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Congratulations on being chosen to interview for a new position. At The Pegasus Group, we 
recognize that the interview process can be stressful and uncomfortable, especially if you have 
not been through an interview in a while. For that reason, we have developed this guide to help 
you prepare for the interview. 
 
Although somewhat obvious, your main objective while moving through the interview process is 
to get an offer.  The offer must be one that is in line with both the companyôs and your personal 
needs.  This guide will help you better learn how to gather this information, present yourself in a 
manner allowing you to move through the interview stages, and lastly closing the deal and 
receiving an offer. 
 
We are confident that the techniques and tips outlined in this document will give you a leg up on 
the other candidates you are competing against for the opportunity.  
 
 

WORKING WITH A RECRUITER 
 
 
As mentioned above, it is crucial that you are able to get the information you need to evaluate 
whether or not this is the right opportunity for you.  At The Pegasus Group, our employees 
adopt a customized approach to each position thereby allowing them to gather all key elements 
regarding the opportunity at hand.  This approach also better allows our company to develop a 
strong relationship with our clients.   
 
Our commitment to you is the same.  Our first priority is to ensure both the client and the 
candidate are satisfied with the new opportunity.  You should feel comfortable to direct all 
questions regarding compensation, benefits, and company environment to your individual 
recruiter.  Since the expectation with our clients is to provide the best candidates possible, we 
are in a position to gather information effectively while not jeopardizing individual intent.  We are 
in the business of negotiating the best packages possible for our candidates, and are glad to do 
so, on your behalf. 
 
Your relationship with your recruiter will most likely begin with an established meeting to prepare 
you for the interview.  This preparation will become more intense as you move through the 
process.  Our goal is to allow you to best present your capabilities and to navigate potentially 
difficult interview scenarios.  Although some of the discussions will be basic in nature, it is 
always better to be safe than sorry, especially in a situation such as an interview when there 
more than likely will not be a second chance.  You will benefit the most if you keep an open 
mind and maintain an open dialogue to best ensure all of your questions and potential concerns 
are addressed ahead of time. 
 
Throughout this document, we will also describe specific expectations that we have of you as 
the candidate.  These expectations are in place so as to increase the likelihood of placing you in 
the desired position.  Please take note of them and understand that they exist so as to increase 
your success as a candidate. 
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TELEPHONE INTERVIEWS 
 
It is common for companies to conduct an initial telephone screen with a candidate.  The 
purpose of this interaction is to determine whether or not to continue the process, so it is 
important that you do not take this process lightly. Taking the time to properly prepare will 
increase your confidence and ability to focus on the conversation during the interview, which will 
better enable you to make a favorable impression. 
 
The goal is to move forward in the process and be invited for an in-person interview, where you 
will further sell yourself and ideally close the deal.  Since the main purpose of the phone 
interview is to establish a connection between yourself and the interviewer, the conversation 
should focus mostly on conveying your capabilities so as to win his or her confidence in your 
ability to get the job done.   
 
We have compiled a few tips and strategies below to help you prepare for this important 
interview. 
 
 
Before the Interview: 
 

Establish Interview Details.  The first order of business is to establish an appointment 
of at least thirty minutes when both parties can be free of interruptions and distractions.  
Generally, this is coordinated through your recruiter to streamline the process and 
ensure any potential changes are handled smoothly.  Work with your recruiter to select a 
time that allows you to be in a private setting. 
 
In addition, it will help to know the topics to be covered, key objectives to attain and the 
basic information regarding the position to be discussed. This can best be accomplished 
through direct conversations with your recruiter, who will confirm all of the details. 

 
Research Prospective Company.  Be sure that you have a baseline understanding of 
the company and its activities.  This research will help develop a polished presentation 
as well as convey a strong sense of understanding and interest in the company.  
Remember, you must be able to link your past accomplishments with the needs of the 
company in order to communicate your ability to be successful. 
 
Question Development.  While somewhat abbreviated at this point in the process, your 
prepared list of questions will indicate that you have given careful thought to the 
prospect of joining the firm.  The objective is to convey an impression that the job is 
something you are interested in and will be competent and successful at.  Please 
reference the sections that follow under in-person interview tips regarding handling 
questions to better develop this requirement. 
 
Rehearse.  This step is often overlooked, but preparing for the various scenarios and 
questions that will arise will better allow you to present yourself effectively.  No matter 
how much experience you have, if you are not able to sell yourself during the interview, 
your chances of success are limited. 

 
 
During the Interview:   
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Environment.  Find a quiet spot where you will be able to complete the interview.  
Whenever possible, complete the interview from a land line versus a cell phone to avoid 
interference as well as the embarrassing scenario of a dropped call.  In addition, we suggest 
that you clear a work area near the phone and keep the following tools handy: 
 

¶ A copy of the version of the resume you sent to the interviewer. 

¶ A note pad and pen. 

¶ Five or six carefully worded questions youôll want to ask. 

¶ Company literature with pertinent sections highlighted. 

¶ A watch or clock. 
 
 
Although obvious, dogs, kids, other people, televisions in the background, or other loud 
noises or interruptions will not aid your ability to convey your sincere interest in the position.   

 
Phone Personality.  The need to make a good impression on the phone cannot be 
overemphasized.  The telephone screening interview is a make-or-break proposition, your 
one chance to convince the interviewer that you are worth serious consideration.  The 
interviewer will be carefully listening to determine three factors: your sincere interest in the 
job, how you verbalize your qualifications and how aggressively you pursue the position. 
 
Voice reflects personality.  A well-modulated, controlled voice communicates authority and 
enhances the impact you want to make.  The quality, pitch and tempo of your speech will 
convey your attitude, energy level and enthusiasm.   
 
Here are some practical tips to enhance your phone personality and overall presentation: 
 

¶ Talk directly into the mouthpiece.  Hold the receiver approximately three inches 
from your mouth, not below your chin or above your nose.  Speak in a relaxed, 
conversational style as though the other person was in the same room. 

 

¶ Avoid sitting in a hunched position.  Grasping the phone in a vise-like grip will 
ultimately convey uneasiness.  Try standing as it opens your diaphragm for a 
smoother airflow and imparts a feeling of liveliness.  Getting up and moving around 
will also help you maintain your focus and energy.   
 

¶ Pay attention to the interviewerôs voice patterns. Try to match the cadence of 
your interviewer so that the conversion flows smoothly.  Adjust your speaking rate, 
voice volume and phrasing to be more in rhythm with the interviewer. 

 

¶ Sound upbeat.  Regardless of the situation, you must prepare for the opportunity at 
hand.  Put all other elements out of your mind and focus on the new opportunity 
granted you.  Genuine enthusiasm is contagious.    

 

¶ Listen carefully.  Allow the interviewer to complete their questions before beginning 
with your response.  This will ensure you understand the context of the question, as 
well are not unnecessarily interrupting the interviewer. 
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¶ Handle any trick questions in stride.  Showing verbal adeptness is a sign of how 
quickly you can think on your feet.  Be cautious as the interviewer may say 
something that puzzles you or that you are in firm disagreement with.  Show enough 
respect to voice your thoughts in a professional manner.  A defensive posture or 
argumentative tone is the surest way to alienate the interviewer and eliminate your 
candidacy. 

 
The Home Stretch.  As you glance over your notes and keep an eye on the clock, there 
may be additional important points you want to highlight in the pre-allotted time frame.  
Tactfully take control and introduce the subject matter that needs to be discussed or further 
elaborated.  
 
Provided the job interests you, express your desire to proceed to the next step. Your 
assertiveness will be remembered.  Thank the interviewer for the information shared and let 
her know again that you look forward to visiting the company in-person.  And remember; 
always end the conversation on a positive note.   
 
 
Pitfalls.  Never introduce the topic of compensation.  Through conversations with your 
recruiter, you should understand prior to the telephone interview whether or not the 
prospective salary meets your needs.  If asked, simply state that you understand the 
compensation range and that you feel comfortable that the offer would meet your 
expectations.  It is best to allow your recruiter to proceed on your behalf with negotiations 
regarding compensation and benefits as this is an expected part of the process.  Although 
compensation is a key element in your decision, you need to avoid conveying the idea that it 
is the only element and thereby diminishing your intentions in the eyes of the interviewer. 
 
On the phone, your job is to entice the buyer, not to close a sale.  Be mindful of how much 
of the conversation you are controlling.  A good rule of thumb is that you should be speaking 
50% of the time.  This will allow you to best communicate your abilities and allow the 
interviewer to gather all of the information pertinent to their decision to move you forward or 
not. 

 
After the Interview:  
 
 It is important to immediately contact your recruiter to better understand the next steps.  Many 
positions are highly time sensitive and any delays may hinder your ability to obtain the position. 
 

 
 
 
 
 
 

IN-PERSON INTERVIEWS 
 
Although in-person interviews can be nerve racking, remember that you have succeeded thus 
far in being asked to the company. So take a deep breath and relax.  The Pegasus Group has 
developed a guide below that walks you through many of the basic elements of the interview.  
Take the time to review these sections to better ensure your success. 
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Preparation: 
 

Learn more about the company.  Once this is complete, you will be prepared to start 
thinking about the skills and experiences you bring to the table that coincide with the 
needs established during your research.   

 

¶ Research the companyôs industry at a macro level.  Who are their 
competitors and what are their product lines?  What are the industry trends? 
What environmental factors are impacting the company? How will you help 
the organization excel in the industry? 

 

¶ Research the company at a micro level.  Read their annual report. What is 
their stock price?   Why has it increased/decreased in value?  Who are the 
key executives within the organization?  What things are highlighted in the 
annual report that the company is most proud of?  What is being said about 
the company in the news?  How will you help the company meet and exceed 
their business objectives? 

 
Think about the position.  What skills are important to the job? What types of 
problems or issues will you be faced with? What do you think your expectations 
will be for the position? Why do you deserve the position? What potential 
weaknesses will you have to overcome? 

 
Know how your strengths align with company needs.  The interview is a selling 
situation. In this case, the product happens to be you. And, just like another sales 
situation, your buyer (the employer) needs to be able to answer the question of ñWhatôs 
in it for me?ò If they cannot answer this question, you will not get the offer you are 
looking for.  
 
To help you answer this question we recommend that you do the following: 
 
Establish Past Accomplishments.  Now that you have thought about some of the 
benefits you will bring to your new organization, you need to be prepared to back them 
up with past performances that will serve as proof. You will want to construct examples 
that contain: 
 

¶ A description of the situation ï This could be a problem you solved or a project 
you worked on. 

¶ A description of your behavior in that situation. 

¶ A description of why you behaved the way you did. 

¶ A description of the end result  
 

Be sure the employer understands how the end result will translate into a benefit for 
them.  
 
Here are some suggestions to think about when developing these scenarios: 
 

¶ What have you done to increase sales, and by what amount? 

¶ What have you done to control costs and by what amount? 
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¶ What problems have you solved, and how did they impact your company? 

¶ Have you managed people, and if so what did they accomplish under you? 

¶ Did you work on a problem that everyone else avoided? What was the result? 

¶ What special projects were you hired to work on? 

¶ Have you met or exceeded your managerôs expectations? If so, by how much? 
 
Determine key personal strengths.  Another way to align your abilities with the 
companyôs needs during the interview is to discuss your personal strengths.  This can be 
somewhat more difficult to correlate with information you have learned about the 
company, so be prepared to concisely present these elements with specific objectives in 
mind.  A few suggestions are below to help in developing these scenarios:  
 

¶ What are your greatest strengths, and how will they benefit the company you are 
interviewing with? 

¶ What are your opportunities for professional development and what is your action 
plan to develop these areas? 

¶ What do you do in your spare time that benefits your family or community? 

¶ What have you learned the most in your current position, and how will this benefit 
an employer? 

 
Remember, the employer must always understand how these discussions correlate 
specifically to the opportunity at hand and ultimately into how they will benefit them. 
 
Question Development.  Some of your questions should evolve from research you 
have done on the company in preparing for the interview.  The list below provides a few 
options: 

 

¶ Why are you looking outside the company for this job?  Force the interviewer to 
explain why this job canôt be done by one of his current employees.  The answer 
may give you a valuable job description. 

¶ How many people have held this job in the last five years? Were they promoted 
or did they leave company? If the turnover has been high, you have a right to 
suspect that the job may leave something to be desired. It could also mean that 
you could expect to be promoted quickly. 

¶ How did you get started in the company? A good way to get to know the 
interviewer better and gain insight into the promotional path the company follows. 

¶ What are examples of the best results produced by people in this job?  Here you 
may discover you are overqualified or in a position to ask for considerably more 
money. 

¶ What is your "learning plan" for me for my first six months?  

¶ What competencies do you propose I will develop that I don't currently have?  

¶ Which individual in the department can I learn the most from? What can he or 
she teach me? Can I meet them?  

¶ What are some examples of the decisions I could make in this job without any 
approvals?  

¶ How will my performance be evaluated? What percent of my compensation is 
based on my performance?  

¶ What is the first assignment you intend to give me? Where does that assignment 
rank in the department's priorities?  
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¶ How many hours of your time can I expect to get each week for the first six 
months on the job? How often will we have scheduled meetings?  

¶ What are the biggest problems facing this department in the next six months and 
one year?  

¶ What key competencies have you identified that I will need to develop in the next 
six months to be successful?  

¶ What makes this company a great place to work?  
 
Question Response Preparation. Much of the dialogue during an interview will involve 
you directly responding to questions the interviewer will pose.  Much of the preparation 
you have already completed for the interview phases will assist you in compiling your 
responses.  Although the ultimate goal of your response is to sound spontaneous, the 
relevancy of your answer in large part depends on your thoughtfulness ahead of time. 
 
Typical interview questions generally fall into eight categories as follows: 
 

1. Background Questions 
 
ñTell me about yourself.ò  Your response should highlight your qualifications which 
you believe to be required of the position.  Utilize your past experiences and 
education wherever relevant.  
 
ñWhat are your greatest strengths?ò  Good examples are loyalty, willingness to work 
hard, eagerness, fast-learner, technical skills, politeness, and promptness.  
Whenever possible, these abstract qualities should be directly linked to concrete 
examples.   
 
ñWhat are your greatest weaknesses?ò  This is not the time to confess all your 
imperfections.  (Do not state ñnot being able to go work on Mondaysò, or ñcoming in 
lateò, etc.).  Present your weaknesses as professional strengths, (i.e., ñSometimes 
work too hard to make sure things are done accuratelyò). 

 
2. Personality Questions 

 
ñWhat do you do in your spare time?ò  Present yourself as a well-rounded person.  
Your answer to this question will help the interviewer better understand what it 
potentially will be like to have you as a member of the office.   

 
ñWhat do other people say about you?ò 

 
ñWhat kinds of decisions are most difficult for you?ò Again, be truthful and admit that 
not everything comes easily.  Be careful what you do admit so as not to instantly 
disqualify yourself.  Explain that you try to gather as much information and advice 
that you can to make the best decision possible. 
 
ñWhat causes you to lose your temper?ò  Everybody has a low boiling point on 
particular issues.  People who are late to meetings, blame shifting, broken 
appointments and office  
ñback-stabbingò are suitable responses.  Donôt say that you never fly off the handle.  
You wonôt be believed.   
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ñHow do you feel about a younger male or female boss?ò  A question like this usually 
means that your boss will either be younger or of the opposite sex, or both.  Be 
certain that if you register any concern, you will probably not be hired.  Explain that 
their age or sex is of no importance to you.  You are only interested in their capability 
and what you can learn from them. 
 
3. Motive Questions 

 
ñHow can you contribute to this company?ò Strong technical skills, enthusiasm, and 
desire to complete projects correctly and efficiently are good responses. 
 
ñWhy should I hire you for this position?ò  Explain your qualifications and how they fit 
the available position.  Address your interest in the job and the field and why you 
enjoy this style of work.  Emphasize your ability to successfully perform the duties 
required. 
 
ñWhy do you want to work for our firm?ò  Make a compliment about what the 
company does, its location, or its people.  Other positive remarks might be about the 
companyôs product or service, content of the position or possibilities for growth or 
advancement.  Research about the company is important here. 
 
ñWhere do you hope to be in five years?ò  ñWhat are your career goals?ò  ñHow long 
do you plan to be with company?ò  All of these questions address the interviewing 
companyôs desire to try and ensure their investment in you will pay off.  Here are 
some guidelines to assist with your responses:   

¶ Use conservative growth positions that clearly show you plan to be there 
in five years.   

o Short term ï ñI want to be the best in my current position, while 
learning additional responsibilities.  This, in itself, will assure my 
commitment to the firm and raise me to the next level of 
responsibility and promotion.  I see myself wanting to stay 
technical but learn the necessary skills to lead people and 
projects.ò 

o Long term ï ñAfter proving my abilities, I see myself in a firm with 
the possibility of moving into a level of management that allows 
me to keep my skills sharp. 

¶ Be sure that you know what can and cannot be achieved by the ideal 
candidate in this position.   

¶ Never tell the interviewer that you feel you will be more successful than 
they are, but do show a strong desire for promotions.  

¶ Balancing conservative responses with an understanding that potential 
employers can be equally attracted to a candidate with ambition and 
candor is important.  ñAs long as I continue to learn and grow in my fieldò, 
is a reasonable response. 

 
 
ñWhat interests you most about this position?ò  Here again, you have the chance to 
demonstrate your knowledge of the company. 



 11 

ñWhat are you doing to achieve your goals?ò  Examples of continued education, 
including company educational courses, reading trade publications and magazines 
and participation in professional organizations in relevant fields are all good 
examples of subjects to comprise your response with. 
 
ñAre you applying or interviewing for any other positions?ò  In your answer, show that 
your search is geared for similar positions.  This demonstrates a well-defined, 
focused objective.  Make it known that your talents are applicable to other 
businesses and that you have explored ways to maximize your potential and are 
serious about finding the perfect opportunity.  Donôt give an indication that you are 
just shopping. 

 
4. Job Satisfaction Questions 

 
ñWhy did you leave your previous employer?ò  Never speak poorly about a former 
employer.  Be pleasant, positive and honest understanding that your answer will 
most likely be checked during reference checks.  Mention your desire to work for a 
more progressive company that offers more growth opportunities and recognition. 

 
ñWhat did you like most about your previous position?ò  ñWhat did you like least 
about your previous position?ò  An employer can evaluate what type of worker you 
will be by the specific items you choose.  Keep in mind that you are also providing 
clues about the environment that you seek.  What you liked most can include a 
strong teamwork atmosphere, high-level of creativity, attainable deadlines.  What you 
liked least should include any situations that you are unlikely to encounter in your 
new position. 

 
ñWhy are you looking for another position?ò  Again, be positive.  ñI have to say that I 
have really enjoyed my years at              Corporation.  There are a lot of good people 
over there.  But I am looking for a more progressive organization with greater 
opportunities for growth, and recognition.  I am looking for a team to join where I can 
make real contributions and advance my career.ò  

 
ñWhat do you think your employerôs obligations are to you?ò  Interviewers listen for 
employees who want a positive, enthusiastic company atmosphere with the 
opportunity to advance.  Such a person, they surmise, has motivation and staying 
power. 

 
5.  Past Performance Questions 

 
ñWhat are your greatest accomplishments?ò  Be ready to recite one or two stories 
that demonstrate strong capabilities or achievements that will make you attractive to 
your new employer.  A special project that you pioneered at your previous job, 
cutting department expenses, increasing productivity or receiving frequent 
promotions are examples of good responses. 
 
ñWhat kind of Manager are you?ò  Again, no one is perfect.  Showing that you tackle 
every assignment with all of your energy and talents is admirable but mention that 
you also learn from your mistakes. 

 
6. Salary Questions 
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ñWhat type of salary do you have in mind?ò  Keep in mind that salary questions 
should be avoided whenever possible.  If the question is posed, some 
recommendations are to not state a starting figure and to utilize a response such as: 
ñI place the majority of the importance on finding the right opportunity.  I am confident 
that if you find me to be the best candidate for this position, you will extend to me 
your best and most fair offer.ò  If pressed further on the issue, simply state that you 
understand the salary range of the offered position and that you find that to be 
acceptable.  Your recruiter knows your limits and would not have forwarded you to 
the position if there was not the potential to close the deal. 

 
ñWhat is your current salary?ò  Answer truthfully.  Remember that salary includes 
base, bonuses, commissions, benefits, and vacations as well as sick days and 
personal days.  If you are reasonably expecting a raise in the next three months, 
state the approximate percentage you would be awarded. 

 
7. Pressure Questions 

 

Issues surrounding topics such as gaps between employments, being fired from a 
previous job, lacking specific skills the job requires, or relationships with previous 
employers are generally posed to better see how you perform under pressure.  In 
general your answer should:  

 

¶ Not be negatively focused. 

¶ Provide information of how you developed or are working to improve. 

¶ Describes what you learned from the event and how the company will benefit 
from you having gone through the situation. 

¶ Be clear, direct and to the point. 

¶ Be truthful.  Chances are the employer already knows the answer to the 
question.   

 
8. Behavioral Interviewing   

 
Behavior-based interviews are the newest trend in job interviewing. The premise behind 
behavior-based interview questions is that "past performance is the best predictor of 
future success."  Consequently interviewers increasingly ask candidates to provide 
specific examples that illustrate key skills and experiences. You know that you're in a 
behavior-based interview when the preponderance of questions that you're asked begin 
with declaratives like "Tell me about a time when" and "Describe a situation where..." 
 
By learning to prepare for, and respond to, behavior-based interview questions, you 
position yourself to outshine the competition during interviews.  To prepare effectively, 
you need to think about what you've done or experienced that most closely aligns itself 
with the companyôs expectations and needs.  Preparation begins with good research. 
Start by reviewing the job description in order to identify your most relevant skills and 
experiences and relay stories that reflect those qualifications. Then review the 
information you gathered during previous company research to better understand their 
mission, values, products, services, and customers. 
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This kind of targeted information can enable you to focus on what the employer is 
looking for, eliminate extraneous anecdotes and position yourself as a focused 
candidate who understands the employer's needs and priorities.  Unlike traditional 
interviews, a behavioral interview usually requires that you provide specific examples of 
how you acted in the past, instead of sharing your opinion or ideas. In other words, they 
showcase what you've achieved (or, in some cases, failed to achieve) rather than what 
you hope to accomplish in the future.  
 
Your responses should be organized into three sections that coordinated and succinct. 
 

I. Problem or Situation    Start by describing the problem or situation that you 
faced.  

  
"Because of the escalating price of ingredients in our products, we needed to 
rethink our production, pricing and marketing strategies and processes. 

  
II. Action   Describe the action that you took.  

  
"I initiated discussions with the purchasing, production and marketing 
managers - both individually and collectively - to determine whether we 
needed to revise our product formulas, develop new brands and/or open up 
new channels of distribution. 

  
III. Result    Describe the results. 

  
"When we discovered that our product was too expensive for its original 
target market, I worked with the purchasing manager on a strategy to identify, 
solicit and negotiate less expensive contracts. I also worked closely with the 
marketing manager and the marketing team to reposition our product for a 
more upscale clientele. This resulted in a $200,000 decrease in expenses 
and $250,000 increase in net revenues.  

  
One common mistake that candidates routinely make is to over-describe their actions in 
excruciating detail without fully describing the organizational problem or challenge that 
they were facing. Worse yet, some people get so caught up in the description of their 
activities that they never even get to the results. 
  
Of course, it's impossible to anticipate every question, so knowing how to think on your 
feet is important. However, be sure to give real forethought to what stories (or examples) 
you want to relate. Rehearse those stories until you can tell them flawlessly. Otherwise 
you may end up recounting stories that lack happy endings and don't portray you as an 
effective professional. 
  
Many interviewers frame their questions around the traits or skills deemed essential for 
success in the position or organization in order to establish both their ability and their 
desire to do the job.  How you tell your stories will say as much about your performance 
as what you tell. If you don't feel comfortable telling a particular story, replace it with an 
anecdote or illustration that you feel more comfortable relating.  
  
After you tell your story in response to a behavioral directive, ask for feedback. Is this the 
kind of information that the interviewer was looking for? Or would they like you to give a 
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different example. Also, don't be afraid to say "I don't know" or "nothing comes to mind."  
You can't invent experiences (positive or negative) that you don't have.   Answer any 
question to the best of your ability and then relax.  If there is a period of silence before 
the interviewer asks the next question, stay calm.  Interviewers often use silence to see 
if you can handle stress and maintain poise. 

 
 

Pre-interview meeting with recruiter.  At The Pegasus Group, we work with thousands 
of candidates a year that go through interview processes. With each candidate, we gain 
new insight into what works well and what does not. This expertise allows for us to help 
you make sure your language and style in describing yourself is consistent with what 
works best! 

 
 

 
Items to Bring to the Interview: 
 

¶ Resume.  You should have at least 5 clean copies of your resume to share with 
interviewers onsite.  Review the document thoroughly and be prepared to discuss all 
points.  Always bring copies identical to the ones supplied to the interviewer.   
 

¶ Questions 
 

¶ Ancillary items.  A notepad and pen to the interview to jot down notes.  Directions to 
the interview location. Your recruiterôs phone number to give immediate feedback after 
the interview. 

 
Arrival at the Interview: 
 

¶ Have the interviewer's full name, the correct pronunciation and his or her title. 

¶ Be friendly and polite to everyone ï You never know whose opinion is going to count 
 

 
Punctuality.  Always plan to arrive early at the interview to allow adequate time for 
traffic, parking, and a last minute appearance check.  Overcoming the first impression of 
arriving late is next to impossible.   

 
Dress for success. We have all heard the clich® ñYou only have 30 seconds to make a 
great first impression.ò We think it is more like 15 seconds.  We recommend that even if 
the environment has a business casual dress code, wear traditional business attire for a 
first interview. You want to be sure to show respect for the position and the people with 
which you are meeting.   
 
To avoid making the wrong first impression we recommend that you take note of the 
following personal appearance recommendations. Some of the recommendations are 
obviously very detail oriented, but please recognize their importance. 

 
Men 

¶ Wear a dark suit, white shirt with a solid or non-daring pattern tie. 

¶ Fingernails should be clean and manicured if possible. 
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¶ Shoes that are black and freshly polished (including the heels) are a safe 
choice 

¶ Hair should be neatly combed and freshly trimmed. Always comb hair with 
your jacket off. 

¶ Be sure to get a good nightôs sleep to avoid having red eyes or dark circles 
under your eyes. 

¶ Be clean-shaven.  If you have a beard or mustache, make sure it is neatly 
trimmed. 

¶ Keep jewelry to a minimum. 

¶ No heavy cologne. 

¶ Practice giving a firm handshake. 

¶ Make sure you always make good eye contact. When addressing a group of 
people, be sure to make eye contact with everyone so no one feels left out of 
the conversation. 

¶ If your interview happens shortly after a meal, make sure your teeth are 
clean. 

¶ Be sure to sit up straight and attentive. 
 

Women 

¶ Wear a navy or gray tailored suit. Avoid busy cloths. Blouses should also be 
tailored and color coordinated.  Donôt wear big bows or ties. 

¶ Avoid wild hairstyles ï conservative is best. 

¶ Check for runs in panty hose. 

¶ Make-up should be applied lightly 

¶ Avoid heavy perfumes. 

¶ Keep jewelry to a minimum. 

¶ Nail enamel should be conservative. 

¶ Be sure to get a good nightôs sleep to avoid having red eyes or dark circles 
under your eyes. 

¶ Make sure you always make good eye contact. When addressing a group of 
people, be sure to make eye contact with everyone so no one feels left out of 
the conversation. 

¶ Practice giving a firm handshake. 

¶ If your interview happens shortly after a meal, make sure your teeth are 
clean. 

¶ Be sure to sit up straight and attentive. 
 

Employment Application.  If asked to fill out an employment application, complete the 
application in full and leave no blanks. Do not write ñsee resumeò as a response to any 
application question. Respond to ñexpected salaryò questions as ñopenò and ñcurrent 
salaryò questions accurately.   Your recruiterôs name should be your response to any 
ñreferred byò questions.  Always provide answers that are 100% true. 
 
Communication Devices.  Never take cell phones, beepers, or Blackberries into the 
interview. 

 
During the Interview: 
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Ask Questions.  Your interview should be two-way conversation.  You must ask 
questions and take an active role in the interview.  This demonstrates the importance 
you place on your work and your career.  Asking questions gives you a chance to 
demonstrate your depth of knowledge in the field as well as to establish an easy flow of 
conversation and relaxed atmosphere between you and the interviewer.   

 
Asking questions will permit your prospective new employer to recognize several 
characteristics about you such as the following: 
 

¶ You are intelligent and articulate. 

¶ You know what information needs to be analyzed to make decisions. 

¶ You are interested in the opportunity. 

¶ You can be conversational. 
 

Be careful not to appear to be cross-examining the employer.  Also be mindful to ask 
questions requiring an explanation since questions that can be answered with a ñyesò or 
ñnoò are conversation stoppers.  Finally, do not interrupt their response. 
 
Answer Client Questions.  You should give complete, but brief and relaxed answers to 
questions.  Utilize the information you developed during your preparation and point out 
past accomplishments and personal characteristics that support your answers.  Continue 
to sell yourself in a positive way.   
 
Ask for the job.  No matter what position you are interviewing for, if you want the 
position, asking for the job is one of the most important things you need to do as a 
candidate.  Many employers view candidates that do not ask for the job as not 
interested. Although you do not want to be perceived as pushy or overbearing, direct 
enthusiasm is difficult to ignore.   
 
Some examples of interview closing methods are as follows:  

 
Á Summarize what youôve done that ties in with the new position and ask:  
ñDo I have the qualifications youôre looking for?ò  
 

Á ñNow that you have seen my background and had an opportunity to meet 
and interview me, is there anything else that you would like for me to 
expand on or share with you that would enhance my fit with your 
company and this opportunity.ò  

 
Á ñI was interested to learn more from you about the details of this career 

opportunity. Now that we have had a chance to meet, I am even more 
enthused about what we have discussed.  My background and 
experiences have prepared me for the role you have outlined.  Is there 
anything you have seen in my background or in our discussions here 
today that would prevent us from moving forward?ò 

 
Personality.  Your behavior during the interview potentially will connect you to the 
interviewer.  This rapport is helpful when final decisions regarding the position are made.  
A few suggestions follow to keep in mind during the interview: 
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¶ Appropriate use of eye contact demonstrates trustworthiness and 
sincerity.   

¶ While using your hands while talking can demonstrate and a level active 
energy, but be mindful that too much can be distracting.    

¶ Sincerity is recognizable.   

¶ Demonstrate respect for the interviewer by only answering questions with 
relevant information.   

 
After the Interview: 

 
Thank-you letters.  Always send a thank-you letter on the same day as the interview.  
See next page for an example of an appropriate letter. 

 


