INTERVIEWING
RESOURCE SHEET

VISIT OUR WEBSITE: CREW.CC
WHAT IS THE PURPOSE OF AN INTERVIEW?
The purpose of an interview is to persuade an employer that you have the needed
qualifications, background, and ability to be a successful employee. The interviewer also
wants to ensure that your personality will be an appropriate fit for the organization.
While you must be qualified for the position, the interviewer is also measuring your
interpersonal skills, communicative ability, personality, and the confidence you exude.
During the interview process, you should be attentively listening and gathering
information about the company or organization. You, therefore, can ask appropriate
questions and truly see if the position matches your personality, qualifications, and
career direction.

WHAT ARE DIFFERENT INTERVIEW TYPES?
Phone Interview: Common for jobs that are out-of-state. These positions attract many
applicants and require superior verbal communicative skills and a strong telephone
demeanor.
Screening Interview: Narrows down a relatively large number of likely candidates to a
smaller list of possibilities. Companies use screening tools to ensure that candidates
meet minimum qualifications. The interviewer’s primary goal is not to determine

whether you are the best candidate for the position. The interviewer is instead seeking
to eliminate candidates who do not meet the qualifications.
Directive Style: The interviewer has a clear agenda that he or she follows. Interviewers
ask each candidate the same series of questions. This technique allows them to more
easily compare results.
Meandering Style: Relies on the candidate to lead the conversation during the
interview. The interviewer asks open-ended questions like “tell me about yourself;” the
candidate controls the interview.
Stress Interview: Designed to see whether you have the ability to withstand the
company culture, the clients, or potential stress. You might face long silences by the
interviewer; the interviewer might openly challenge your answers.
Behavioral Interview: A technique that focuses on demonstrated behaviors as the best
evidence of future performance. Open-ended questions are asked to see how you acted
in previous situations.
The Audition: Tests how you’d perform on the job by having you perform as part of your
interview. The interviewer devises a simulation to gain a clearer picture of your likely
job performance.
Group Interview: An interview with other candidates, which shows a glimpse of how
you interact with peers. The interviewer might call on you to discuss an issue with the
other candidates or discuss your qualifications in front of them.
Tag-Team Interview: You are interviewed by a group of individuals from the company.
They usually alternate in asking questions. This interviewing method is often attractive
for companies that rely on team cooperation.
Mealtime Interview: An interview over a meal. Particularly when the company desires
an individual with superior interpersonal skills, the interviewer will conduct a mealtime
interview to see how you act in a social setting.
Informational Interview: An interview you initiate. It is an opportunity to learn
firsthand about a particular career by speaking with someone who works in the
profession.

HOW TO PREPARE BEFORE THE INTERVIEW?


Do advance research on the company: You should be familiar with the
employer before the interview. This preparation will allow you to be educated
about the position and ask questions when prompted by the interviewer.
Employer research can be conducted with the following resources: company
websites, The Wall Street Journal, Forbes, Fortune, and the Chamber of
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Commerce. Additional helpful websites include: www.salary.com and
www.hoovers.com. Current news about employers is often found in the
Business Section of any local newspaper. Company information is also available
on www.louisvilleworks.com
Questions to consider when doing research on a company:
 What does this company do?
 How long has it been in the area?
 Does it have other offices, stores, or locations?
 How has the company been doing recently?
 What kind of positions does it have available?
Bring extra copies of your resume: The interviewer might want to give copies of
your resume to other hiring personnel. You also might be in an interview with
more than one interviewer.
On the day of the interview, know where you’re going and arrive 10-15
minutes early: If you’re unfamiliar with the area, you should practice the driving
route prior to the interview. Be sure to always give yourself additional time! You
can never be sure about parking and traffic.
Be sure to take a professional looking padfolio containing a pen and paper.
Have reference names and contact information. Refer to resume packet for
information on how to compose a reference sheet.

HOW SHOULD YOU ACT DURING THE INTERVIEW?
Turn off your cell phone before the interview.
Have a positive attitude and be optimistic.
Provide a firm handshake and make eye contact when greeting the employer.
Sit still and upright in your chair.
When asked a question, be thoughtful about your answer.
Give specific examples to support your answers.
Don’t get personal in the interview.
Never bring up salary.
Thank the interviewer for his/her time and find out when you may get back to the
interviewer.
Ask for the employer’s Business Card. You can use this to write your thank-you
letter at the conclusion of the interview.

POPULAR QUESTIONS ASKED IN THE INTERVIEW
1. What can you tell me about yourself?
Don’t give the interviewer your life history. Instead, specify how your related past
work experiences and skills relate to the position. Writing your Two-Minute
Presentation will assist you in quickly discussing your most relevant qualifications.
2. What are your major strengths?
The interviewer is looking for you to emphasize your skills and best qualities. Provide
examples of how you have displayed these skills in prior work or school experiences.
3. What are your major weaknesses?
This question can be challenging for many job seekers to answer. The interviewer
wants to know that you are aware of your weak points and in what ways you are
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working to overcome them. A helpful hint would be to articulate a weakness that is
also a strength.
What are your short/long-term goals?
The interviewer wants to see that you have considered plans for your future and
that you can specifically identify them. Remember to outline your career objectives
before the interview!
How has your educational background prepared you for this job?
Your answer should clarify the connection between your academic preparation and
this position. Just like with work experiences, you should provide examples about
your educational experiences that demonstrate your relevant skills, qualities and
experiences.
What do you know about our organization?
You need to do homework on the organization before the interview to learn the
mission, current initiatives, and overall goals. Being able to discuss the organization
demonstrates your initiative and interest in the position.
What questions do you have for me?
Prepare 3-5 questions to ask the employer at the conclusion of the interview. Ask
strong, probing questions that show that you have studied the company and are
sincerely interested in working for that organization. It is appropriate to type or
write these questions down ahead of time and use them as a reference tool during
the interview.

ADDITIONAL QUESTIONS AN INTERVIEWER MAY ASK











How did your education prepare you for this position?
What is your greatest accomplishment?
What do you know about this field?
What two or three things are most important to you in a position?
What do you know about our company?
How well do you accept criticism?
What is the most difficult decision you have ever had to make?
How do you handle stressful situations?
Where do you see yourself in three years? Five years?
What did you like best/least about your last position?

BEHAVIORAL INTERVIEWING QUESTIONS
1.
2.
3.
4.
5.
6.

Give an example of an instance when you had to deal with frequent changes or
unexpected events on the job (or at school).
Describe a situation in which you had to draw a conclusion quickly and take
speedy action.
Tell about a time when your ability to listen helped you communicate better.
Give an example of when one of your ideas was well received by others.
Tell about a time when you were particularly driven and highly motivated.
(school or work)
Tell about a time when you had to deal with a difficult person at work.
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Describe a time when you had to say something difficult or unpleasant to your
employer or professor.

When answering behavioral based questions, use the S.TA.R. method (Situation,
Task, Action taken, and Result). For example, if the interviewer asks you, “Tell me
about a time when you had to handle an angry customer,” your response could be:
“When I was working at a department store, a customer was mad about our
return policy. I listened to the customer express her frustration, and calmly
explained to her why the company has this policy. I then offered her the
opportunity to exchange the item. She was still angry because she wanted to
return the item. I called my manager for assistance and he was able to make a
special consideration for the customer, allowing her to return the item. The
customer was happy and my manager was proud of the way I professionally
handled the situation.”

EXAMPLES OF INAPPROPRIATE QUESTIONS
Examples of inappropriate and/or illegal questions:
 Age (“What year did you graduate from high school?”)
 Disability/Medical History
 Race
 Marital Status (“Do you have a spouse?”)
 Religious preferences (“Where do you go to church?”)
 Country of origin (“What country are you from?”)
You can ask the interviewer (if the question is inappropriate) “Does this have job
relevancy?” or “is your question relevant to the job?” You want to steer the interviewer
away from inappropriate questions. A great way to do that is to bring attention to your
skills/qualifications.

QUESTIONS TO ASK EMPLOYERS
You should always prepare questions to ask employers. Do not ask questions that are
clearly stated on the employer’s website or in company literature. This would only show
that you have not done previous research on the company. Instead, ask strong, probing
questions. These will demonstrate that you have studied the company and are sincerely
interested in working for them. It is appropriate to type or write these questions down
ahead of time and use them as a reference tool during the interview. The following are
some sample questions to consider:






Could you explain your organizational structure?
Can you describe the work environment at this company?
What are the day-to-day responsibilities of this job?
What skills are especially important for someone in this position?
Could you describe your company’s management style and the type of employee
who fits well with it?
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How will my leadership responsibilities and performance be measured? By
whom?
What particular computer equipment and software do you use?
What is the company’s policy on providing seminars, workshops, and training so
employees can keep up their skills or acquire new ones?
How would you characterize the organization? What are its principal values?
What are its greatest challenges?
How much guidance or assistance is made available to individuals developing
career goals?
How do you like your employees to communicate with you?
May I have a business card? (This ensures that you will use the correct address
and spelling of the interviewer’s name in your thank you note).
When do you expect to make a decision concerning this position?

AFTER THE INTERVIEW







Send a thank-you note immediately after the interview.
In your thank-you note, refer to specific details about the interview.
Remind the potential employer of your qualifications.
Include any key information you forgot to bring to the employer’s attention
during the interview.
A thank-you note serves to confirm your interest in the company and shows
appreciation for the interview.
The thank-you note can either be typed or handwritten. If you know the
company is going to make a quick decision about the candidate or if you have
poor handwriting, then go ahead and email the letter

SALARY






www.Salaryexpert.com
Never initiate salary discussions. This can give the employer the impression that
your main interest is money, instead of the position and the company. Allow the
employer to initiate this topic.
When you state your salary expectations, first tell the employer that you are
interested in the position, the company and the opportunities they are offering
you. Reiterate your skills and experience. Provide the employer your salary
range and state that it is based on your knowledge of the field. You may want to
bring up cost of living expenses and if you have above average credentials.
Research how much your position earns and give the employer a range.
Example: $23,000-$25,000. You may want to reply by asking them to give you
the salary range for the position first.
If you are asked to supply your salary expectations or current salary prior to the
interview, state that your salary is negotiable and that you will disclose this
information during the interview.
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