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WELCOME TO JS101
Job Search Training

Skills, Knowledge, and Information 
for the Modern Job Seeker

Based on the 7 Elements of Job Search:

• Understand the Modern Job Search
• Personalize Your Plan
• Develop Your Tools
• Get the Word Out
• Market Yourself
• Ace the Interview
• Accept the Offer

JS101:  Element 6

Ace the Interview
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WHY ARE INTERVIEWS IMPORTANT?

• Because basically nobody gets hired without 
a successful face-to-face conversation.

WHAT IS THE PURPOSE OF THE INTERVIEW?
For the Employer:

• To determine if you possess adequate skills to do the job

• To determine if you are a fit for the company culture

• To assess the risk of you being a “problem” employee

WHAT IS THE PURPOSE OF THE INTERVIEW?
For the Candidate:

• To determine your interest level in the job 
and the company

• To convince the employer that you are their 
best option for the position
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THE INTERVIEW IS YOUR OPPORTUNITY TO SELL YOURSELF 
It’s not bragging if you can do it (or have done it)!

ACE THE INTERVIEW

15 Things You Should Know

1.  PLAN AHEAD

Know where you are going to go, how you are going 
to get there, and what you are going to wear. Plan on 
walking in 5 minutes early – not more, not less.

• Get a good night’s sleep.

• Allow time for the unexpected.  

• There is no excuse for being late to an interview!!!!
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2.  PRACTICE YOUR “FIRST IMPRESSION”

Studies say that people form “first impressions” 
within seconds of meeting each other.  Make sure 
your first impression is a good one; first 
impressions have a lasting effect.

• Eye contact – Not constant, but not avoidant 
• Posture – stand up tall, shoulders back
• Handshake – firm, but not overpowering
• Facial expression – a friendly smile, not a smirk

YOU WON’T GET A SECOND CHANCE TO MAKE A 
GOOD FIRST IMPRESSION!

3. BE AWARE OF WHAT COULD BE DISTRACTING

Don’t let a simple lapse in judgement or self-
awareness sabotage you from the beginning.  

• Grooming – should be neat and clean
• Jewelry – minimal, not flashy
• Perfume or cologne – none is best
• Clothing – professional or company appropriate 
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4.  PAY ATTENTION TO “PERSONAL SKILLS”

Your personal skills indicate what type of person you 
are.  Everyone likes someone who is polite and well 
mannered.  

• Practice “active listening”
• Avoid interrupting the interviewer 
• Respond in a calm voice; not too fast, not too slow
• Maintain occasional eye contact
• Avoid distracting mannerisms

5.  BE PREPARED – DO YOUR HOMEWORK

Technology today allows companies and job 
seekers the ability to know much more about 
each other than in the past.

Before the interview, research:
• Company web site
• Company LinkedIn page
• LI profiles of expected interviewers
• Google search of the company

6.  BRING QUESTIONS

The interview is meant to be a two-way 
conversation.  Your goal is to determine your 
interest level in the position; and, if you are 
interested, to “sell” yourself as the best fit.

Asking questions will help you make that 
determination and show interest to the 
interviewer.
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6.  BRING QUESTIONS (con’t)

An absolute “buzz kill” at the end of the interview is when 
an interviewer asks: 

“Do you have any questions for me?”

And the response is:  “No, I think you covered everything.”

Be prepared to continue the conversation!  

7.  HAVE ANSWERS

There are many “typical” questions asked during 
interviews.  Have answers for as many as possible.

• Prepare “bullet points” notes for each question
• Be careful not to “over answer”
• Review/study notes frequently
• Practice out loud – video or record
• The more answers you have prepared, the more 

confidence you will have in the interview

8.  KNOW YOUR BODY LANGUAGE

What you don’t say can be just as important as 
what you do say.  

Or, put another way, what you say with your body 
can be just as important as what you say verbally.
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8.  KNOW YOUR BODY LANGUAGE
Several Suggestions

Think about how you look as if you were on camera.  Do 
you exhibit energy, interest, enthusiasm, and motivation?

• Sit up; back straight
• Listen well, speak clearly
• Maintain occasional eye contact
• Keep feet on the floor
• Hands should be “occupied”; inactive, not active
• Facial expression should be pleasant, engaging

9.  UNDERSTAND YOUR “VIBES”

How you make the interviewer feel will be as important as 
what you have to say.  Know how you are being received 
and perceived.

• Be assertive, but not aggressive.  
• Be curious, but not “nosy”.  
• Be interested, but not desperate.
• Be confident, but not cocky.
• Be comfortably friendly, not uncomfortably friendly.

10.  SELL YOURSELF

Inform, and be specific.  Show interest, but not 
desperation.  Be enthusiastic, but not overly so.

• Explain why you are their best choice.
• Convey optimism.
• Show a desire to contribute, learn and grow.
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THE INTERVIEW IS NO TIME FOR MODESTY
You need to be convincing; You can do the job!

11.  TAKE NOTES

There’s too much important information during 
an interview to remember it all.  Look organized, 
and be organized.  Take notes!

• Bring a pen and paper to the interview.
• Write important points down to review later.
• But don’t let it be distracting.

12.  TELL STORIES

Everyone loves a good story – interviewers included. Make 
sure your stories are true; use them to reinforce your 
resume.

• Present your stories in the format of the acronyms CAR 
(challenge, action, result) or SBO (situation, behavior, 
outcome). 

• Keep your stories short and to the point.  Don’t ramble; 
don’t include irrelevant information.
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13.  END WELL

Exit the interview as you entered the interview.  Last 
impressions also have lasting effects.

• Thank the interviewer for the time and opportunity.
• Smile with some eye contact.
• Shake the interviewer’s hand firmly, if offered.
• State your interest in the position and ability to do the job.
• Inquire as to next steps and timing of possible decision.

14.  ANALYZE YOUR PERFORMANCE

Every interview will not result in a job offer.  But every 
interview should prepare you better for the next one.  Be 
thankful for the opportunity to improve this critical job seeker 
skill.  Write down the answers to these questions:

• What went wrong?  
• What went right?  
• What could you do better next time?  
• What surprised you?
• How could you have prepared better?

15.  FOLLOW UP and FOLLOW THRU

Appropriate follow up can be a difference maker in receiving the 
offer.  Handle it professionally and timely.  An email the next day is 
usually adequate.

• Answer any unanswered questions that came up in the interview.
• Remind the interviewer of your main selling points.
• Ask if there is any additional information the interviewer needs.
• Thank the interviewer for the opportunity to be considered.
• Close with a “looking forward to next steps” message.
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REMEMBER:

• You must show genuine interest in the job, the company, 
and the industry to get the offer.

• Know what you want, your core values and your long-
term plan in order to evaluate a current opportunity.

• It is up to you, after the interview, to determine your 
level of interest.  Avoid pre-judging. 

HOW TO IMPRESS:

The interview is as much about “fit” as anything 
else.  Being genuine is probably the best single 
factor in seeing if the “fit” is mutual. 

• Show honesty and integrity
• Be real, be yourself
• Show enthusiasm for the job 
• Show enthusiasm for life

FINAL TIPS:

• Site specific examples that support your resume.

• Articulate a clear, concise, and convincing reason why 
you want and deserve this job.

• Defend any obvious weaknesses in your resume or 
shortcomings regarding the job description.
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