Interview:

I.  Before the Interview (the interview starts long before you are in the interviewer’s office)

a.  Research the employer

     -know the size of the organization

     -know the services of the organization

     -it is also important to research issues, trends, problems, and jargon of the field

b.  Know yourself 

      -analyze your strengths and weaknesses and know what you want to discuss and      

       do not want to discuss about yourself

    -evaluate any problem areas in your record; be prepared to offer a strong case for 

      for these during the interview

c.  Prepare yourself

      -dress to project an image of confidence and success

      -know the location of the organization; arrive early and be prepared to stay late

      -bring extra copies of your resume and references

      -know the name and title of the person or persons interviewing you

II.  During the Interview

a.  Build rapport with interviewer(s) through attitude, non-verbal and verbal behavior

      -your attitude should be that of openness; positive expression (you are the best 

      candidate for the job)

      -positive non-verbal behavior: dress and posture, eye contact, handshake, be

       aware of your body language

      -positive verbal behavior: initiation of  discussion, voice level, courteous

      observations

b.  Communicate your abilities

       -use active verbs

       -be concise and complete, using concrete examples (3 c’s)

       -be positive and “own” what you are saying-be your word

       -remember a strong answer contributes to effectiveness, a strong answer does

       not create more questions than it answers

III.    After the Interview

a.  Use the interview as a learning experience; take notes on all aspects of the  

       interview after you leave the room.

b.  If you are not contacted, call to restate your interest.

c.  Send a follow-up letter to thank interviewer and stress your strong points.
d.  Evaluate all aspects of the job before accepting the position.
e.  If you do not get the job, you may want to ask the interviewer for constructive criticism.
IV.     Types of Interviews

a.  Phone

b.  One-on-one
c.  Hands-on
d.  Panel
V.    Tips on etiquette

a.  stand out from all other applicants: write a thank you letter

b.  be genuine, but not overly friendly
c.  wear clean, well-pressed clothing appropriate for the job; arrive well groomed
d.  before answering a question pause and plan an adequate answer; try not to fill silences with fillers (i.e. ums and ers)
e.  always stay positive; don’t give negative information about your last employer
f.  always thank the interviewer(s) for time and consideration
g.  top ten tips:  1. Smile, be enthusiastic.  2. Complete the application in detail with truthful answers.  3. Ask the employer to describe the job.  4. Explain how your past experience will help the organization.  5. Be positive!  6. Ask meaningful questions about the position and organization.  7. Answer questions by speaking in terms of the desired position.  8. Ask for the job.  9. Discuss salary after the potential employer mentions a figure.  10. Thank the interviewer(s) in person and in writing and once again express your interest in the organization.
VI.     Ten Most Common Mistakes

a.  not knowing enough about the organization, the industry, or the present   

      conditions

b.  inappropriate dress and/or attitude

c.  arriving late
d.  misrepresenting your skills and abilities (essentially lying)
e.  not appearing enthusiastic about the position
f.  making negative remarks about your previous employer
g.  asking what the organization can do for you rather than letting them know what you can do for them
h.  not shaking hands or maintaining regular eye contact
i.  asking for more money than the position is paying
j.  prematurely asking about salary
VII.      Prepare yourself for questions they might ask and questions you can ask the 

            interviewer(s).
