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Student Handout 

THE INTERVIEW 
 

The effort and hard work you have placed in job searching, writing a resume and cover letter, and completing 

an application, has paid off!   

The interview is a process in which a potential employee is evaluated by an employer for prospective 

employment in their company, organization, or firm. 

Purpose 

A job interview is used to evaluate the candidate. The interview is usually preceded 

by the evaluation of submitted applications and/or résumés from interested 

candidates by a recruiting team who selects a small number of candidates for 

interviews. The job interview is considered one of the most useful tools for 

evaluating potential employees.  

Once all candidates have been interviewed, the employer typically selects the most 

desirable candidate and begins the negotiation of a job offer. 

Preparation 

It is very important to be well prepared for an interview. It is wise to research the company before the interview. 

To avoid being nervous, the applicant should practice answering possible traditional and behavioral based 

questions.  

Process 

A typical job interview has a single candidate meeting with between one and three persons representing the 

employer; the potential supervisor of the employee is usually involved in the interview process. While the 

meeting can be over in as little as 15 minutes, job interviews relatively last up to two hours or longer. The 

majority of the job interview will involve the interviewers asking the candidate questions about his or her job 

history, personality, work style and other factors relevant to the job.  

The candidate will usually be offered an opportunity to ask any questions at the end of the interview. These 

questions are strongly encouraged since they allow the interviewee to acquire more information about the job 

and the company.  They can also demonstrate the candidate's strong interest in both the job and the 

organization. 
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TYPES OF INTERVIEWS 

Behavioral interview 

A common type of job interview in the modern workplace is the behavioral interview or behavioral event 

interview. This type of interview is based on the notion that a job candidate's previous behaviors are the best 

indicators of future performance. In behavioral interviews, the interviewer asks candidates to recall specific 

instances where they were faced with a set of circumstances, and how they reacted.  

Technical Interview 

This kind of interview focuses on problem solving and creativity. The questions aim at your 

problem-solving skills and likely show your ability and creativity. Sometimes these 

interviews will be on a computer application with multiple-choice questions. 

 

Telephone Interview 

Telephone interviews take place if a recruiter wishes to reduce down the number of prospective candidates 

before deciding on a shortlist for face-to-face interviews. They also take place if a job applicant is a significant 

distance away from the premises of the hiring company such as abroad or in another state. 

Skype/ Video Interviews 

To save on interviewing costs and to streamline the job interview process, companies are turning to their 

computers instead of phones and offices to conduct first, second or third-round interviews. Skype, an online 

phone and video service, has become the most popular way to conduct long-distance video interviews. 

Sometimes companies use Skype for first-round interviews (similar to a phone interview). Other times, 

companies will use Skype for second-round, or even third-round, interviews. Preparing for a Skype interview in 

advance can be less stressful than interviewing in person. 

Panel Interviews 

When you have an appointment for an interview many times you will not be given advanced notification that 

you will be interviewed by several individuals in a panel style setting. When this happens do not be caught off 

guard. Plan to maintain approximately 80% eye contact with the person who asked the specific question. The 

remaining 20% should be eye contact should be with the remaining panel members to help read their non-

verbal feedback. 

Group Interviews 

A group interview is a screening process where multiple candidates are interviewed at the same time. 

Employers may use a group interview if they are seeking someone to integrate into a team setting, if they are 

attempting to interview a large number of people for a single position, or if they are looking to identify someone 

for a position where assertiveness is a key attribute.  

The point of a group interview is to see how candidates choose to stand out from each other, how well 

candidates function in a group setting with people they do not know, and/or if candidates demonstrate desired 

attributes such as teamwork, assertiveness, etc.  A group interview should not be confused with a panel 

interview, which is when multiple interviewers screen a single employment candidate  

https://www.thebalancecareers.com/steps-in-the-job-interview-process-2061363
https://www.skype.com/en/
https://www.thebalancecareers.com/tips-for-a-successful-video-job-interview-2061348
https://www.thebalancecareers.com/what-is-a-first-interview-2061993
https://www.thebalancecareers.com/how-to-ace-a-phone-interview-2058579
https://www.thebalancecareers.com/tips-for-acing-a-second-interview-2061308
https://www.thebalancecareers.com/tips-for-acing-a-third-interview-2063703
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PREPARING FOR AN INTERVIEW-REVIEW 

Appearance 

▪ Wear clothing that is clean, pressed and well fitting. 
▪ Clothing should be professional and conservative for both men and 

women. 
▪ Wear appropriate clothing and footwear.  Dress at least one or two 

levels above the job you want. 
▪ Polish your shoes. 
▪ Make sure that your hair is clean and combed. 
▪ Make sure your hands are clean and your fingernails are clean and 

trimmed. 
▪ Brush your teeth and freshen your breath.  However, do not chew gum 

during the interview.  (Smokers-Smoke after the interview!). 
▪ Wear subtle perfume or cologne (or better yet, don’t wear any). 
▪ If you have belt loops, wear a belt. 
▪ Wear matching socks/hosiery (Ladies’- no runs!). 
▪ Do not wear sunglasses (unless you have a medical reason), hats, and jewelry in 

unconventional places. 
▪ Dress to deemphasize body piercings or tattoos. 

 
Body Language 

▪ Smile during the interview. 
▪ Shake hands with a friendly greeting! 
▪ Sit when you are offered a seat. 
▪ Use good posture and maintain eye contact. 
▪ Show you are listening by nodding, taking notes, etc. 
▪ Avoid sending negative messages (yawning, looking at your watch, etc.). 
▪ Show composure (no fidgeting, playing with your hair, biting your nails, etc.). 

 

Responsiveness 

 

▪ Be on time, or better yet, early. Make a dry-run to the location to ensure you are comfortable 
with your directions!  Arrive about 10 minutes early or as directed! 

▪ If you can, know who you are going to be speaking with, and confirm their title and last name.  
Once you are introduced, say their name and title to ensure you pronounce and reaffirm to 
whom you are speaking!  The receptionist or secretary is included here! 

▪ Know the job for which you are applying. 
▪ Research the company and know their products/services, mission, vision, values etc. 
▪ Show enthusiasm. 
▪ Speak clearly, using proper grammar. 
▪ Maintain good eye contact and posture! 
▪ Avoid using slang, swearing and suggestive language. 
▪ Answer questions clearly, completely and honestly. 
▪ Focus on your strengths. 
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PREPARING FOR AN INTERVIEW HANDOUT (continued) 

Attitude 

▪ Show respect. 
▪ Be positive and enthusiastic. 
▪ Know the interviewer’s name. 
▪ Have all paperwork completed. 
▪ Ask questions that show your interest in the company and the 

job. 
▪ Do not say anything negative about any of your former employers. 
 

Application/Resume 

▪ Make sure you bring your typed resume. 
▪ Do not fold or wrinkle your resume. 
▪ Make sure you complete your job application in full. 
▪ Come prepared with all prior work and education information and with a list of references 

(including contact phone numbers). 
▪ Bring a pen! 

 

Miscellaneous 

▪ Turn off your cell phone prior to the interview. 
▪ Do not bring your children, or anyone else, to the interview. 
▪ Do not seem desperate for the job. 
▪ Do not be caught off guard by friendly interviewers with whom you become fast friends.  This is 

an interview technique.  They are evaluating how you are reacting to them.  While you can show 
warmth and smile, remain professional and keep to your original strategy.  Do not say anything 
you would not have said during a formal, more conventional interview. 

 

Closing the interview 

▪ Stand and shake hands  
▪ Thank the interviewer for his/her time and consideration. 
▪ Emphasize your interest in the job.  It is always better to 

get a job and turn it down than to not be offered a job. 
▪ Ask when a decision will be made. 
▪ Send a thank-you letter to the person with whom you 

interviewed. 
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HOW TO CREATE YOUR 30 SECOND COMMERCIAL 

 

Your 30 second commercial is utilized throughout your job search and in many settings. Your commercial tells 

people who you are, what you have accomplished and what you are looking for. In addition, it serves as an 

edited version of your Career Summary, which is a vital part of your resume. Listed below is a script you can 

use to create your personal 30 second commercial.  

Follow the steps below and use the suggested script until you get comfortable with your own version.  

STEPS FOR DEVELOPING YOUR 30 SECOND COMMERCIAL  

Step 1: Smile  

Step 2: State your Name 

Step 3: Share your profession 

Step 4: Mention your former company or general industry 

Step 5: Talk about your key areas of responsibility 

Step 6:  Share what type of opportunities you are looking for  

SAMPLE SCRIPT 

“Hello, to my name is _____________ (only if the person does not know who you are.) 

I am a __________________________ (professional). 

Most recently I worked at ______________________ as a _________________ (title),  

where I was responsible for _________________________________________________ 

Some of my key accomplishment are: 

____________________________________________________________ 

_______________________________________________________________________ 

I am currently pursuing opportunities in _______________________________________ 

Mistakes to Avoid 

1. Speaking too fast  2. Using highly technical terms, acronyms or slang 3. Not being focused 

4. Not practicing what you’re going to say 5. Being robotic 6. Not having a business card or  

other take-away with you 7. Not saying anything 
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MIXED INTERVIEW QUESTIONS 

1. Tell me a little bit about yourself.  

Why employer asks this question: 

• This is often the first question and the interviewer forms a critical initial impression. 

• Interviewer needs an overview of your relevant background.  This provides a framework to better 
understand the rest of your answers; it’s like “setting the stage”. 

Good points in your answer: 

• Organized presentation of facts (could be based on your “summary of qualifications” from your resume); 
includes work overview, education, key accomplishments & skills you want to use 

• Examples relevant to the target job  

• One minute or less… the interviewer will ask follow-up questions if more information is needed 

• Appreciation for the interview and desire for the job 

• Make reference to specific skills you have that are required for the job 

• One or more points include specific outcomes/results you attained. 

Avoid: 

• Rambling/ talking too long  

• Memorizing word-for-word.  You’re likely to say it differently each time…but, it doesn’t matter; the 
interviewer doesn’t know what you intended to say.  So, if you forget something you feel is important, 
include it in another answer  

• Looking down or reading your notes…. this is about you…you know the general message…you need to 
communicate sincerely and confidently. 

2. What are your greatest strengths?  (or why should I hire you?)  

Why employer asks this question: 

• Interviewer wants to know what you can do for them…how you can help solve their problems and/or 
provide great service 

Good points in your answer: 

• Using examples to demonstrate your skills/achievements 

• Stating the skill in terms of your personal abilities (this will help employers know exactly how you can solve 
their problems); i.e.  If they have a chaotic situation in their office and can’t find information quickly when 
they need to…..instead of just saying you have “good organization skills”, say you have the “ability to 
organize scattered or complex information into a clear, priority order filing system” 

Avoid: 

• Providing irrelevant or too many skills.  No matter how many great strengths you have, limit your answer to 
two (3 max) skills directly relevant to this job 

• Giving more than one strength if the interviewer asks for “a strength”.  Listen carefully to the question.  
After you give the one example, you can always say “…and I have more if you’d like to hear about them” 
(in case the interviewer meant to ask for more than one…).  The interviewer may need to move on due to 
time constraints.  Also, you can build your additional strengths into answers for other questions! 

 
3. Tell me about an area where you could improve.  (Or what is your greatest weakness?)    

Why employer asks this question: 

• Learn about areas that could screen you out as a candidate 

• Test your honesty.  Interviewers can recognize a “canned answer” easily….and they are NOT fooled by 
disguising a strength as a weakness (i.e., I’m a perfectionist; I work too many hours…etc.)! 
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Good points in your answer: 

• Share a skill area where you really did have some difficulty AND where you have taken steps to overcome 
the problem…an assurance that it won’t be a problem in the future. 

• Be brief (and never sound apologetic or unsure)  

• If you have a “go/no go” issue (like you can’t travel due to lifestyle), call it a weakness; a company that 
requires travel will screen you out…and you don’t want that job anyway! 

Avoid: 

• Since you likely have more than one area that could be improved, don’t use an example of a weak skill 
that is critical to success in this job. 

 
4. Describe a time when you had to work with a difficult boss or co-worker. (Behavioral) 

Why employer asks this question: 

• Determine how you handle obstacles 

• See if you view yourself as “the victim” in negative situations 

• Identify clues that indicate YOU are difficult to work with 

• Identify whether or not you will be a troublemaker  

• Find out how you overcome issues like this 
 

Good points in your answer: 

• Staying positive 

• Identify how you overcame the difficulty (consistent with company policy!) 

• The nature of the “difficulty” is not personal…it relates to a policy or customer issue or an external 
circumstance that defines the “difficulty” (i.e., co-worker continually skipped a step in the process causing 
me to do double work….I helped retrain him so he was able to complete his work effectively). 

• Focus on behaviors rather than feelings 

Avoid: 

• Slamming a person or the company 

• Using a boss as the example 

• Placing blame on another person for a failed project or function 

• Indicating you “didn’t get along” with the other person 

5. Describe a situation where you resolved a conflict. (Behavioral) 

Why employer asks this question: 

• Determine how you handle conflict 

• See if you view yourself as “the victim” in conflict situations 

• Gain insights that indicate YOU create conflict 

• Identify whether or not you will be a troublemaker 

• Find out how you overcome obstacles and solve problems 

Good points in your answer: 

• Focusing on an issue you helped resolve (i.e., between two departments, or between two other people, or 
between a customer and your company…). 

• Clarifying the role you played in the conflict resolution. 

Avoid: 

• Anything that involves you in a personal conflict with another person -- You need to project the impression 
there has never been a person you couldn’t work with successfully 

• Blaming specific people for a conflict; the problem is based on rules or policies or is based upon differing 
points of view, not bad people… 
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6. What was most/least rewarding about your last job?  

Why employer asks this question: 

• To determine how well you might fit in the target department/company 

• Looking for circumstances you dislike that will be part of the target job 

• Looking for circumstances you like that will not be part of the target job 

Good points in your answer: 

• Elements of your previous job you liked that are a key part of the target job 

• Describing how you benefit the company by doing the things you like to do 

• What you disliked that is clearly a not part of the target job 

• Describing a specific aspect of previous job that you disliked and how you compensated for the dislike in 
some manner (i.e., even though you were very effective, you didn’t like filing; so you did it first thing in the 
morning to get it over with…) 

Avoid: 

• Using an example of a “dislike” that is a requirement of the target job 

• Mentioning something that could point to a weakness you have 

• Indicating a severe dislike for anything might imply you are inflexible or an “all or nothing” person 

7. Why did you leave your last job?  

Why employer asks this question: 

• Determine if you were fired or let go due to problems with your performance 

• Find out if you tell the truth 

• Look for indicators you wouldn’t be a good job candidate 

Good points in your answer: 

• BRIEF ANSWER 

• “High level”, general answer (i.e., “it was time to move on”; “I was laid off along with the whole department”, 
….).  It’s amazing how often brief answers are sufficient; if interviewers want more information, they will 
ask! 

Avoid: 

• Making negative comments about former employer 

• Blaming anyone else for your job loss 

• Misrepresenting the situation (if you were fired, you need to say so…with a brief description of the 
circumstances) 

• Indicating a former employer has a negative opinion about you 

• Scrambling to explain what happened blow-by-blow…. 

8. How do you handle stress?  

Why employer asks this question: 

• To learn what strategies you use to deal with pressure 

• To gain insight into your emotional stability 

• To see if you will “bad mouth” your previous employer 

• To determine if excessive pressure will deteriorate your performance 

Good points in your answer: 

• Providing a specific example of how you handled pressure in the past 

• Describing strategies you use to deal with pressure 

• Identifying how you achieve good results in spite of pressure 
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Avoid: 

• Even if the interviewer says “…how would you work under pressure”, don’t speculate; share an example of 
how you do work under pressure. 

• Whining about conditions on your previous jobs 

• Saying pressure is not a problem…and then not giving an example of how you handle it 

9. Do you prefer to work independently or on a team?  

Why employer asks this question: 

• To determine if you will fit in the target position based on requirements of the job (i.e., you would work 
alone most of the time…or you would work in a team most of the time…or some combination that does or 
doesn’t match your preferences). 

• To get some indication of how you will work with others 

Good points in your answer: 

• Depending on the situation, I do both 

• I need to work alone to plan (my projects, my day, ….) or to conduct analytical studies, and then I enjoy the 
opportunity to work with co-workers (or customers) to develop strategies… or refine plans… or assess 
results… or provide good customer service, etc. 

• Providing an example that demonstrates how well you balance alone time with teamwork 

• Adding a comment that shows how well you function in a team environment 

Avoid: 

• Stating a preference for one or the other 

• Saying you like “alone” or “with others” 90% of the time…or each 50-50.  Various situations may call for 
working alone or with others for many different amounts of time. 

10. What role have you played in team situations?  

Why employer asks this question: 

• To determine how you would fit into the target department/company 

• To assess your effectiveness as a team member 

• To discover what role you play on teams 

Good points in your answer: 

• Identifying YOUR ROLE on the team (i.e., leader, logistics, meeting coordinator, mediator, analyst, etc.) – 
teams need many talents  

• Provide a quote from a previous boss, co-worker, or client complementing your teamwork skills 

• Briefly identifying the purpose of the team 

• Describing the positive outcome of the team’s efforts 

• Sharing credit with other team members 

Avoid: 

• Saying you were the leader when you weren’t… 

• Being so general or vague that it’s difficult to determine if you made a positive, inconsequential or negative 
impact 
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ANSWERING BEHAVIORAL BASED QUESTIONS 

 
The STAR method is a structured manner of responding to behavioral-based interview questions by discussing 
the specific situation, task, action and result of the situation you are describing. Describe the situation that you 
were in or the task that you needed to accomplish. 

 
The STAR Method stands for: 

 

• Situation - An event, project, or challenge faced 

• Task - Your responsibilities and assignments negotiating the situation 

• Action - Steps or procedure taken to relieve or rectify situation 

• Result - Results of actions taken. 
 
Example:  
 
“Tell me about a time when you performed well under enormous pressure.” 
  

Situation: One time, at my last job, my coworker had a family emergency and needed to miss work for some 

time, and their critical project was left unfinished and without a manager. 

 Task:  My supervisor instructed me to take on the project, and with no leniency on the deadline, I had days to 

complete a project that originally should have taken several weeks. 

 Action: I requested and was granted a reduction in my weekly goals, allotting me more time to attack the 

special project. As far as my weekly goals, I was able to delegate them out evenly to some of my teammates. 

 Results: With the reduction in my daily goals, I was able to dedicate more time to the special project. This 

allowed me to finish it on time and with complete accuracy. My supervisor appreciated my attitude and drive, and 

I was given several more projects after that, along with an eventual promotion and pay raise. 

Tell me about a time you were able to satisfy an upset customer.”  

Situation: Our new product was set to be released in May and was much anticipated. In fact, one of our biggest 

customers was already relying on our product to include in their own business platform. Unfortunately, one of our 

suppliers didn’t meet our contract needs in April, which could have delayed our product release and would have 

made our customer very dissatisfied.  

Task: To address this problem, my team had to find a new supplier as quickly as possible or look for an 

alternate way to satisfy our customer.  

Action: After conducting rapid research into likely suppliers, it became evident that none would be able to help 

us meet our product specs as written. Leading the product team back to the drawing board, we altered the 

design of our product in a way that allowed us to utilize a ready supplier without compromising the primary 

functionality of our product.  
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Result: Because we worked with what the new supplier had readily available, we were able to complete 

production on schedule. The cost of the new supplier was less than the original, so our own price point could be 

reduced, as well. Both of these results greatly pleased our customer, who ended up increasing their order and 

putting us over our sales goal within the first three months of product availability. 

Describe a situation where you made a mistake and how you went about correcting it  

Answer: In my last job working as an event organizer, I was involved in the planning of a large full-day 

conference for two hundred people at the hotel. 

My specific task was to coordinate the food and beverage offering for attendees, which included breakfast and 

lunch services. This meant selecting the food to be provided based on the hotel’s catering options while 

accommodating any dietary requirements of attendees. 

Unfortunately, I miscommunicated the number of vegetarian options that were required when placing the order 

with the hotel. So, when our guests sat down for their lunch, there were a handful of people who did not receive 

a plate. 

Upon being alerted by a hotel staff member of the problem, I immediately realized my error. So, the first thing I 

did was speak to the kitchen staff about whether they could develop more vegetarian meals even if they weren’t 

part of the original catering menu. Luckily, the kitchen staff was very accommodating and managed to put 

together some plates of food. 

After working on a solution with the kitchen, I informed my manager I had made a mistake but that I had 

already taken action to correct it. She was supportive of my action. I then went to the five guests who were 

affected by the mishap to confirm they would not mind eating something not on the original menu. They were all 

fine with the change so, despite a short delay in getting them their food, they were all satisfied with the result. 

The lesson I took from this is that with every event involving food I now have a spreadsheet for dietary 

requirements that I use to confirm meals multiple times before an event. 
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ASKING QUESTIONS FOR THE INTERVIEWER(S) 

Toward the end of your interviews, the interviewer will give you the opportunity to ask questions. Be prepared 

to ask a least one or two questions; not asking any questions may be interpreted by the interviewer as you’re 

not being interested in the job or their company.  

On the other hand, do not ask questions where the answer is obvious or readily available 

or when the topic has already been thoroughly discussed in the interview.  

Never ask about salary and benefits, such as vacation leave, first paycheck, etc. However, 

be ready to discuss if these topics are raised by the employer!  

 

1.   What does a successful candidate look like in this position? 

2. What are the biggest challenges someone in this role will face?  

3.  What are the expectations for this position in the first 90 days? 

4. How can I make your job easier? 

 

Closing Question:  

5.  When are you hoping for your new hire to start? Or What are the next steps in the interview process? 

Closing Statement…… ask for the job!!!! 

When will you be making a decision? 

  

http://www.quintcareers.com/asking_interview_questions.html
http://www.quintcareers.com/asking_interview_questions.html
http://www.quintcareers.com/asking_interview_questions.html
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AFTER THE INTERVIEW 

The interview is over, but you are not quite ready to relax. 

Take a moment and reflect on the interview.  How did you think it went?  

Were there questions that you were asked that you weren’t ready for?  Jot 

them down!  Again, practice, practice, practice! 

You must now send a thank you letter to the person(s) who interviewed you 

within twenty-four hours after the interview. This will reinforce your interest in 

the position and can serve as an additional opportunity to separate you from 

the pack! Make a reference to a topic that you discussed with the interviewer and remark positively on the 

experience. 

Most employers will tell you when you can expect to hear from them, but, if you don’t hear by that date, it is 

appropriate for you to call them.  

If the employer asks for additional materials, such as an application, diplomas/degrees, or references, make 

sure that you provide them as soon as possible. Also, if you are no longer interested in the position, inform 

him/her of that fact as soon as possible.  

 

THANK YOU/FOLLOW-UP LETTER 

It is acceptable to type or handwrite the letter. To e-mail is also becoming more acceptable, but not as 

personal.  Therefore, consider using it along with a letter. An e-mail is better than not following up at all! 

The letter should be brief and include the following: 

1. Thank the interviewer for his/her time. 

2. State the position for which you are applying. 

3. Mention something from your interview to remind the interviewer who you are. 

4. Describe in one or two sentences why you are the best applicant. 

5. Address it to the recruiter, by name and title 

6. Mention the names of the people you met at the interview. 

7. Keep the letter short, less than one page. 

8. Mail the letter within 24 hours of the interview. 

9. Send a thank you letter for every interview you go on. 

10. Remind them of what you can offer and do by using your prior accomplishments/ results statements 

that demonstrate your ability to meet those needs. 


