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STAFF 
 

City of Topeka Human Resources Department, 215 SE 7th Street Rm 170 
 

Sarah Jones – Program Coordinator, Human Resources Recruitment Specialist 
srjones@topeka.org, (785) 368-0909 

 

Michele Smith – Human Resources Manager, Recruitment 
 

Jacque Russell – Director of Human Resources Department 
 

INTERVIEW TIPS 
 

 ARRIVE EARLY- It is a good idea to arrive about 10 minutes early for an interview; it shows you are punctual and eager for a 
job. Please be patient while waiting for your interview - the interview process for all applicants may take some time and the waiting 
period may vary depending on the number of applicants present. 

 

 DRESS FOR SUCCESS- Dress appropriately for an interview. More tips and information are provided in this packet. 
 

 GREET THE INTERVIEWER WITH A FIRM HANDSHAKE – Smile, offer a firm handshake, immediately introduce yourself 
and say something like, “I’m pleased to meet you” or “I’ve been looking forward to speaking with you.” During the interview, sit 
with good posture. If you don’t know what to do with your hands, keep them folded in your lap. This is another indication of good 
manners. 

 

 EYE CONTACT – Maintain eye contact with your interviewer. Show you want the job with your interest. 
 

 ELECTRONIC DEVICES – Cell phones, Beats, I-PADS, Tablets or any items of this nature must be turned off or placed on silent 
mode during your interview time. 

 
DRESS FOR SUCCESS 

 

In job-hunting, first impressions are critical. Remember, you are representing a product- - yourself - - to a potential employer, and the 
first thing the employer sees when greeting you is your dress attire.  You must make every effort to have the proper dress for the 
interview. Will dressing properly get you the job? Of course not, but it will give you a competitive edge and a positive first impression.  
 

How you should dress? Dressing conservatively is always the safest route.  
 

How do you find out what is the proper dress for a given job/company/industry? You can contact or visit the Human Resources 
Department where you are interviewing and simply ask about the dress codes at past work sites and locations. 
 

Do you need to run out and spend a lot of money on clothes for interviewing? No, but you should make sure you have at least one nice 
outfit for interviewing. 
 

Even if you know the company applies a casual dress atmosphere or a uniform to work, dress up anyway. It shows professionalism and 
respect. However, do dress conservatively and avoid bright, flashy colors.  
 

For your TWTW interview, we recommend the following attire: 
 

Males - a button down shirt or polo shirt and slacks. 
 

Females - a dress, skirt and blouse, or dress slacks and blouse are appropriate.  Dresses and skirts should not be too short and blouses 
should not be too low cut. Wear low-heeled shoes and minimum jewelry. 
 

TIPS AND HINTS FOR DRESS 
 

♦ Always be well groomed 
♦ Cleaned and polished conservative shoes 
♦ Well-groomed hair 

♦ No gum, candy or other object in your moth 
♦ Cleaned and trimmed fingernails 
♦ Well-brushed teeth and fresh breath 

♦ Minimal or no cologne or perfume 
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