Preparing for an Interview

Learn about the organization to which you are applying.

 Learn about the role of your target position within the organization.

 Anticipate the organization’s special needs, goals and problems; then figure out how you can fulfill the needs, help achieve the goals and solve the problems.

 Prepare a concise list of relevant and specific accomplishments.

 Formulate your salary needs.

 Prepare interview questions for YOU to ask.

 Make certain you know the exact time and place of the interview.

 Get clear directions to the interview, if you are at all unsure how to get there.

 Make certain you know how long it will take you to travel to the interview.  Count on the traffic being a disaster, and all the roads torn up by construction.  Allow extra time.

 Take along names and contact numbers.  You should have the names and numbers of everyone you may have spoken to on the telephone in connection with the interview.

 If you interview invitation came by letter, be certain to bring that letter along.
