
JOB 

INTERVIEW
SKILLS & TECHNIQUES



WHAT  TO WEAR 

– BE PROFESSIONAL BUT BE COMFORTABLE 

-MAKE SURE YOUR ATTIRE FITS THE JOB



ENTER AND EXIT 

INTERVIEW

A Job Interview > Online or In-Person: 

Before jumping ship to a new company, you inevitably 

need to test the waters during the job interview. 

The purpose of an interview is twofold: It shows the 

employer what you can do for the company, and it gives 

you an opportunity to assess whether your qualifications 

and career ambitions align with the position.

An Job Exit Interview is a meeting conducted at the end 

of an individual’s employment. It may be conducted with 

the human resources department. This interview is 

typically held in order to learn more about the reason the 

employee is leaving and what the employee liked or 

disliked about their job. Exit interviews are often used to 

help improve a company or organization and reduce their 

employee turnover.



RESEARCH IS

IMPERATIVE! 
RESEARCH or KNOW those companies that appeal to you
and appear to be a great fit. If you don't know about the company 
or if you don't really want to work there, it typically shows in a 
conversation. If you are excited about the potential of working for 
the company and you have clearly done your research that will 
make you extremely appealing and different from the rest!

Go online and do a little research on the company before 
the interview. You do not have to memorize a ton of facts, but it 
is important to have a good idea of what the company does, how it 
makes money, and the details of the job for which they are 
applying. If the job is at a restaurant or store, visiting in advance 
to get a feel for the atmosphere is a good idea. I suggest that you 
practice interview questions with references to what the company 
does, if appropriate. 
For example, you could slip in “I saw on your website that you are 
launching a new product next month. It looks really cool. Will I 
have the opportunity to work with this product?”



DEVELOP A RESUME THAT STANDS OUT FROM THE REST

Include a summary statement

Decide on a resume format

Pay attention to technical & grammatical details

List your achievements and activities

Focus & list your education and skills

List any internships

Include any extracurricular activities or volunteer 

work

Bring a copy of your resume to every interview.
Have a copy of your resume with you when you go to 
every interview. If the interviewer has misplaced his or 
her copy, you'll save a lot of time (and embarrassment on 
the interviewer's part) if you can just pull your extra copy 
out and hand it over.

Know your resume. Nothing will irritate an interviewer 
more than a candidate who reads their resume or has to 
refer to it frequently. Those actions imply that the resume 
is untrue or misleading because, otherwise, you should 
be able to talk about it from memory. 
Try to know your resume inside and out so that you can 
highlight your positive qualities or experience!



INTERVIEWEE 

STRATEGIES 

AND 

BEHAVIORS

RESUMES CONTINUED…. 



SCORE SUCCESS IN THE FIRST 5 MINUETS!

Some studies indicate that interviewers make up their 
minds about candidates in the first five minutes of the 
interview – and then spend the rest of the interview 
looking for things to confirm that decision! 

So what can you do in those five minutes to get 
through the gate? Come in with energy and 
enthusiasm, and express your appreciation for the 
interviewer's time. (Remember: She may be seeing a 
lot of other candidates that day and may be tired from 
the flight in. So bring in that energy!)

Also, start off with a positive comment about the 
company – something like, "I've really been looking 
forward to this meeting [not "interview"]. I think [the 
company] is doing great work in [a particular field or 
project], and I'm really excited by the prospect of 
being able to contribute."



CLARIFY YOUR SELLING 

POINTS GET READY FOR 

QUESTIONS!

Develop a couple of questions for the interviewer beforehand Many 
interviewers consider this an important statement on the potential 
employee because it demonstrates the candidate’s real interest. 

Some questions you could ask are: 
What makes an ideal candidate for this job? 
How could I best prepare for the job before I start? 
When do you plan to make a hiring decision for this position? 
What hours are available (or expected) for this position?

Anticipate the interviewer's concerns and reservations
There are always more candidates for positions than there are 
openings. So interviewers look for ways to screen people out. Put 
yourself in their shoes and ask yourself why they might not want to hire 
you. Then prepare your defense: “I know you may be thinking that I 
might not be the best fit for this position because [their reservation]. 
But you should know that [reason the interviewer shouldn't be overly 
concerned].“

Some questions you may be asked are:
What made you apply for this job?
What are your strengths and weaknesses
Why should we hire you?
Tell me about yourself…Your interests?



Think positive!!
& Avoid Crucial Mistakes….

No one likes a complainer, so don't dwell on 
negative experiences during an interview!

Even if the interviewer asks you point blank, 
"What courses have you liked least?" or "What 
did you like least about that previous job?" don't 
answer the question wrong!!!!. 
Or more specifically, don't answer it as it's been 
asked. Instead, say something like, "Well, actually 
I've found something about all of my classes that 
I've liked”. 
For example:
“Although I found (history class) to be very tough, 
I liked the fact that [positive point about the class: 
it challenged me]" 
or "I liked [a previous job] quite a bit, although 
now I know that I really want to engage in [new 
job/company]."



Close on a Positive Note!

If a salesman came to you online or in person and 
demonstrated a product, then thanked you for 
your time and left / walked out the door, what did 
they do wrong? 
They didn't ask you to buy it! 

If you get to the end of an interview and think 
you'd really like that job, ask for it! Tell the 
interviewer that you'd really, really like the job –
that you were excited about it before the 
interview and are even more excited now, and that 
you're convinced you'd like to work there. 

If there are two equally good candidates at the 
end of the search – you and someone else – the 
interviewer will think you're more likely to accept 
the offer, and thus may be more inclined to make 
an offer to you.



Send a quick 

Thank-You note.

Write a thank-you note after every interview! 

Type each note on paper or send them by email, 
depending on the interviewers' preferences. 

Customize your notes by referring specifically to what you 
and the interviewer discussed; for example, "I was 
particularly excited about [or interested by, or glad to 
hear] what you said about 

Handwritten notes might be better if you're thanking a 
personal contact for helping you in your job search, or if 
the company you're interviewing with is based in Europe. 
Whatever method you choose, notes should be sent 
within 48 hours of the interview.


