Job Interview Prep



Before the interview

e Save a copy of the job description on your computer or
device.

* As much as possible know who you are interviewing with.
Finlql their biographies or more information about them
online.

* Good night’s rest day before. Eat breakfast.

* Travel plan: What transit will | need to take? Where will | park
my car?
* |Is there security in an office building | have to get through? How long
will it take to get through that?

. IShow up 5 minutes early to the room or location. No more, no
ess.

* In-hand: Copies of your resume, cover letter, and note-
pad/pen




Beginning the Interview

* |f there is administrative staff, inform them
of your full name who specifically you’'re
here to see, and state it’s for an interview.

* Greet each person interviewing you, not
just the higher-up or person who first
speaks to you.

* Maintain laser-like eye contact with the
interviewer or their team.

* Shift your focus to each person as equally
as possible. Don’t just speak to one person.



Common Interview Questions

* Tell me about yourself.
* This is an icebreaker. Summarize why you’re qualified and what skills you
bring, and maybe one personal detail (“Proud dog mom” etc)
* Why do you want this job?
* This is your opportunity to display two things: your passion for the industry
you work in, and your knowledge of the company or organization.
* What is your greatest strength/accomplishment?

* |t’s time to shine! Specifically describe a project or task you had, how you
applied your skills, and how it made you feel.



Common Interview Questions Cont’d

* What is your greatest weakness/what is a challenge you’ve faced?

 What they’re really asking is “How did you grow?” Be honest, saying you work
too hard or you're a perfectionist is a non-answer. Describe a time you
honestly failed or made an error. Show how you learned from it and
improved.

* Where do you see yourself in 5 years?

* Your answer should reflect the growth you’d like to accomplish professionally
in the near future. Is there a particular skill or certification you’d like to
achieve in the near future? If there’s a person you know who’s achieved to a
level you’d like to see yourself, how did they get there?



Wrapping the interview up

* Many organizations ask if you have any
guestions at the end of the interview.

* Don’t be caught short-handed. Have two

specific questions prepared for each interview
round.

* This is an opportunity to:
* A) Demonstrate your skills and knowledge of the
organization again.

* B) Find out more about the company beyond
what’s publicly available to figure out if the position
is right for you.




After the interview

* Thank each person while in the room or on é%

the call before leaving.
* Thank admin staff on your way out. %/
* Send follow-up thank you emails the next

day, at most two days after your interview.

* Mention the things you learned about the
company and are excited about

* Mention that you look forward to hearing from
them and the hiring team

* Send to each person you interviewed with, if
possible.



