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INTERVIEWING!
!
WHAT DO EMPLOYERS LOOK FOR? 
"#$%#&%!'(#!()*!%+,%-.%&/%!-%0)1%2!1#!1(%!3.%024!*1-#&5!0%)2%-*(.,!*6.00*4!5##2!/#$$7&./)1.#&!*6.00*4!)&2!)!*1-#&5!
'#-6!%1(./8!!9(%.-!.2%)0!/)&2.2)1%!.*!.&&#:)1.:%4!$#1.:)1%24!,-#3%**.#&)04!)&2!2%,%&2);0%8!
!!
DO YOUR HOMEWORK - <)6%!)!5##2!.$,-%**.#&!)1!=#7-!.&1%-:.%'!;=!2#.&5!)!0.110%!(#$%'#-6!;%3#-%()&2!
! >%!,-%,)-%2!1#!*%00!=#7-*%03?!"(#'!%&1(7*.)*$!)&2!.&1%-%*1?!@&#'!=#7-*%03!
! A%*%)-/(!1(%!/#$,)&=!)&2!1(%!,#*.1.#&8!9(%!$#-%!=#7!6&#'!);#71!1(%!/#$,)&=!)&2!1(%!B#;!=#7!)-%!),,0=.&5!

3#-4!1(%!;%11%-!=#7!'.00!),,%)-!.&!1(%!.&1%-:.%'8!
! C.&2!#71!)*!$7/(!6%=!.&3#-$)1.#&!)*!=#7!/)&!);#71!1(%!/#$,)&=4!.1*!,-#27/1*!)&2!.1*!/7*1#$%-*8!!!
! D-%,)-%!3#-!1(%!)/17)0!.&1%-:.%'!;=!,-)/1./.&5!=#7-!)&*'%-*!1#!/#$$#&!E7%*1.#&*8!!!
! D-%,)-%!)!0.*1!#3!E7%*1.#&*!1#!)*6!1(%!%$,0#=%-8!
! <#*1!.&1%-:.%'*!3#00#'!1(.*!,)11%-&F!GHI!=#7!)&*'%-!E7%*1.#&*!);#71!=#7-!%+,%-.%&/%!)&2!E7)0.3./)1.#&*4!1(%&!GJI!

=#7!)*6!E7%*1.#&*!);#71!1(%!B#;!
! A%(%)-*%!=#7-!.&1%-:.%'!'.1(!)!3-.%&28!!K#7!*(#702!;%!);0%!1#!/#&:%=!)00!,%-1.&%&1!.&3#-$)1.#&!);#71!!
! =#7-*%03!.&!HL!$.&71%*8!!9),%!=#7-*%03!1#!/(%/6!=#7-!2./1.#&4!*,%%24!)&2!;#2=!0)&57)5%8!
! D-%,)-%!=#7-!.&1%-:.%'!$)1%-.)0*!;%3#-%!=#7!0%):%8!>-.&5!*%:%-)0!/#,.%*!#3!=#7-!-M*7$M4!)!0.*1!#3!,-#3%**.#&)0!

-%3%-%&/%*4!)&24!.3!),,-#,-.)1%4!)&=!'#-6!*)$,0%*8!!<)6%!*7-%!1(%=!)-%!)00!7,N1#N2)1%8!
! O-%**!,-#3%**.#&)00=8!!K#7!'.00!;%!B725%2!.&!*#$%!-%*,%/1*!;=!'()1!=#7!'%)-8!!P(%&!.&!2#7;1!);#71!'()1!1#!'%)-4!

2-%**!/#&*%-:)1.:%0=8!
! >-.&5!)!,%&!)&2!&#1%,)2!1#!B#1!2#'&!)&=!.&3#-$)1.#&!=#7!$)=!&%%2!1#!-%$%$;%-8!
! @&#'!'()1!=#7!')&1!)&2!'(=!–!don’t be afraid to let the employer know that you want the job!!
!
 MAKE A GOOD IMPRESSION 
Before the actual interview 
! >%!#&!1.$%4!,-%3%-);0=!HQNHL!$.&71%*!%)-0=!
! >%!,#*.1.:%!'(%&!$%%1.&5!#1(%-*!
! R):%!)!3.-$!()&2*()6%!
  

During the Interview 
! "(#'!*%03N/#&3.2%&/%!)&2!'#-6!1#!%*1);0.*(!)!-),,#-1!'.1(!1(%!.&1%-:.%'%-!
! <)6%!5##2!%=%!/#&1)/14!0.*1%&!'%004!)&2!-%*,#&2!.&!)!/0%)-!:#./%!
! R):%!JNS!E7%*1.#&*!,-%,)-%2!1#!)*6!)1!1(%!%&2!#3!1(%!.&1%-:.%'!
!!

After the Interview 
! T&2!'.1(!)!()&2*()6%!)&2!1()&6!1(%!.&1%-:.%'%-!
! "%&2!)!1()&6!=#7!&#1%!'.1(.&!JU!(#7-*!#3!.&1%-:.%'!
! C#00#'!7,!'.1(!)!,(#&%!/)00!'.1(.&!VNHQ!2)=*!#3!1(%!.&1%-:.%'!
!!
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COMMON JOB INTERVIEW QUESTIONS 
>=!-%(%)-*.&5!.&1%-:.%'!E7%*1.#&*4!=#7!'.00!;%/#$%!$#-%!3)$.0.)-!'.1(!=#7-!#'&!E7)0.3./)1.#&*!)&2!'.00!;%!'%00!
,-%,)-%2!1#!2%$#&*1-)1%!(#'!=#7!/)&!;%&%3.1!)&!%$,0#=%-8!!9(%!3#00#'.&5!)-%!%+)$,0%*F!
!!
! 9%00!$%!);#71!=#7-*%038!

Make a short organi.ed statement of your education and professional achievements and professional goals.  Then, briefly describe your 
qualifications for the job and the contributions you could make to the organi.ation.  

! P(=!2.2!=#7!0%):%!=#7-!0)*1!B#;W!
The interviewer may want to know if you had any problems on your last job.  If you did not have any problems, simply give a reason, 
such as@ relocated away from jobA company went out of businessA laid offA etc. If you did have a problem, be honest.  Show that you can 
accept responsibility and learn from your mistakes.  Cou should explain any problems you had Eor still haveF with an employer, but do 
not describe the employer in negative terms.  Demonstrate that it was a learning experience that will not affect your future work. 

! P()1!)-%!=#7-!;%*1!*6.00*W!
If you have sufficiently researched the organi.ation, you should be able to imagine what skills the company values.  List them, and then 
give examples where you have demonstrated these skills. 

! P()1!.*!=#7-!$)B#-!'%)6&%**W!
Be positive; turn a weakness into a strength.  4or example, 9I often worry too much over my work.  Sometimes I work late to make 
sure the job is done well.B 

! O#!=#7!,-%3%-!1#!'#-6!;=!=#7-*%03!#-!'.1(!#1(%-*W!
The ideal answer is one of flexibility.  Iowever, be honest.  Jive examples of how youCve worked in both situations. 

! P()1!)-%!=#7-!/)-%%-!5#)0*W!OR!P()1!)-%!=#7-!3717-%!,0)&*W!
The interviewer wants to know if your plans and the companyCs goals are compatible.  Let himFher know that you are ambitious 
enough to plan ahead.  Talk about your desire to learn more and improve your performance, being as specific as possible with your 
plans to meet your goals. 

! P()1!*)0)-=!)-%!=#7!%+,%/1.&5W!
Cou probably do not want to answer this one directly.  Instead, deflect the question back to the interviewer by saying something like: 9I 
am willing to negotiate for a position I am excited about, such as this one.  What are you planning to pay the best candidateIB  It is, 
however, important to know current salary ranges of positions for which you are applying. 

! P()1!():%!X!3#-5#11%&!1#!)*6W!
Use this as a chance to summari.e your good characteristics and attributes and how they may be used to benefit the organi.ation.  
Convince the interviewer that you understand the job requirements and that you can succeed. 

 
!QUESTIONS TO ASK THE INTERVIEWER 
H8!Y)&!=#7!1%00!$%!'()1!)!1=,./)0!2)=!'#702!;%!0.6%W!
J8!P()1!)-%!1(%!$)B#-!-%*,#&*.;.0.1.%*!#3!1(.*!,#*.1.#&W!
S8!Y)&!=#7!%+,0).&!1(%!1=,./)0!/)-%%-!,)1(!#3!*#$%#&%!%&1%-.&5!1(.*!,#*.1.#&W!
U8!Y)&!X!,-#5-%**!)1!$=!#'&!*,%%2!#-!.*!.1!*1-7/17-%2W!
L8!O#%*!1(.*!3.-$!-%/#$$%&2!1)6.&5!&.5(1!/0)**%*!27-.&5!1(%!3.-*1!=%)-W!
Z8!R#'!#31%&!)-%!,%-3#-$)&/%!-%:.%'*!5.:%&W!
V8!O#%*!1(.*!#-5)&.[)1.#&!,-#$#1%!3-#$!'.1(.&W!
\8!R#'!$7/(!%+,#*7-%!1#4!)&2!/#&1)/1!'.1(4!$)&)5%$%&1!.*!1(%-%W!
]8!P()1!)-%!1(%!/#$$#&0=!%+,%-.%&/%2!*)1.*3)/1.#&*!)&2!3-7*1-)1.#&*!#3!1(.*!B#;W!
HQ8!P()1!1=,%*!#3!1-).&.&5!,-#5-)$*!2#!=#7!.&/#-,#-)1%W!
HH8!"#$%!#3!$=!*1-#&5!/()-)/1%-.*1./*!1()1!X!;%0.%:%!)-%!),,0./);0%!1#!1(.*!,#*.1.#&!)-%^^^^^^^8!P()1!*,%/.3./!
/()-)/1%-.*1./*!)-%!=#7!0##6.&5!3#-W!
!!
9.,*!1#!A%$%$;%-F!
H8!D./6!JNU!E7%*1.#&*!1#!)*6!)&2!/(##*%!#&0=!1(#*%!1()1!),,0=!1#!1(%!,#*.1.#&8!
J8!"#$%1.$%*4!1(%!E7%*1.#&*!=#7!)*6!1(%!.&1%-:.%'%-!.&307%&/%!(.$!#-!(%-!$#-%!1()&!1(%!E7%*1.#&*!1()1!=#7!)-%!)*6%28!!
S8!_%:%-!.&E7.-%!);#71!*)0)-=4!;%&%3.1*4!)&2`#-!/#$,)&=!,%-6*!)1!)&!.&1%-:.%'aa!
! !
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JOB INTERVIEW TYPES 
!!
Stress Interviews!)-%!)!2%0.;%-)1%!)11%$,1!1#!*%%!(#'!=#7!()&20%!=#7-*%038!!9(%!.&1%-:.%'%-!$)=!;%!*)-/)*1./!#-!
)-57$%&1)1.:%4!7*%!*.0%&/%4!#-!$)=!6%%,!=#7!').1.&58!!Y)0$0=!)&*'%-!%)/(!E7%*1.#&!)*!.1!/#$%*8!!b*6!3#-!/0)-.3./)1.#&!.3!
=#7!&%%2!.1!)&2!&%:%-!-7*(!.&1#!)&!)&*'%-8!!9(%!.&1%-:.%'%-!$)=!)0*#!0),*%!.&1#!*.0%&/%!)1!*#$%!,#.&1!27-.&5!1(%!
E7%*1.#&.&58!!A%/#5&.[%!1(.*!)*!)&!)11%$,1!1#!7&&%-:%!=#78!!".1!*.0%&10=!7&1.0!1(%!.&1%-:.%'%-!-%*7$%*!1(%!E7%*1.#&*8!!!
!
Screening Interviews )-%!$%)&1!1#!'%%2!#71!7&E7)0.3.%2!/)&2.2)1%*8!!D-#:.2.&5!3)/1*!);#71!=#7-!*6.00*!.*!$#-%!.$,#-1)&1!
1()&!%*1);0.*(.&5!-),,#-18!!!c&%!1=,%!#3!*/-%%&.&5!.&1%-:.%'!.*!1(%!1%0%,(#&%!.&1%-:.%'8!
!
OneOonOOne Interviews )-%!7*%2!#&/%!.1!()*!;%%&!%*1);0.*(%2!1()1!=#7!():%!1(%!*6.00*!)&2!%27/)1.#&!&%/%**)-=!3#-!1(%!
,#*.1.#&8!!9(%!.&1%-:.%'%-!')&1*!1#!*%%!.3!=#7!'.00!3.1!.&!'.1(!1(%!/#$,)&=4!)&2!(#'!=#7-!*6.00*!'.00!/#$,0%$%&1!1(%!
-%*1!#3!1(%!2%,)-1$%&18!!K#7-!5#)0!.&!)!#&%N#&N#&%!.&1%-:.%'!.*!1#!%*1);0.*(!-),,#-1!'.1(!1(%!.&1%-:.%'%-!)&2!*(#'!(.$!
#-!(%-!1()1!=#7-!E7)0.3./)1.#&*!'.00!;%&%3.1!1(%!/#$,)&=8!
!
Committee Interviews )-%!)!/#$$#&!,-)/1./%8!!K#7!'.00!3)/%!*%:%-)0!$%$;%-*!#3!1(%!/#$,)&=!'(#!():%!)!*)=!.&!'(%1(%-!
=#7!)-%!(.-%28!!P(%&!)&*'%-.&5!E7%*1.#&*!3-#$!*%:%-)0!,%#,0%4!;%!*7-%!1#!$)6%!%=%!/#&1)/1!'.1(!1(%!%)/(!$%$;%-!#3!
1(%!5-#7,8!!!
!
Jroup Interviews )-%!7*7)00=!2%*.5&%2!1#!7&/#:%-!1(%!0%)2%-*(.,!,#1%&1.)0!#3!,-#*,%/1.:%!$)&)5%-*!)&2!%$,0#=%%*!'(#!
'.00!;%!2%)0.&5!'.1(!1(%!,7;0./8!!9(%!3-#&1N-7&&%-!/)&2.2)1%*!)-%!5)1(%-%2!1#5%1(%-!.&!)&!.&3#-$)04!2.*/7**.#&N1=,%!
.&1%-:.%'8!9(%!5#)0!#3!1(%!5-#7,!.&1%-:.%'!.*!1#!*%%!(#'!=#7!.&1%-)/1!'.1(!#1(%-*!)&2!(#'!=#7!7*%!=#7-!6&#'0%25%!
)&2!-%)*#&.&5!,#'%-*!1#!'.&!#1(%-*!#:%-8!
!
Lunch Interviews ():%!1(%!*)$%!-70%*!)*!.&1%-:.%'*!(%02!.&!)&!#33./%8!!9(%!*%11.&5!$)=!;%!$#-%!/)*7)04!;71!-%$%$;%-!.1!.*!
)!;7*.&%**!07&/(!)&2!=#7!)-%!;%.&5!')1/(%2!/)-%3700=8!!d*%!1(%!07&/(!.&1%-:.%'!1#!2%:%0#,!/#$$#&!5-#7&2!'.1(!=#7-!
.&1%-:.%'%-8!!C#00#'!(.*!#-!(%-!0%)2!.&!;#1(!3##2!*%0%/1.#&!)&2!.&!%1.E7%11%8!
!
Telephone Interviews )-%!$%-%0=!*/-%%&.&5!.&1%-:.%'*!$%)&1!1#!%0.$.&)1%!,##-0=!E7)0.3.%2!/)&2.2)1%*!*#!1()1!#&0=!)!3%'!)-%!
0%31!3#-!,%-*#&)0!.&1%-:.%'*8!!K#7!$.5(1!;%!/)00%2!7&%+,%/1%20=4!#-!)!1%0%,(#&%!/)00!1#!/(%/6!#&!=#7-!-M*7$M!$.5(1!
-%*701!.&!)&!.&1%-:.%'8!!K#7-!$.**.#&!.*!1#!;%!.&:.1%2!3#-!)!,%-*#&)0!3)/%N1#N3)/%!.&1%-:.%'8!
!
Use the space below to write out COUR ANSWSRS to possible interview questions@  
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Behavioral interviewing .*!)!*1=0%!#3!.&1%-:.%'.&5!1()1!$#-%!#-5)&.[)1.#&*!)-%!.&/#-,#-)1.&5!.&1#!1(%.-!(.-.&5!,-#/%**8!!9(%!
;)*./!,-%$.*%!;%(.&2!;%():.#-)0!.&1%-:.%'.&5!.*!1(.*F!1(%!$#*1!)//7-)1%!,-%2./1#-!#3!3717-%!,%-3#-$)&/%!.*!,)*1!
,%-3#-$)&/%!.&!)!*.$.0)-!*.17)1.#&8!!X1!3#/7*%*!#&!%+,%-.%&/%*4!;%():.#-*4!6&#'0%25%4!*6.00*4!)&2!);.0.1.%*!1()1!)-%!B#;!
-%0)1%28!
!
!Y-.1./)0!,#.&1*!);#71!;%():.#-)0!.&1%-:.%'.&5F!
eT$,0#=%-*!,-%2%1%-$.&%!'(./(!*6.00*!)-%!&%/%**)-=!3#-!1(%!B#;!3#-!'(./(!1(%=!)-%!0##6.&5!)&2!1(%&!)*6!*,%/.3./!
E7%*1.#&*!1#!2%1%-$.&%!.3!1(%!/)&2.2)1%!,#**%**%*!1(#*%!*6.00*8!!!
eb0')=*!0.*1%&!/)-%3700=!1#!1(%!E7%*1.#&4!)*6!3#-!/0)-.3./)1.#&!.3!&%/%**)-=4!)&2!$)6%!*7-%!=#7!)&*'%-!1(%!E7%*1.#&!
/#$,0%1%0=8!
eK#7-!.&1%-:.%'!,-%,)-)1.#&!*(#702!.&/072%!.2%&1.3=.&5!%+)$,0%*!#3!*.17)1.#&*!'(%-%!=#7!():%!2%$#&*1-)1%2!1(%!
;%():.#-*!)!5.:%&!/#$,)&=!*%%6*8!!!
e>%3#-%!1(%!.&1%-:.%'!,-#/%**4!.2%&1.3=!1'#!#-!1(-%%!#3!=#7-!1#,!*%00.&5!,#.&1*!)&2!2%1%-$.&%!(#'!=#7!'.00!/#&:%=!
1(%*%!,#.&1*!27-.&5!1(%!.&1%-:.%'8!
d*%!*,%/.3./!)&2!2%1).0%2!-%*,#&*%*4!&#1!5%&%-)0!!!-%*,#&*%*8!
e>-.%30=!1%00!1(%$!);#71!1(%!*.17)1.#&4!'()1!=#7!2.2!*,%/.3./)00=4!)&2!1(%!,#*.1.:%!-%*701!#-!#71/#$%8!!!
X&/072%!1(%*%!1(-%%!*1%,*!.&!=#7-!)&*'%-*F!*.17)1.#&4!)/1.:.1=4!)&2!-%*701!G#-!-%$%$;%-!"bAI8!
eP(%&%:%-!,#**.;0%4!E7)&1.3=!=#7-!-%*701*!'.1(!&7$;%-*8!!_7$;%-*!.007*1-)1%!=#7-!0%:%0!#3!)71(#-.1=!)&2!
-%*,#&*.;ility.  9or example, “I was a shift supervisor” could be “As a shift supervisor, I trained and evaluated 4 
employees.”!
e>%!,-%,)-%2!1#!,-#:.2%!%+)$,0%*!#3!'(%&!1(.&5*!2.2!&#1!17-&!#71!)*!,0)&&%28!!P()1!2.2!=#7!2#W!
K#7-!-M*7$M!/)&!*%-:%!)*!)!57.2%!'(%&!)&*'%-.&5!1(%*%!E7%*1.#&*4!*#!3)$.0.)-.[%!=#7-*%03!'.1(!=#7-!%+,%-.%&/%*!0.*1%2!
#&!=#7-!-M*7$M8!
!!
")$,0%!>%():.#-)0!X&1%-:.%'!f7%*1.#&*F!
eO%*/-.;%!)!*.17)1.#&!.&!'(./(!=#7!'%-%!);0%!1#!7*%!,%-*7)*.#&!1#!*7//%**3700=!/#&:.&/%!*#$%#&%!1#!*%%!1(.&5*!=#7-!
')=8!
eg.:%!$%!)!*,%/.3./!%+)$,0%!#3!)!1.$%!'(%&!=#7!7*%2!5##2!B725$%&1!1#!*#0:%!)!,-#;0%$8!
e>=!,-#:.2.&5!%+)$,0%*4!/#&:.&/%!$%!1()1!=#7!/)&!)2),1!1#!)!'.2%!:)-.%1=!#3!,%#,0%4!*.17)1.#&*4!)&2!%&:.-#&$%&1*8!
e9%00!$%!);#71!)!1.$%!'(%&!=#7!()2!1#!5#!;%=#&2!1(%!/)00!#3!271=!.&!#-2%-!1#!5%1!)!B#;!2#&%8!
!!
!!
 

 
 

 
 

 
 

 
 

 
 

 
 

  


