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Along with the résumé and cover letter, the interview is an opportunity to make yourself stand out to a possible future employer.  To assist students in honing their interviewing skills, we’ve created the following resource list below, an online interviewing skills presentation, as well as additional online resources at the end of this document.  Our Career Coaches also facilitate in-person mock interviews so that students can practice questions they might be asked in an interview, as well as address any confusion or pre-anxious feelings they might have.  This resource is designed to prepare students for all stages of the interviewing process.

INITIAL CONSIDERATIONS
· Be yourself & Be Positive. You’ve done a tremendous amount already – life, school, service. You’ve got so much to offer, so be yourself and be confident.  You want to get the job on your own merit; you are awesome 
· Be Concise. Use concrete examples to communicate your value for this position and the culture of the organization.  Answers that include “For example,” are helpful. 
· Be Professional. Put your best foot forward; be polite and respectful.  Dress for the interview, not the job; something that makes you feel confident. 
· Be Punctual. Early is always a good rule (whether in person or online) 
· Arrive 10-15 minutes early; understand how long it takes to drive to the location or the functionality of the online platform 
· Log on and test your background, headphones, and camera so they don’t cause delays 
· Be Prepared! It can’t be said enough: PRACTICE, PRACTICE, PRACTICE.  Practice is helpful, and it can lead to a more successful interview.  See the resources below, our “Common Interview Questions” document, and schedule an appointment with a career coach on Handshake for additional practice and support.


Before the Interview 
Do your Research. 
Learn more about the company/organization you’re applying to.  What is the company/organization’s mission? Who works there?  Can you visit or talk to someone before?  Any recent news, current projects, awards? 
Additionally, know the setting of your interview.  In most cases, you will be interviewing one-on-one with an interviewer.  However, there are other situations you may encounter in your job search, including: panel interview (more than one person interviewing you); group interview (you and other prospective employees are being interviewed at the same time); virtual interview (a phone, Teams, or Zoom call); non-traditional interview (in places like coffee shops, cafeterias, etc.).  

Know the Position. 
Understand the role you’re applying for and be prepared to explain how you can contribute to their goals.  The job description is the framework for all your answers! 
Practice Common Interview Questions.
Always keep in mind who your interviewer is, what they’re most interested in hearing from you, and answer the question in terms of the job you are there for.  Know your résumé and analyze your skills.  How do your experiences match with the position you’re applying for? See our “Common Interview Questions” document for examples.  Take notes and talk out loud to yourself or with others to practice. 
Schedule a Mock Interview 
Your career coaches are here to support you every step of the way—whether it’s about practicing some common questions, handling any fears, synthesizing your resume into talking points, and getting feedback about your mannerisms or the way in which you present yourself.  Schedule an appointment on Handshake. 

During the Interview 
First Impressions. 
Remember that the interview begins as soon as someone from the organization can possibly see you.  This can happen as you’re pulling into the parking lot, walking into the office, entering a reception area, or waiting for the Zoom/Teams call to start.  The interview is not finished until you have left or logged out and are out of eyesight.  If you’re early (and we hope you are!), do not use any electronic device during this time. 

Match the Interviewer’s Energy. 
Sit up, take a deep breath, and smile.  Try to match the same energy level as your interviewer—if they’re formal, be professional and match that.  If they’re looser, feel free to loosen up and show more of your personality. 

Tips on Responding to Questions.  
· DO be specific, concrete, and honest with your answers 
· DO give examples and highlight transferable skills (e.g. communication, problem solving, time management, creativity)
· DO focus on what genuinely interests you about the role and your enthusiasm will shine through 
· DO stay positive, speak confidently about your experiences without being critical or conceited 
· DON’T get off topic—relate your answers to your experiences and the position 
· DON’T emphasize money as your main interest in the job 
· DON’T condemn past employers or institutions—keep things positive 

Body Language and Voice. 
It’s just as much about HOW you respond to the questions as it is WHAT you answer.  Not all of what you convey to an employer in an interview is through the answers you give to questions.  Your tone and body language make a huge difference.  Here are some tips: 
· Maintain eye contact, smile, and sit up straight. 
· Speak clearly, slowly, and breathe –Avoid likes/umms as best as you can. 
· Be confident and engaged! You are the expert on you! 

Strategies for Difficult Situations/When you don’t know the answer. 
Most interview questions do not have a right or wrong answer.  The question often explores how you think and act.  You might get a question you didn’t practice for. Instead of saying “I don’t know”, focus on the transferrable skills that relate (you’ll always have an experience that can relate).  Don’t be afraid to ask for it to be repeated or rephrased.  You can say something like, “That’s a great question, let me think about it”; “I think you’re asking…Can you ask that again?”; “I haven’t had that experience, but I CAN recall a situation when…”

Your Chance to Interview Them. 
Prepare questions you have for your interviewers.  You are interviewing them in the same way they are interviewing you.  How do they describe their experience at the company?  Does the company have a bright future?  Do your values align with the company’s? 

Thank You! 
Remember to thank your interviewer for their time and express your interest in the position. 

After the Interview 
Send a Thank-You Email. 
Within 24 hours of your interview, send an email to EVERYONE involved in the interview process—administrative assistants, the interviewer themselves, additional members of the company who were present, etc.  Reiterate your interest in the role, how your skills align with their needs, whether they need any further information from you, and that you look forward to hearing from them soon. 

Debrief Yourself. 
You did it!  Congratulate yourself and reflect.  Write down the questions you were asked and your responses.  Reflect on what went well and where you can improve for next time—every interview is practice for the next!  

What you Can and Can’t Control. 
You CAN control: your preparedness, respectfulness, consistency with your résumé, good eye contact, articulation of your skills. 
You CAN’T control: your competition and their unique experiences, your interviewer(s)
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