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Important Interviewing Tips!
1.  Dress in Professional Interviewing attire
     a.  Dark Suit Preferred – Nice Black or Navy Suit 
          Women – Professional Pant suit or Skirt suit for Women 
          Always Wear stockings or hose, No open toed shoes for an interview.  Nice Professional shoes to match 
          your suit, limited jewelry, no perfume or cologne. 
          Men - Professional dark suit, black suit preferred, long sleeve business shirt with conservative tie.  
          Neatly pressed jackets, shirts, pants and blouses for both genders. Manicured finger nails and groomed hair.
          Before you leave, look at yourself in a full length mirror top to bottom and make sure you are ready!
     b. No Cell Phones or Blackberries in the Interview. It is best to leave them in your car. If you absolutely have to bring
         your phone in, turn your phone off so it doesn’t ring during the interview. 

2.      Obtain detailed directions before the interview.  Find out who you should ask for when you arrive?
         Find out who the final decision maker is?  Make sure you have the phone number of the
         organization or person you are interviewing with.  Arrive at least 15 minutes early.
3.      Bring a portfolio notebook with a written list of 5-10 questions to ask during the interview.
4.      Always bring at least 2-3 printed copies of your resume. 
5.      Prepare to discuss your accomplishments in STAR format.  How were you were successful in handling 
         a work Situation, Task, Action and Result?
6.      Research company website, read articles online, look up recent news on the organization. 

7.      Bring at least 2 – 3 professionals references; letters if available, names, titles and phone numbers.
8.     Always wait for the company to bring up salary and benefits first.
9.     Don’t discuss personal issues, talk too much or talk negative about any previous employer, company
        or person.

10.   Sell your attributes on how you can improve their business when appropriate during the meeting.

11.   Always Listen and Wait for the interviewers questions. 
12.   Ask for the business cards of individuals you meet during interview.  
        You will have correct spelling of names and contact information for thank you notes.
13.   Ask what is the next step after the interview?  When will they be making their final decision?
14.   Send handwritten thank you notes to all interviewers. If time is limited, an email is appropriate. 
15.   More importantly – Relax and be yourself!  You are ready.  Good luck!
