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Introduction 
 
 
Today, more and more people like you are looking to have an edge when it comes to interviewing for a job.  
With all the conveniences of modern technology, the application pool for the job you desire is deeper than 
ever before. That means you have to do more than simply put your best foot forward and showcase you 
have the skills necessary for the job.You will have to make it clear to the interviewer you are the best      
candidate for the position. This is true especially when you are being compared to those with similar or 
even stronger skill sets. Sounds like an uphill climb, doesn’t it? Well, don’t be discouraged. The truth is, 
once you have an interview scheduled, you’ve already proven you have the skills they desire. It’s simply 
time to stand out as the best candidate for the position. 
 
No matter where you are in the job search process, this book is designed with you in mind. It is your re-
source to help you win the job you desire. The steps outlined in this book will give you all the knowledge 
you need to prepare and excel at your next interview, as well as help you navigate appropriate follow-up 
and the anxiety of waiting. What’s more, this book will offer direction on how to dodge some of the most 
common pitfalls of the interview process. 
 
Take a look through the material. You will find this book has answers to the most common interview    
questions. It even answers the questions you didn’t know to ask. So, if you’re ready to excel at your next 
interview, let’s get started. Before you know it, you’ll be one step closer to the career of your dreams. In this 
book, you will find the answers and guidance on the following topics: 
 
 

 How to get the interview of your choice 
 

 How to prepare for the interview 
 

 How to make a great first impression 
 

 How to conduct yourself during the interview 
 

 What common mistakes you should avoid making 
 

 What the most common questions are 
 

 What questions to ask your interviewer 
 

 Questions that interviewers cannot ask 
 

 How to execute the post-interview follow-up 
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CHAPTER 1 
 
Finding Opportunities 
 
Many people underestimate the opportunities available to them to get an interview. The key to getting an 
interview is two-fold: preparation and awareness. When you are fully prepared for an interview, it takes 
some of the pressure off because you know you’re ready. You’re now able to devote more energy and at-
tention to searching for opportunities. The truth is, opportunities happen when awareness and preparation 
intersect. If you’re not fully prepared, your level of awareness for opportunities will be diminished. What’s 
more, you risk having a resume and a mindset that’s not clear on what you want. A focus that’s too broad in 
scope suggests an unclear vision. You may find yourself wasting time contemplating whether or not to ap-
ply for a position. Even worse, you could waste time applying for positions not worth your time. In the end, 
this could make it difficult for employers to see you as a serious candidate.  
 
 
Remember, when you’re truly prepared, your focus will be clear and it will be easy to recognize opportuni-
ties, often before they present themselves. The opportunities are out there. The trick is simply to find them 
and not limit yourself to the main resources the bulk of your competition will be using. It’s time to think 
smarter and get further in the pursuit of your dream job. 
 

 
 
Do your homework. Think about the positions you’re interested in and determine if you have the necessary 
qualifications. Now, think of the companies who typically hire for those types of positions. Do you know an-
yone who works there or might know someone who does? Sometimes, it’s not all about what you know but 
who you know that can give you a helpful boost in landing your ideal job. Remember, just because a com-
pany hasn’t posted a job externally doesn’t mean they’re not looking to fill a vacancy. Many times, compa-
nies will ask for referrals to meet a distinct job need. Think about it. There’s a popular saying that birds of a 
feather flock together. That means employers will want to ask their top performers who they know that 
could fill the position. Companies spend a lot of money in background checks and interview time alone. 
They want to streamline their process as much as possible. By asking a friend, you could be helping them 
look proactive in the eyes of their boss while getting you closer to the job you want. 
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Another approach is to simply call companies and inquire about upcoming positions. At first, you may be 
tempted to call HR to make inquiries. This might prove to be worthwhile, as it may lead to asking about the 
hiring process and application procedures. It may also shed light on the company culture and who the 
“gatekeepers” are in the company. A gatekeeper’s job is to keep questions that can be answered at a lower 
level, at the lowest level. The problem is, most of the people who make the big decisions around job      
postings are not at the higher level. So what’s a person to do?  
 
One of the best things to do is to go back to your well-thought-out list of jobs you’re interested in and quali-
fied to do and formulate questions you have about this type of work. Think of some solid questions — don’t 
settle for questions that could easily be answered by a quick search on Google. Next, find the person in the 
company who could answer those questions and use the company directory or ask to be transferred to their 
office. In lieu of voicemail, consider asking for an email address. Be honest with the person you talk to and 
state your intentions, but frame your questions specifically enough so that they can be answered quickly. 
Remember to pitch your questions with some subtle praise around the person’s experience and your grati-
tude for their insight. Sharing your interest in their same line of work will position you as likeminded and 
asking for their insight shows respect and is flattering. The goal here is to gain insight and create a segway 
into what types of jobs might be coming up. Make a good impression and you might get the inside scoop. 
Be sure, as well, to send a thank you card to their office, as you never know who might be in the room 
come interview time. The person you made a good impression on might be the ultimate decision-maker if 
the score is tied between two candidates. 
 
Now, of course, there is always the traditional route of looking for job postings 
online through job banks such as Monster.com or Jobing.com. But, there are 
also official websites of the corporations and employment agencies. Many em-
ployment agencies get paid by the company for finding them top talent. This 
makes their services free to you and provides assistance from someone who is 
motivated to fill a    position. 
 
No matter which route you take, the details will always matter. Pay attention to 
what is requested when you apply. If you’re emailing your resume, see if there's 
a job code or phrase to be listed in the subject line and if there is a request that 
your resume be in a specific font or font size. Focus on all the details including 
the contact information. Make the effort to find out to whom you should send 
your resume. This will make it easier to follow up and make sure your resume 
was received. Believe it or not, some of the tasks required to apply for a job are 
simple tests from the employer to see if you can follow simple instructions. Em-
ployers will be evaluating your level of attention to detail. So, to be safe, you 
should consider every step of the   process a test. For example, do not email a 
resume that requests you apply in person. Pay attention to initial contact infor-
mation. Remember, until you have an offer, you’re competing against every oth-
er applicant. So, be sure to make even the smallest detail count. 
 
When it comes to getting an interview, there are a variety of approaches. Next, we’ll take a look at a few of 
them and what to keep in mind. Be sure to take note of how you can help yourself stand out from the rest. 
 
 
 

http://monster.com/
http://jobing.com/
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Your Resume 
 
Don’t be fooled into thinking the interview is more important than your resume. Think 
about it — your resume is the primary reason you’ll get offered an interview in the first 
place. With that said, be sure your resume is the best reflection of what you have to 
offer. Take some time to tailor your resume, making sure it highlights your best qualifi-
cations, work experience, and education for the job. Be sure to touch on any significant 
accomplishments relevant to the position.  
 
While you’re at it, it’s important to remember to avoid the things that can spell disaster 
for your resume. Believe it or not, HR staff, recruiters, and many hiring professionals do 
review every detail of your resume. Here’s a list of what to do and not do, and what can 
cause your resume to suffer an early death. 
 

 Use easy and simple fonts. Save fancy fonts and colors for another project. These will only do 
more harm than good, as they are hard on the reader’s eyes. 

 Don’t write your resume in 1st or 3rd person. You will be perceived as arrogant or even egotistical.  

 Keep it simple. Short and sweet. Your resume should be no more than two pages in length.        
Anything longer will not be fully read, if at all. Keep in mind, many companies require a resume to 
be no more than one page in length.  

 Make it easy for HR or your recruiter to read your resume. Avoid long paragraphs — they're too fa-
tiguing on the eyes. Find ways to break up sections into short paragraphs. Consider a five-
sentence maximum for each of your paragraphs. 

 Summaries should be brief and concise. The easier your summary is to read and understand, the 
better 

 List your work history in reverse chronological order. Start with the most recent work history and go 
backwards in time. It helps HR get a glimpse of what you’re capable of and how you gained the 
experience and expertise. 

 Ensure there are no significant gaps in your employment history. This can make employers     
question your work ethic. If you have gaps, be prepared to give answers. 

 Do not hide or fail to include vital information on a resume. Let your potential employer see all of 
your important information without having to search for it. 

 Trade an objective or introduction on your resume for a summary of qualifications. Hiring personnel 
know your objective. It’s straightforward. What they don’t know are the top highlights of your        
resume. Use your summary to get HR staff or recruiters excited to read the rest of your resume. A 
strong, concise summary will help ensure your resume doesn’t get lost in the crowd. And           
remember to keep it brief. 

 Take your list of responsibilities or duties and turn it into a list of results. Hiring an employee is an 
expense. Employers want to know they’re going to get something valuable in return: specifically, 
your talents and skills. Let them get a taste of what you can accomplish and the results you can de-
liver. For context, you can shape your results with small details of what you did. 

 Take the time to ensure your resume matches the job you’re pursuing. Hiring staff don’t have the 
time to figure out how what you did in one role fits in another — it’s your job to communicate it. If, 
at first glance, the HR staff could easily think your resume is in the wrong pile, chances are, it is. 
Sadly, your resume will soon find a new pile in the trash can. 
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 Resumes are not the platform for pictures and/or graphics. If applying for your chosen career     
encourages examples of your work, save the pictures and graphics for your portfolio.  

 Listing hobbies on your resume is a waste of time and space. You only have one to two pages to 
capture what you offer, so make every character count. If you lack work experience and are looking 
to strengthen your resume, look to the organizations you’ve been a part of or volunteer for. There 
are transferrable skills from your various roles. Every line of text should make you a stronger           
candidate. No fluff. No filler.  

 Care enough about your resume to check for spelling and grammatical errors. Don’t let your        
resume advertise you have poor attention to detail. 

 Don’t distort the truth or lie by omission. There are ways to fact check your resume. Hiring staff will 
take the time to check the validity of what you state you offer. Make one false statement and you 
lose all credibility.  

 
 
     
 
 
 
 
 
The Cover Letter 
 
Believe it or not, people still mail important documents from time-to-time. Many businesses use the good-
old-fashioned USPS. If you find that the company you desire to work for prefers you to mail a copy of your 
resume, be sure to include a cover letter. While not all companies require a cover letter, they’re helpful to 
those who are screening applicants. Consider it the preview and this is the trailer. It’s what tells those doing 
the hiring whether they should settle in and order popcorn or simply wait for the movie to come out on DVD. 
 
The cover letter is the one letter many people struggle to write. Although not always required, cover letters 
are helpful introductions to your experience and qualifications. Written short and to the point, your cover 
letter should encourage the reader to want to learn more about you. 
 
 Be sure to address your cover letter to someone specific. Never lead in to a cover letter with "Dear 
Sir/Madame" or “To Whom It May Concern." It’s impersonal and arguably lazy. Rather, perform your due 
diligence and find out the name of the person the letter should be addressed to. In the body of the letter, 
you’ll want to describe the position you desire and accompany it with details about your qualifications and 
skills. Take the time to demonstrate you’re prepared, interested in the position, and willing to work hard. 
Show the prospective employer you have a specific vision in mind. You don’t want to be viewed as some-
one simply grappling at whatever comes your way. Anything less than a well-thought-out and polished cov-
er letter and resume is a waste of the employer's time as well as yours. Respect the employer and yourself 
enough to pay your dues and do the hard work upfront. Make your resume count. 
 
Below is a list sites that offer a cover letter template and more advice on writing your cover letter. Most 
cover letters will begin with a basic greeting and states the position you are pursuing; this should not be 
more than two lines long. Your second paragraph should be a brief description of your qualifications, includ-
ing how you applied them and the associated results. The closing should announce an interest in hearing 
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back from them along with an expression of gratitude for their time. If you need a little guidance with your 
cover letter check out these samples and templates. After all, this really is your first impression and they 
won’t even get to your resume if you have a poorly written cover letter. 
 
http://jobsearch.about.com/od/coverlettersamples/a/coverlettsample.htm 
 
http://www.careeronestop.org/ResumesInterviews/Letters/CoverLetterTemplate.aspx 
 
https://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html 
 
http://susanireland.com/good-cover-letter-samples/ 
 
http://blogs.hbr.org/2014/02/how-to-write-a-cover-letter/ 
 
http://www.businessinsider.com/the-new-rules-of-the-modern-cover-letter-2013-10 
 
 
 
Emailing Your Resume 
 

Emailing your resume is what you’re likely familiar with as 
common practice for submitting a resume. In fact, it’s per-
haps one of the most common ways recruiters and other 
job scouts gather resumes from      applicants. Many 
companies use this method as an acceptable practice for 
submitting a resume. But before you submit your resume 
to a company recruiter or headhunter, here are a few tips 
to make the most of this widely accepted practice. 
 
When submitting your resume, be sure you are attaching 
it as a Word document or PDF file; these are the most 
commonly accepted formats. Even if you have a Mac 
computer, you can export your document as a .doc file or 
.pdf file. As for your subject line, make it easy on the 

reader. Concise and brief is the way to go.  Simply type your full name and the title of the position. This will 
go a long way to eliminate confusion and ensure the recipient knows what the email is referencing. Re-
member, an email that is unclear in its purpose seldom gets read. Think about what’s in it for the reader. It’s 
a surefire way to be certain you’re making the most of your resume, cover letter, and email subject line. 
 
Keep in mind, there will be times when the company will specify how to address your resume or subject 
lines. So, follow the instructions to the letter; don’t try to simplify it yourself. If a company says paste your 
resume, it’s not your decision to attach the resume instead. It’s not about what you prefer or what you think 
makes the most sense. It’s all about what the company wants and showing you can meet their expectations 
right from the start. Deviating from their methods will be the fastest way to ensure your email never gets 
read. It will bring your quest for that particular job to a screeching halt. 
 
 

http://jobsearch.about.com/od/coverlettersamples/a/coverlettsample.htm
http://www.careeronestop.org/ResumesInterviews/Letters/CoverLetterTemplate.aspx
https://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html
http://susanireland.com/good-cover-letter-samples/
http://blogs.hbr.org/2014/02/how-to-write-a-cover-letter/
http://www.businessinsider.com/the-new-rules-of-the-modern-cover-letter-2013-10
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Walking-In Your Resume  
 
When a company asks you to walk-in your resume, there’s a reason. It’s usually be-
cause you will be      customer-facing, representing their organization in a myriad of 
ways. Appearance and how you conduct yourself are of the utmost importance. This is 
the time to be on top of your game, paying attention to every detail, even things that 
may at first seem insignificant or irrelevant to the moment at hand. The truth is, you 
don't know who you’ll meet, who’s observing, and what might be a test. How you look 
and carry yourself could get your resume to the top of the stack or put in the trash can. 
Think about it: the person you hold open the door for could be the person who ultimately 
interviews you for the position. The secretary could be your potential boss’s best friend. 
The trash or pen on the floor in the hallway could be a plant to see if you’ll take the initi-
ative to address it and resolve the issue appropriately. The people sitting in the lobby 
with you or when you walk in could be potential peers, asked to provide feedback to the 
decision-maker. How you treat them and how you answer questions could make the 
difference when it comes to getting an interview. 
 
Don’t be surprised if you get called in for a brief interview right on-the-spot. Employers 
know this is a great way to catch people off-guard and see how well they can handle pressure and articu-
late answers. So, get ready to dress for success. Be on your best behavior and come prepared. In this type 
of setting, you are the cover letter. Your actions and appearance will speak volumes about what’s likely 
behind the text of your resume. If asked to fill out an application in addition to the resume, don’t be alarmed. 
Simply smile and comply with the request. It may make sense to bring with you the names and contact in-
formation in case references are requested. 
 
 
 
Telephoning for an Interview   
 
Telephoning for an interview is still used in certain careers. Many sales-type positions will use this style of 
interview. Keep in mind, some companies will use this style for non-sale roles if you will be on the phone 
with vendors, clients, etc. When representing a company, how you come across on the phone is key. They 
will be looking for certain qualities in the way you conduct yourself — particularly, confidence and warmth. 
A positive and customer-centric focus is essential to success in this interview format. You will need to be 
articulate and speak clearly. One way to quickly sound more confident is to stand up during the interview. If 
you have access to a mirror while on the phone, watch yourself. Notice your facial expressions. You should 
be smiling and your mouth should open enough to enunciate your words clearly. Remember to feel       
comfortable with pauses in speech; short pauses can emphasize a point and also illustrate thought. 
 
If it is your responsibility to call and initiate the conversation, one way to begin may sound something like 
this: 
 
 “Hello, Mr. Brown. I am Mike Sandal. I am calling in regards to your ad in The Post about the  
 clerical position.”  
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If you are asked about your prior experience, be prepared to answer quickly. You should be able to explain 
the length of your experience and give a brief description of your duties. It should be reflective of what 
you’ve stated in your resume. 
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CHAPTER 2 
        
Preparing for the Interview 
 
Getting called for an interview is a great feeling. It means you are one step closer to getting the job you 
want. But for now, your job is to prepare. Despite what you may think, you can never over-prepare. Perfect 

practice makes perfect interviews. 
The more times you practice, the 
less likely you are to fumble 
through your answer when it mat-
ters most. Prepare emotionally and 
intellectually. Preparation will do a 
lot to ease your nerves. Do your 
research. Know the company. Un-
derstand the position and find out 
what you can about the interviewer 
or their boss or department head. 
It’s a great way to find common 
ground and put yourself at ease. 
 
Perhaps the most important thing to 
remember is the real purpose of the 
interview: to sell yourself. And so, it 

is your job to convince them you are the solution to their problems. Find unique ways to market yourself so 
that you stand out. Confidence, knowledge, and friendliness will go a long way in making this happen. Your 
preparation will take you the rest of the way to being memorable for all the right reasons. 
 
 
Do Your Research  
 
Getting to know the company you are applying to is one of the most important steps in landing the perfect 
job. It will tell you where the organization has been and where they’re headed. You can gain insight into 
their culture and management style, and can help you decide if it’s a good fit for you. For example, if a  
company has high turnover, why is that? Did they just go through a reorganization or buyout? Did they shift 
their focus to an entirely different industry or market sector? Or, is the company known for high stress, de-
manding deadlines, and long hours? Whatever the answer, it will tell you a lot about the company. Re-
member, this is the company you’ll likely give your best 8 to 10 hours to every day. 
 
What’s more, knowing about the company can help you tailor your answers to what is relevant about the 
company today. This will go a long way in showing the interviewer how you’re a good fit for the organiza-
tion. Your research can also help you prepare insightful questions to ask the interviewer. 
 
A simple way to find out about a company is to go to their website. You can also do a search about the 
company using any of the many search engines. It’s a great way to get more than knowledge about the 
company — you can also get the names of key people, their job titles, and a little trivia about each of them, 
including examples of their work. 
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Don’t forget to look for media files or articles. This is your opportunity to soak in as much information as 
possible about the company and its people. Don’t be afraid to call the company and ask a few general 
questions and see what you discover. You don’t have to reveal that you are a potential employee. Just be 

sure you are polite and respectful.        
  
Know Your Contact  
 
When you get a call for an interview, it’s easy to get so swept away with 
excitement that you forget to ask a few questions. Ask who you’ll be in-
terviewing with on the given day. It will be nice to greet the person by 
name. It will also give you time to do some research on the person and 
find some common ground. You can also take note of significant accom-
plishments or examples of their work. These are great platforms for con-
versation and opportunities for thoughtful questions. The same rules ap-
ply to the interviewer’s           colleagues or supervisors. 
 
When it comes time for the interview, you’ll have all the tools you need to 
show you’ve done your       homework. You’ll illustrate you care enough 
to prepare in advance and go beyond the norm. If timing lends itself to 
making mention of a potential colleague, state how much you look for-
ward to working with them in the future. To ensure you come across sin-
cere, it’s helpful if you can reference an example of their work. 
 
Practice Your Responses  
 
The truth is, even the best interviewees get nervous. In fact, interviewers 
get nervous, too. It shows you care. What you need to do with this extra 
energy is channel it so it is working for you, not against you. The best 
way to do this is to practice. Give yourself plenty of time to practice stat-
ing the answers to a variety of questions. Think of different types of ques-
tions you might be asked. Practicing potential interview questions is a 
great way to prepare, as it will help you feel more at ease and feel confi-
dent during the interview. (A list of the most common questions will ap-
pear later in this manual.) Remember to play around with different word 
choices. Pick the one you are most comfortable with, not the one that’s 
most impressive. If your nerves get the best of you, chances are the $50 
word will escape you — you’ll be left scrambling to either find it or quickly 
come up with a $5 word. This will only add to your stress level and could 
set the tone for the rest of the interview. Remember to make your an-
swers short and concise without sacrificing important   details. 
 
If you are prone to nervousness or often express yourself with hand ges-
tures or arm movements, practice watching yourself answer the ques-
tions in front of a mirror. Or, ask a friend to role play with you and get 
their feedback. It may make sense for you to hold a paper clip tightly in 
your hand to keep your hands busy, as long as you’re not tempted to 
fidget with it during the interview. 
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Dress the Part  
 
Take some time well in advance to decide what you’ll wear for the interview. Inspect for tears, wrinkles, 
stains, loose buttons, or threads. Look for pet or human hair that has settled on the fabric. Make sure the 
outfit fits you well and is not too tight or too lose. You want to look polished and professional. Always dress 
conservatively — showing less skin in an interview is always a good choice. Closed-toed shoes and mini-
mal accessories and cologne or perfume are wise choices. Make sure your outfit is appropriate for the job 
and the company culture. You may want to bring an extra shirt with you on the day of the interview to be 
prepared for the unexpected. Spills happen, pens leak, and kids or dogs can surprise you. 
       
Get Organized 
 
Organization is half the battle and is part of preparation. Do yourself a favor and be sure to have all the 
things you’ll need for the interview ready and available the day before. If it will help, consider making a 
checklist of the things you will need. Remember to have an extra resume handy during the interview and 
take along a notepad and pen; this will help you feel comfortable taking notes and give your nervous hands 
something to do. But remember, you only want to write down the important things that you think you will 
need to remember — you’re not writing a transcript of the interview. If you have a business card, keep one 
handy. Your business card will make it easy for contact later and shows you’re a professional. It may also 
help the employer remember your name.   
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CHAPTER 3 
 
How Do I Conduct Myself? 
 
An interview isn’t just about the words you choose. It also has a lot to do with how you carry yourself, your 
body language, and how you act: your mannerisms. Remember, interviewers are looking out for more than 
skills. They’re looking to see who will fit in with their current staff. Like it or not, your personality is a big part 
of your interview and can make all the difference. Following are a few examples of what to do or not do dur-
ing an interview. 
 
 

 
 
 
 
 
 
Use Manners 
 
Using good manners can set you apart from other candidates. When you think of manners, you likely think 
of saying please and thank you and not using slang. You many even think to remove your gum or breath 
mint before the interview begins. While all these are good, there’s a lot more to good manners than you 
might think. Smiling and giving a firm handshake while introducing yourself is one example. Another is  
holding the door open for those walking with you. 
 
 But those might seem a bit obvious. So, what else comes to mind? What about waiting to be offered a seat 
before sitting down at an interviewer’s desk? This is a great way to show respect. Did you consider your 
posture? Remember, your posture says a lot about who you are and how serious you are about the posi-
tion. Using good posture shows confidence, so, remember to hold your posture even when seated. There’s 
a difference between being relaxed and coming across too casual, so don’t be tempted to get too comfort-
able or slouch. One tip is to sit toward the front of your chair; this will keep you from getting too relaxed. It 
will also make it easy for you to stand when an introduction is made. This simple gesture is an easy way to 
show respect and stand out among other candidates. 
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Show Confidence 
  
Confidence is everything. Sometimes your nerves can get the best of you and keep you from feeling      
confident. Overcome this common problem by making a list of past successes and strengths. Write them 
down on a 3x5 note card and place it in your pocket. While you’re waiting, reflect on what you’ve written.  
You’ll not only feel good about yourself, it will help you have these attributes and events at the forefront of 
your mind when you’re in the interview.  
 
Being able to readily answer in an articulate manner will help you gain even more confidence as the inter-
view progresses and keep you from falling victim to a defeatist attitude. Bringing the right mindset and atti-
tude into the interview will reveal itself in your word choices, voice inflection, and even body language. Just 
be sure to find the fine line in showing confidence — you don’t want to come across as arrogant or even 
narcissistic. You simply want your interviewer to know you’re a great fit for the position and can make solid 
contributions to the team. So, sit-up straight and take a few deep breaths. You’re going to do just fine. 

 
Keep a Positive Attitude 
 
Today, more than ever, there are a whole host of platforms where we may share what we think and feel. 
Look at nearly any Facebook page and it’s full of opinions. The same goes for Instagram and Pinterest. All 
of these platforms become reflections of who we are on a day-to-day basis and employers are interested in 
how you’ll be day-to-day. They’re looking to see if you’re easily discouraged or rattled. What is your        
outlook — are you positive or more melancholy? Is it easier for you to see the negative or positive side of 
things? During an interview, it’s your job to show your positive outlook and how you can handle even the 
most trying of circumstances. If something doesn’t sound right to you, resist the temptation to frown or act 
disgruntled. Simply keep your composure and positive disposition. When the time is right, you can always 
ask questions for clarification. 
 
Maintain Eye Contact  
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A great way to communicate sincerity and interest is through eye contact. Many people think eye contact is 
only important when you’re talking, but it’s equally important when you’re listening. It shows interest and 
communicates you care enough to give the person your full attention. Resist the urge to look around the 
office while talking. You want your focus to be on the interviewer.   
 
 
Body Language  
 
If you recall, you learned a bit about body language during the section about showing confidence.       
Sometimes, being clear on what not to do can help you do all the right things . 
 
 

 Don’t fidget when talking to your interviewer. Put some distance between yourself and objects 
you’re tempted to touch. When you fidget, you come across nervous and less self-assured. You 
want to be seen as confident. 

 

 Use your hands minimally when speaking; do not use exaggerated movements. You want to come 
across as engaging, not theatrical. Hand gestures can be distracting, so pay attention to how you 
use your hands when communicating. 

 

 Many people have nervous habits, such as biting lips or nails. Others will tap their foot or move 
their knee at a fast pace. These behaviors can give interviewers the impression you are more than 
nervous: you may be perceived as less than truthful when giving your answers. One tip is to keep 
your left hand comfortably on the top of your lap near your knee and place your right hand just a 
few inches away, wrapping slightly around your leg. Squeeze your leg slightly and hold the pres-
sure, which will keep you from fidgeting and being tempted to bite your nails. This new focus can 
often keep you from biting your lip, as you are redirecting your nervous energy in a less noticeable 
fashion.  

 
 

 Crossing your arms can be a comfortable stance. It can also help you keep warm when you feel a 
bit chilly. But in an interview, crossing your arms can make you seem distant or defensive. You 
want your arms to be open, suggesting you are open to ideas and not easily alarmed. 

 

 Shrugs in the shoulder can be a reflex to anything you’re unsure about. It’s your body’s way of  
saying you need more information to make a decision. In an interview, you want your verbal skills 
to do the talking. If you need a moment to think about a question, that’s fine; it shows you’re com-
mitted to giving the best answer rather than rattling off the first thing that comes to mind. If you real-
ly need more time or clarification, ask a question. This will give you both more time and helpful in-
sight on how to clearly and concisely state your answer. 

 

 Nodding and shaking your head in lieu of saying yes or no is considered inconsiderate and rude. A 
simple yes or no response is the best approach.  
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 Get enough rest and hydration. A good night’s sleep the night before your interview will go a long 
way to helping you be your best for the interview. Also, be sure to drink plenty of water on the days 
leading up to the interview. If your body is even the slightest bit dehydrated, you may feel more 
sluggish, which could cause you to yawn during the interview. Whether due to insufficient rest or 
dehydration, yawning can give the impression that you're bored. 

 
 
 

 
 
 
 
 
Your First Impression 
 
As you may have guessed, first impressions are everything. But what you may not fully realize is that 
throughout the whole process there are countless first impressions. From the moment you arrive, to meet-
ing the receptionist and waiting for the interviewer, you’re making a variety of first impressions. To help you, 
here are a few suggestions to ensure you make the right first impression. 
 

 Be polite and friendly. This isn’t reserved for the receptionist or the interviewer. It’s for everyone,  
including those in the lobby and others waiting to be interviewed. Simple, small gestures like asking 
how someone is doing, can go a long way in making a lasting impression. 

 

 Pretend everything is the interview. Remember your manners and your posture. Smile! You don’t 
want to give the impression you are unhappy or bored.  And it’s a great way to communicate you’re 
pleased to be there, while setting the tone for a positive experience. Also, pay careful attention to 
how others are sitting. It’s our tendency to mirror what others are doing, so if you see others 
slouch, you may find yourself slouching within a few moments. Be sure to sit up straight and pre-
tend everyone who passes is the interviewer. Don’t be surprised if you have to wait a while. Some 
interviewers will run intentionally late just to see how you handle the situation. They could be test-
ing you to see if you complain or if your demeanor changes.  

 

 Remember your firm handshake — it shows confidence.  
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 Again, be sure to smile. A smile says you’re confident in who you are and have positive outlook. 
Truth is, it’s hard to act down or irritated when you’re smiling. Your voice will reflect your facial ex-
pression. So, smile and let your upbeat nature shine through in your voice and mannerisms. 

 

 Don’t sit down until you’re asked to be seated by your interviewer. Not only is it polite to wait, it 
shows respect. For interviewing and many formal meetings, it is simply proper etiquette.   

 

 Dress for success. Never underestimate the power of being dressed nicely and appropriately. Give 
thought to the type of job you’re seeking and reflect on the company culture. Always err on the 
conservative side of how you dress. A professional image is what you want to present. Don’t con-
fuse dressing for an interview with how you might dress for a night on the town with friends. 

 

 Come prepared. Have everything you need well-organized. You should have everything planned in 
advance to eliminate unfortunate surprises. 

 

 Never eat or drink anything while waiting for an interview. There are several reasons for this. First, 
it prevents unfortunate spills or food between your teeth. It can also prevent the awkward dance 
that happens when you have food in your hand or mouth and you’re seconds from shaking hands 
for an introduction. 

 

 Resist the urge to talk or text on your cell phone. And don’t even look at emails. Use this time to 
stay focused on your interview. Prepare yourself mentally. Run through questions and answers in 
your mind. Pay attention to what’s going on around you, so as not to miss opportunities to be polite 
and  friendly.  

 
 
 
  
Helpful Hints  
 
Believe it or not, there are still a few more tips to help you make the most of your interview.   
 
1. Market your skills and related experience in a positive — not arrogant — manner. 
 
2. Researching the company before your interview is a good way to know where you 
would fit. It also lets the employer know that you really want to be a part of the compa-
ny. 
 
3. Bring your list of questions in a folder with the company’s name on it so that you don’t 
forget what you want to ask. You should also keep extra resumes in there, too.  
 
4. You want to describe your weaknesses as strengths. For example, stating that you are overenthusiastic 
about performing to the best of your ability is a negative statement with positive implications.  
 
5. Since many interviewers ask you what your biggest fault might be, you should pick a fault that is actually 
a good thing. Try saying, "I don’t overextend myself by taking on projects I know I can’t give 100% to." 
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6. When it comes to matter of salary, always let your interviewer bring up the topic first. 
 
7. Don’t volunteer your personal opinions to your interviewer about any subjects, unless you are asked. 
 
8. Try to establish a good rapport with your interviewer. Be casual but professional. And most importantly, 
BE YOURSELF!  
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CHAPTER 4 
 
The Interview  
 
The interview process provides countless opportunities for you to either excel or fail to deliver. Though eve-
ry interview is as different as the players involved, there are fundamentals you can count on to be a part of 
the process. By being prepared, knowing what to do and what to avoid, you can anticipate a flawless inter-
view. 
 
 
    Dos and Don’ts 
 
Do: 

 Arrive on time, or better yet, 10 minutes early  

 Maintain eye contact at all times 

 Speak clearly, firmly, and with authority 

 Make all comments in a positive manner  

 Smile and use a firm handshake 

 Be alert and act interested  

 Promote your strengths 
  
 
 
  
Don't: 

 Excuse yourself halfway through the interview, even if you have to use the bathroom 

 Act defensively when questioned about anything  

 Refer to the interviewer by first name 

 Speak badly about past colleagues or employers  

 Answer with only yes or no  

 Be overly aggressive or egotistical  

 Accept any refreshment offered, nor ask for anything 

 Act uninterested in the company or the job 

 Spend too much time talking about money 
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Applicant Evaluation 
 
When it comes to evaluating prospective employees, there are basically three overall  skills employers care 
about most: content skills, functional skills, and adaptive skills. During the interview, the employers will be 
looking to see if you appear to posses these fundamental skills. Let’s take a look at each for better under-
standing of what these represent. 
  
Content Skills  
 
Think about the skills directly related to you performing a specific job within your desired profession. You 
develop those skills by learning your craft at an accredited school and acquiring specialized training. Other 
methods include your work experience, attaining a degree, or internships. Employers are looking for      
evidence you have the knowledge to perform your job efficiently. 
 
If you’re still developing your skills by attending school, make sure you list your current enrollment in school 
on your resume and mention it in your interview. If you are willing to attend school in the future, be sure to 
mention your interest in continuing your education. 
 

Functional Skills  
 
Your ability to work well with others and how you incorporate 
data are all part of functional skills. These are the same skills 
that communicate you are a team player. Think of your em-
ployment record and               accomplishments related to the 
career you’re pursuing. These are the elements you want to be 
sure to point out during your interview. 
 
Keep in mind that a prospective employer will get an idea of 
your track record in this area based on your longevity at differ-
ent points in your career. If you’ve changed jobs frequently, be 
prepared to explain why. Be sure to include any lessons 
learned, especially if you left for less-than-stellar reasons. 
 
 
Adaptive Skills 
 
Adaptive skills will showcase your personality and tempera-
ment. Employers will also get a sense of your management 
skills. Your interview will tell the potential employer a lot about 
your ability to get along with peers and those in a position 
above you. Showing defensiveness or signs you become easi-

ly agitated will only hurt your chances of getting hired. If faced with a difficult question, ask for some clarity 
about the  question; this will help you narrow down your answer and give you more time to think. Remem-
ber, taking a few seconds to pull together your thoughts is acceptable. There’s no pressure to answer im-
mediately; a few extra seconds can help you come across in an articulate manner. Speak calmly and watch 
your body    language while you answer the question. Don’t cross your arms, bite your lips, or tap your foot 
excessively.  All of these will communicate nervousness and plant seeds of doubt around your answers. 
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Getting Personal: What the Interviewer is Looking For In You 
 
If you’ve ever been curious about what an employer is looking for when conducting an interview, you’re not 
alone. There is no magic bullet to acing an interview. A successful interview is the culmination of the   
preparation and practices outlined in this book. But make no mistake, employers are looking for specific 
things from you during the interview and the list below will give you a good idea of just what those things 
are. And by following the tips and practices outlined in this book, the interviewer could find just what they’re 
looking for in you.  

 
 Enthusiasm. All employers are looking to see how willing and eager you are to be a part of their 

company. They want to know your heart is into it. You can prove this by having done your research 
on the company and communicating your knowledge during the interview. 

 

 Your ability to speak clearly. Speaking clearly and articulately is one way to show professional-
ism and your ability to represent the company in a positive light. 

 

 Teamwork skills. Be prepared to show an example of your ability to work as a team during your   
interview. 

 

 Leadership skills. By communicating examples of times when you took initiative, you can illustrate 
leadership skills. 

 

 Problem solving ability. Think of times when you handled a problem successfully by yourself. 
Think about how quickly you took action and to what degree the problem impacted others as a re-
sult. If you can share this with your employer, you’ll communicate your problem solving skills to 
your employer. 

 

 Work-related experience. What work experience in the field do you have? Even if it’s through     
volunteer work or internships, be prepared to communicate you’re capable of jumping into the role. 

 

 Community involvement. Being well-rounded, involved in the community, and able to work on a 
team are all important traits. Speaking about your community involvement is one way to showcase 
these traits. 
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 Company knowledge. Employers want to know that your interest in the position is sincere.       
Company knowledge through research is a great way to communicate this. 

 

 Flexibility. Employers want to know you won’t get stressed or too rattled when things change       
when things take a temporary unexpected turn. 

 

 Ambition and motivation. Ambition and motivation are two traits that communicate your potential 
to stay with the company and contribute positively. Employers want to retain top talent not just for 
the short run, but for the long run.  

 

 People skills. Your ability to get along with vendors, clients, and others on your team is critical to a 
potential employer. In business, relationships are everything and some are created over years of 
hard work and trust. Employers don’t want to see it ruined by one employee who can’t get along 
with others. 

 

 Professional appearance. Dressing appropriately shows you care about yourself and the career 
you are pursuing. Looking professional by dressing sharply in a pressed outfit that’s well-fitted and 
free of stains, loose threads, or missing buttons says a lot about you as a person. The way you 
look during an interview is a glimpse of what you’ll look like on a day-to-day basis. 

 

 Ability to multitask. The ability to multitask is a must-have skill. Today’s careers require employ-
ees to be able to handle any given number of tasks simultaneously. The tasks need to be per-
formed well and in a timely manner. All of this must happen without a negative impact on the team 
due to stress-related unprofessionalism.  

 

 Computer savvy. Let’s face it, computers are everywhere. From phones, to point-of-sale stations, 
and offices, computers are part of our lives in business and at home. For work, you need to be pro-
ficient in a variety of applications such as MS Word, Excel, and PowerPoint. For Mac users, Pages, 
Keynote, etc., will be essential. Pay attention to software applications used by people in your indus-
try and then build proficiency in them. Programs for project management or even Photo Shop can 
have a steep learning curve. Being proficient in these can give you a competitive edge. 

 

 Reliability. Attendance and punctuality are two cornerstones to reliability. Meeting deadlines on 
time or ahead of schedule are other measures of this critical trait. 
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Common Interview Questions 
 
Every interview is a unique experience. Each has its own set of distinct questions, though you will find 
many are standard. Here are few examples of common interview questions. You can use these to help you 
prepare answers in advance of your interview. Remember, preparation is key. 
 
Think of this list of questions as your key to acing a job interview. 
 
1. Tell me something about yourself. (Remember, say some-
thing positive.)  
 
2. How do you handle stressful situations?  
 
3. How do you deal with criticism and stress? 
 
4. What is your definition of success? 
 
5. Why do you think you would fit in with this company? (This 
is where your research comes in handy.) 
 
6. Have you ever been fired, and why? 
 
7. Where do you see yourself in five years? 
 
8. Do you prefer to work on your own or as a team? 
 
9. Why are you interested in working for this company? 
 
10. How do you handle a difference of opinion with your colleagues or superiors? 
 
11. Why should I hire you? 
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Interviewing for Your First Job Out of College: Common Questions You Can Expect 
 
 
1. Tell me what your most rewarding college experience was. 
 
2. What extracurricular activities did you participate in? 
 
3. What have you learned in college that applies directly to this job? 
 
4. How have you prepared yourself for the transition from college to the workplace? 
 
5. Are you going to graduate school? If so, do you plan to continue working, as well? 
 
6. How do you plan to manage graduate school and working? 
 
7. Did you get any hands-on experience in college? 
 
8. How do you feel that college has prepared you for this job? 
 
9. Have you ever done an internship that helped to prepare you for this type of work? 
 
10. What do you think is the best asset that you could bring to the company? 
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Questions You Should Ask Your Interviewer 
 
As you may have guessed, through this process you will develop some questions of your own. By asking 
solid questions, you show genuine interest. This also suggests you have a degree of certainty you’re a fit 
within the organization. Stay away from asking any personal questions. What’s more, refrain from asking 
any questions not directly job-related. Just remember to keep your questions short and simple. Also, be 
sure you’re asking direct questions about the job or work environment. 
 
 Below are a few questions you should ask your prospective employer: 
 
1. Why is this position available right now? 
 
2. How many times has this position been filled in the past five years? 
 
3. What should the new person do that is different from the last person 
that had this position? 
 
4. What would you most like to see done in the next six months?  
 
5. What are the most difficult problems that this job entails? 
 
6. How much freedom will I have in the decision-making process? 
 
7. What are my options for advancement? 
 
8. What changes do you envision in the near future for this company? 
 
9. What do you think constitutes success in this job? 
 
 
Questions Employers Cannot Ask 
 
While there are many questions prospective employers may ask, there are also some that are off-limits. In 
fact, it is illegal to ask certain questions. For your awareness, a list of those questions has been provided 
below. If asked a question on this list, simply inquire how the question pertains to the job. You do not have 
to answer the question.  
 
1. Questions about your age are not allowed during an interview because it should not be a factor in hiring 
you. 
 
2. Questions about your marital status are inappropriate and can easily be mistaken for sexual harassment. 
This question also applies to whether or not you have children, your childcare plans, etc. This type of    
question also includes any other aspect of your personal life that should not affect your chances of being 
hired. 
 
3. Questions about your personal health or whether or not you have disabilities are off limits. 
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4. Questions about your ethnicity should not be asked by an interviewer nor answered by the person being 
given the interview. 
 
5. Your sexual preference cannot be a factor in your chances of being hired. This type of question should 
not be asked. 
 
6. Your arrest record is information that doesn’t have to be answered. All an interviewer can ask you is if 
you have ever been convicted of a crime; they cannot ask you what for or how many times. 
 
7. Basically, personal information cannot be asked by an interviewer. It is illegal, and you do not have to 
respond. 
 
 
Closing the Interview  
 
Don’t let your guard down too soon — finish the interview strong. Let your interviewer take the lead in    
telling you when the interview is complete. Be sure to use the interviewer’s name, use a firm handshake,  
and thank them for their time. As mentioned before, remember to ask when you might expect to hear from 
them about their decision.  
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Change of Venue: Tips for Interviewing at a Restaurant  
 
Interviews that take place at a restaurant can be convenient for those hiring 
and make for a relaxed setting. The challenge can be in remembering you’re at 
an interview. Don’t let the setting or the atmosphere influence your behavior to 
be anything less than professional.   
 
Think of it as an opportunity to sell yourself to the interviewer in a setting much 
more appealing than a   corporate office. Making a bit of small talk is accepta-
ble and expected. But it is always the interviewer’s responsibility to shift gears 
to the interview. When it’s time to talk about yourself, remember to steer clear 
of topics too personal. Previously, the importance of manners was mentioned. 
In this setting, manners and etiquette will take on another dimension.  

 
Be prepared to follow these common sense rules: 
 

 Follow basic table manners such as chewing with your mouth closed and keeping your elbows off 
the table. Be sure to never pick your teeth or blow your nose at the table. Also, it’s important to  
remember to use the silverware in order from the outside moving inward.  

 

 Place your napkin on your lap before eating. Use it to blot your mouth and wipe fingers. Do not lick 
your fingers. 

 

 Stay away from foods that can spell disaster. Barbecue sandwiches, ribs, spaghetti, and even large 
sandwiches are best to avoid. While french fries can seem rather easy to eat, it’s not professional 
to be eating any food with your fingers. 

 

 Be respectful of the employer’s budget. Order a modestly priced item. Don’t go for the most        
expensive item because it’s not your nickel. 

 

 If you can avoid alcoholic beverages, do so.  
 

 Chew quietly by not smacking your lips. Take small bites and never talk with your mouth full. 
 

 If you need to leave the table for any reason, be sure to be polite by excusing yourself from the   
table.  

 Going to the restroom can make you wonder what to do with your napkin. Placing your napkin on 
the seat of your chair is an acceptable place. 

 Turn your phone to silent and place it out of view to prevent distractions. 
 

 Let your interviewer tell you when it’s time to stop talking formally.  
 
When the interview has come to a close, be sure to use your manners by saying thank you. Express grati-
tude not only for the interviewer's time, but for the meal as well. Say goodbye with a firm handshake and 
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ask when you should expect to hear from them. It’s a great way to show confidence and a continued inter-
est in the position 
 
 
The Post Interview Follow-up 
 
The interview is over and it seems as though the hard work is finished. But there’s 
still work to be done. You must follow up on the interview by sending a thank you 
note. Preferably, this should be done  on the same day, when you’ll be able to 
reference specific highlights from the interview while they're still fresh on your 
mind. The note should be handwritten and thank the interviewer for their time and 
consideration for the position. Many people forget to send a thank you card and 
will send an email at best. Go the extra distance and send a card. It will be appre-
ciated and remembered. 
 
If you forget to ask when a decision should be made, don’t worry. A good rule of 
thumb is to wait about one week. At that time, you can reach out to the company and ask if a decision has 
been made. You might feel nervous about calling or fearful you may come across as pushy. But the truth is, 
following up simply shows your enthusiasm and persistence. When you call, if they haven’t yet reached a 
decision, be sure to ask when you might expect to hear back from them. If they don’t provide an answer, 
you should follow up again in about another week.  
 
 
 
Summary 
 
This manual has been full of tips and guidance on how to get an interview, prepare for it, and then excel 
during the interview process itself. If you take the time to do the work and follow the tips suggested, you’ll 
be well on your way to a successful interview. You will also have an advantage over your competition, as 
preparation is half the battle. Just think of all of the information you now have at your disposal to help you 
succeed: 
 

 Getting the interview of your dreams  

 How to build the best resume for your dream job 

 How to create a winning cover letter 

 How to prepare for the interview 

 How to dress for success 

 How to conduct yourself during an interview 

 How to make a great first impression 

 What employers are directly looking for from you 

 What questions you will be asked during an interview 

 What questions you should ask during an interview 

 What questions cannot be asked during an interview 

 How to close an interview 

 What to do during an interview at a restaurant  

 How to follow up on your interview 
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Think about it. If you’ve read and use all of the information in this manual, you’ll have increased by tenfold 
your chances of getting the career you want. So, take a deep breath. When you go into your next interview, 
you can feel relaxed and confident in your preparation. You’ll be ready to show your interviewer the many 
reasons why you’re the best candidate for the position. Remember, with the right preparation and attitude, 
you can get the job you deserve. 
 
 
 
 

 

If you would like more information on using your MyCAA scholarship funds, visit 
www.MilitarySpouseProgram.com. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

DISCLAIMER: Brighton College and www.mililtaryspouseprogram.com do not guarantee job placement, advance-

ment, or continued employment and does not provide job placement services.  

This e-book is for information purposes only. Brighton College does not make representation, warranty, or guaran-

tee that following all of the information in this e-book will result in getting hired. Brighton College cannot offer 

guarantees of job placement, advancement, or continued employment and does not provide job placement services. 
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