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     CONGRATULATIONS


You have an interview for the job of your dreams!  All the work you did on your resume and cover letter has paid off.  


Here are some tips to help you have a successful interview and get that job!





PREPARE FOR THE INTERVIEW





Know your Strengths


Before the interview, assess your 


accomplishments, skills and experience.  Think about how these relate to the position. This is your interview agenda.  Have at least 5 strengths or abilities in mind to discuss,  and integrate them into your responses. Understand your goals and your reasons for wanting the position.


                 Practice


Be ready for the kinds of questions you will be asked by preparing answers to some of  the more typical ones.  “Where do you see yourself in 5 years?” “Describe your strengths and weaknesses” and “Tell me about yourself” are frequently asked.  Check with Career Development for lists of common questions and practice good answers to them.  Be ready for Behavioral Interviewing in which you are asked how you have responded to situations in past positions.


      Do a mock interview


Career Development can videotape you in an interview situation, point  out strengths and weaknesses and  make suggestions for improvement.  You can practice interview answers and see how you appear to others.


�No smoking or gum chewing in the building where the interview will take place. 








Research First……


Learning about the organization and current trends in the field will prepare you to ask good questions and respond well to those that are asked.  You will demonstrate your  genuine interest and show that you took the time to prepare.  


Newspapers are an excellent resource.  As soon as you set your interview date, begin checking The New York Times, The Wall Street Journal and/or trade publications for information about the company and industry.  Use the internet, annual reports and the company website.  Be sure to read things written by sources outside the company for an objective and balanced view.   


  























CALL US AT EXT. 3263 FOR HELP WITH ANY PART OF THE INTERVIEWING PROCESS!


     








.





�  TURN OFF YOUR CELL PHONE BEFORE ENTERING THE BUILDING!





make a good impression!


Dress for Success


Wear a busness suit and polished dark shoes.  Use minimal cologne and be well groomed.  Neutral colors are best.





Be on Time


Being late is a very bad way to begin an interview.  Arrive a little early and 


observe   the facilities and atmosphere


of the office.  





During the Interview


 Watch your posture, body language and facial expressions.  A firm handshake and appropriate eye contact send a message of professionalism and confidence. Relax and listen carefully to questions before answering.  Be sure to ask questions, too —  you need to decide if this is the right job for you.  Do not ask about salary or benefits in the first meeting.  In closing, express your interest in the position.

















Bring copies of your resume, your portfolio, examples of projects and a list of references





Send a Thank You Letter


Be sure to express your interests, 


restate points you wish to emphasize and include information you may have forgotten to mention.  Check for correct spelling of names and titles.  Send the letter within two days of the interview.
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