
 
 

INTERVIEW PREPARATION 
 

 

 

INCREASE YOUR CONFIDENCE BEFORE THE INTERVIEW 
 

• Do your homework and take time to learn about the company before the interview. The Internet is 
a great resource for company research. 

• Your resume needs to be clear, concise, and accurate. It must be in chronological order and attractive in 
appearance. Take extra copies to the interview. 

• Be prepared to talk about your skills and accomplishments and how the prospective employer will 
benefit by hiring you. 

• Picture yourself at ease while talking about yourself. 
 

DRESS FOR SUCCESS 
 

First impressions count! Follow this easy checklist prior to going on an interview: 
• Maintain good hygiene with hair and nails clean and neatly trimmed. 
• Jewelry should be conservative and kept to a minimum. 
• Handbag or briefcase should be of a simple style. 
• Little or no perfume or aftershave. 
• Cover up tattoos and remove piercings. 

Women should wear: 
• A professional suit, a coordinated skirt and jacket, a tailored dress, or business slacks with a 

business jacket. 
• Plain, neutral color stockings. 
• Polished simple shoes, such as closed-toe pumps. 
• Natural color nail polish. 

Men should wear: 
• A suit or conservative sport coat and color-coordinated slacks. 
• A dress shirt and tie. 
• Polished shoes and dark socks. 

 

THE INTERVIEW 
 

• Never take friends or family members on an interview 

• Be on time! If possible, arrive 15 minutes early and stop in restroom to check appearance. 

• Do not chew gum, smoke, or eat during the interview session. 

• Turn off cell phones and pagers or better yet leave then in the car. 

• Smile! 
• Greet your interviewer formally and be sure to remember his/her name. 

• Your handshake should be firm, not too tight or “limp fish.” 

• Sit up straight and look poised and alert. Body language is important. 

• Look the interviewer in the eye while speaking. 
• A positive attitude reflects optimism and confidence. Perceived attitude is often more important 

than experience. 

• Be tactful. Never make negative statements regarding former employers. 

• Honesty is the best policy. Most companies check references. 

• Emphasize what you can do for the company, not what the company can do for you. 
• Thank the interviewer for taking the time to meet with you. 

• Let the interviewer know of your interest. Ask for the job. 
 

 



• Do not introduce the subject of salary. The interviewer should be the one to initiate the 
discussion regarding salary. Benefits can be discussed after a job offer is made. 

• Immediately after the interview, call your Techstaff recruiter with your feedback.   

• Send either an email or handwritten thank-you note. It will set you apart from the crowd.  

 

TRADITIONAL VS. SITUATIONAL INTERVIEWS 
 

In a traditional interview, the interviewer will ask fairly straightforward questions such as “What are your 
strengths and weaknesses?” or “Describe a typical work week.” Behavioral interviews are designed to 
determine how you have historically behaved in specific work situations. Situational interviews are similar, but 
tend to be more hypothetical. 

 

HOW TO PREPARE 
Prepare stories that illustrate times when you have successfully solved problems or performed well. Consider 
specific situations you have dealt with or projects you have worked on. Use these scenarios to help frame 
responses during your interview. 

 

By reviewing the job description, job posting or ad, you may be able to get a sense of what skills and behavioral 
characteristics the employer is seeking. For example, if the ad lists “customer service” as a required skill, 
develop a story around a situation in which you provided excellent customer service to an angry customer or in 
difficult circumstances. 

 
HOW TO CONDUCT YOURSELF DURING THE INTERVIEW 
During the interview, if you are not sure how to answer the question, ask for clarification. Many experts 
recommend the STAR technique: 

 

• A specific Situation 
• The Tasks that needed to be done 
• The Action you took 
• The Results, i.e. what happened 

 

It's important to keep in mind that there are no right or wrong answers. The interviewer is simply trying to 
understand how you behaved in a given situation. How you respond will determine if there is a fit between your 
skills and the position the company is seeking to fill. So, listen carefully, be clear and detailed when you respond 
and, most importantly, be honest. 

 

SAMPLE QUESTIONS 
Thousands of sample questions (and other learning tools) are available by searching “behavioral interview 
questions” Here are a few examples: 

 

• Describe a situation where you had to adapt to change and how you handled it. 

• Give an example of a time when you had to make a quick decision and act on it. 

• Describe a time when you had to deal with the pressure of handling a variety of issues all at the same 
time. How did you prioritize? What were the results? 

• There are times when we are placed under extreme pressure on the job. Tell about a time when you 
were under such pressure and how you handled it. 

• Tell about a time when you had to go above and beyond the call of duty in order to get a job done. 

• Give a specific example of a time when you had to address an angry customer. What was the problem 
and what was the outcome? 

• Some people consider themselves to be "big picture people" and others are "detail oriented". Which 
are you? Give an example of a time when you displayed this. 

• How do you schedule your time? Set priorities? How do you handle doing twenty things at once? 

• What was the most useful criticism you ever received? 
• Why did you apply with this company? (Develop a strong answer to this question that is specific to the 

company and position and goes beyond “I need a job.”) 
 


