
INT ERV IEW  P REP A RT A T ION

O ne of  the  bes t  w ay s  to  s epar ate  y our s e l f  f r om  the  com pet i t i on  i s  to  be  pr epar ed!  N o  m atter  

how  w el l  y ou  k now  y our  job  a  l ack  o f  pr epar at i on  f or  an  i n ter v i ew  w i l l  a l m os t  a l w ay s  doom  i t  

to  f a i l ur e .  Pr epar at i on  i s  the  k ey  to  s ucces s .  Thes e  t i ps  w e ' l l  cover  i n  the  f o l l ow i ng  pages  w i l l  

be  us ef u l  i n  pr epar i ng  f or  both  a  phone  as  w e l l  as  a  per s ona l  m eet i ng .

O K ,  w e  m ade  i t  to  the  i n ter v i ew ,  now  w hat .   F i r s t  o f  a l l ,  y ou  need  to  under s tand  w hat  the  

i n ter v i ew  i s  a l l  about .   Your  w i nn i ng  r es um e,  and  the  w ay  The  Res our ce  Er ector s  pr es ented  

y our  ab i l i t i es ,  char acter  and  back gr ound  have  ga i ned  you  a  phone  i n ter v i ew  and/  or  entr ée  

i n to  the  potent i a l  em pl oy er ’ s  o f f i ce .   The  i n ter v i ew er  has  a l r eady  r ev i ew ed  y our  r es um e  in  

deta i l  w i th  m e  s o  they  ar e  i n t i m ate l y  k now l edgeab l e  about  the  har d  f acts  o f  y our  em ploy m ent  

h i s tor y  and  s k i l l s .   The  actua l  i n ter v i ew  i s  a  s ubt l er ,  m or e  s ub ject i ve  as pect  o f  the  job-hunt ing  

pr oces s .   D ur i ng  the  cour s e  of  each  i n ter v i ew ,  each  per s on  y ou  m eet  w i l l  be  f orm i ng  an  op in ion

of  y ou  and  gaug i ng  y our  com pat i b i l i ty  w i th  the  needs  of  the  or gan i zat i on  and  m or e  i m por tant ly

the i r  ab i l i ty  to  w ork  w i th  y ou  w i th i n  that  r o l e .   Bot tom  l i ne  –  Y ou’re  t ry i ng  to  ma ke  a  g ood  

i mpre s s i on! !

You  need  to  be  s i ncer e ,  po l i te  and  enthus i as t i c  about  your  k now l edge  of  the i r  com pany  and  

the  i ndus t r y  i n  or der  to  s ecur e  the  pos i t i on .   Your  r es um e  m ay  w el l  have  s how n  exam ples  o f  

y our  sk i l l s  as  a  team  p l ay er ,  but  now  you  need  to  conv i n ce  them  that  y ou  f i t  the i r  team .   In  

or der  to  m ak e  the  bes t  i m pr es s i on  y ou  can  y ou  need  to  be  pr epar ed ,  k now  w hat  to  expect ,  and

how  to  hand l e  i t  i f  th i ngs  don’ t  go  qu i te  as  you  had  p l anned.

P REP A RA T ION

Re s e a rc h  the  c ompa ny :

• Check out the company website. Know about their history and growth over the years.

• Check out other company profiles through websites like Hoovers or Dun/Bradstreet.

• Look for relevant press releases in major newspapers or trade publications.

• Read through again any notes you have surrounding the interviewers you will meet.  Try to understand their role

within the organization and make sure you answer their questions with a bent toward their area of expertise.

• Re-read the job description so you can fit your background most effectively to their needs.

• Be ready with questions for each interviewer but focus on responsibility related issues not “what’s in it for me” 

questions.

P RES ENT ING  Y OU RS ELF

G e ne ra l  Ru l e s  For  P re s e nt i ng  y ours e l f :

• A rr i ve  ear ly

• Br i ng  ext r a  cop i es  o f  y our  res um e,  r e f er ences ,  a  notepad  &  pen.

• Be  s ur e  y ou  k now  how  to  pr onounc e  y our  i n ter v i ew er s '  nam es  cor r ect l y .

• Be  po l i te  to  ev ery o n e  you  m eet  ther e ;  they  a l l  count .

• Be  per s onab l e  as  w e l l  as  pr of es s i ona l .

• D o NO T chew  gum ,  s m ok e,  s w ear  or  us e  s l ang .

• A s s um e  a l l  ques t i ons  ar e  as k ed  f or  a  good  r eas on  and  ans w er  accor d i ng l y .

• D on' t  as s um e  the  i n ter v i ew er  k now s  how  to  e l i c i t  the  i n f or m at i on  he/ s he  i s  l ook ing  f or .

• Fee l  f r ee  to  as k  f or  c l ar i f i cat i on  bef or e  ans w er i ng  a  ques t i on .

• Tak e  s om e t i m e to  f or m ul ate  y our  ans w er s  bef or e  y ou  s peak .

• A ns w er  a l l  ques t i ons  hones t l y ,  but  i n  the  bes t ,  m ost  pos i t i ve  l i ght .

• D o NO T bad  m outh  o l d  em pl oy er s ,  pas t  bos s es ,  or  any body  f or  that  m atter .  



P rope r  A tt i re :

F i r s t  Im pr es s i ons  ar e  ext r em el y  i m por tant .   The  w ay  y ou  pr es ent  y our s e l f  can  be  as  i m por tant  

as  w hat  y ou  s ay .  We  w i l l  p r ov i de  y ou  w i th  a  dr es s  code  s ugges te d  by  the  i n ter v i ew  team  pr ior  

to  your  m eet i ng .  How ev er ,  i n  m os t  cas es ,  our  i ndus t r y  cons i der  bus i nes s  cas ua l  to  be  idea l .  

Br i ng  a l ong  s tee l - toed  boots  and  other  per s ona l  s a f ety  equ i pm ent .  Sen i or  l eve l  or  s a l e  re lated  

pos i t i ons  m ay  r equ i r e  a  m or e  f or m al  a t t i r e .  A ga i n ,  w e  w i l l  conf i r m  dr es s  f or  you  pr i or  to  the  

m eet i ng .

* I f  y o u  a re  u ns u re  a s  to  th e  a t t i re  y o u  w ere  p l a n n i n g  to  w ea r ,  p l ea s e  c a l l  m e.  *

S OM E REA LLY  G OOD T HING S  T O REA D A ND T HINK  A B OU T :

Thes e  next  f ew  pages  ar e  s om e exce l l ent  ar t i c l es  to  r ead  pr i or  to  go i ng  on  any  i n ter v i ew .   They

w er e  w r i t ten  by  EX PERTS  s o  they  ar e  ver y  m uch  w or th  heed i ng  and  app l y i ng  to  th i s  i n ter v iew .

A Guide  to  Behavioral  Interviewing

"Tel l  me about  a  t ime when you were on a  team,  and one  of  the members  wasn't  carry ing  h is  or  

her  weight ."  l f  th is  i s  one of  the  leading  quest ions  in  your  job  interv iew,  you could  be  in  for  a  

behavi ora l  interv iew.  Based  on the  premise  that  the  best  way  to  predict  future  behavi or  i s  to  

determine  past  behavi or ,  th is  s ty le  of  interv iewing  i s  ga in ing  wide acceptance  among recru i ters .

Today ,  more than ever ,  every  h i r ing  decis ion  i s  cr i t ica l .  Behaviora l  interv iewing  i s  des igned  to  

minimize  personal  impress ions  that  can  af fect  the h i r ing  decis ion.  By  focus ing  on the  appl icant 's  

act ions  and behaviors ,  rather  than  subject ive  impress ions  that  can  somet imes  be  mis leading,  

interv iewers  can  make more accurate  h i r ing decis ions .

Behaviora l  vs .  Tradit ional  Interv iews

I f  you  have  tra in ing  or  exper ience  with  tradi t iona l  interv iewing  techniques,  you may  f ind  the 

behavi ora l  interv iew  quite  d i f ferent  in  severa l  ways .  Instead  of  ask ing  how you would  behave  in  

a  part icu lar  s i tuat ion,  the interv iewer  wi l l  ask  you  to  descr ibe  how  you  d id  behave.  Expect  the 

interv iewer  to  quest ion  and  probe ( th ink  of  "peel ing  the  layers  f rom an onion") .  The  interv iewer  

wi l l  ask  you to  provide  deta i l s ,  and  wi l l  not  a l low  you to  theor ize  or  general i ze  about  severa l  

events .  

The  interv iew  wi l l  be  a  more structured  process  that  wi l l  concentrate  on  areas  that  are  

important  to  the  interv iewer ,  rather  than  a l lowing  you to  concentrate  on  areas  that  you may  feel

are  important .  You  may  not  get  a  chance  to  del iver  any  prepared  stor ies .  Most  interv iewers  wi l l  

be  tak ing  copious  notes  throughout  the interv iew.   The  behavi ora l  interv iewer  has  been  tra ined  

to  object ive ly  col lect  and evaluate  informat ion,  and  works  f rom a prof i le  of  des i red  behaviors  

that  are  needed  for  success  on the  job.  Because  the behaviors  a  candidate  has  demonstrated  in  

previous  s imi lar  pos i t ions  are  l ike ly  to  be repeated,  you wi l l  be  asked  to  share s i tuat ions  in  

which  you may  or  may  not  have  exhib i ted  these  behaviors .  Your  answers  wi l l  be  tested  for  

accuracy  and  cons istency .

I f  you  are  an  entry- level  candidate  with  no  previous  re lated  exper ience,  the interv iewer  wi l l  look

for  behaviors  in  s i tuat ions  s imi lar  to  those  of  the target  pos i t ion:  "Descr ibe  a  major  problem you

have faced and how you dealt  with  i t . "  "Give  an example  of  when you had to  work  with  your  

hands  to  accompl ish  a  task  or  pro ject. "   "What  c lass  d id  you l ike  the  most?  What  d id  you l ike  

about  i t?"



Fol low- up quest ions  wi l l  test  for  cons istency  and determine  i f  you  exhib i ted  the des i red  

behavi or  in  that  s i tuat ion  inc luding:  

• "Can you g ive  me an example?"  

• "What  d id  you do?"  

• "What  d id  you say?"

• "What  were  you th ink ing?"

• "How  did  you fee l?

• "What  was  your  ro le?"

• "What  was  the  resu l t?"

You  wi l l  not ice  an absence  of  such  quest ions  as ,  "Tel l  me  about  your  strengths  and  weaknesses ."

How to  Prepare  for  a  Behavioral  Interview

Recal l  recent  s i tuat ions  that  show favorable  behaviors  or  act ions ,  especia l ly  involv ing  course  

work ,  work  exper ience,  leadership ,  teamwork,  in i t iat ive,  p lanning,  and  customer  serv ice.  

Prepare  short  descr ipt ions  of  each  s i tuat ion,  be  ready  to  g ive  deta i l s  i f  asked.  Be sure each  story

has  a  beginning,  a  middle,  and  an end ( i .e. ,  be  ready  to  descr ibe  the  s i tuat ion ,  your  act ion,  and 

the  outcome or  resul t ) .  Be sure the  outcome  or  resul t  ref lects  pos i t ive ly  on you (even  i f  the 

resul t  i tse l f  was  not  favorable) .  Be  honest .  Don't  embel l i sh  or  omit  any  part  of  the story.  The 

interv iewer  wi l l  f ind  out  i f  your  story  i s  bui l t  on a  weak  foundat i on.  Be  speci f ic .  Don't  general i ze

about  severa l  events ;  g ive  a  deta i led  account ing  of  one  event .

A  poss ib le  response  for  the  quest ion,  "Tel l  me about  a  t ime when  you were  on  a  team and  a  

member  wasn't  pul l ing  h is  or  her  weight"  might  go  as  fo l lows:  " I  had been  ass igned  to  a  team  to 

bui ld  a  canoe  out  of  concrete.  One of  our  team  members  wasn't  showing  up  for  our  lab  sess ions  

nor  doing  h is  ass ignments .  I  f ina l ly  met  with  h im in  pr ivate,  expla ined  the  frustrat ion  of  the  rest  

of  the  team,  and  asked i f  there was  anything  I  could  do  to  help.  He to ld  me he was  preoccupied  

with  another  c lass  that  he wasn't  pass ing,  so  I  found  someone to  help  h im with  the other  course.

He  not  only  was  able  to  spend  more  t ime on our  project ,  but  he was  a lso  gratefu l  to  me for  

help ing  h im  out .  We f in ished  our  project  on  t ime,  and got  a  'B '  on i t . "

The  interv iewer  might  then  probe:  "How  did  you feel  when you confronted  th is  person?"  "Exact ly

what  was  the  nature  of  the  project?"  "What  was  h is  respons ib i l i ty  as  a  team  member?"  "What  

was  your  ro le?"  "At  what  point  d id  you take  i t  on yoursel f  to  confront  h im?"  You can  see i t  i s  

important  that  you  not  make up or  "shade"  informat ion,  and why  you should  have  a  c lear  

memory  of  the ent i re  inc ident .

Don't  Forget  the  Basics

Instead  of  feel ing  anxious  or  threatened  by  the prospect  of  a  behaviora l  interv iew,  remember  

the  essent ia l  d i f ference  between  the  tradi t ional  interv iew  and  the behavi ora l  interv iew:  The 

tradi t ional  interv iewer  may  a l low  you to  project  what  you  might  or  should  do  in  a  g iven  

s i tuat ion ,  whereas  the  behaviora l  interv iewer  i s  look ing  for  past  act ions  only .  I t  wi l l  a lways  be  

important  to  put  your  best  foot  forward and make a  good  impress ion  on the  interv iewer  with  the

appropr iate  att i re ,  good  grooming,  and  a  f i rm handshake  and  d i rect  eye contact .  There i s  no 

subst i tute  for  promptness ,  courtesy ,  preparat ion,  enthus iasm,  and  a  pos i t ive  att i tude.

General  Overview

Behaviora l  Interv iewing,  a lso  referred to  as  Structured  Behaviora l  Interv iewing,  i s  by  des ign  a  

more systemat ic  and  standardized  process  of  evaluat ing  job  candidates  than  i s  typ ica l  of  the  

"tradi t ional"  interv iew  process .  I ts  pr imary  intent  i s  to  increase  the success  rate  of  an  

organizat ion' s  "good'"  h i res  and  i s ,  therefore,  the  form of  interv iew  being  used  more often  by  a  

wide  var iety  of  organizat i ons .  Behaviora l  interv iewing  i s  based  on  the "Behaviora l  Cons istency  

Pr inc ip le"  which  essent ia l ly  s tates  that  the  best  predictor  of  future per formance  i s  past  



performance  in  a  s imi lar  c i rcumstance.  Therefore,  the  quest ions  that  are  asked  of  you  wi l l  tend  

to  focus  on  behavior ,  and  attempt  to  evoke  how  you  responded  to  a  var iety  of  speci f ic  personal  

and  interpersonal  s i tuat ions  and  what  resul ts  occurred  f rom your  act ions .

"HOW DO I  KNOW WHEN I 'M BEING GIVEN A BEHAVIORAL INTERVIEW?"

I t  i s  qui te  poss ib le  that  the interv iewer  may  make you aware  pr ior  to  the  interv iew  that  you 

should  expect  a  s tructured  or  competency- based  interv iew.  However ,  you shouldn't  have  much 

trouble  ident i fy ing  whether  or  not  you're  being  g iven  a  behaviora l  interv iew  even  without  pr ior  

informat ion.  I f  you hear  quest ions  that  are  ask ing you to  descr ibe  or  recount  speci f i c  s i tuat ions  

in  which  you carr ied out  a  job- re levant  act ion,  and are  then  asked  to  descr ibe  the consequence  

or  resul t  of  your  act ion,  you know you're  being  behavi ora l ly  interv iewed.

Behaviora l  interv iews  are  des igned  to  assess  your  "real"  ab i l i ty  or  sk i l l  level  in  funct ioning  in  

any  number  of  work  re lated  act iv i t ies  by  delv ing  into  how  you funct ioned  in  your  past  jobs  or  

extracurr icu lar  act iv i t ies .  As  with  any  sort  of  interv iew,  there  are  a  number  of  common 

behavi ora l  " themes"  or  "performance  d imensions"  that  most  recru i ters  are  l ike ly  to  be 

interested  in .  These  inc lude  (but  are  not  l imited  to)  leadership ,  interpersonal ,  communicat ion,  

mult i - task ing,  management  and  cognit ive  sk i l l s ,  Trans i t ion  abi l i ty  (e .g . ,  personal  f lex ib i l i ty ,  

to lerance  for  ambiguity ) ,  mot ivat ion ,  decis iveness  and  commitment.  The  k inds  of  inquir ies  you'd  

hear  f rom a recru i ter  might  resemble  the fo l lowing:

• What  do  you est imate  to  be  your  b iggest  academi c  achievement  at  th is  point?  What  d id  

you do  to  contr ibute  to  that  achievement?  

• Cite  an example  of  when  you  were  faced  with  an unpleasant  task .  How  did  you go about  

fac ing  i t?

• Give  me the  most  recent  example  of  a  conf l ict  you had  with  a  coworker  or  a  supervisor .  

How  did  you handle  i t?  

• Descr ibe  a  s i tuat ion  in  which  you  had  to  use your  communicat ion  sk i l l s  in  order  to  make 

an  important  point .  Te l l  me about  a  t ime when you had  to  use a  persuas ive  argument  to  

help  someone see th ings  your  way.  How  did  you do i t?  

Note:  Each of  the  above examples  integrates  three  universa l  components  of  a  good behaviora l  

inquiry :  a  part icu lar  performance s i tuat ion  or  task ,  an  act ion  on your  part ,  and the  consequences

of  your  act ion.

I t  i s  h ighly  cr i t ica l  that  you f i r st  do some preparat ion.  For  any  g iven  job  interv iew,  th is  should  

begin  with  an  analys is  on  your  part  of  what  you bel ieve  to  be the most  important  sk i l l s ,  ab i l i t ies ,

and  personal  qual i t ies  needed  to  successfu l ly  fu l f i l l  the  var ious  respons ib i l i t i es  of  the  job.  

Once  ident i f ied ,  th ink  carefu l ly  about  any  k ind of  "work ing"  exper ience  that  you've  ever  had  that

required  you to  use  these sk i l l s ,  what  courses  of  act ion  or  s trategies  you used  to  accompl is h  the 

tasks ,  and what  pos i t ive  resul ts  came about  from  your  d i l igence.  I t  i s  of ten  the case  that  an  

interv iewer  wi l l  seek  a  re lat ive ly  h igh  level  of  deta i l  in  your  responses  (e .g . ,  the conversat ion  

you had,  the mood of  the person  you were ta lk ing  to,  your  speci f i c  thought  processes  at  the  t ime

of  act ion ,  etc . ) .  

The  f ina l  key  i s  preparat ion  ,  you don’t  want  to  be  try ing  to  th ink  of  examples  “on- the-spot”  

dur ing  the interv iew.   Review  your  past  and make some notes  to  help  you recal l  your  past  

success es  dur ing the  interv iew.   On the  next  page  i s  a  sheet  formatted  to  help  you recal l  and  

deta i l  those  successes .   



Interview Prep Worksheet Instructions:

In the world of interviewing there is one sad but inevitable truth – the person who is best for the job does not 

always get the job – the person who     interviews the best for the job gets the job! 

The interview prep worksheet is designed to specifically help you give the very best interview you can.  In order 

to do that it’s important you understand a little bit about what you will experience during an interview, because the 

number one reason why a candidate bombs an interview has nothing to do with their skills it has to do with how they 

prepare.  During an interview you will begin to feel a certain amount of stress.  When you become stressed one of the 

first thing that happens is you will start to lose your ability to access your long term memory (details about things that 

happened more than 18 months ago).  Well, right now the most popular style of interview being conducted is a 

“behavior based” interview – “give me examples of what you’ve done in the past” and it’s a pretty good indicator of what

you’re going to do in the future.  So you are going to have an interviewer ask you for details about something on your 

resume from 3 years ago and your brain quiet simply won’t let you access those memories, resulting in a long drawn out 

pause, and a filler statement like – “Boy that’s a good question.  Let me think about that a minute.” As your thinking – the

interviewer is equating that with a lack of real experience and ultimately a failed interview.

This worksheet is designed so that isn’t what you’re going to experience.  Start with the left hand side of the 

document.  What you want to do first is go through your last 3 positions and write down every accomplishment you can 

remember from those 3 positions.  Focus specifically on some specific areas – namely – where did you MAKE the 

company money?  Where did you SAVE the company money? And finally where did you IMPROVE A PROCESS OR 

PROCEDURE?  

Once you’ve done that – focus on the right hand side of the page.  Look at each individual accomplishment and 

make some notes on what happened with that accomplishment.  Specifically address these issues –whose buy-in did you 

have to get for the accomplishment?  What hurdles did you have to overcome? Were you on time and on budget?  What 

were your actual results vs. expected results? What would you do differently next time?

Once you’ve written all this down what you have successfully done is now moved all those details that were 

stored in your long term memory and put them back in your short memory so use can give better examples faster now 

during your interview.  The result will be you’ll give a much better interview.  IF you are scheduled for a telephone 

interview feel free to have this sheet lying in front of you while you’re talking on the phone.

Good luck!!



INT ERV IEW  P REPA RA T ION WORK  S HEET

REV IEWING  Y OU R P ROFES S IONA L AC HIEV M ENT S  –  Star t  w i th  y our  m os t  r ecent  Em pl oy er  –  

f ocus  on  the  i s s ues  that  w i l l  r e l a te  to  th i s  pos i t ion .

C ompa ny :  ______ ___ ___ ___ ___ ___ ___ ___ _   P os i t i on:  _____ ___ ___ ___ ___ ___ ___ ___ ___

L i s t  your  A ccom pl i s hm ent ( s ) / A ch i e vem ent ( s ) .  L i s t  the  s tr ateg i es ,  i m pl em entat i on ,  and  

pr oces s ( es )  u t i l i zed  to  obta i n  th i s  ach i evem en t ( s ) .  Inc l ude  quant i f i ab l e  data  w her ever  pos s ib le  

to  re i n f or ce  y our  c l a i m s  of  s ucces s .

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________
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A NS WERING  EX P ERIENC E  QU ES T IONS  T HE  R IG HT  WAY :

 F IRS T  RU LE  – A ns we rs  ne e d  to  be  be twe e n  1  –  3  mi nute s  i n  l e ng th  .  If it’s too short, no one 

will believe you, and if you’re too long, you’ll be considered insensitive and boring. This advice will only work if 

you’ve done something comparable. It will backfire if you try to fake it. 

  SECOND RULE – Structure your answers using the S.T.A.R.C.H. principle.

S = situation – Explain the situation surrounding your example

T = task – What task where you trying to accomplish

A = action – What actions did you take to accomplish the task

R = results – What were the results of this action

CH = change – What would you do differently this time because of you what you learned

**Important – When giving these answers use both the words “I” and “we” in your examples.  If you only use 

the word “I” during your response, you come across as arrogant and not team player.  If you over-use the word 

“we”, you appear as a follower who is incapable of functioning under their own initiative.

Don't  Talk Too Much
b y  Mi c h a e l  N eec e ,  f ounder  o f  In ter v i ew  M as ter y  

M ons ter  C ontr i but i ng  Wr i ter

The  g i f t  o f  gab  can  be  s om eth i ng  of  a  cur s e  dur i ng  an  i n ter v i ew .  You  cou l d  end  up  ta l k ing  y our  

w ay  r i ght  out  o f  the  job .  

I t ' s  i m por tant  to  r em em ber  that  i n ter v i ew er s  ar e  on l y  hum an,  and  the i r  a t tent i on  tends  to  

w ane  as  y ou  s peak .  Fu l l y  under s tand i n g  th i s  i s  c r i t i ca l  to  e f f ect i ve l y  com m uni cat i n g  dur ing  any  



i n ter v i ew .  Your  res pons e  s hou l d  be  l es s  than  a  m i nute  and  a  ha l f  w hen  an  i n ter v i ew er  as k s  y ou

to  “ te l l  m e  about  y our s e l f  . ”  Why ?  You ' l l  have  that  i n ter v i ew er ' s  a t tent i on  f or  jus t  about  90  

s econds .  

The  aver age  i n ter v i ew er ' s  a t tent i on  s pan  l ook s  s om eth i ng  l i k e  th i s :  

• A s  y ou  beg i n  s peak i ng ,  the  i n ter v i ew er  i s  l i s ten i ng  w i th  near l y  f u l l  a t tent i on .  

• A f ter  about  10  s econds ,  he  beg i ns  l i s ten i ng  w i th  l es s  i n tens i ty .  

• A f ter  60  s econds ,  h i s  m i nd  beg i ns  to  w ander  and  he ' s  devot i n g  l es s  then  ha l f  h i s  

a t tent i o n  to  y ou .  The  i n ter v i ew er  s tar ts  as k i ng  ques t i ons  about  y our  res pons e  or  beg ins  

f or m ul at i ng  h i s  next  ques t i on .  

• A f ter  y ou 've  been  s peak i ng  f or  90  s econds  w i thout  i n ter r upt i on ,  the  i n ter v i ew er  i s  

bar e l y  l i s ten i ng  at  a l l .  

A n  i n ter v i ew er ' s  a t tent i on  l eve l  can  be  near l y  i m pos s i b l e  to  detect ,  becaus e  m os t  peop le  ar e  

s k i l l ed  at  nodd i ng  the i r  heads  and  s ay i ng  “ hmm m ”  w hi l e  l ook i ng  at  you ,  a l l  i n  an  e f f or t  to  

d i s gu i s e  the i r  w ander i ng  m i nds .  The  l onger  y ou  s peak  w i thout  i n ter r upt i on ,  the  l es s  a t tent i on  

the  l i s tener  i s  g i v i ng  y ou .  Hence ,  w hen  y ou  pr ov i de  a  l ong  ans w er  that  bu i l ds  to  an  i m por tant  

conc l us i on ,  o f ten  the  i n ter v i ew er  i s  no  l onger  l i s ten i ng .  Th i s  i s  par t i cu l ar l y  i m por tant  w hen  

y ou  r es pond  to  an  i n ter v i ew er ' s  r eques t  to  te l l  h i m  about  y our s e l f ,  becaus e  ther e  i s  jus t  s o  

m uch  y ou  can  s ay  on  the  s ub ject ,  and  y ou  can ' t  be  s ur e  w hat  par t  o f  y our  back gr ound  the  

i n ter v i ew er  i s  m os t  i n ter es ted  i n  l ear n i ng  about .  

Y our  Que s t i ons  A re  Ke y

N ear  the  end  of  y our  r es pons e ,  i t ' s  i m por tant  to  k eep  the  i n ter v i ew er  engag ed  by  as k ing  

ques t i ons .  Sk i l l ed  i n ter v i ew er s  w i l l  pos e  behav i or a l - event  ques t i ons ,  as k i ng  y ou  to  des cr ibe  

s pec i f i c  exam pl es  o f  y our  exper i en ce .  In  thes e  s i tuat i ons ,  y our  res pons e  can  eas i l y  l as t  m uch  

l onger  than  90  s econds .  In  s uch  s i tuat i on s ,  i n ter r upt  y our s e l f  by  as k i ng  the  i n ter v i ew er  a  

ques t i on  l i k e ,  “ I s  th i s  the  l eve l  o f  deta i l  y ou  ar e  l ook i ng  f or? ”  or  “ I s  th i s  the  ty pe  of  exam ple  

y ou ' r e  i n ter es ted  i n? ”  Th i s  s t r ategy  he l ps  to  r eengage  y our  l i s tener  and  pr om otes  tw o- w ay  

com m uni c at i on .  

A ccor d i ng  to  Kent  K i r ch ,  the  g l oba l  d i r ector  o f  r ecr u i t i ng  at  D e l o i t te ,  i n ter v i ew er s  ar e  m or e  

i m pr es s ed  w i th  y our  ques t i ons  than  any  s e l l i ng  po i nts  y ou  t ry  to  m ak e.  "What ' s  r ea l l y  

d i s appoi n t i ng  to  an  i n ter v i ew er  i s  a t  the  end  of  an  i n ter v i ew  and  I  as k  the  cand i date ,  ‘D o  y ou  

have  any  ques t i ons  I  can  ans w er  f or  y ou? '  and  he  s ay s ,  ‘N ope,  I  th i nk  y ou  ans w er ed  them  a l l , '  

and  that ' s  the  end  of  i t ;  i t ' s  jus t  r ea l l y  f r us t r at i ng ,”  he  s ay s .  “ I t  a l l  goes  back  to  pr epar at ion ,  

and  [y our  ques t i ons ]  te l l s  the  i n ter v i ew er  y ou  thought  about  th i s  i n ter v i ew  bef or e  you  w alk ed  

i n  the  door .”  

A s k i ng  ques t i ons  can  a l s o  g i ve  y ou  a  s tr ateg i c  edge .  "Peop l e  l ove  to  ta l k  about  them s e lve s ,”  

s ay s  A us t i n  C ook e ,  the  g l oba l  r ecr u i tm ent  d i r ector  a t  Sap i ent .  “ So  i f  y ou  as  a  cand i da te  can  

k i nd  of  get  i n ter v i ew er s  ta l k i ng  about  them s e l ve s ,  y ou ' r e  one  s tep  up. "  

Your  i n ter v i ew  goa l s  ar e  to  ens ur e  you  ar e  under s tood  and  to  m ak e  the  bes t  pr es entat ion  of  

y our  ta l ents .  Engag i n g  i n ter v i ew er s  i n  tw o- w ay  com m uni c at i on  by  as k i ng  ques t i ons  he lps  y ou  

ens ur e  they  ar e  l i s ten i ng  w hi l e  y ou  de l i ver  y our  res pons e .  

Six Interview Mistakes
b y  Mi c h a e l  N eec e ,  f ounder  o f  In ter v i ew  M as ter y  

M ons ter  C ontr i but i ng  Wr i ter

I t ' s  tough  to  avo i d  ty p i ca l  i n ter v i ew  tr aps  i f  you ' r e  uns ur e  w hat  they  ar e.  Her e  ar e  a  ha l f  dozen

to  w atch  out  f or .  



1.  C onfus i ng  a n  Inte rv i e w wi th  a n  Inte rrog a t i on.  M os t  cand i d ates  expec t  to  be  i n ter r ogated .  

A n  i n ter r ogat i on  occur s  w hen  one  per s on  as k s  a l l  the  ques t i ons  and  the  other  g i ves  the  

ans w er s .  A n  i n ter v i ew  i s  a  bus i nes s  conv er s at i on  i n  w hi ch  both  peop l e  as k  and  r es pond  to  

ques t i ons .  C and i dates  w ho expect  to  be  i n ter r ogated  avo i d  as k i ng  ques t i ons ,  l eav i ng  the  

i n ter v i ew er  i n  the  r o l e  o f  r e l uctant  i n terr ogator .  

2.  M a ki ng  a  S o-Ca l l e d  Wea kne s s  Se e m P os i t i v e .  In ter v i ew er s  f r equent l y  as k  cand i dat es ,  " What  

ar e  y our  w eak nes s es  ? "  C onvent i ona l  i n ter v i ew  w i s dom  d i c tates  that  y ou  h i gh l i ght  a  w eak nes s  

l i k e  " I 'm  a  per f ect i on i s t , "  and  tur n  i t  i n to  a  pos i t i ve .  In ter v i ew er s  ar e  not  i m pr es s ed ,  becaus e  

they 've  pr obab l y  hear d  the  s am e ans w er  a  hundr ed  t im es .  I f  y ou  ar e  as k ed  th i s  ques t ion ,  

h i gh l i gh t  a  s k i l l  that  y ou  w i s h  to  i m pr ove  upon  and  des cr i be  w hat  y ou  ar e  do i ng  to  enhance  

y our  sk i l l  i n  th i s  ar ea .  In ter v i ew er s  don ' t  car e  w hat  y our  w eak nes s es  ar e .  They  w ant  to  s ee  

how  you  hand l e  the  ques t i on  and  w hat  y our  ans w er  i nd i cate s  about  y ou.  

3.  Fa i l i ng  to  A s k  Que s t i ons .  Ever y  i n ter v i ew  conc l u des  w i th  the  i n ter v i ew er  as k i ng  i f  y ou  have  

any  ques t i ons  .  The  w or s t  th i ng  to  s ay  i s  that  you  have  no  ques t ions .  Hav i n g  no  ques t i ons  

pr epar ed  i nd i cates  y ou  ar e  not  i n ter es ted  and  not  pr epar ed .  In ter v i ew er s  ar e  m or e  i m pr es s ed  

by  the  ques t i ons  y ou  as k  than  the  s e l l ing  po i nts  you  t r y  to  m ak e.  Bef or e  each  i n ter v i ew ,  m ak e  

a  l i s t  o f  f i ve  ques t i ons  you  w i l l  as k .  “ I  th i nk  a  good  ques t i on  i s ,  ‘C an  y ou  te l l  m e  about  your  

car eer ? '”  s ay s  K ent  K i r ch ,  d i r ector  o f  g l oba l  r ecr u i t i ng  at  D e l o i t te .  “ Ever y body  l i k es  to  ta lk  

about  them s e l ves ,  s o  y ou ' r e  pr obab l y  pr et ty  s a f e  as k i ng  that  ques t i on . ”  

4.  Re s e a rc h i ng  the  C ompa ny  B ut  Not  Y ours e l f .  C andi date s  i n te l l ectua l l y  pr epar e  by  

r es ear ch i ng  the  com pany .  M os t  job  s eek er s  do  not  r es ear ch  them s e l ves  by  tak i ng  i nventor y  o f  

the i r  exper i enc e ,  k now l edge  and  s k i l l s .  For m ul at i ng  a  ta l ent  i nventor y   p r epar es  y ou  to  

i m m edi ate l y  r es pond  to  any  ques t i on  about  y our  exper i ence .  You  m us t  be  pr epar ed  to  d i s cus s  

any  par t  o f  y our  back gr ound.  C r eat i ng  y our  ta l ent  inventor y  r e fr es hes  y our  m em or y  and  he lps  

y ou  i m m edi ate l y  rem em ber  exper i enc es  y ou  w oul d  other w i s e  have  f or got ten  dur i ng  the  

i n ter v i ew .  

5.  Le a v i ng  Y our  C el l  P hone  On.  We m ay  l i ve  i n  a  w i r ed ,  a l w ay s - ava i l ab l e  s oc i ety ,  but  a  r ing ing  

ce l l  phone  i s  not  appr opr i ate  f or  an  i n ter v i ew .  Tur n  i t  o f f  bef or e  y ou  enter  the  com pany .  

6.  Wa i t i ng  for  a  C a l l .  T i m e  i s  y our  enem y  af ter  the  i n ter v i ew .  A f ter  y ou  s end  a  thank - y ou  em ai l

and  note    to  ever y  i n ter v i ew er ,  f o l l ow  up  a  coup l e  o f  day s  l a ter  w i th  e i ther  a  ques t i on  or  

add i t i on a l  i n f or m at i on .  C ontac t  the  per s on  w ho  can  h i r e  y ou  - -  not  the  HR  depar tm ent .  HR  i s  

f am ous  f or  not  r etur n i ng  ca l l s .  A dd i t i ona l  i n f or m at i on  can  be  deta i l s  about  y our  ta l ents ,  a  

r ecent  com pet i tor ' s  pr es s  r e l eas e  or  i ndus t r y  t r ends .  Your  i n tent i on  i s  to  k eep  ever y one 's  

m em or y  of  y ou  f r es h .  

Interviewers'  Pet Peeves
b y  Ca ro l e  M a rt i n

M ons ter  C ontr i but i ng  Wr i ter

You  s i t  f ac i ng  the  i n ter v i ew er ,  f ee l i ng  l i k e  th i ngs  ar e  m ovi ng  a l ong  n i ce l y  w hen  a l l  o f  a  s udden  

the  i n ter v i ew  tak es  a  dr as t i c  tur n  f or  the  w or s e .  What  jus t  happened?  You  m ay  have  h i t  one  of  

the  i n ter v i ew er ' s  pet  peeves ,  one  of  thos e  th i ngs  that  autom at i c a l l y  t r i gger s  a  negat i v e  

r es pons e .

Her e  ar e  s even  of  the  m os t  com m on  peeves  pr ov i ded  by  exper i en ced  i n ter v i ew er s ,  a l ong  w i th  

s om e  t i ps  on  how  to  avo i d  them :

1.  S me l l s :  T oo  M uc h of  a  G ood  S me l l  C a n  Be  B a d.  Pat  R i l ey ,  author  o f  Sec rets  o f  Brea k in g  in to  

Ph a rm a c eu t i c a l  Sa l es ,  has  a  pet  peeve  s tory  to  r e l ate :  "Pr epar i ng  f or  an  i n ter v i ew  i s  not  l ik e  

pr epar i ng  f or  a  date .  I  had  one  i n ter v i ew  w i th  a  w om an  w ho dous ed  her s e l f  w i th  per f um e   ( the  

s am e  per f um e my  ex- g i r l f r i end  us ed  to  w ear )  r i ght  bef or e  s tepp i ng  i n to  the  s m al l  i n ter v iew  

booth .  The  per f um e w as  over pow er i n g  and  br ought  back  bad  m em or i es . "



2.  C ommuni c a t i o n:  T oo  L i t t l e  Le a v es  Inte rv i e we rs  Exa s pe ra te d.  "M y  num ber  one  i n ter v iew ing  

pet  peeve  i s  an  app l i cant  w ho w on' t  ta l k , ”  s ay s  S teve  Jones ,  a  m anager  o f  c l i ent  s er v i ces  at  a  

s of tw ar e  com pany  i n  Da l l as .  “ I  t r y  to  as k  open- ended  ques t i ons  and  pr od  them  f or  l onger  

ans w er s ,  but  no  l uck .  I ' ve  even  m ent i oned  to  a  f ew  that  I  need  m or e  i n f or m at i on  s o  I  can  get  

an  i dea  of  w her e  they ' r e  com i ng  f r om  - -  s t i l l  no  l uck .  I  a l w ay s  end  the  i n ter v i ew  s ay i ng ,  ‘N ow  

i t ' s  your  tur n  to  as k  ques t i ons  , '  and  s t i l l  no  l uck ;  they  don ' t  have  any .  O h  w el l  - -  next !”

“ He l p  m e out  her e ,”  s ay s  Jones .  “ C om e pr epar ed  to  ans w er  ques t i ons  and  ta l k  about  y our s e l f . ”

3.  C ommuni c a t i o n:  T oo  M uc h Ca n  B e  T oo M uc h.  "C and i dat es  w ho r am bl e  ar e  the  ones  w ho  get  

to  m e,"  s ay s  D ott i  Bous quet  o f  Res our ce  Gr oup  Sta f f i ng  i n  Wes t  Har t f or d ,  C onnect i cut .  “ Las t  

w eek ,  I  w as  i n ter v i ew i ng  a  cand i date  and  as k ed  her  one  ques t i on .  The  cand i d ate  ta l k ed  and  

ta l k ed  and  ta l k ed  f or  45  m i nutes  s t r a i ght .  I  w as  unab l e  to  s top  her .  I  had  to  s ay ,  ‘ Let ' s  w r ap  

th i s  up , '  and  I  s tood  up  w hi l e  s he  cont i nue d  to  ta l k .  I  w a l k ed  to  the  door  o f  the  of f i ce  and  

opened  i t .  She  l e f t ,  but  cont i nued  to  ta l k  w hi l e  w a l k i ng  out  the  door . "

The  l es s on?  “ C and i dates  s hou l d  s tay  f ocus ed ,  and  ans w er  the  ques t i on  as k ed  - -  i n  l es s  than  

tw o  to  thr ee  m i nutes , "  adv i s es  Bous quet .

4.  La c k  of  Foc us :  Res u l ts  i n  Los i ng  the  Inte rv i e we r .  "Ty p i ca l l y ,  cand i dat es  ar e  s i m pl y  too  

i n t i m i dated  by  the  pr oces s , "  s ay s  M ark  Fu l op ,  pr o ject  d i r ector  f or  a  l a r ge  nonpr of i t  agency .  

"Re l at i ng  the  ans w er  g i ven  to  one  ques t i on  back  w i th  another  - -  and  as k i ng  c l ar i f y i ng  or  

f o l l ow - up  ques t i ons  - -  s how s  m e  that  the  cand i da te  i s  conf i dent  and  th i nk i ng  about  the  w hole  

p i c tur e   i ns tead  of  endur i ng  an  i n ter r ogat i on . "

5.  A v e rt i ng  Y our  Ey e s :  One  Way  to  Av e rt  a n  Of fe r .  "Peop l e  w ho  do  not  m ak e  any  ey e  conta ct  

dur i ng  the  ent i r e  i n ter v i ew ”  i r r i ta te  Gw en  Sob i ec h ,  an  agency  r ecr u i ter  i n  Wes t  Har t f or d ,  

C onnect i cut .  “ I  r ea l i ze  s om e peop l e  ar e  s hy ,  but  to  never  l ook  at  m e once  - -  they  l ook  dow n,  

ar ound,  ever y w her e ,  but  not  a t  m e f or  the  ent i r e  i n ter v i ew .  I  f i nd  that  ext r em el y  annoy ing .  I  

a l s o  tend  to  d i s t r us t  s om eone  w ho  w i l l  not  l ook  at  m e w hen  I ' ve  as k ed  a  ques t i on . "

I f  you  ar e  uncom f or tab l e  l ook i ng   i n to  s om eone 's  ey es ,  l ook  at  h i s  " th i r d  ey e ,”  jus t  above  and  

betw een  the  per s on 's  tw o  ey es .

6.  S l a ng  a nd  S tre e t  S pe a k:  Le a ve  T he m  on  the  S tre e t .  "Poor  com m uni ca t i ons  s k i l l s  r ea l l y  get  to

m e,"  s ay s  Rober t  Fodge  of  Pow er  Br ok er s  i n  D over ,  De l aw ar e .  "What  I  m ean  by  th i s  i s  not  

m er e l y  the i r  l anguage  f l uency ,  but  m or e  about  the  us e  of  l anguag e.  S l ang  w or ds  and  s t r eet  

s peak  jus t  don ' t  have  a  p l ace  i n  m os t  bus i nes s  env i r onm ents .  A l s o ,  cand i dates  w ho s ay  'um , '  

' l i k e '  and  'uh '  betw een  ever y  other  w or d  l os e  my  at tent i on  very  qu i ck l y . "

7.  De c e pt i on:  L i t t l e  L i e s  Le a v e  a  B ig  Impre s s i on.  O ne m ajor  com pl a i nt  am ong  r ecr u i ter s  i s  

w hen  a  cand i date  i s  not  com pl ete l y  t r uthf u l ;  s m al l  l i es  ar e  a l l  too  com m on  i n  the  w or ld  o f  

r ecr u i tm ent .  Th i s  i nc l udes  not  be i ng  com pl ete l y  f or thcom i ng  w i th  re l evant  i n f or m at i on ,  

em bel l i s h i n g  accom pl i s hm e nts ,  h i d i ng  jobs  or  l ead i ng  the  pr oces s  on  w i th  no  i n tent i on  of  ever  

f o l l ow i ng  thr ough.  Bu i l d i ng  t r us t  dur i ng  the  i n ter v i ew  i s  k ey  to  get t i ng  an  of f er .

Que s t i on i ng  the  Inte rv i e we r

Even  i f  y ou  don’ t  as k  any  ques t i ons  dur i ng  an  i n ter v i ew ,  m any  i n ter v i ew er s  w i l l  as k  y ou  i f  y ou  

have  any  ques t i ons  at  the  end.   How  y ou  r es pond  w i l l  a f f ect  the i r  eva l ua t i on  of  you .   So  be  

pr epar ed  to  as k  i ns i ght f u l  ques t i ons  about  the  or gan i z at i on .

• M ak i ng  a  l i s t  o f  any  ques t i ons  y ou  have  regar d i ng  the  com pany  i s  i m por tant  ( but  i t  

s hou l d  conta i n  on l y  ques t i on  y ou  w er en ’ t  ab l e  to  f i nd  out  thr ough  y our  ow n  res ear ch  or  

thr ough  us )  th i s  w i l l  he l p  you  i dent i f y  i f  th i s  i s  the  r i ght  pos i t i on  f or  y ou .

Go o d  to p i c s  to  to u c h  o n  i nc l u d e :

• The  com pet i t i ve  env i r onm ent  i n  w hi ch  the  or gan i zat i on  oper ates

• Execu t i ve  m anagem ent  s ty l es

• What  obs tac l e s  the  or gan i za t i on  ant i c i p ates  i n  m eet i ng  i t s  goa l s

• How  the  or gan i za t i on ’s  goa l s  have  changed  over  the  pas t  3  y ear s



• What  obs tac l e s  w er e  com m onl y  m et  i n  r each i ng  cor por ate  goa l s

• What  r es our ce  ar e  ava i l ab l e  f r om  the  com pany  and  w hat  m us t  be  f ound  e l s ew her e  to  

r each  pos i t i on  ob ject i v es

Gener a l l y  i t  i s  not  r ecom m ended  to  as k  about  com pens at i on  or  benef i t s .   Q ues t i ons  i n  th i s  

ar ea  m ak e  you  s eem  m or e  i n ter es ted  i n  w hat  they  can  do  f or  y ou  and  l es s  enthus i as t i c  about  

the  pos i t i on .   A l s o ,  m ak e  s ur e  y ou  as k  at  l eas t  s om e ques t i ons  s o  y ou  don’ t  appear  too  pas s ive  

i n  pur s u i ng  the  oppor tun i ty .

The “ONE” question you must ask each interviewer:

The last question you should ask before concluding with any interviewer is this.

“  Do you feel I have the qualifications necessary to be successful in this position?”

Now listen very carefully to how the interviewer responds.  If they give you a resounding “yes”, you have done a good job

of covering all the issues that are important to them.

If they say something like:

“You appear to have all the qualifications we’re looking for, but…”

Listen for that “but”. Whatever comes afterwards is an area you need to re-strengthen their view of your abilities. Try to 

go over your experiences in that area one more time.  It can make all the difference in the world.

A  Fe w La s t  Re mi nde rs :

• L i ne  up  y our  r e f er ences  i n  advance  and  ver i f y  that  they  w i l l  be  good  ones .

• I f  w e  at  Res our ce  Er ector s  have  updated  y our  res um e  and  y ou  need  add i t i on a l  cop ies ,  

jus t  l e t  us  k now .

• Fo l l ow  up  i m m edi ate l y  w i th  thank  y ou  em ai l s  to  ever y one  that  y ou  i n ter v i ew ed  w i th .

• Your  u l t i m ate  goa l  s hou l d  be  to  go  i n  ther e  and  m ak e  them  w ant  to  g i ve  y ou  an  of f er .   

Rem em ber  an  i n ter v i ew  i s  not  a  f i s h i ng  tr i p ,  t r y i ng  to  f i s h  out  i n f or m at i on .   I f  you  go  in  

w i th  that  appr oach ,  o f ten  y ou  w i l l  d i s cover  that  y ou  l ik ed  ever y th i ng  y ou  hear d  about  

the  com pany  and  oppor tun i ty ,  but ,  y ou ’ve  been  s o  f ocus ed  on  gather i ng  i n f or m at ion  f or  

y our s e l f  y ou  f or got  to  s e l l  y our  ab i l i t i es .  A nd,  now  i t ' s  too  l a te  to  g i ve  them  the  

i m pr es s i on  of  y our s e l f  y ou  w anted .

• The  com pany  w i l l  be  anx i o us  to  k now  how  you  thought  the  i n ter v i ew  w ent  s o  i t  i s  

i m por tant  that  w e  ta l k  as  s oon  as  pos s i b l e  s o  that  I  can  pas s  a l ong  y our  f eedback  to  

them .   So  ca l l  m e  as  qu i ck  as  y ou  can… and  a  ce l l  phone  i n  the  par k i ng  l ot  i s  not  too  

s oon.

Good  Luck !

D an  D us zy ns k i

Pr es i dent  -  Res our ce  Er ector s

919- 763- 9434

www.resource-erectors.com

