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The Main Event of the Job Search: INTERVIEWING!

Among hundreds of applicants for a job, your resume and cover letter were strong enough to prompt a potential
employer to invite you for an interview -- Congratulations! You have madaddéd aiste 6t lorf od dl
search, and now are ready to move on to the interviewing phase.

Preparing For Your Interview
Before your interview, there are three i mportant
1. Know Thyself: How well do you fit the job description? What are the skills, abilities, and qualities you have
that can benefit that organization? Why are YOUhe best fit for the job and the organization?
2. Dress the Part: Do you look the part of a professional? Are you conveying a first impression that is polished,

positive, credible, and confident?
3. DotheResearch: What do you know about the organizat
products, primary values, culture? Is the organization financially stable?

This Interviewing Guide will give you information, techniques, and checklists to help you prepare for your interviews.
As you go through the preparation process, keep in mind:
e Interviewing is asKill. Like any other skill, you improve through practice.
e You are also interviewing a potential employer, and are al so | ooking
of iOtF? f[bld(hg a jobShat you enjoy, work that is meaningful, positive, or interesting, colleagues
who are good team members, and overall a company that reflects your own values.

How Do Employers Select Who They Interview?
Employers select candidates to interview from applications received or from very strong referrals from a colleague.

Before selecting candidates to interview, some employers will ask applicants to complete a fitness test, background check
(including credit rating, drug screening, license points, arrest record, etc.), reference check, personality test, or

qualification test. Every organization has a unique hiring process. Pay attenii to deadlines and respond to requests for
information promptly.

If a company likes your potential on paper (your resume, cover letter, and/or application), they will typically call or
email you, and invite you to interview. Some organizations will negotiate an interview date based on your schedule.

Some organizations only interview on specific dates and times.

If you find you are sending out many resumes and cover letters, and are not receiving invitations to interview, your paper
work may need some assistance. Contact the Career Development Center to meet with a career specialist to review

your resume, cover letter, and job search strategy.

Do You Know The Many Possible Types of Interviews?
When you are invited to an interview, be sure to ask what type of interview you will have with the potential employer.

Take a moment to review this list of different types of interviews, so you are prepared for what may come your way.

Type of What is it? What is the purpose of this interview?
Interview
One-on-one The candidate and potential employer talk, Experienced intervi
ideally like a conversation. Can have multiple | organization in less than 15 minutes. Gives
one-on-one interviews with various candidate opportunity to meet with someone in
employees within one day of interviewing. the organization and explore the job.
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Type of What is it? What is the purpose of this interview?
Interview

Screening A 15-30 minute interview, usually one-on- Efficient way to quickly screen candidates. Allows
one, used t 0 to &t&16ink employers to weed out candidates who look good
who to invite for a second or additional on paper, but have difficulty communicating or
interviews. Often held on campus; check the | who are not a good fit for the company or job.
eRecruiting system weekly to apply for on-
campus interviews held in the Career
Development Center

Phone Phone interviews can be one-on-one, or with | Often used as a screening interview.
multiple people via a speaker phone.

Second (or The top candidates from the screening Second interviews are usually much more in

third, etc.) interviews are invited to the organization for | depth, which give the employer and interviewee
additional interviews. May involve any of the | more time to get to know each other. Final
interview types, and can be a half or full day decisions on who to hire are typically based on
of interviewing. these interviews.

Panel A team of interviewers (2 or more) together | Allows multiple perspectives on one candidate.
interview one candidate. Sometimes team interviewers will take on pre-

assigned roles (e.g., one will be friendly, one
more hostile).

Group A group of candidates are asked to complete a | Usually used when the job requires key skills of
team exercise, while being observed by teamwork, leadership, listening, communication,
multiple interviewers. Candidates are rated collaboration, and goal achievement. Behaviors to
on how effectively they work within a group. | avoid: dominance, withdrawing, and forcing the

group to focus on you and not their task.

Task or Candidates are asked to complete a written or | Used when there is a specific task, skill, or ability

Technical manual task. that is essential to effective job performance.

Presentation

Candidates are asked to prepare and give a
presentation on a specific topic, which is then

evaluated as part of the interview.

If the employer needs someone with strong
presentation or communication skills, this is one
method to evaluateaC a N d iskdlsa t e 0 s

Situational or
Behavioral

Candidates are either asked questions or
placed in scenarios to gauge how well they
handle certain situations. Questions may
include OHow woul
Rarely,as i t uat i @festad S O
candidate (e.g., a wallet lying on the floor in
the waiting room before the interview might

be a test of your honesty).

Should only be used if the ability to handle that
situation is critical to performing the job.
Sometimes used to test how a candidate handles

stressful situations.

Confrontational

Candidates are asked questions that

Rarely used to see not only how candidates handle

or Stress deliberately challenge what is on a resume, stress, but if a candidate has the self-confidence,
the interviewer will use unusual interviewing | maturity, and assertiveness to respond
methods, or candidates will be placed in a appropriately to an awkward situation.
very hot or cold room, or a room without
chairs, just to gauge a reaction.
Meal or Social Candidates are interviewed while also dining. | A meal or cocktail reception gives the employer
Situation Check CDCO S Wflr mfSrinatio€on our | the opportunity to see how you interact in a social

annual Spring Dining Etiquette Luncheon.

situation. Remember your manners, and do not

drink alcohol during your interview.
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Feel like you can handle any interview that comes your way? If not, make an appointment for a mock interview with a
career adviser in the Career Development Center (mock interviews can even be taped, so you can critique yourself).

Handling Behavior Based Questions:
Prepare for additional questions that may be asked of you by the recruiter. Often times, employers ask questions that

will determine how well you utilize your skills and abilities in real-life situations. This concept is called Behavioral
Based Interviewing (BBI) and the premise behind it is that the best predictor of future behavior is past behavior. To
answer BBI questions appropriately, we have provided a handy formula to make sure your responses reflect successful
examples of past behavior during actual situations. The BBI formula has been termed the STAR method
(http://ecs.cen.uiuc.edu/ms/star4 . htm)

In answering a question:

S = Situation (Describe the situation)
T = Technique (What approach did you use?)
A = Action (What action did you take?)

Sl Bl Rl

R = Result (What was the result of your action?)

For example:

Recruiter: 01 see that you did an internship with
lessonsthaty ou | earned on the job. o

Student: 00One year aofpositioh for W rBpanybdsed o rhiy §pdializad tragni@g in Graphic and
Web page design. My main responsibility was to create a new Web page design that was more user friendly than the one
they were using prior to my hire. Currently, my web design is still in use and has supported their business by acting as a

7

viable, effective marketing tool . ¢

Preparing for the Interview: Your Checklist

Once you receive the call or email inviting you for an interview, your preparation work begins. Use this checklist:

o Task Resources

Practice interview questions. See example questions in this handout. Call the Career Development
Center to set up a 0 Mo c k | &hd/ o akk ﬁ'iéncﬁ/ﬂﬂmﬂ)(’)to do

mock interviews with you.

Research the organization, Readt h e 01 Qi@efhdt ste@ntl rhatoriils@est to you, explore
understand the posted job OHoover 8s 0 (),hndkiok theijolidescipRod fdrhdivi
description. you fit their needs. Very important step of preparation, shows the

interviewer(s) that you are truly interested in the job.

Research yourself. 0Googled yourself to see whig
you have a o0f acebook allaspedts of Goun
pages convey a professional image.

Make a list of your questions. From your research and the job description, you should have a few
questions regarding the company and the job. Example questions located
in this packet.

Check interview suit, shoes, and Suit and shirt/blouse should be clean, pressed, and professional. Shoes
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other attire.

should be shined. Hair should be clean, groomed, conservatively styled.
Remove multiple piercings, cover visible tattoos. Convey through your
personal grooming that you are a serious professional and ready to work.

Review and (if necessary) update
your resume. Print 2-5 copies of
your resume on resume paper.

Be sure your updated resume is also uploaded to your eRecruiting
account. Print out copies of your resume on resume paper (available at

any office supply store).

Do a o0 d ragticerdiiva to
the interview location.

If you are driving to your interview, do a practice drive, preferably near
the same time of day you will be driving to your interview (helps you
gauge traffic). This is especially important if you have never been to the
interview location before. Note the length of time it takes to drive. You
want to arrive at least 15 minutes early for your interview.

Consider buying a portfolio
notebook or use a briefcase.

Available at any office supply store such as Staples, OfficeMax and Dunder
Mifflen. Portfolio notebooks have pockets for resumes, pad of paper,
place for pen, and storage for other items. Women should avoid carrying
a large purse to an interview; if possible condense what you need into the
pockets of the portfolio or briefcase.

If you have a lunch or dinner
interview, practice your dining
etiquette.

Allow your host to be seated first, never order anything more expensive
than your host orders, avoid messy foods, if you have many forks use the
one furthest from the plate first, wait until everyone at the table is served
before you begin cating, chew with your mouth closed, keep your napkin
on your lap (if you get up during the meal, place your napkin on your
chair seat), and do not drink alcohol. You are being interviewed during
this meal, and your social skills are being assessed as well as your

employable skills.

The night before the interview,
lay-out what you will take with
you, and a note to turn off your
cell phone during your interview.

Take a list of questions, copies of your resume, mints, and a calendar (you
may need to set another interview date or work start date). If you are a
person who is chronically late or oversleeps your alarm, ask a friend or

family member to be your back-up alarm.

Practice Questions Before the Interview

Below is a list of 50 COMMQfiestions employers ask during interviews. Each interview is unique. You should be

prepared to answer other questions pertinent a

review these questions before your interviews.

nd relevant to the position for which you are interviewing. Take time to
Consider doing practice interviews with a Career Specialist, friends or

family members; remember, you want to be comfortable answering these questions, yet not sound like you have a

memorized answer for each question. Practice

is important to learning how to think through your answer, communicate

your answer clearly, and also convey a strong professional image through your body language and demeanor.

50 Questions Commonly Asked By Employers

1. Tell me about yourself. 27. What are your technological skills?
2. What led you to apply for this position with this 28. What is your definition of success?
organization? 29. Do you prefer to work independently? Or as part
3. What are your strengths? of a team?
4. What are your weaknesses? 30. Give an example of how you have resolved an
5. Describe a situation where you worked as a part of interpersonal conflict.
a team. 31. What kind of work environment do you prefer?
6. What would you like to be doing 5 or 10 years 32. Why did you leave your last place of employment?
from now? 33. How long would you want to work for us, if you
7. How did you choose this major or career path? were offered the job?
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10.
11.
12.

13.
14.

15.
16.

17.

18.

19.

20.

21

26.

What do you know about our organization?

What do you know about this position?

How do you handle stress?

What would your boss or professor say about you?
Give an example of how you have evidenced
leadership, either in or out of class.

Describe your best or worst boss.

How have your experiences prepared you to work
for our organization?

In your own words, describe your ideal job.

What contributions could you make to our
organization?

If you were interviewing applicants for this job,
what qualities would you be looking for in
candidates?

What have been your favorite courses in college?
Why?

With what other organizations are you
interviewing?

Who has been the greatest role model for you?

. What motivates you?
22.
23.
24.
25.

Have you had any arrests?

Do you use alcohol or illegal drugs?

Would you be willing to take a drug test?

If traveling is necessary for this job, is that
something you enjoy?

What is the greatest challenge you have ever faced?

34

35.

36.
37.

38.

39.

40.

41.

42.

43,

44.

45.

46.

47.

48.

49.
50.

. What were your duties and responsibilities with
your last job?

What extracurricular or community activities are
you involved with?

What do you like to do in your free time?

What unique qualities would you bring to our
organization?

What did you learn in your coursework that would
help you in this job?

What accomplishments give you the greatest
satisfaction?

What are your salary requirements?

Have you ever done this kind of work before?
Can you explain why you have been out of work so
long? Or the gaps of time between jobs?

How do you organize your schedule and tasks?
How do you handle the pressure of deadlines?
Give an example of a problem you have
successfully solved.

If you could be any animal or tree, what kind
would you be?

What are three effective leadership skills you
possess, and how have you demonstrated those
skills?

How did you hear about this job?

Why should we hire you?

What questions do you have for me/us?

Since interviewing is a two-way experience, you will have questions for your employer. While you are doing your

research on your potential employer, take note of questions that come to mind. Below is a list of other questions you

rnight want to ask during your interview. Most interviewers will end the interview with question #50 (see above) and

you should have at least one question prepared. Why? Asking questions shows your interest in the employer and the

job, plus questions help you gather more information so you can make an informed career decision.

Questions You May V

Her

eds a LToAvbidan én Intehviem.g

A
A

> >

>

A

What would an average day on the job entail?
What goals or projects would you want this
person to accomplish quickly?

What type of training is provided for new
employees?

How will my performance be evaluated? Who
does the evaluation?

How would you describe the ideal candidate for
this position?

What are the top 3 goals of your department for
the next year or near future?

Who would be my immediate supervisor?

(7]

Arriving late. That gives the employer a
good reason not to hire you.

Seeming over-eager or desperate.

Being too humble about your
accomplishments.

Being too ego-centric about your
accomplishments.

Criticizing previous employers or co-
workers.

Asking questions to which you should or do
already know the answer.

© © © ® 006

Asking about the salary and benefits before
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A Who would I be working with on a daily basis? you receive a solid job offer.

A What are the biggest challenges about this job? @ Elaborating on unnecessary details, or

A Why did the person holding this job leave this ramble, to fill in awkward silences.
position? Q Wearing unprofessional attire, heavy

A What is someone hired in this position typically CO]Ogne, too much make-up, not bathing,

doing 5 years later? showing multiple piercings, and/or unusual

A What do you enjoy about working at this tattoos.

organization? Q Assuming because you have earned a

degree, that you are entitled to the job.

Hey, Thatdos |1l egal!!
U.S. law protects certain classes of potential employees from discrimination in certain types of employment. In a perfect
world, employers would make hiring decisions based on what skills, abilities, and knowledge someone would need to do

a specific job. Since we live in an imperfect world, there are still some employers who have preconceived notions about
who can best do a job (for example, a specific gender, age, ethnicity, religion, or marital status might be preferred).

Typically, i f you are asked an oill egal dverquest i c
rarely, yoOou may be asked an illegal questinotnertvai etwessot

page 2). There are many legal reasons employers will ask you to provide personal information on an application form or

when hired.

If you are asked an illegal question during an interview, you have some choices to make:
e Should I answer the question? You could provide the information, which may or may not be
helpful to your candidacy. Or evasively answer the question. The tricky part is if the question does not
directly relate to your ability to do the job, you cannot predict what answer the employer sees as a

0gooddé answer
e Should I refuse to answer the question? You can do so gracefully
me how that fits 1A mwirteh btohl ed jooTbh artedgsu iirlel nee

may come across as confrontational or uncooperative, which are not ideal qualities to convey in an

interview.

What are examples of illegal questions?

Protected Class or
Information

Legal Questions

Potentially Illegal Questions

National Origin or Citizenship

What languages do you read/write/speak
fluently?

Are you a U.S. citizen?
Where were your parents born?
What is your native language?

Age

Are you over the age of 18?

How old are you?

What s your bi

r

Marital or Family Status

Would you be willing to relocate?

Would you be willing to travel?

Would you be willing to work overtime as
needed?

Are you married? Single?
Do you plan to have a family?
How many kids do you have?
What are your child-care

arrangements?
Affiliations What professional or social groups do you What clubs or organizations do you
belong to that are relevant to this job? belong to?
What is your religious affiliation?
Disabilities Are you able to perform the defined essential | Do you have any disabilities?

functions of this job?

Have you had any recent illnesses?
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Can you demonstrate how you would What is your medical history?
perform these job functions?
Arrest Record Have you ever been convicted of a crime? Have you ever been arrested?
Military In what branch of the armed forces did you If you have been in the military, were
serve? you honorably discharged?

What type of training or education did you
receive in the military?

Race What abilities do you have to work withthe |Wh at 6 s your et R
clientele we serve?

Source: Job Choices, National Association of Colleges and Employers, 2006

Looking the Part of a Future Employee

For any job interview, you want to convey that you can do the job. One way you
convey the message 0l amplabhihgryaf essi
dress.

For your interview, you want to dress conservatively, typically in a dark suit.
Through your research, you will know the type of organization or company culture
with which you are interviewing, and sometimes the interview attire may be more

relaxed. Always, regardless of industry or career, dress professionally.

Confused about what is oprofessional attire?o
have to convey a polished, professional image, and also strike a balance between tradition and current fashion. Notice

how what they wear and how they look contribute to their credibility as a newscaster? That is what you want to achieve
aswell0t he t ot al O Y O bk shodld cdv@y tosfidierice] cadibilityg ailfpdtei@ia) t&@ bk an excellent

employee for that organization.

What to wear for an interview

Women Men
Suit Preferably navy blue or charcoal skirt or pant | Preferably navy blue or charcoal suit with matching
suit, whatever makes you feel most professional | blazer and pants.
and polished.
Shirt Complementary color to suit, avoid low-cut or | White or light blue dress shirt, button down or

any features that detract from your professional | spread collar.

image.

Tie or Scarf | If desired, can wear scarf in complementary | Tie in complementary color(s) to your suit.

colors to your suit and blouse.

Hair Should be neatly and conservatively styled. | Conservative length, neatly styled, and most
Avoid playing with or touching hair during | employers prefer no facial hair. If you keep your

interview. facial hair, be sure it is clean and neatly trimmed.

Socks/Hose | A color matching your suit, or natural color hose. | Dark colored dress socks that match your suit.
When you sit down, skin should not be visible

above your socks.
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Shoes

Polished plain pumps, dark or matching color, | Polished dark dress shoes, no boots.
closed toe and heel, no higher than 2 inch heel.

Accessories

Limit accessories to no more than one earring per | Limit accessories to no more than a tie tack, watch,
car, one necklace, one ring, a watch, and a pin on | one ring, no earrings, and cuff links. Remove any
your jacket lapel. Remove any visible multiple | visible multiple piercings and cover up visible

piercings and cover up visible tattoos. tattoos.
Personal Clean and polished fingernails, minimal or no | Clean and polished fingernails, minimal or no
Hygiene fragrance, clothes and self smell clean, clean eye | fragrance, clothes and self smell clean, clean eye
glasses. Bring breath mints. glasses. Bring breath mints.
Other Do not bring in a cell phone to the interview. If you must bring it with you, turn it off.

Smokers: do not smoke while in your interview suit before or after the interview, to keep it smelling
clean. If necessary, use nicotine gum to get you through the interview day.

The Little Things Count During and After Your Interview

When an employer needs to choose among equally well qualified candidates, it is the little things that will set you above

and apart from the other candidates. What are those little things?

Treat everyone you talk with at the organization -- from the janitor to the CEO -- with the same level of
dignity and respect.

Greet everyone you meet with a smile and a firm handshake, introduce yourself.
Convey genuine enthusiasm and energy about this career opportunity.

Manage your anxiety and nervousness; take deep breaths while in the waiting room or in your car before
walking in to the interview.

Allow the interviewer to see the real you.

Convey the qualities you would like to see in a co-worker.

Focus on the job and organization, not the pay (never ask about salary until you have a firm job offer in
hand).

Be interested in what others have to say, ask questions, use appropriate humor.

After each interview, ask the individual for a business card, jot notes on the back of the card to help you
remember some of your discussions, and use this information to write your thank you notes.

Within 24 hours of your interview, write a thank you note to every person with whom you interacted
during your interview. That includes the receptionist, especially if s/he was helpful to you or helped to

arrange the details of your interview day. Hand written or typed thank you notes stand out from email.

In your thankyoul et t er , foll ow up with any infor mat

the organization.
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Example Thank You Letter

1313 Mockingbird Lane
Ashland, OH 44325
May 25, 2007

Julia Boxer

Coordinator, Perfect Job, Inc.
1111 W. Market St.

Ashland, OH 44313

Dear Ms. Boxer:

(Paragraph #1: This paragraph should include a thank you for your interview, and convey yourtgnthusiasm 1
Thank you for taking the time to interview me yesterday for the position of Thank You Letter Writer with Perfect Job,

Inc. After meeting with you and the rest of your staff, I am very excited about the possibility of working with you and

the Perfect Job organization.

(Paragraph #2: In this paragraph, you can reiteratogeufadjoslifipaon information or questions, include inform
you forgot to convey during your interview, o0r
In our interview, you mentioned that the first priority of this job would be to create a database of letters that could be

used by your clients. My experiences in both desktop publishing and web development would give me the skills to make

an immediate impact in getting this information up and out to your clients quickly and efficiently. In addition, I believe

my team work and leadership skills would allow me to become an effective and contributing member of the staff team.
(Paragraph #3: Thank the interviewer again, include a next step, and a professional closing.)
Again, thank you for your time and consideration in interviewing me for the Thank You Letter Writer position. If you
need any additional information regarding my candidacy, please feel free to contact me at 419-555-1313 or by email at
hireme(@ashland.edu. Good luck to you and your staff in selecting the best candidate for this position with Perfect Job.

Of course, I hope that I will hear from you soon.

Sincerely,
Tuffy Mascot

Tuffy Mascot
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Free Mock Interviews!
Since interviewing is a skill, you will improve with practice. The Career Development staff can give you a practice mock

interview, and then critique your interviewing performance. All you need to do is:
A Contact the Career Development Center to make an appointment to meet with a career specialist.

Free Interview Seminars!
The Career Development Center offers free seminars on interviewing throughout the year. Check our web page for the
next scheduled seminar (http://www .ashland.edu/career or call 419-289-5064 and ask about the next scheduled

interviewing seminar.

Free Access to eRecruiting and Interviews with On-Campus Recruiters!
Did you know that employers from all types of organizations conduct interviews every year in the Career Development
Center? Employers come to Ashland University and the Career Development Center because they know they will find

qualified and talented students and alumni. If you have a eRecruting account, you can see the list of employers coming to
campus, and apply for an interview time (yes, these are realjob interviews!). Plus you will have access to over 40,000
job postings from career centers throughout the United States, as well as postings from Careerbuilder, HotJobs, and

Di ce. Do n 0 t accdurd yéte Callahe @rREDEvdlopimient Genfer@nd set up an appointment with a
career specialist. eRecruiting accounts are free to currently enrolled students and Alumni.

Still Have Questions About Interviewing?
We have many books on interviewing in our Career Resource Library. Our library is open whenever our office is open.

Just stop by and check out the many resources available to you.

You can also contact our office to set up an appointment with one of our career advisers:

Career Development Center
Hawkins-Conard Student Center 2™ Floor
419-289-5064
Fax: 419-289-5071
careers(@ashland.edu

Come on in, explore, learn, and become a polished, professional interviewer!

&hance favors the prepared mind
Louis Pasteur
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