior information. I f  you hear quest ions that  are 
asking you to describe or recount specif ic s ituat ions in which you carried out a job -
relevant act ion,  and are then asked to describe the consequence or result  of your 
act ion,  you know you' re being behavioral ly interviewed.  
 
Behavioral  interviews are designed to assess your "real" abi l ity or ski l l  level  in  
funct ioning in any number of  work-related act ivit ies by delving into how you 
funct ioned in your past  jobs or extracurricular act ivit ies.  As with any sort  of  
interview, there are a number of  common behavioral  "themes" or "performance 
dimensions" that  most  recruiters are l ikely to be interested in.  These include (but are 
not l imited to) leadership,  interpersonal, communicat ion,  mult i -tasking,  management 
and cognit ive ski l ls ,  Tr ansit ion abi l ity (e.g. ,  personal  f lexibi l i ty,  tolerance for 
ambiguity),  motivat ion,  decisiveness and commitment.  The kinds of  inquir ies you'd 
hear from a recruiter might resemble the fol lowing:  

•  What do you est imate to be your biggest  academic achievement at  this  
point? What did you do to contribute to that  achievement?  

•  Cite an example of  when you were faced with an unpleasant task.  How did 
you go about facing it?  

•  Give me the most recent example of  a conf l ict  you had with a coworker or a 
supervisor.  How did you handle it?  

•  Describe a s ituat ion in which you had to use your communicat ion ski l ls  in  
order to make an important point.  Tel l  me about a t ime when you had to use 
a persuasive argument to help someone see things your way. How did you 
do it?  

Note that each of  the above examples integrates three universal  components of  a 
good behavioral  inquiry:  a particular  performance situation or task,  an action on 
your part,  and the consequences of  your action.  
 
I t  is  highly cr it ical  that  you f irst  do some preparat ion. For any given job interview, 
this  should begin with an analysis  on your part  of  what you bel ieve to be the most 
important ski l ls ,  abi l i t ies,  and personal  qual it ies needed to successful ly fulf i l l  the  
various responsibi l i t ies of  the job.  
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Once identif ied,  think careful ly about any kind of  "working" experience that  you've 
ever had that  required you to use these ski l l s ,  what courses of  act ion or strategies 
you used to accomplish the tasks,  and what posit ive results came about from your 
di l igence. It  is  often the case that  an interviewer wil l  seek a relat ively high level  of  
detai l  in  your responses (e.g. ,  the conversat ion you had, the mood of  the person you 
were talking to,  your specif ic thought processes at  the t ime of  act ion,  etc.) .   
 
The f inal  key is  preparat ion,  you don’t  want to be trying to think of  examples “on -
the-spot” during the interview.  Review your past  and make some notes to help you 
recal l .   
 

 

Don't  Talk Too Much  

b y  M i c h a e l  N e ec e ,  f o u nd e r  o f  I n t e r v i e w  M a s t e r y  
M o n s t e r  C o n t 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  c a n  b e  a  c u r s e  d u r i n g  a n  i n t e rv i e w .  Y o u  c o u l d  e n d  u p  t a l k i n g  y o u r  w a y  o u t  o f  t h e  
j o b .   

I t ' s  i m p o r t a n t  t o  r e m e m b e r  t h a t  i n t e r v i e w e r s  a r e  o n l y  h u m a n ,  a n d  th 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  y o u  s p e a k .  F u l l y  u nde r s t a n d i n g  t h i s  i s  c r i t i c a l  t o  e f f e c t i v e l y  c o m m u n i c a t i n g  d u r i n g  a n y  
i n t e r v i e w .  Y o u r  r e s p o n s e  s h o u l d  b e  l e s s  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 r v i e w e r  a s k s  y o u  
t o  “ t e l l  m e  a b o u t  y o u r s e l f . ”  W h y ?  Y o u ' l l  h a v e  t h a t  i n t e r v i e w e r ' s  a t t e n t i o n  f o r  j u s t  ab o u t  9 0  
s e c o n d s .   

T h e  a v e r a g e  i n t e r v i e w e r ' s  a t t e n t i o n  s p a n  l o o ks  s o m e t h i n g  l i k e  t h i s :   

•  A s  y o u  b e g i n  s p e a k i n g ,  t h e  i n t e r v 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 n t i o n .   

•  A f t e r  a b o u t  1 0  s e c o n d s ,  h e  b e g i n s  l i s t e n i n g  w i t h  l e s s  i n t e n s i t y .   

•  A f t e r  6 0  s e c o n d s ,  h i s  mi n d  b e g i n s  t o  w a n d e r  an d  h e ' s  d e v o t i n g  l e s s  th e n  h a l f  h i s  a t t e n t i o n  
t o  y o u .  T h e  i n t e r v i e w e r  s t a r t s  as k i n g  q u e s t i ons  a b o u t  y o u r  r e s p o ns e  o r  b e g i n s  f o r m u l 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  y o u ' v e  b e e n  s p e a k i n g  f o r  9 0  s e c o n d s  w i t h o u t  i n t e r r u p t i o n ,  th e  i n t e r v i e w e r  i s  b a r e l y  
l i s t e n i n g  a t  a l l .   

A n  i n t e r v i e w e r ' s  a t t e n t i o n  l e v e l  c a n  b e  n e a r l y  i m p o s s i b l e  t o  d e t e c t ,  b e c a u s e  m o s t  p e o p l e  a r e  
s k i l l e d  a t  n o d d i n g  t h e i r  h e a d s  a n d  s a y i n g  “h m m m ”  w h i l e  l o o k i n g  a t  y o u ,  a l l  i n  a n  e f f o r t  t o  
d i s g u i s e  t h e i r  w a n d e r i n g  m i n d s .  T h e  l o n g e r  y o u  s p e a k  w i t h o u t  i n t e r ru p t i o n ,  t h e  l e s s  a t t e n t i o n  
t h e  l i s t e n e r  i s  g i v i n g  y o u .  H e n c e ,  w h e n  y o u  p r o v i d e  a  l o n g  a n s w e r  t h a t  b u i l d s  t o  a n  i m p o r ta n t  
c o n c l u s i o n ,  o f t e n  t h e  i n t e r v i e w e r  i s  n o  l o n g e r  l i s t e n i n g .  T h i s  i s  p a r t ic u l a r l y  i m p o r t a n t  w h e n  y o u  
r e s p o n d  t o  a n  in t e r v i e w e r ' s  r e q u e s t  t o  t e l l  h i m  a b o u t  y o u r s e l f ,  b e c a u s e  t h e r e  i s  j u s t  s o  m u c h  y o u  
c a n  s a y  o n  t h e  s u b j e c t ,  a n d  y o u  c a n ' t  b e  s u r e  w h a t  p a r t  o f  y o u r  b a c kg r o u n d  t h e  i n t e r v i e w e r  i s  
m o s t  i n t e r e s t e d  i n  l e a r n i n g  a b o u t .   

 

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

N e a r  t h e  e n d  o f  y o u r  r e s p o n s e ,  i t ' s  i m p o r t a n t  t o  k e e p  t h e  i n t e r v i e w e r  e n g a g e d  b y  a s k i n g  
q u e s t i o n s .  S k i l l e d  i n t e r v i e w e r s  w i l l  p o s e  b e h a v i o r a l - e v e n t  q u e s t i o n s ,  a s k i n g  y o u  t o  d e s c r i b e  
s p e c i f i c  e x a m p l e s  o f  y o u r  e x p e r i e n c e .  I n  t h e s e  s i t u a t i o n s ,  y o u r  r e s p on s e  c a n  e a s i l y  l a s t  m u ch  
l o n g e r  t h a n  9 0  s e c o n d s .  I n  s u c h  s i t u a t i o ns ,  i n te r r u p t  y o u r s e l f  b y  a s k in g  t h e  i n t e r v i e w e r  a  
q u e s t i o n  l i k e ,  “ I s  t h is  th e  l e v e l  o f  d e t a i l  y o u  a r e  l o o k i n g  f o r ? ”  o r  “ I s  t h i s  t h e  t y p e  o f  e x a m p l e  
y o u ' r e  i n t e r e s t e d  i n ? ”  T h i s  s t r a t e g y  h e l p s  t o  re e n g a g e  y o u r  l i s t e n e r  a n d  p r o m o t e s  t w o - w a y  
c o m m u n i c a t i o n .   

http://www.interviewmastery.com/index.cfm?affiliate=monster-ic
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A c c o r d i n g  t o  K e n t  K i r c h ,  t h e  g l o b a l  d i r e c t o r  o f  r e c r u i t i n g  a t  D e l o i t t e ,  i n t e r v i e w e r s  a r e  m o r e  
i m p r e s s e d  w i t h  y o u r  q ue s t i o n s  t h a n  a n y  s e l l i n g  p o i n t s  y o u  t r y  t o  m a ke .  " W h a t ' s  r e a l l y  
d i s a p p o i n t i n g  t o  a n  i n te r v i e w e r  i s  a t  t h e  e n d  o f  a n  i n t e r v i e w  a n d  I  a s k  t h e  c a n d i d a t e ,  ‘ D o  yo u  
h a v e  a n y  q u e s t i o n s  I  c an  a n s w e r  f o r  y o u ? '  a n d  h e  s a y s ,  ‘ N o p e ,  I  t h in k  y o u  a n s w e r e d  t h e m  a l l , '  
a n d  t h a t ' s  th e  e n d  o f  i t ;  i t ' s  j u s t  r e a l l y  f r u s t r at i n g , ”  h e  s a ys .  “ I t  a l l  go e s  b a c k  t o  p r e p a r a t i on ,  a n d  
[ y o u r  q u e s t i o n s ]  t e l l s  th e  i n t e r v i e w e r  y o u  t h o u g h t  a b o u t  th i s  i n t e r v ie w  b e f o r e  y o u  w a l k e d  i n  t h e  
d o o r . ”   

A s k i n g  q u e s t i o n s  c an  a ls o  g i v e  y o u  a  s t r a t e g i c  e d g e .  " P e o p l e  l o v e  t o  t a l k  a b o u t  t h e m s e l v e s , ”  s a y s  
A u s t i n  C o o k e ,  t h e  g l o b a l  r e c r u i t m e n t  d i r e c t o r  a t  S a p i e n t .  “ S o  i f  y o u  a s  a  c a n d i d a t e  c a n  k in d  o f  
g e t  i n t e r v i e w e r s  t a l k i n g  a b o u t  t h e m s e l v e s ,  y ou ' r e  o n e  s t e p  u p . "   

Y o u r  i n t e r v i e w  g o a l s  a r e  t o  e n s u r e  y o u  a r e  u nd e r s t o o d  a n d  t o  m a k e  t h e  b e s t  p r e s e n t a t i o n  o f  y o u r  
t a l e n t s .  E n g a g i n g  i n t e r v i e w e r s  i n  t w o - w a y  c o m m u n i c a t i o n  b y  a s k i n g  q u e s t i o n s  h e l p s  y o u  e ns u r e  
t h e y  a r e  l i s t e n i n g  w h i l e  y o u  d e l i v e r  y o u r  r e s po n s e .   

 

 
S ix  Interview Mistakes   

b y  M i c h a e l  N e ec e ,  f o u nd e r  o f  I n t e r v i e w  M a s t e r y  
M o n s t e r  C o n t 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 y p ic a l  i n t e r v i e w  t r a p s  i f  y o u ' r e  u n s u r e  w h a t  t h e y  a r e .  H e r e  a r e  a  f e w  :  

1 .  C o n f u s i n g  a n  I n t e r v i e w  w i t h  a n  I n t e r r o g a t i o n .   

M o s t  c a n d i d a t e s  e x p e c t  t o  b e  i n t e r r o g a t e d .  A n  i n t e r r o g a t i o n  o c c u r s  w h e n  o n e  p e r s o n  a s k s  a l l  t h e  
q u e s t i o n s  a nd  t h e  o t h er  g i v e s  t h e  a n s w e r s .  A n  i n t e r v i e w  i s  a  b u s i n e s s  c o n v e r s a t i o n  i n  w h i c h  b o t h  
p e o p l e  a s k  a n d  r e s p o nd  t o  q u e s t i o ns .  C a n d i da t e s  w h o  e x p e c t  t o  b e  i n t e r r o g a t e d  a v o i d  a s k in g  
q u e s t i o n s ,  l e a v i n g  th e  i n t e r v i e w e r  i n  t h e  r o l e  o f  r e l u c t a n t  i n t e r r o 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 e m  P o s i t i v e .   

I n t e r v i e w e r s  f r e q u e n t l y  a s k  c a n d id a t e s ,  " W h at  a r e  y o u r  w e a k n e s s e s ? "  C o n v e n t i o n a l  i n t e r v i e w  
w i s d o m  d i c t a t e s  t h a t  yo u  h i g h l i g h t  a  w e a k n e s s  l i k e  " I ' m  a  p e r f e c t i o n i s t , "  a n d  t u r n  i t  i n t o  a  
p o s i t i v e .  I n t e r v i e w e r s  a r e  n o t  i m p r e s s e d ,  b e c a u s e  t h e y ' v e  p r o b a b l y  h e a r d  t h e  s a m e  a n s w e r  a  
h u n d r e d  t i m e s .  I f  y o u  ar e  a s k e d  t h i s  q u e s t i o n ,  h i g h l i g h t  a  s k i l l  t h a t  you  w i s h  t o  i m p r o v e  u p o n  a n d  
d e s c r i b e  w h a t  y o u  a r e  d o i n g  t o  e n h a n c e  y o u r  s k i l l  i n  t h i s  a r e a .  I n t e r v i e w e r s  d o n ' t  c a r e  w h a t  y o u r  
w e a k n e s s e s  a r e .  T h e y  w a n t  t o  s e e  h o w  y o u  ha n d l e  t h e  q u e s t i o n  a n d  w h a t  y o u r  a n s w e r  i n d ic a t e s  
a b o u t  y o u .   

3 .  F a i l i n g  t o  A s k  Q u e s t i o n s .   

E v e r y  i n t e r v i e w  c o n c l u d e s  w i t h  t h e  i n t e r v i e w e r  a s k i n g  i f  y o u  h a v e  an y  q u e s t i o ns .  T h e  w o r s t  t h i n g  
t o  s a y  i s  t h a t  y o u  h av e  n o  q u e s t i o n s .  H a v i n g  no  q u e s t i o n s  p r e p a r e d  i n d i c a t e s  y o u  a r e  n o t  
i n t e r e s t e d  a n d  n o t  p r e p a r e d .  I n t e r v i e w e r s  a r e  m o r e  i m p r e s s e d  b y  t h e  q u e s t i o n s  y o u  a s k  t h an  t h e  
s e l l i n g  p o i n t s  y o u  t ry  to  m a k e .  B e f o r e  e a c h  i n t e r v i e w ,  m a k e  a  l i s t  o f  f i v e  q u e s t i o n s  y o u  w i l l  a s k .   

 

4 .  R e s e a r c h i n g  t h e  C o m p a n y  B u t  N ot  Y o u r s e l f .   

C a n d i d a t e s  i n t e l l e c t u a l l y  p r e p a r e  b y  r e s e a r c h i n g  t h e  c o m p a n y .  M o s t  jo b  s e e k e r s  d o  n o t  r e s e a r c h  
t h e m s e l v e s  b y  t a k i n g  i nv e n t o r y  o f  t h e i r  e x p e r i e n c e ,  k n o w l e d g e  a n d  s k i l l s .  F o r m u l a t i n g  a  t a l e n t  
i n v e n t o r y  p r e p a r e s  y o u  t o  i m m e d i a t e l y  r e s p o n d  t o  a n y  q u e s t i o n  a b out  y o u r  e x p e r i e n c e .  Y o u  m u s t  
b e  p r e p a r e d  t o  d i s c u s s  a n y  p a r t  o f  y ou r  b a c k g ro u n d .  C r e a t i n g  y o u r  t a le n t  i n v e n t o r y  r e f r e s h e s  

http://www.interviewmastery.com/index.cfm?affiliate=monster-ic
http://interview.monster.com/articles/biggest/
http://interview.monster.com/articles/anyquestions/
http://interview.monster.com/articles/assessing/
http://interview.monster.com/articles/assessing/
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y o u r  m e m o r y  a n d  h e l p s  y o u  i m m e d i a t e l y  r e m e m b e r  e x p e r i e n c e s  y o u  w o u l d  o t h e r w i s e  h a v e  
f o r g o t t e n  d u r i n g  t h e  i n t e r v i e w .   

5 .  L e a v i n g  Y o u r  C e l l  P h o n e  O n .   

W e  m a y  l i v e  i n  a  w i r e d ,  a l w a y s - a v a i l a b l e  s o c i e t y ,  b u t  a  r i n g i n g  c e l l  p h o n e  i s  n o t  a p p r op r i a t e  f o r  
a n  i n t e r v i e w .  T u r n  i t  o f f  b e f o r e  y o u  e n t e r  t h e  c o m p a n y .   

6 .  W a i t i n g  f o r  a  C a l l .   

T i m e  i s  y o u r  e n e m y  a f t e r  t h e  i n t e r v i e w .  A f t e r  y o u  s e n d  a  t h a n k - y o u  em a i l  a n d  n o t e  t o  e v e r y  
i n t e r v i e w e r ,  f o l l o w  u p  a  c o u p l e  o f  d a y s  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 r m a t i o n .  
C o n t a c t  t h e  p e r s o n  w h o  c a n  h i r e  y o u  - -  n o t  t he  H R  d e p a r t m e n t .  H R  i s  b u s y  a n d  i s  f a m o u s  f o r  n o t  
r e t u r n i n g  c a l l s .  A d d i t i o n a l  i n f o r m a t i o n  c a n  b e  d e t a i l s  a b o u t  y ou r  t a l e n t s ,  a  r e c e n t  c o m p e t i t o r ' s  
p r e s s  r e l e a s e  o r  i n d u s tr y  t r e n d s .  Y o u r  i n t e n t io n  i s  t o  k e e p  e v e r y o n e ' s  m e m o r y  o f  y o u  f r e s h .   

Questioning the Interviewer  

Even if  you don’t  ask any quest ions dur ing an interview,  many interviewers  wi l l  ask 
you i f  you have any quest ions at  the end.   How you respond wi l l  affect  their  
evaluat ion of  you.   So  be prepared to ask ins ightfu l  quest ions about  the 
organizat ion.  

•  Making a  l i st  of  any quest ions you have regarding the company is  
important  (but  it  should contain only  quest ion you weren’t  ab le to f ind out  
through your own research or  through us)  th is  wi l l  he lp  you ident i fy  i f  th is  
i s  the r ight  posit ion for you.  

Good topics  to touch on include:  

•  The compet it ive environment in  which  the organizat ion operates  

•  Execut ive  management sty les  

•  What  obstacles  the organizat ion ant ic ipates  in  meet ing i ts  goals  

•  How the organizat ion’s  goals  have changed over the past  3  years  

•  What  obstacles  were commonly met  in reaching corporate goals  

•  What  resource are avai lab le  f rom the company and what must  be found 
e lsewhere to reach posit ion  object ives ? 

General ly ,  i t  i s  not  recommended to ask about compensat ion or benef i ts .   Quest ions 
in  th is  area  make you seem more interested in  what  they can do for  you and less  
enthusiast ic  about the posit ion.   A lso,  make sure you ask at  least  some quest ions so  
you don’t  appear too pass ive  in  pursu ing the opportunity.  

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?” 

http://interview.monster.com/articles/notes/
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Now listen very carefully to 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 is 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. 

 

 

Last-minute reminders:  

1) Dress business professional (even if a video interview).  Slacks, polished shoes, blazer or suit, etc. 

Anything that would be a distraction should be avoided.   

2) Arrive early, but not too early! 15 minutes is good, NO EARLIER!  If a video interview arrive 5 

minutes early.  

3) Make eye contact, express yourself well, and be a good listener. MAKE SURE TO FOLLOW THE 

TONE OF THE INTERVIEWER.    

4) Allow the interviewer to finish statements.    

5) Remember, handshakes are important!    

6) Make a good first impression.  Present yourself confidently with enthusiasm (Confidence in a 

controlled way – not arrogance!!)   

 Take multiple copies of your resume with you to the interview. One for yourself, and everyone 

interviewing you. Extras are always a good thing.  The resume you present to them should be the same 

version we submitted.   

7) Study your resume, as you would study for a test.  The interviewer has reviewed your resume 

and will notice any discrepancies.  Know dates, lengths of projects, version numbers, etc.  Answer 

questions regarding past employment quickly, concisely, and accurately! Don’t forget about the 

numbers! Finding some numbers, percentages, increases, or quotas you can use when talking 

about your responsibilities and accomplishments really sweetens the deal and helps you tell a 

hiring manager why you’re so awesome. You can easily find lists of common interview questions 

but don't prepare by writing out your entire answer; instead, jot down a few notes or bullet 

points and keep them on hand for the interview itself. You’ll ensure you cover the bases—

without reading from a script.   
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8) Review information on regarding job content, technologies needed, etc… Draw a correlation 

between what you have done and what they are looking for. Do this as soon as possible.   

9) Answer Questions thoroughly, but don’t ramble. Also, don't just think about how you'll answer 

certain questions; practice looking in the mirror and answering them out loud. This prep work 

will help you clarify your thoughts and make you much more comfortable during the interview.  

 Toughest Questions to Answer – What are your strengths and weaknesses?   

10) Strengths – Should ALWAYS be work related.  The night before, draw up a list of strengths (self-

directed, ability to work with end users, create problem solving abilities, leadership ability, big 

picture skills, look for a better way to do things, etc.)  Pick one or two that you are particularly 

proud of. Use examples to describe a me when you have had an opportunity to use your 

strengths in previous work experience.    

11) Weaknesses- Should also be work related.  Most people have a tendency to choose personality 

weaknesses.  Choose something from your resume that is obvious (lack of a certain technology, 

years of experience, etc.)  By choosing something from the resume, you are choosing something 

they already know, and taking the opportunity to bring it up, address it, and explain why it is not 

a weakness (ex. “My biggest weakness is that I lack ________.  However, in the past, when I have 

had to learn new things, I have done it very quickly.  For example, when I had to learn ______, I 

did so with limited direction, and ended up becoming the expert in my department.  In fact, one 

of the reasons why I am interested in your position is that I would get the chance to learn 

_________.”) Another method: Think of something that you struggle with but that you’re 

working to improve. For example, maybe you’ve never been strong at public speaking, but over 

the past few years, you've taken on leadership roles and volunteered to run mee ngs to help you 

be more comfortable when addressing a crowd.   

12) Reasons for change.  Best are better/new opportunity, technical growth, more challenge.  Stay 

away from negative things about present or past employers.  Companies don’t want to hire 

people with this attitude. And never say anything disparaging about your former employers …. 

That never goes over well.   

13) Career goals.  Break them into long term goals and short term goals.  An example of a short-term 

goal, would be to grow technically, and long term might be to move into a position of leadership.  

Stay away from using the word management!  Leadership is a better term.   

14) In case there is an application to fill out, bring your resume and three technical references with 

phone numbers.  Most applications are verified so do not guess or put incorrect information on 

the application!  For the current salary sec on, list base, over me, bonuses, etc. separately, and 

then total it. For the desired salary, write “negotiable”.   DO NOT LEAVE ANYTHING BLANK!    

15) The subject of money may come up, please follow our direction here. I would like you to say “You 

have my career history. I am open to an offer with a competitive wage and I am certain you will 

be fair. I would hope for a fair offer based on my skills, abilities, and experience.”  If you are 

pushed, tell the interviewer where you are today in salary and that you hope for an increase 
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relative to the new role and responsibilities. If there are other circumstances lets you and I 

discuss before the interview. 

16) Come up with a go-to phrase that'll help you avoid dead air if you need me to stall and gather 

your thoughts. Two strategies that work well are repeating the question though fully before 

answering or saying (slowly), “Now, that is a great question. I think I would have to say…."   

17) Brush up on what certain body language conveys. Be aware of what you’re communicating 

through your posture and stance—and make sure it’s good. Think your movements through 

ahead of me so you are not distracted (or distracting) during the interview.  

 MOST IMPORTANT!!  Be enthusiastic about the opportunity and leave them with the impression that 

you are interested.   

Suggested statements:  
“I am very interested in this position.  “What is the next step or When can I expect to hear from you?”  
“This is what I was looking for!  What is the next step in the process?”  
 
The goal of an interview is to get the offer!   
 
18) Always have a few questions ready as that’s the go-to for the interviewer toward the end of the 

interview. NEVER ask about salary or benefits ( this is not the time and place). Always about the 

company, and what your future role.  The salary and benefits negotiation is after they fall in love 

with you. The time and place is after you are a finalist or after the initial offer stage. 
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Final ly :  

L ine  up your  references  in  advanc e and ver i fy  they  wi l l  be  good ones .  

Fol low up immediate ly  wi th  thank you emai l s  to  everyone that  you interview with.  

Your  u l t imate  goal  should  be  to  go in  there  and make  them want  to  g ive  you an of fer .   

The c ompany wi l l  be  anxious  to  know how you thought  the  interview went  so ,  i t  i s  
important  that  we talk  as  soon as  poss ible  so  that  I  c an pass  along  your  feedbac k  to  
them.   So c a l l  me as  quic k  as  you c an…and a  c e l l  phone in  the  park ing  lot  is  not  too 
soon.  

Good Luc k!  You Got  This  ! ! !  

 


