
Effective Interviewing
NO ONE is a “born” interviewee – it takes practice and preparation to perform well in an 

interview setting.  The more time and energy you put into your interview preparation, the 

more comfortable you will feel during the actual interview. 

Interviewing is a focused dialogue with an immediate goal – to convince the employer that you 

are the best candidate for the position.  The interviewer may be asking the questions, but you 

are setting the tone and establishing the relationship that will lead to your success.  Remember 

that you have a great deal more control in the interview than you may think.  Preparation is 

the key!  Let’s break the interview down into its three distinct components – before, during 

and after the interview. 

BEFORE THE INTERVIEW 

Learn as much as you can about the type of position you are pursuing 
 Read the job description if available.  Sometimes job descriptions list the ideal candidate’s skills.  Don’t be

discouraged if you don’t have capabilities in every area, but think about your transferable skills and experiences.
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 Practice talking about your skills and accomplishments as they relate to the types of skills required for the job.
 Do a “dry run” before the interview.  If possible, go to the location a few days before your interview to see how

long it takes, to learn where parking is available, and to see the building.  This will be one less thing on your mind
before the interview.

 Write down, in advance, questions you would like to ask the interviewer.
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SECOND INTERVIEWS 

After completing the initial interview, you may be asked to come for a second interview, which is intended to go into more 
depth about the job position and your qualifications.  While you may feel more pressure attending a second interview, it is 
important to relax and be as prepared as you were for the first interview.  You have made a good first impression on the 
organization, so it is important to follow up by being decisive about what you want.  You also need to be even more 
descriptive about your skills and abilities and how they relate to the position. 

To prepare, ask yourself these questions: 

 Re-assess your qualifications.  Why are you the best candidate for the job?
 What specifically can you offer this organization?
 Which past experiences of yours relate well to this job?

The second interview will most likely involve meeting with several different people from the organization.  You must 
represent yourself with facts and clear illustrations of your abilities and how they will help your employer.  Give concrete 
examples of past performances to show how qualified you are for this position.  Remain focused and remember that your 
most important goal is to give examples of how your knowledge and abilities will benefit their organization.  While the 
employer will continue to assess your fit for the job, remember that the second interview is an opportunity for you to 
explore and learn more about the organization.  Ask questions about specifics concerning your prospective job and the 
overall organization.  Remember that the same rules of etiquette apply to the second interview.  Make sure you record the 
names and titles of the people who interviewed you, and follow up your visit with a thank you letter to each. 

DRESS FOR SUCCESS 

Research shows that within the first 4-9 minutes of an interview, the interviewer decides whether or not to seriously 
consider you for the position.  
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THE PHONE INTERVIEW 

Today many employers conduct telephone interviews as a preliminary step in narrowing the field of applicants.  To prepare 

for your phone interview, take the following steps: 

 Always be prepared for a full-blown interview, not just a quick screening.  Have a copy of your resume near your
phone or tape it to the wall.

 Keep all your employer research materials near the phone for easy reference.

 Have a notepad and pen handy to take notes.

 Keep a mirror within view so you can make sure you are smiling while you are on the phone.  You will find yourself
coming across friendlier, more interested and more alert.  You can hear a smile through the phone.  Standing up while
talking also helps.

 Keep your mind focused by eliminating distractions.  Turn off “call waiting,” your TV, radio and computer.

TYPES OF INTERVIEW QUESTIONS 

Although you will never be able to know exactly what the interviewer will ask, it may help to review these questions so 

that you can become more comfortable with the types of questions that might come up.  Avoid giving vague or 

unsubstantiated answers.  Always use specific examples, comparisons, and/or descriptions to support your answers.  Take 

time to prepare and PRACTICE your answers.  This gives you an edge over others who have not done their homework.   

PERSONALITY-RELATED QUESTIONS: 

Tell me about yourself. 

How would you describe yourself? 

What do you consider your greatest strengths? Weaknesses? 

What motivates you to give your best effort? 

How do you handle conflict? 

Who were your favorite professors?  Why? 

How do you determine or evaluate success? 

How do you work under pressure? 

What have you learned from your mistakes? 

How do you spend your spare time?  What are your hobbies? 

If I gave you $10,000,000 right now, what would you do with it? 

How would your co-workers (boss, professors, friends) describe you? 

What do you want me to know about you that is not on your resume? 

Why should we hire you? 

CAREER-RELATED QUESTIONS: 
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EXPERIENCE-RELATED QUESTIONS: 

What two or three accomplishments have given you the most satisfaction?  Why? 

Describe your most rewarding college experience. 

Why did you choose your major? 

What major problems have you encountered and how did you deal with them? 

What supervisory or leadership roles have you had? 

What have you learned from your past work experience that would help in the position you are applying for? 

ORGANIZATION-RELATED QUESTIONS: 

What do you know about our company? 

Why do you want to work for us? 

What qualifications do you have that make you think that you will be successful in an organization like ours? 

In what ways do you think you can make a contribution to our organization? 
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QUESTIONS TO ASK THE INTERVIEWER 

Once you have answered the interviewer’s questions, you will usually be given the opportunity to ask questions as well.  
Interviewers make hiring decisions as much from the questions you ask as from the ones you answer.   

Winning questions are related to the job for which you are applying.  Do not ask about things that you have already been 
told or things that are obvious or can be easily researched.  Use the following types of questions to make a winning 
impression. 

 What type of personality/traits does it take to succeed in this company?
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