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Interviewing 
Getting to Know Yourself  

 

 
 

What Skills and Abilities  
You Can Offer an Employer? 

 
What are your skills? 

 
What are your strengths? 

 
Why should a company hire you? 

 
What skills, abilities and strengths are employers 

looking for in an employee? 
 

This packet is designed to help you answer these 
questions. 

 
 
 
 

Revised February 2009 
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A word about: 
 

YouTube 
FaceBook 
MySpace 

Bebo               
Tag 

Friendster 
MyYearbook 
BlackPlanet 

 

 
Employers are now searching these websites a part of a 
background check on you for employment. Be sure to edit 
anything that may prove embarrassing to you. 
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THE HIDDEN JOB MARKET 
 

 
About 90% of job opening are not published in the w ant ads. This hidden job market is 

tapped by word of mouth, personal referral, and sea rching the Internet. 
 

Here are the rules : 
 

 Be willing to uncover the name, title and complete address of any organization  
related to your targeted job field. 

 
 Use Internet job search engines and sites. Check company websites: look for careers, 

employment, or jobs on their websites. 
 

 
 USE THE YELLOW PAGES. Check under two or three related categories. 

 
 

 Make a list of 20 people----relatives, family, friends, past employers, teachers and authorities in 
the field whom you could send a resume (followed by a phone call). 

 
 with the understanding that they could probably forward it to others in your field of interest. 

 
 

 Know your market!!!  Do active research by subscribing to trade journals. Join trade and 
professional organization. 
 
 

 Be organized. Keep a calendar of appointments.  
 
 

 Keep index cards of names, addresses, contact and dates, follow-up notes and calls. 
 
 

 Use cover letters and “thank you for your time notes.”  Keep your name in front of them. 
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GETTING INTERVIEWS 
 

Call First :  A personal telephone contact with the person you want to have the interview with could speed up the 
entire process. After you have done your research and obtained the names addresses and phone numbers of at 
least twenty-five potential employers in your field, set aside a period of time (preferably early morning) to place 
calls to the individual who can make the hiring decisions. 
 
Be sure to know the name and title of the person you want to reach before initiating the call. Also have a rough 
idea of what you want to say that will be of interest to him or her. For example, the answer to the question “Why 
should I hire you?” 
 
Have it all organized in advance so that you can continue to call for at least two hours without having exhausted 
your cards. Then take a couple of hours off to recharge your batteries. 
 
Primary objectives of call : To set up an interview directly with the appropriate person. 
 
Secondary objective to call: To establish personal contact that can be followed up by your resume and cover 
letter. 
 
RESISTANCE: You will have to slug your way through walls of resistance in the phoning: Your resistance (for 
fear of rejection) and theirs (for fear that you are going to waste their time). The cure: keep on calling. A string of 
turndowns is an expected phenomenon in any productive job campaign. As a matter of fact, the whole process 
looks like this: No-No-No-No-No-No-No-No Yes.  
 
RESUME\PHONE CALL:  This is a second step approach, in which you send out you send out your resume and 
cover letter first, indicating at the conclusion of you letter that you will be calling to set up the interview. Keep good 
records of when these letters go out, and call the recipient five days from the date you mailed it. This is designed 
to time your call for approximately the day the employer’s representative received your resume. Make these 
follow-up calls on schedule and keep on calling. 
 
Be prepared. Know who the employer is (place, size, employees, branches, and brief history). And what they do: 
Products, service, markets, competitors, projects, and achievement. Know that the way you are prepared is read 
as a direct demonstration of how you will get the job done. Simple but true. Get and read brochures, trade 
journals, and annual reports. Ask people in the field, competitors, trade associations, and employers. 
 
Get a 3 X 5 index card. Write down five things you want the employers to know about you . For example: 
Good math skills, type 55 wpm, computer skills, and 5 years related work experience, AS degree from Jefferson 
State Community College. 
 
ROLE PLAY : Have a friend play employer and ask you the five following role-play questions: 

1.    What are your strong abilities? 
2.    How do your skills relate to our needs? 
3.       What are you looking for in a job? 
4.       What would you like to know about us? 
5     Why should we hire you? 
 
   Critique yourself. Use a tape recorder during the role-play. 
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SUCCESSFUL DRESS ATTIRE FOR WOMEN 

 
SUITS 
* Navy, gray, taupe, or black are good suit colors to invest in when building a wardrobe 
* Mini skirts may be “in” but not for work. Skirts that reach the bottom of the knee or longer are 

appropriate. 
*    Dresses with jackets are good substitutes. 

 
BLOUSES & NECKLINES  
*   Solid colors such as white, beige, and red are good color choices when building a                            
     wardrobe; however, most solid colors can work well in a business environment. 
*   Choose good quality & basic styles in natural fibers or synthetic fibers that look like    
     natural fibers. 
*   It is mandatory to have something at the neck! It can be a broach, pin, pearls, rosette, bow, or  
     tie—it gives you POWER. 
*   No plunging or low-cut necklines---it’s too seductive. 

 
SHOES 
* The classic leather pump or flat with closed heel and toe is best suited for business. 
* Wearing leather conveys a richer appearance. 
* The shoes should be the same color or darker than the hem of the suit or dress.     

Recommended shoe colors: black, navy, taupe, or cordovan (deep brown). 
 

HANDBAGS, BRIEFCASE, PORTFOLIOS 
* It is appropriate to carry a purse when also carrying a briefcase, as long as the   purse in 

compact & functional. 
*         These accessories, like shoes. Should be leather. 
*   Classic, rather than trendy, is best. 
* Black, navy, taupe, & cordovan are recommended color choices. 

 
JEWELRY 
* Your taste in jewelry is a true reflection of you. 
* Invest in earrings, necklaces, rings, bracelets, and pins in 14k gold or sterling silver. Gold-tone 

and silver-tone are good substitutes for the “real” thing. 
* Jewelry must accentuate your professional attire rather than distract from it. 
* Simple & elegant is the key. 
* Don’t let dangling earring drag you down the corporate ladder. 
* On rings….no more than one per hand. 
* A word about watches: they are worn more than any other piece of jewelry. Invest   in a classic 

style. The style that makes the best impression is a tank style with a black lizard skin or gold-
tone band. 
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SUCCESSFUL DRESSING FOR MEN 
 

SUITS 
* Building your wardrobe by investing in grey and navy. Muted plaids are acceptable. Double-

breasted jackets are okay, but single-breasted are more classic. 
* Three-piece suits with vests are outdated. 
* Coordinating jackets and trousers portray a more casual look than a suit. 
* Wear your jacket buttoned while standing or walking. When wearing a 3-button suit, button the 

middle button. When wearing a 2-button suit, button the top button. 
* Wool-gabardine is an excellent choice of fabric for a suit. It can be worn at least 10 months out 

of the year. A good suit will cost about $300.00 
 

SHIRTS and TIES 
* Begin building your shirt wardrobe with white and plane blue. 
* Shirts should be 100% cotton or cotton blend: 
* The tip of the tie should barely touch the top of your belt buckle or waistband if you wear 

suspenders. 
* The smaller the pattern in the tie-the more authority & sophistication you project. 
* Silk, or polyester that looks like silk, is the best fabric for ties. 

 
ACCESSORIES 
* Belts should match shoes. 
* Wings-tips portray a more conservative image than loafers. 
* The only jewelry that is appropriate is: a watch, class ring, or a wedding ring. 
* DO not wear an inexpensive watch. Do not wear a watch with a plastic band and every gadget 

imaginable on it. Invest in a good watch with a black leather band or mental band. 
* Your wallet, briefcase, portfolio, and pen should be of good quality. 
* Wear mid-calf socks the color of your trousers. Do not wear short socks that “flash your legs. “ 
* Shoes should be shined always. Do not wear shoes with worn heels. 
* No cologne or perfume ever in a business setting. It is as offensive as smoking 
 

LOOKS NOT TO USE FOR SEEKING A JOB OR INTERVIEWING! 

                                                      
 
 

LOOKS NOT TO USE FOR SEEKING A JOB OR INTERVIEWING! 
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MISTAKES JOB-HUNTERS MAKE 

 
�  Not knowing what position you are applying for at the company: never say “just anything.”  
 
�  Putting anything on the interviewer’s desk 

 
�  Not doing research on the company, field, product or service. 

 
�  Not being appropriately dressed for the interview. 

 
�  Talking too much in an interview (you should know the differences between “selling yourself” and marketing 

yourself”. 
 

�  Not following-through after the interview. 
 

�  Not having a “#1-position” mentally: quality of resume, appearance, thank-you notes, vocabulary and 
conversation, etc. 

 
�  Assuming you didn’t get the job after a certain time passes 

 
�  Taking the first or second job that comes along. 

 
�  Taking the first job that comes along after being rejected many times. 

 
�  Not making a “LIFE\career Plan” 

 
�  Taking a job for money, rather than experience, when you’re just beginning a career or a different career. 

 
�  Not looking at all the facets of the job, i.e. checking it out thoroughly before you go looking, applying, or accepting 

offers: 
o What you’ll be doing on the job 
o The kinds of people who work directly with you 
o The environment 
o The corporate culture of the place 
o The salaries paid, raise on merit, promotion policies 
o The percentage of time you will spend actually doing what you like doing most 
o Geographic and cultural factors 

 
�  Not bothering to “plan for the winter when it’s summer, “i.e., not constantly updating, upgrading and improving 

your marketability so that when a “whoops” happens, you’re not “in crisis”. 
 
 

“Always Have Your ‘Plan B’ Ready!” 
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TIPS FOR A POSITIVE INTERVIEW 

 
 

Do not put anything on the interviewer’s desk. 
 
Use the interviewer’s name-title and last-form time to time as you speak.  Don’t use the interviewer’s first name unless you 
have been requested to do so. 
 
Phrase your questions so that you sound sure of yourself.  “What would be my duties?  Sounds more assertive than 
“What are the duties of the jobs?” 
 
Use good grammar and diction.  Say “yes”, not “yeh”. 
 
Listen to how quickly you speak and look for moderation.  Don’t talk too fast.  Don’t pepper the hiring manager with too 
many facts at once. 
 
Don’t fill pauses with “um”, “uh”, or “ah”.  Don’t punctuate sentences with “you know”, “like”, “see”, or “okay”. 
 
Punctuate your speech just as you would a sentence. Stress the words that are most important.  Don’t arbitrarily 
emphasize every third word; don’t keep your voice a monotone. 
 
Use active verbs. 
 
Don’t use the words “think”, “guess”, or “feel”, which sound indecisive.  Sound positive. Also, avoid vague phrases such as 
“pretty good”, or “fairly well”. Talk about your skills with positive words. 
 
Watch the tone of your voice. While it might be trendy among your friends to end a sentence with a higher tone of voice, 
so that sentences sound like questions, this habit will kill your credibility with hiring managers. 
 
Offer examples of your accomplishments.  Use illustrations, descriptions, statistics, and testimonials to support your 
claims. 
 
 
 
 

 
 

 

 
 
 
 

INTERVIEW TIPS 
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INTERVIEW PREPARATION 
�  Know why you’re interest in the job 
�  Assess your strengths and weakness. 
�  Assess your major accomplishments. 
�  Be prepared to discuss your job responsibilities. 
�  Evaluate your skills and experience as they relate to the position requirements. 
�  Prepare your questions about the position. 
�  Research the company-know what you are walking into. Do you wish to work there? 
�  Make sure you are ready to make a professional presentation-both in appearance and in verbiage. 
�  Write a good resume which accurately reflects your education and work experience. It should be neat and 

should not have typing or spelling errors. 
�  Compose a thank-you letter which you can send immediately after your interview. Thank the interviewer for 

opportunity to interview and ask for the job. 
�  Take a black or blue ink pen, an extra resume, and a reference sheet. 

 
 
DURING THE INTERVIEW 

�  Make sure you understand the questions. 
�  Respond concisely – don’t ramble. 
�  Avoid “yes” or “no” answers. 
�  Do not bring up salary or benefits unless the interviewer brings them up. Know what an appropriate salary 

range should be. 
�  As you answer questions, avoid use of negative terms. 
�  Take advantage of the opportunity to sell yourself. 
�  Answer questions with specific examples-avoid generalities. 
�  Evaluate the position for which you are interviewing. If the company is hiring for a light level position, don’t 

market management level intentions. 
�  If you want the job ask for it. 
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BODY LANGUAGE : WHAT YOU DON’T SAY, SAYS IT ALL 

 
 

 
 
 
Since everyone knows the face reveals emotions, people make the greatest efforts to suppress emotion on the face. 
Conversely, people discount the role of the hands or feet as communicator, and little energy is expanded suppressing 
nonverbal reactions in those body parts. So, if you want the real message, watch the person’s nonverbal behavior. 
 
In business relations, it can be very beneficial to observe other’s nonverbal reactions. It is also useful to observe your own 
nonverbal, particularly if you are attempting to project a certain image or attitude. 
 
The following are some nonverbal  means of communications: 
 

�  Fear is often represented by hand to nose gestures. 
�  Failure to look a person in the eyes may indicate lying or not telling the “whole story.” 
�  Coving the mouth indicates lying. 
�  Aggression may be represented by fist gesture. 
�  Shame is likely to be represented by pulling at the lips. 
�  An open hand dangling between the legs sometimes demonstrates frustration. 
�  Locked ankles and clenched hands can indicate holding back. 
�  A depressed person usually has fewer motions of the head or hand, although leg movement may increase. 
�  Males tend to display a tense and upright posture when they’re in the presence of a disliked person. 
�  Steepling-the joining of fingertips to form a church-most often is a gesture displaying confidence. 
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WHY PEOPLE AREN’T HIRED 
 

THE FOLLOWING ARE SOME NEGATIVE FACTORS THAT FREQUENTLY LEAD TO REJECTION OF AN 
APPLICANT. 
 

�  Not qualified for the position 
�  Poor personal appearance 
�  Overbearing-overaggressive-conceited (“superiority complex”;”know-it-all”). 
�  Inability to express himself clearly-poor voice, diction-grammar 
�  Lack of planning for career and life 
�  Lack of goals 
�  Lack of interest and enthusiasm: passive or indifferent 
�  Lack of confidence and poise: nervousness, ill-at-ease 
�  Failure to participate in school or community activities 
�  Overemphasis on money-interest only in best dollar offer 
�  Poor scholastic record-just got by 
�  Unwilling to start at the bottom-expect too much too soon 
�  Make excuses- evasive- hedges on unfavorable factors in record 
�  Lack of maturity 
�  Lack of courtesy-ill mannered 
�  Condemnation of past employers 
�  Lack of social understanding  
�  Marked dislike for school work 
�  Lack of vitality 
�  Fails to look interviewer in eye 
�  Limp-fishy handshake 
�  Indecision 
�  Sloppy application 
�  Wants job only for a short time 
�  Little sense of humor 
�  Lack of knowledge of field of specialization 
�  Emphasis on who applicant knows 
�  Unwilling to go where sent 
�  Cynical  
�  Low moral standards 
�  Lazy 
�  Intolerant-strong prejudices 
�  Narrow interests 
�  Poor handling of personal finances 
�  No interest in community activities 
�  Lack of appreciation of the value of experience 
�  Radical ideas 
�  Late to interview without good reason 
�  Failure to express appreciation for interviewer’s time 
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QUESTIONS FREQUENTLY ASKED BY EMPLOYERS  
 

1. What are your long-range goals and objectives? 
2. What are your short-range goals and objectives? 
3. When and why did you establish these goals? 
4. How are you preparing yourself to achieve your goals? 
5. What specific goal, other than those related to your occupation, have you established for yourself for the 

next 10 years? 
6. What do you see yourself doing 5 years from now? 
7. What do you really want to do in life? 
8. How do you plan to achieve your career goals? 
9. What are the most important rewards you expect in your career? 
10. What do you expect to be earning 5 years from now? 
11. Why did you choose the career for which you are preparing? 
12. How do you feel about a request to do an assignment outside your job description? 
13. A co-worker has fallen behind in his\her work, you are caught up with your work, what would you do? 
14. Which is more important to you, the money or the type of job? 
15. What do you consider your strengths? 
16. What do you consider your weakness? 
17. How would you describe yourself? 
18. How do you think a friend or professor who knows you would describe you? 
19. What motivates you to put forth your greatest efforts? 
20. How has your college experience prepared you for a business career? 
21. Why should I hire you? 
22. What qualifications do you have that make you think that you will be successful in business? 
23. What do you think it takes to be successful in a company like ours? 
24. In what ways do you think you can make a contribution to our company? 
25. What qualities should a successful manager possess? 
26. Describe the relationship that should exist between a supervisor and those reporting to him or her? 
27. What 2 or 3 accomplishments have given you the most satisfaction? Why? 
28. Describe your most rewarding college experience? 
29. If you were hiring a graduate for this position, what qualifications would you look for? 
30. Why did you select your college or university? 
31. What led you to choose your field or major study? 
32. What college subjects did you like best? Why? 
33. What college subjects did you like least? Why? 
34. If you could do so, how would you plan your academic study differently? Why? 
35. What changes would you make in your college or university? Why? 
36. Do you have plans for continued study? An advanced degree? 
37. Do you think that your grades are good indication of your academic achievements? 
38. In what kind of work environment are you most comfortable? 
39. How do you work under pressure? 
40. How do you handle criticism? 
41. What do you know about the company? 
42. What are the 3 most important responsibilities this position hold? 
43. Do you have a geographical preference? Why? 
44. Will you relocate? Does relocation bother you? 
45. Are you willing to travel? 
46. Are you willing to spend at least 6 month as a trainee? 
47. Why do you think you might like to work in the community in which our company is located? 
48. What major problem have you encountered and how did you deal with it? 
49. What have you learned from your mistake? 
50. How do you handle stress? 
51. What are your hobbies and interests? Why? 
52. Tell me about a time when you had to make a decision, but didn’t have all the information you needed? 
53. What suggestions to you have for our company? 
54. What kinds of decisions are most difficult for you? Why? 
55. Describe your ideal boss? 
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56. What type of method do you have for keeping track of all your appointments, personal activities and work 
activities? 

57. Describe an experience that you had working on a team when the group could not proceed due to an 
interpersonal conflict.  How did you respond and what role did you play on the team? 

58. Tell me about a time you demonstrated initiative.  How did you feel about the end results?  What was or 
were the end results of your actions? 

59. Describe an example of your leadership ability.   
60. What would you like for me to know about you that is not on your resume? 
61. What is your favorite: movie, book, song, singer, actor, or author? 
62. Which magazines or newspapers do you read regularly? 
63. What type of books do you like to read?  What was the most recent book you have read? 
64. What was the last movie you saw? 
65. What do you want your lasting impression to be? 

 
 

New questions devised by recruiters to amaze and confuse you. 
 

66. The Behavioral Interview (STAR-situation or tas k, action you took, and results) 
Think about your most significant accomplishment.  Now tell me about it. 
 The purpose is to find out the following about you from this accomplishment: 
 
�  A complete description of the accomplishment 
�  The actual results achieved: numbers, facts, changes made, details, amounts 
�  When it took place 
�  How long it took 
�  The importance of this accomplishment to the company 
�  Your role and title 
�  The importance of this accomplishment to the company 
�  Your role in this  
�  Why were you chosen 
�  Examples of your leadership and initiative 
�  The resources available 
�  Examples of decisions made 
�  Aspects of the project that you liked and didn’t like 
�  Some of the biggest mistakes you made 
�  What did you learn about yourself from this experience 

 
 
This type of questioning is very revealing.  Your answers and questions from the recruiter may take 15-20 minutes. 
What the interviewer is doing is to learn about you and the process used to achieve the accomplishment. 

 
 67. Problem Solving/Creative Thinking Process Interview  Questions 

You need to eliminate one of the fifty states. Which one do you chose and give you reasons for 
eliminating that state. 
 
You have 8 billiard balls, one weighs more than the others.  You can only use the balance scales twice.  
What method will you use to determine which ball is the heavy one? 
 
You have a fish tank with 200 fish.  99% of the fish are Guppies.  How many Guppies do you need to 
remove from the tank in order to end up with 98% Guppies in the tank? 
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Questions You Might Want To Ask On An Interview 

Questions about the job and the company. 
�  Is there a job description I can look at? 
�  What will my responsibilities be? 
�  How long has this position been open? 
�  Where does this position fit in the overall organization? 
�  What are the most important qualifications for this position? 
�  What is the growth plan of the company? 
�  Does the department have a budget? 
�  Who are the company’s major competitors? 
�  Which markets do you regard as most important? 
�  Who are your major customers? Are they mostly local, national or international? 
�  What will my priorities be? 

 
Questions about your future supervisors, collaborat ors, and subordinates. 

�  Who held this position before? 
�  What was his background and why is he being replaced? 
�  To whom would I be reporting? 
�  What is his background? 
�  How many people will be reporting to me? 
�  Are they all located in one place? 
�  What is their experience level? 
�  Does management have regular meetings? 

Questions to be asked later (and only when appropri ate). 
�  What are the prospects for advancement? 
�  Could you explain what employee benefits you offer? 
�  When would health coverage begin? 
�  How much travel would be involved? 
�  Would relocation be necessary now or at some future date? 
�  When you expect to decide on this position 
�  What is the next step in the procedure? 
 
 

TYPES OF QUESTIONS 
` 
Behavioral or Situational Questions :  In order to hear more than generalities from a candidate, interviewers may 
ask questions about specific experiences from your past.   
Role-Play Questions : Some interviewers like to ask you to role play, posing a questions such as “Imagine that you 
were the Director of Marketing and the CEO presented the following problem to you, how would you handle it?”  The 
variations are endless. Remember to think for a moment or two before you begin to answer. 
Industry-specific Questions : Even for entry-level positions, some interviewers will want to get a sense of how much 
you know about the industry.  For example: “Can you tell me the difference between a commercial bank and an 
investment bank?” 
Current Events Questions : Sometimes in an effort to be conversational or to actually gain information about your 
views, attitudes, or beliefs, an interviewer will ask for your opinion about a current event or person in the news.  Be 
wary of expressing strong opinions.  Keep focused on business. 
 
  

TYPES OF INTERVIEWS 
 
Telephone:   Usually a first interview where there are many applicants. 
Single Interviewer:  One on one in an office or room. 
Panel Interview:   More than three people asking you questions. 
Hostile Interview:   The purpose is to see how you handle yourself. 
Dinner/Lunch:  May be one or more representatives from the company eating with you. This type of 

interview is for management or upper level positions.  It’s not about the food! 
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Interview Follow-up Letter 

 
 
 

An interview follow-up letter is a must .  It shows that: 
 * you are appreciative of the interviewer’s time 
 * you are interested in the job 
and gives you another opportunity to “advertise” yourself. 
 
It should be typed without errors, short, and to the point.  It should include your telephone number.  It should be sent 
promptly after the interview. 
 
 
 
Example: 
 
 
 
2601 Carson Road 
Birmingham, AL. 35215 
(205) 853-1200 
January 7, 1990 
 
Mr. John Doe 
ABC Company 
123 Appleton Street 
Birmingham, AL. 35206 
 
Dear Mr. Doe: 
 
I want to express my appreciation to you for an excellent interview yesterday.  Thank you for the opportunity to describe 
my job skills and qualifications. 
 
I am interested in the position and I think my qualifications and background-in accounting would benefit ABC Company. 
 
Best regards, 
 

�������������	
�����	
 
Jeffersonette Carson 
 
 
 
 
 
 

 
 
 
 
 
 



 16

 
 

FOLLOW-UP CHECK SHEET FOR JOB INTERVIEWS 
 

Company 
 

Address Appointment 
Date\Time 

Contact\Phone Number Thank 
You Note 
Written 

Follow Up 
Phone Call 
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Salary Negotiations 
 

WIN-WIN NEGOTIATIONS 
 
 

What You Need to Know 
 

1. Your total prior salary package (salary plus benefits). 
 

2. Your absolute financial need. 
 

3. The range of this type of job in industry (ask recruiters). 
 

4. The reputation of the company for salaries pays benefits. 
 

5. Your objective (120 percent of your last salary). 
 

6. Your perfect salary (140 percent of your last salary). 
 

7. How long have they been looking-urgency? 
 

8. Their policy on salary review. 
 

9. How your experience measures against their need. 
 

10. How much in a hurry are they for you to produce? 
 

11. How long do you intuitively feel it will your comparable skills and experience in the area? 
 

12. How difficult is it to find people with your comparable skills and experience in the area? 
 

13. What impact will this job have on profits? 
 

14. The salary of the person who had this job before (if you can find out). 
 
 
 
 

HOW TO “SELL YOURSELF TO AN EMPLOYER” 
 

�  Study your interests and qualifications.  Be prepared to give them briefly and clearly during the interview. 
 

�  Before the job interview, learn about the firm.  Ask questions about the firm and the job you are seeking. 
 

�  Arrive 5 or 10 minutes ahead of time.  Tell the receptionist who you are and whom you wish to see. 
 

�  Be neat and clean with hair combed and fingernails clean. Wear appropriate attire. 
 

�  The employer wants to talk to you.  Don’t take your friends or family or family with you. 
 

�  Sit up straight in you chair, feet firmly on the floor; look alert.  Advanced planning will help you to be calm, 
poised and at ease. 

 
�  Think before answering questions. Be polite, accurate, honest and frank.  Give full information.  Do not brag. 

 
�  Have guide sheet with a listing of all your jobs, dates of work, your wages, kinds of work you did and reasons 

you left. 
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�  Be ready to show how your training and work experience will help you to get ahead on the job you are asking 
for. 

 
�  For references give the names and complete addresses of three reliable people who know you and your 

work. 
 

�  Be confident and enthusiastic, but don’t bluff. Use good grammar and speak distinctly, but don’t talk too 
much. 

 
�  Listen carefully; be polite and tactful. Above all, don’t get into any argument with our prospective employer. 

 
�  The employer is interested only in how well you’ll fit the job.   Don’t mention personal, home or money 

problems. 
 

�  Be grown-up and business like.  Show employer proper respect.  Call him\her “Mr.”, or “Ms.” 
 

�  Always follow-up by sending a thank-you letter to the interviewer. 
 

�  If it seems you won’t get the job, seek employer’s advice about other jobs with the firm that may come up. 
 

 
 
 
 
 

 
  Job Interview Questions and Answers 

 
 

Aggressiveness and Enthusiasm  

Your energy level and commitment to the task at hand will be measured by your responses as will your 
ability to convey a sense of excitement and a willingness to "go the extra mile" for the company. 

Employers seeking new employees want people who believe their function is critical to the organization. 
Similarly, they are looking for people who have enthusiasm for the organization, its products and services. 

Interview Question: Why do you feel you can be successful in this posit ion? 
Winner Answer : I have the skills necessary to succeed in this position (tell a brief story to 
prove it). I consider myself energetic and willing to learn. Previous employers or instructors 
will attest to the fact that I am a very hard worker. 

 Interview Question: Why should I hire you? 
Winner Answer : I am a go-getter. I believe in setting goals to achieve success. I am willing 
to learn new ideas and sales concepts. Previous employers will tell you that I am 
organized, self motivated, and result oriented.   

 Interview Question : What is your greatest strength and weakness, and ho w will 
these affect your performance here? 
Winner Answer : I believe my greatest asset is that I am organized and am capable of 
creating order out of confusion. My greatest weakness is that I have little patience for 
people who don't value the same sense of order that I do. I believe my organizational skills 
will help this organization achieve its goals more quickly.  
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Communication Skills  

The only way to increase your effectiveness in this area is to practice. Career Services recommends 
practicing with a friend or a parent who won't laugh at you, or using a tape recorder to rehearse/review 
your prepared interview responses. Warning: At first, this will be very uncomfortable, but with practice it 
will become easier. Practicing interviewing skills will make you feel more at ease during an actual 
interview.  

Interview Question : How do you go about influencing someone to accept y our 
ideas? 
Winner Answer : That's something I've worked very hard on over the years. At some point I 
realized that good ideas, even great ideas, sometimes aren't received that way. The way 
you present an idea is just as important as the idea itself. When trying to influence people, I 
usually try to put myself in their position and think about their perspective. I'm then able to 
present thoughts to them in a way more likely to end in success. 

Interview Question: What experience have you had in making oral present ations? 
How do you rate your skills in this area? 
Winner Answer : I read somewhere that public speaking was the number one fear of 
people in this country. After I read that, I figured that if most people are scared of it, 
addressing my own fear and mastering the skill of oral presentation would probably make 
me more competitive in the job market. So I do presentations every chance I get and find 
the more I do them, the more comfortable I am -- and the better I get. Give examples of 
presentations to back what you are claiming. 

 Interview Question : How would you compare your verbal skills to your wr iting 
skills? 
Winner Answer:  It seems as if organizations are more dependent than ever on the ability 
of employees to be articulate both orally and in writing. I am constantly taking advantage of 
opportunities to develop my oral and written communication skills.  Give examples of 
presentations to back what you are claiming. 

 Interview Question : How should superiors and subordinates interact? 
Winner Answer:  I believe that clear communication throughout the hierarchy of an 
organization is critical to the organization's success. I'd like to think I've developed good 
strong skills in that area. I am always trying to increase my skills in that area. In terms of 
superior-subordinate relationships, I think it's most important to realize that each person 
and each relationship is different. The best approach for me is to begin without 
assumptions and see how the relationship develops over time, always keeping a positive 
attitude. 

 Interview Question : How do you get along with your co-workers? 
Winner Answer:  I generally get along very well with co-workers. Occasionally I might run 
into a conflict with someone. When this happens, I usually focus on what the conflict is 
about rather than on personalities. I find that approach helps me to maintain a successful 
relationship with anyone -- and often leads to resolution and strengthened relationships. 

Record of Success  

Your record of success is your most important credential for gaining access to the best companies. 
Effectively conveying a view of yourself as a person with an impressive track record will do more for your 
chances than any other single tactic. 

There are two tracks you can take here, depending on the material you have to work with and the job 
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you're applying for. If your background vividly illustrates your ability to do the job in question, you merely 
need to choose the best examples and present them.  

You should specifically point out how your past relates to what the company needs. This will demonstrate 
the skills you've used in the past are directly transferable and applicable to the tasks required on the job in 
question. For example: In my previous position, high sales were very important. My first year working with 
ABC Company, I averaged top sales in the department, because I was focused on reaching my goals. In 
summary, if I worked for your organization, I would apply that dedication to your company by focusing on 
higher productivity and professional development. 

 

Interview Question:  What do you consider to be your most significant 
accomplishment and why? 
Winner Answer:  Rather than give you a specific line of thought to work with, I suggest you 
think of something you've done that highlights your uniqueness. Some examples: Won first 
prize in a math competition, I was elected class officer, managed a family crisis, rebuilt a 
car engine from scratch, and reorganized a department. If at all possible, give a work-
related example. 

 Interview Question: Under what conditions have you been most successful  in any 
undertaking? 
Winner Answer:  My approach to problem solving involves a systematic process of 
gathering relevant information about a problem, clearly identifying the problem, setting a 
strategy, and then implementing it. As long as I have enough information and a clear view 
of the problem, I can tackle anything. 

 Interview Question: How hard do you work to achieve your objectives? 
Winner Answer : For me, the question is not how hard I work. It's a given that if I've set an 
objective or if I've been given an important assignment I work as hard as necessary to 
achieve the desired results. The question for me is how smart do I work -- in other words, 
what can I do to make the completion of the task come as easily and smoothly as possible 
so I can move on to other things. 

 Interview Question: Has the competition had any positive or negative im pact on 
your accomplishments? How? 
Winner Answer : If I were afraid of competition, I wouldn't be applying for a job in an 
organization like yours. The most important thing to me is knowing the competition and 
being clear about what it is we're competing for. When I'm in a competitive situation I like to 
make sure I understand what's at stake. Once I understand the game plan, I enjoy 
competing wholeheartedly. 

 Interview Question: What do you consider your earning potential to be f ive years 
from now? 
Winner Answer:  I believe my talents can earn a decent living; that's why I'm applying to a 
prestigious company such as yours. I plan to make enough money to live comfortable and 
am willing to do what it takes to ensure that I am well paid throughout my career. 

 

 



 21

  

Rational Thought Process  

Rational thought process refers to the capability and tendency for a person to think and act in a careful 
and somewhat predictable fashion. 

Rational thought process is one of those categories that could make the difference in a close interview. If 
two equally qualified candidates give acceptable performances in an interview, the job would probably go 
to the one who seemed most rational. To the interviewer, a rational thought process translates to a higher 
level of productivity and fewer mistakes on the job. 

Interview Question: What are the most important characteristics you are looking for in a 
job and why? 
Winner Answer:  I'm looking for a job that utilizes my strongest skills, such as [name 
specific skills]. I think it's also important that my role in the organization be clearly tied to 
the goals in the organization. I'm working for an entry-level position within a company with 
opportunities for advancement. Ultimately, it would also be great to have a job that is at 
times challenging, one that stretches me beyond my current abilities. 

 Interview Question: How do you think our company determines success? 
Winner Answer:  I've watched the growth of _______________ over the past few years. It 
seems to me that you would measure success by the extent of new programs being 
offered, meeting the needs of potential customers, and by the enthusiasm and desire to 
produce results relating to individuals working for the _______________________.  

 Interview Question: How did you determine your career choice? 
 Winner Answer:  The summer before my senior year, I decided it was time to focus on a 
specific direction. Even though I was a business major, I wasn't sure which business I 
would end up in. I spent some time thinking about my goals, what I was good at, and what I 
really wanted out of work, and decided that the __________ industry would fit my interests. 
I also met with a variety of business professionals to discuss career information. 

 Interview Question : What do you consider most valuable: a high salary,  or job 
recognition and advancement? 
Winner Answer:  For me, those things are inseparable. Although I am not obsessive about 
money, I assume that with success and advancement and recognition it brings will come 
greater financial rewards. 

 Interview Question: What qualities are most important to determine whom  you 
would hire for this position? 
Winner Answer:  I think the 2000’s offer real challenges for corporations. If I were doing the 
hiring, regardless of the position, I would look for several things. I'd want somebody who 
wasn't afraid to make decisions, yet was a team player. Excellent written and verbal 
communication skills are important also. Finally, I'd want someone who realized that quality 
and service are the keys to a company's success. 

 Interview Question: Do you agree that grade point average is an indicat ion of how 
successful you would be in this company? 
Winner Answer : (for someone with poor grades) I think it's important that someone show 
the ability to get good grades. If a person has a poor track record in every subject it might 
make me nervous. The important thing from my perspective is that there should be some 
highlights in an individual's academic career that point to potential. 
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Winner Answer : (for someone with good grades) While managing an academic career is 
less complex than a demanding job, I do believe there is a correlation. To me, the most 
important thing about a strong academic record is that is reflects a commitment to 
excellence. 

Maturity  

Applicants confronted with the maturity issue must be able to convey their capacity to think and act in a 
highly responsible fashion. The key here is convincing the interviewer of your ability to see the whole 
picture and make judgments that reflect sound thinking. 

Interview Question : In what ways have you been a leader ? 
Advanced Response : I've had several jobs where I've played a leadership role, 
responsible for seeing that jobs get done, and I've always had successful outcomes. Most 
important though, I feel in the past few years that I've developed ability to spot potential in 
others and have been able to foster their development. For me, that's the real challenge of 
leadership -- helping other meet their potential. Give examples of leadership to back what 
you are claiming. 

Winner Answer : In my classes, I have often volunteered to do extra work or be group 
facilitator. Also, at work I have had leadership experience. I am a waitress in charge of 
training new staff. Generally, many of my co-workers come to me for assistance with work-
related questions and with difficult customers. I enjoy being in a leadership role. I thrive on 
the challenge. 

 Interview Question : In your adult life, what accomplishment has given y ou the most 
satisfaction? Advanced Response : In my last job, I took over my boss' responsibilities for 
two months while he was ill. Although I was relatively new to my position, I was able to pick 
up the additional responsibilities and effectively meet the demands of both positions. It 
really felt satisfying to be able to respond to a crisis like that and deliver. (Provide a 
personal example) 
Winner Answer : Completing my education has been my number one goal. It has been 
difficult working full time and going to school full time. If I can do that, I know I can do 
anything. 

*POWER INTERVIEWS, Neil Yeager and Lee Hough 
  

 


