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Interviewing Tips 

The interview is scheduled!  Now what?
The job interview is the final gateway between you and your next career opportunity. All of the tools you have implemented have lead you to, and helped prepare you for this important event. There are several different types of interviews including:

· Networking or Informational Interviews– to build your professional network, learn about industries and potential target companies, and to build your professional brand

· Screening Interviews – normally conducted by an internal or external recruiter

· Panel or Group Interviews-  typically highly structured, and may involve problem solving exercises and behavioral interviewing questions
· Validation or Approval Interviews -  geared toward gaining input from other stakeholders
· Direct Interviews with the Hiring Manager

Preparation is the key to success in any interview.  There are many excellent and comprehensive resources that can assist you in this area; this document is intended to be a high level overview. Your success strategy will include four very broad topics.
1. Know Yourself  

The work you have done to fill your job search toolkit including your departure statement, professional biography, positioning statement, and your resume provide the building blocks for you to confidently represent yourself and your professional value statement at the interview. Review and practice delivering these statements until it feels comfortable and natural for you.
2. Know the company
It is critical that you do your homework, and understand to the highest degree possible what the challenges and opportunities are facing the company and the broader industry. Research local and national press about the company, review annual reports, and look to industry periodicals that will educate you.  
This time investment is well worth it, as you may be either confirmed or dissuaded from pursuing employment there as a result.  In addition, this is a critical step in demonstrating your interest and commitment to learning about the financial health, strategic initiatives and culture at the company.  This knowledge will allow you to engage in a more productive dialogue with the interviewer. 
Interviewing Tips (continued)

3. “It’s Showtime”
· Get a good night’s sleep and have a healthy meal before your interview.  Sounds basic, but being rested and nourished will help you be at your best during the interview.
· Dress appropriately. This will vary depending on the work environment, location and the specific job. Whatever outfit you choose, make sure it is clean and ironed. Limit accessories and the use cologne or perfume.  
· Be punctual.  Have your route planned in advance, GPS programmed if necessary, and allow plenty of time for potential traffic problems.  This will reduce your stress, and start you out in a positive light.
· Be positive throughout the interview.  If you complain about a former boss, colleague or company, your interviewer will assume you are difficult to work with. Determine in advance how you will respond to tricky questions in a way that is positive or neutral.
· Don’t curb your enthusiasm.  Employers are not only interested in your knowledge, skills and abilities – they want to understand why you want to work there, and what makes you tick. In a field that is crowded with qualified candidates, your passion may be the differentiating factor that lands you the job.

· Provide complete but concise answers. Before you go to the interview, prepare examples of work experiences that illustrate your skills, strengths and accomplishments. Reviewing your resume, the job description and other documents in your tool kit ahead of time, before every interview will help you in this area.
· Be ready when it’s your turn to ask questions.  Apply what you learned in your proactive research.  Prepare five or more questions about the position, the company or the industry that will demonstrate that you are informed and genuinely interested.
4. Execute superb follow-up
· Establish realistic expectations for next steps and follow through.
· Send timely, customized notes to every person that interviews you.
Recommended additional resources, include  Ford R. Myers book “Get The Job You Want, Even When No One’s Hiring,” published by John Wiley & Sons, Inc. For more information, visit: www.careerpotential.com and www.getthejobbook.com.
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