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PRIOR TO THE INTERVIEW 

 
Congratulations, you got the interview! Now it’s time to get ready to tell this new company why you are 
the best candidate for this role. Start by reviewing all of your accomplishments and be prepared to 
discuss these in great detail. Providing specific examples of how your strengths have helped you along 
the way will set you up for a successful interview. Understand that everyone on the interview panel has 
probably already seen your resume, so try to not repeat what is listed, but instead elaborate or give 
further descriptions of your previous experience and how it relates to the job you are interviewing for 
that day. Below are some common questions that are often used in interviews. Practice your responses 
to them if you would like! 
 

• Tell me about yourself.  

• What is your greatest strength? Your greatest weakness?  

• Tell me about your work experience.  

• What motivates you to do your best work?  

• What are the two most important things you look for in a job?  

• Give me an example of a problem you faced on the job, and tell me how you solved it. 

• Give me an example of when you had to show good leadership or teamwork. 

• What contributions do you see yourself making to our company?  

• Why should we hire you?  

• What do you know about us?  

BEHAVIORAL INTERVIEWING STYLE 

  

What is it? 

➢  
Behavioral interviewing is a technique used by many employers in which the questions asked 
assist the employer in making predictions about a potential employee's future success based on 
actual past behaviors, instead of based on responses to hypothetical questions. 

➢  
In behavior-based interviews, you are asked to give specific examples of when you demonstrated 
particular behaviors or skills. Your answers could also show what you learned from a situation if 
you did not respond to it in the best way when it first occurred. 

➢  
General answers about behavior are not what the employer is looking for. You must describe in 
detail a particular event, project, or experience and how you dealt with the situation, and what the 
outcome was. 

Responding well to these types of questions:  

➢  The "S.T.A.R." technique is a good approach: Describe the Situation you were in or the Task you 
needed to accomplish; describe the Action you took, and the Results. 

➢  Be specific, not general or vague. 

➢  Don't describe how you would behave. Describe how you did actually behave. If you later decided 
you should have behaved differently, explain this. The employer will see that you learned 
something from experience. 
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Research the company further to get an understanding of their values, involvements within the 
community, and more. This research will give you a better understanding of what they care about most 
and how this relates to your own personal values and beliefs. This research can help you to decide on 
questions to ask your interviewer at the closing of the interview. Be sure to have some of these 
questions prepared ahead of time!  
 
By asking the right questions, you emphasize your desire to understand the organization's 
expectations, and to be reasonably sure you will find the work appropriate to your strengths. This also 
shows your commitment and interest level in the position and organization.  
Here are examples to get you started: 
 

• What are the main responsibilities of the position and who would I be working with?  

• What the biggest thing I could assist with or make an impact on in my first year here? 

• How would I best learn the policies and procedures that will enable me to work effectively?  

• What are you looking for in the successful candidate?  
 
Dress appropriately, neatly and conservatively depending on the type of position you are interviewing 
for. Plan to be on time or slightly early so you will be relaxed.  

 

DURING THE INTERVIEW 
 
As you arrive, be polite and personable with everyone you meet. Demonstrate enthusiasm and 
confidence. You never know who will provide feedback about their experience in meeting you. It is good 
practice to remember those who met with you the day of your interview, so try your best to remember 
their names or write them down. Asking for business cards is always a great approach. This will ensure 
you have the correct spelling of their name and title. 
 
Once the interview begins, concentrate on identifying the interviewer’s needs. If you can identify this, 
you will be able to share with them how your experiences would correlate with what they are looking 
for. Be an interested listener and observer. When asked to share, focus on the positives in situations or 
talk about what you learned from experiences that were not positive. It is critical to keep a positive tone 
throughout your time with them, even if your last position was a source of frustration for you. Be careful 
not to let that past experience cloud your normal demeanor. First impressions matter! 
 
Remember that the purpose of the interview is to see if you fit in the organization and if the job and 
organization are a good fit for you. Above all, be yourself!  

 

AFTER THE INTERVIEW 
 
Follow up with a phone call, email, or a hand-written letter explaining your excitement in the position 
you interviewed for and to thank them for their time spent with you. If you are not sure how to reach the 
hiring manager directly, you can always send this to the contact who helped schedule your interview 
and they can forward it for you.  
 
 
 
 



  

 

 

 

 

THINGS YOU WANT TO DO 

 
Know the exact time and location of your interview and how long it may take you to get there. 

 
Arrive early. To be safe, plan to arrive about 10 minutes prior to the interview start time. 

 
Treat other people you encounter with courtesy and respect. Their opinions of you might be solicited 
during hiring decisions. 

 
Make sure you are maintaining good eye contact during the interview and be aware of your body 
language.  

 
Ask for clarification if you don't understand a question or ask for a question to be repeated if 
needed. 

 
Be thorough in your responses, while being concise in your wording. 

 
Be honest and be yourself. You want a good match between yourself and your employer. If you get 
hired by acting like someone other than yourself, you and your employer will both be unhappy.  

 

Evaluate the interviewer and the organization they represent. An interview is a two-way street. 
Conduct yourself cordially and respectfully, while thinking critically about the way you are treated 
and the values and priorities of the organization. 

 
Make sure you understand the employer's next step in the hiring process and what action you are 
expected to take next, if any. 

THINGS YOU WANT TO AVOID 

 

Don't make negative comments about previous employers or others. Try to state comments in a 
professional and factual way, and avoid being highly negative about your prior coworkers or 
management. 

 
Don't allow your cell phone to sound during the interview. (If it does, apologize quickly and ignore it.)  

 
Don't take anyone with you to an interview. Show professionalism at all times. 

 

A job search can be hard work and involve frustrations; don't exhibit frustrations or a negative attitude 
in an interview. 

 

Don't make excuses. Take responsibility for your decisions and your actions, and show what you 
learned from your less-than-perfect experiences. 

 

If you are not selected for an interview or hired for the position, do not respond negatively.  Hiring 
Managers and HR Staff will document this type of behavior and it can negatively impact you for a 
future role. 


