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In Module 4 you will: 
 

1. Prepare for the interview process. 
2. Learn about and practice different interviewing styles. 
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Section 1: Interview Preparations 
 
You have now marketed yourself successfully, which has led to the next major step in the process 
– the interview. This module will focus on how to prepare for the interview, conduct the interview, 
and follow up after the interview.  
 

Making A Good Impression 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A person forms an impression of you in the first few seconds. Research has shown that that 
impression is based 55 percent on what they see (body language), 38 percent on how you sound 
(tone of voice), and only seven percent on what you say (word choice). Therefore, what you say 
is only a small part of making a good impression. You want to be aware of how you come across 
to people in your non-verbal communication. 
 
Even though a small fraction of a person’s impression is based on the words you use, it nonetheless 
can have a negative impact. For example, if you’re unsure of what you’re going to say all together, 
it will also come across in your non-verbal communication - you may not maintain eye contact, 
your posture may slump, your throat may constrict and make your voice sound strained, you may 
stammer and stutter, adding extra words such as “um” and “you know,” etc.  
 
Preparing for the interview and knowing what you want to say is one way that can help you 
maintain your confidence, make a connection with the interviewer, and create a good first 
impression.  

 

First	Impression	Statistics	
	

55%	Body	Language	
38%	Tone	of	Voice	
7%	Word	Choice	



The Select Center – JS101  Module 4: Interviewing 
 

 4 

What is an Interview? 
 
An interview is a screening and selection process in which you are given the opportunity to learn 
more about an organization at the same time the organization has the opportunity to evaluate you 
as a prospective employee. The interview is an exchange of information between you and the 
interviewer to determine whether there is a match between your interests and qualifications and 
their job requirements and needs.  
 
Remember there’s more to the interview than you just ‘saying the right things’ or performing well 
during the interview. It’s important to be yourself and focus on making a connection. Another 
benefit that can come from the interview is creating a relationship with the interviewer which can 
lead to future opportunities even if this one doesn’t pan out.  Employers hire people they like, so 
even if you are not the right person for this position, you may be considered for other opportunities 
now or in the future. 
 
Section 2: The Interview 
 
Building Rapport  
 
To ensure that your interview goes well, the first step is to build rapport with the interviewer. Greet 
the interviewer as if you were greeting a friend. Smile and make eye contact, acting as if you are 
genuinely happy to meet them.  The interviewer’s goal is to get to know the ‘real’ you, so it’s 
important to be authentic and let your personality show.  Remember that your non-verbal 
communication makes up the majority of the impression that you give. Acting friendly toward the 
interviewer creates a connection even before the interview starts. 
 
Your Goal Throughout the Interview Process 
 
Your goal is to identify the interviewer’s needs regarding the position and to show them how you 
meet those needs.  So get into listening mode before you open your mouth.  You can better sell 
yourself when you have heard what the interview’s needs are. 
 
Listening  
 
In an interview you need to listen more actively than normal. Listening can be defined as simply 
‘hearing words’, whereas active listening is both hearing the words and understanding the meaning 
behind the words. The average brain can process 500-800 words per minute, but the average person 
speaks at only 125-150 words per minute. That leaves a lot of time to daydream!  Typically in an 
interview, people will fill that time with deciding how they will answer the question – before they 
actually hear the entire question. Active listening doesn’t come naturally – you have to work at it. 
Practicing will make it easier when you’re in what can be a stressful situation. Practice listening 
to a friend without forming your next comment before they stop talking. Pause, and then say what 
you want to. This may feel awkward, but will give you an idea of how much focus active listening 
takes. 
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In addition to listening intently for the words being said, it’s also important to notice non-verbals 
and to listen in context. A person will tell you what’s important to them by speaking about it often. 
If they ask several questions around the same topic or skill set, take note – that is a need. Show 
how you meet that need in responding to that question, but remember it throughout the remainder 
of the interview as well. There will be other opportunities for you to reinforce how you meet the 
need. 
 
Features vs. Benefits 
 
In showing how you meet the need, be sure to talk in terms of benefits, not features.  A feature is 
a quality or characteristic inherent in the product. A benefit is how it helps the end user of the 
product. For example, a dishwasher may have a ‘water saver’ feature. The benefit is that it will 
eventually save you money by cutting down on water consumption. In an interview, you are the 
product. Your features are your skills, your experience, your personality traits and characteristics, 
etc. The benefit would be why the interviewer would care; in other words, what’s in it for him. For 
example, your feature is that you have 10 years’ experience in this industry. The benefit is that you 
will need less training, which will save the employer time and money while increasing 
productivity. In an interview, be sure the benefit is always stated clearly. Remember that features 
alone don’t sell – benefits do. Get into the habit of thinking about the benefit now, so it comes to 
you more naturally in an interview situation. Every time you think about a skill or experience you 
have, stop yourself and figure out what the benefit would be to a potential employer. 
	

The Interviewer’s Goals 
 
The interviewer is looking for three things:  Can you do the job, Will you do the job, and are you 
a Fit? 
 
The ‘Can’ questions focus on whether you have the technical skills and abilities to perform in the 
position – and if you’re lacking a few, are you going to be intelligent enough to learn quickly. 
Most people think this is the most important factor in an interview. In reality, it’s the least 
important. In fact, you will be screened out before you even get to the interview with the decision 
maker if you don’t have the technical skills needed. Therefore, you have to assume that anyone 
interviewing for the job can do the job. That being said, be sure to showcase your skills, 
knowledge, experience, and accomplishments. 
 
The ‘Will’ questions focus on your motivation, work ethic, reliability, energy, and commitment. 
How passionate about this job will you be?  Employers want employees who are ‘engaged’ and 
want to be there every day, employees who will be there to meet deadlines, and who will do their 
work with enthusiasm. Be sure to articulate your interest in the position, demonstrate your work 
ethic and energy level, and share your career objectives and goals for growth. 

In determining if you are a ‘Fit’, the employer is looking for interpersonal skills and team work, 
as well as how flexible and adaptable you are. Can you work with different types of people in 
different settings and still be effective?  You want the interviewer to be able to actually picture 
you in the role, which means you should know the culture of the company as well as the 
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department. Remember that the interviewer is noting your communication style, your values and 
general interest, and your dress and appearance to decide if you will fit their culture. 

Any question you are asked will fall into one of these three categories. Be aware of that and 
respond in a way that shows how you meet the can, will, or fit need as well as the specific need of 
the question asked. 

Types of Interviews 
 
There are many types of interviews serving diverse purposes. Knowing what to expect can help 
you achieve your goals. The majority of interviews involve one or more of the following: 
 
Screening or Telephone Interview 
 
A phone interview is a very cost effective way to screen candidates. These can last anywhere from 
ten to thirty minutes. You should prepare for it like a regular interview. It is recommended that 
you have in front of you, your resume, the job description, a list of references, prepared answers 
to challenging questions and something about the company. However, make sure you are genuine 
and be careful not to sound too ‘canned’. 
 
Remember that the more time you spend reading or taking notes, the less you spend listening to 
the interviewer. Arrange for a quiet space and time to schedule the conversation. Clear a work 
surface to minimize distractions. Focus on the conversation. Listen to the questions carefully 
before you answer. Be sure to cancel call waiting - you do not want to be interrupted during an 
interview. Try to use a landline phone or a cell phone that is not prone to dropping calls. 
 
The vast majority of communication is non-verbal. Because they can’t see your body language, it 
is critically important to have positive and polished answers with energetic tone and inflection. 
Standing up as you interview could increase your energy level. At the end of the conversation be 
sure to ask what the next step is if they haven’t told you already. 
 
Face-to-Face Interview 
 
This is the most common type and often called a “personal interview.”  It is typically a one-on-
one exchange at the prospective employer’s office or job site. In order to best prepare for this 
encounter, you will want to ask while scheduling the interview how long to allow for the 
interview(s) which can usually range from thirty to ninety minutes. You may also be asked to meet 
individually with others in the company. 
 
Video Interview 
 
It is now common to be invited to interview via Skype or Video Conferencing on your computer 
at home. To prepare for this type of interview, pick a professional looking location with a 
background that is not distracting. Practice beforehand with a friend to make sure that the technical 
aspects such as volume, lighting, computer set-up, etc. work well.  
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Dress professionally; wear the same interview attire you would for an in-person interview. Think 
about eye contact; try to practice looking into the camera and not at the screen.  
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Group or Panel Interview 
 
This is where you will be meeting with several decision-makers at once. This can be an 
intimidating experience if you are not prepared. It’s an efficient way to interview candidates and 
allows for different interpretations or perceptions of the same answer. Be sure to offer firm 
handshakes and make eye contact with everyone, no matter who asked the question. It’s important 
to establish rapport with each member of the interview team. Try to find out the names and job 
titles of the participants (try to get business cards) and send each one a personal thank you 
email/note. 
 
The Round Robin Interview 
 
This is a series of one-on-one interviews, scheduled back to back. It can be exhausting and 
repetitive, so be sure to come into the interview well rested in order to stay focused throughout the 
day. Get cards from each person you meet with and send them an individual thank you note, 
reinforcing how you meet their specific needs. 

Lunch or Dinner Interview 
 
Companies may also invite you to lunch, dinner, happy hour, or a company social event. 
Remember that even though this is a more relaxed atmosphere, you are still being interviewed. 
Employers take candidates out to evaluate their social skills and see if they handle themselves 
gracefully under pressure, as well as to get to know them better in an informal setting. Table 
manners matter:  remember to say thank you to the wait staff, don’t talk with your mouth full, 
don’t order the most expensive item on the menu, and don’t drink too much. If the other members 
of the interview party order a drink, it’s fine to order one as well, but err on the side of caution and 
don’t over-imbibe. You want to stay focused and alert. If you don’t usually drink, there’s no need 
to order a drink just because your host does. 

Behavioral or Competency-Based Interview 
 
The theory behind Behavioral Interviews (one of the most popular interviewing formats today) is 
that past performance in a similar situation is the best predictor of future performance. Behavior-
based questions probe much deeper than traditional interviewing techniques. You should prepare 
by thinking of specific examples that demonstrate your competence in core behaviors such as 
teamwork, problem-solving, communication, creativity, flexibility and organizational skills. You 
will want to tell your story and structure it by stating your answers in terms of the situation, the 
task, what action you took, and what was the result or outcome (STAR). A good way to prepare 
is to go back to the accomplishments on your resume. These are examples that show the situation, 
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your action, and the result or impact. Be sure to include what you learned from the situation or 
how it has changed your behavior going forward if possible. 

Task Oriented or Testing Interview 
 
This is a problem-solving interview where you will be given some exercises to demonstrate your 
creative and analytical abilities. A company may ask you to take a short test to evaluate your 
technical knowledge and skills. Sometimes a presentation to a group is necessary to determine 
your communication skills. Try to relax as much as possible. Note that this type of interview is 
less common and typically used in specific jobs such as IT, Sales, Engineering, or Training 
functions. 

Interview Preparation Checklist 
 
The following steps will help you prepare for any interview you may have: 

• Conduct a thorough self-assessment. Review your education, experience, interests, likes, 
dislikes, strengths, weaknesses and values. 

• Review your resume. Be able to support your skills and qualifications with specific 
examples as you will likely be asked to elaborate on some of them during the interview. 

• Analyze the position for which you will be interviewing. Do you believe you will fit in and 
be able to contribute to the organization? Will the job enable you to reach your goals: 
personal growth, travel, flexibility, advancement, geographic area?  Think about the needs 
of the position and come up with examples from your experience that show how you meet 
those needs. 

• Research the organization. Learn as much as you can about such things as size, location, 
products/services, and benefits by reading company literature. Talk with employees of the 
company and people in the same profession when possible. 

• Know how your experience, education and interests relate to the position and anticipate 
possible questions. This knowledge will allow you to answer why, when and where 
questions, and reflect your self-confidence and your ability to communicate and relate to 
others effectively. 

• Practice Interviewing. Talk to people in the field and even your friends. Discuss techniques, 
practice in front of a mirror or better yet videotape yourself. If possible, arrange a mock 
interview with one of these people. 
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• If possible, find out beforehand what you can about the interview:  type of interview, names 
and positions of people who will be interviewing you, and the potential length of the 
interview. 

• Think of questions you could ask during the interview. Good questions generally focus on 
the position, the department, the interviewer, or the company. Avoid questions about 
compensation or benefits. 

 
 
 

 

 

 

 

 

 

 

Behavioral Questions 
 
Today one of the most common types of interviews is the Behavioral Interview. These questions 
are based on research that has shown that the best predictor of future performance is your past 
performance. The interviewer asks a series of questions asking for concrete examples: “Tell me 
about a time…”, “Give me an example of…”, or “How have you handled this situation”. Your 
answers give the interviewer a clear idea of how you actually acted rather a textbook response of 
how you should have acted. 

To succeed in a behavioral interview, answer as specifically as possible:  describe the situation, 
the task that you were asked to perform and the results of your action. Tell what you learned from 
the situation if appropriate. Practice answering these types of questions and come up with examples 
BEFORE you get to the interview. Be honest and always put a positive spin on it. The following 
are some typical behavior-based questions. Use them to practice and come up with examples from 
your past jobs.  

In	the	interviewing	process,	if	you:	
Fail	to	Prepare,	you	are		

Preparing	to	Fail!	
	
What can you do ahead of time? 
Research: Job Description, Company, Department, etc… 
Ask About: Interview Process, Interviewer(s), Time, Location, Parking, Dress, 
etc. 
Think about: Likely Questions and Your Responses, Questions You Can Ask, 
Your Arrival, etc. 
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Behavior-Based Sample Interview Questions 
 
Accuracy / Attention to Detail 
 
Describe your last assignment in which accuracy was very important, yet which also had a very 
tight deadline. 
 

• How did you proceed; How did you ensure the work was accurate; what was the result (did 
you meet your deadline)? 

 
Analytical Thinking 
 
Describe the project or situation which best demonstrates your analytical abilities. What was your 
role? 
 
Communication 
 
Explain in detail the last time you explained something complicated or difficult to someone. 
 

• What were the points of confusion; what was the most effective thing you said to clarify 
the situation; what was the outcome? 

 
Customer Relations 
 
Give a specific example of a time when you had to address an angry customer. 
 

• Why was the customer angry; what specifically did you do; what was the outcome? 
 
Decision Making 
 
Give an example of a time in which you had to be relatively quick in coming to a decision. 
 

• How much time did you have to make the decision; how did it turn out? 
 
Initiative 
 
Describe the project or situation which best demonstrates your initiative. 
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Leadership 
 
Tell me about a situation in which you had to lead a team of people with very different work styles 
and personalities. 
 

• What was the most effective thing you did to ensure this team worked together; what was 
the most challenging moment in this situation, how did you handle it; how did you know 
whether you effectively led this team? 

 
Organizational Skills 
 
Give me an example of a project that best describes your organizational skills. 
 
Problem Solving 
 
Tell me about a situation where you anticipated a problem before it happened. 
 

• What was the potential problem; how did you anticipate it; what were the benefits of 
avoiding this problem (cost/time)? 

 
Teaming 
 
Tell me about the most challenging team you were part of. 
 

• What made it challenging; what did you do; what was the outcome/result? 
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Behavioral Competency-Based Interview Worksheet 
 
Directions: For each competency identified as required for the position, identify the required 
Competencies, Situation in which you demonstrated using that competency, how you used that 
competency or the Actions you took, and the Result of that specific situation. 
 

 

 
Behavior  / 

Competency 
Required 

 
 

Identify Situation 

 
 

Identify Actions 

 
 

Identify Result 
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Responding to Questions 
 
The first thing to remember is to listen all the way through the question. When the interviewer 
completes the question, immediately ask yourself, “What is he looking for?  Why is he asking 
this?”  That helps determine the need behind the question. This may cause you to pause briefly 
before answering. That’s fine – as long as the pause doesn’t go on too long. 
 
Answer the question that is asked, being direct and concise. Speak in headlines. Put the most 
important information first, and then fill in with supporting data if needed. If you have too much 
of a build-up, you run the risk of losing the interviewer’s attention before you get to the point. 
 
Never speak more than 60 seconds at a time. Talking too much in an interview can hurt your 
chances of being hired. You might be viewed as a poor listener, or you ‘babble’ giving unnecessary 
information or create inconsistencies. Be concise, answering completely, then stop. If the silence 
becomes uncomfortable, ask the interviewer if that answered their question. 
 
Give specific examples when possible. Remember they create a picture of your capability in the 
interviewer’s mind and makes it easier for them to imagine you in the job. 

Remember to build rapport throughout the interview. You’re making a connection. Remember that 
people hire people they like. 
 

Common Interview Questions 
 
Below are some of the most common questions that come up in an interview and suggestions for 
how to respond. 
 
1. Tell me about yourself. 
 
Why are they asking?  To break the ice, to get ideas for how to start the interview, because the 
interviewer is uncomfortable and it gets you talking first, to build rapport or try to connect with 
you. The interviewer wants to hear you describe your professional work story. 
 
How to respond:  The only wrong way to respond to this question is to ask, “What do you want to 
know?”  Give them information that actually tells them something about you that they don’t 
already know. Think about including the following in your answer which should not exceed one 
minute. 
 

• Something interesting about you personally to break the ice, especially if it relates to your 
job objective and work life. For example, where you’re from, where you went to school, a 
hobby or interest. 
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• Something interesting about you professionally. Include what you do functionally and 
skills that you do extremely well that may separate you from the competition. You may 
give an example of one of your accomplishments. (Keep it to one accomplishment here. 
Save the others for later in the interview.) 

• Your passion for the kind of work you do. Perhaps tell them why you got into the field or 
what you love about it. 

• Give them a ‘movie preview’. Touch on a few topics you would like them to ask you about 
later in the interview. 

 
2. How would you describe your strengths? 
 
Why are they asking?  1. To see if you have the qualifications for the job. 2. To see if what you do 
best aligns with the needs of the position. 
 
How to respond:  Before the interview, think of two or three strengths with examples to illustrate 
how you have used them in a work situation. In the interview, be sure that the strengths you choose 
to discuss are relevant to the position you’re interviewing for. 
 
3. What do you see as your greatest weakness? 
 
Why are they asking?  1- To see if you recognize your weaknesses and will be forthcoming about 
them. 2-To see how you’ve dealt with them. 
 
How to respond:  Be honest - choose a weakness that is real, but one that you have dealt with. You 
may have heard that you should take a weakness and turn it into strength. This comes across as 
insincere and trying to hide your weakness. In reality, if it’s a weakness, it will never be strength. 
State the weakness and the negative impact it’s had. Then tell what you’ve done to mitigate it so 
that it hasn’t gotten in the way of your success or interfered with those around you. 
 
For example: 
 

• “I often get bogged down in details during a task which sometimes leads to fatigue and 
exhaustion. I overcome this by planning, delegating, and getting help from team members.” 

• “I have trouble saying NO, and sometimes end up with too much on my plate. This can 
overwhelm me and on occasion, I’ve missed a deadline. I’ve learned to ask more questions 
about the task and what it will involve. I then give myself time to think about my current 
situation before committing to something else. This has helped me learn to say No when 
it’s appropriate.” 
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4. What are your salary requirements? 
 
Why are they asking?  Because they don’t want to waste their time interviewing you if you don’t 
fall within their range. 
 
How to respond:  If at all possible, avoid answering this question. If your answer is too low, they 
may assume that you’re under qualified. If it’s too high, it may knock you out of the running and 
you miss the opportunity to show them why you might be worth it. Even if it’s in their range, you 
hurt yourself when it comes to negotiating. The first person to mention a number in any negotiation 
is in the weaker position. How you respond depends on how the question is asked, who is asking, 
and at what point in the interview it is being asked. No matter what the question, the best way to 
avoid the discussion is to immediately ask a follow up questions to take them off-focus. Here are 
some ways to sidestep answering: 
 
If you are asked what you made in your last job, “I’m not exactly sure of how to answer that since 
it was a different position with different responsibilities. Salary isn’t the most important 
consideration, so I’d like to find out more about this position and the responsibilities. Can you tell 
me more about the duties and responsibilities of the position?” 
 
If it’s about how much you want to make – “’I’m looking to make a salary that is competitive 
within the industry. Salary is not the most important factor, and I’m sure that if we both decide 
that this is a good fit, we’ll be able to reach a mutually satisfactory figure. Can you tell me more 
about the duties and responsibilities of the position?” 
 
If the interviewer persists and wants an answer, you must respond. You don’t want to antagonize 
them if the question was about your last salary, give them a range, not an exact figure. You can 
say that was your base, but you also received a bonus or additional benefits. If the question was 
about your desired salary, give them the average range for this type of position in this market with 
your experience. This is something you have to think about ahead of time and do your research. 
Note: Use the Salary Website information in Appendix 4 at the end of Module2. 
 
5. Tell me about a time that a supervisor or manager caused you to become upset. 
 
Why are they asking?  1. To see how you deal with conflict, authority and stressful situations. 2. 
To see if you learned from the situation and how it changed your behavior. 
 
How to respond:  Be sure and practice this question before you are in the interview so that you can 
take the emotion out of the situation, but still answer completely. Your response should be honest, 
but should not disparage your former manager. Find the positives in the situation as well and be 
sure that your resolution is not blaming the other person. “I was upset because I felt that my 
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manager didn’t go to bat for me about a dispute with another sales person over a commission I felt 
I deserved. In the end, I lost the commission, and told my boss how I felt. Because of our 
discussion, we were able to work out a process which I followed and we avoided similar situations 
in the future.” 
 
The following are other questions that you can think about before you go to the interview: 
 

1. How did you get along with your last manager? 
2. Describe the last time you missed a deadline? 
3. What causes stress for you? 
4. How have you successfully worked with difficult people? 
5. How do you resolve conflict? 
6. Can you give me an example of a project that required additional work time and/or travel?  

How did you deal with the additional time required? 
7. What projects have you volunteered for in the last six months? 
8. Why are you interested in working for this group/department? 
9. Describe your personal work style? 
10. How did you select your prior positions? 
11. What do you think you would contribute to this group? 
12. What has been your toughest professional challenge? 
13. Do you prefer working independently or on a team? 
14. How do you measure your success? 
15. Why should I hire you? 
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Asking Questions 
 
During most job interviews, the interviewer will give you the opportunity to ask questions. You 
should ask several questions; to do otherwise often tells the interviewer that you don't really have 
any interest in the job or the company. On the other hand, do not ask questions where the answer 
is obvious or readily available -- or when the topic has already been thoroughly discussed in the 
interview. And never ask about salary and benefit issues until those subjects are raised by the 
employer. 
 
Consider the following five areas to probe around: 
 

1. Responsibilities of the position. 
2. Available resources. 
3. Authority level. 
4. Performance measurements. 
5. Company culture. 

 
Below are some examples of the types of questions you might ask at a job interview: 
 

• Can you describe a typical day for someone in this position? 
• What do you see as the top priority of the person who accepts this job? 
• What are the day-to-day expectations and responsibilities of this job? 
• How will my leadership responsibilities and performance be measured? And by whom? 

How often? 
• Can you describe the company’s management style? 
• Can you discuss your take on the company’s corporate culture? 
• What are the company’s values? 
• How would you characterize the management philosophy of this organization? Of your 

department? 
• Are lateral or rotational job moves available? 
• Does the organization support ongoing training and education for employees to stay current 

in their fields? 
• What do you think is the greatest opportunity facing the organization in the near future? 

The biggest threat? 
• Why did you come to work here? What keeps you here? 
• How is this department perceived within the organization? 
• Is there a formal process for advancement within the organization? 
• What are the traits and skills of people who are the most successful within the organization? 
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Closing the Interview 
 
One of the biggest reasons that people are not offered the job is that they don’t show interest in the 
position or show energy and enthusiasm about it. Throughout the interview, be sure these 
characteristics come across. Never leave the interview without specifically telling the interviewer 
that you are interested in the position and ask what the next step is. This usually will give you an 
idea of the time frame. If they say they hope to make a decision by the end of the month, ask if 
you can call if you don’t hear from them. Be as kind and courteous when you leave as when you 
arrived, non-verbally as well as verbally. 
 

Following Up After the Interview 
 
After an interview, be sure to follow up with a thank you note within 24 hours. It’s fine to send an 
email. The thank you note should mention the position that you interviewed for and thank them 
for their time. You can take this opportunity to reinforce how you meet the needs of the position 
or state anything you may have left out when you interviewed. Keep it short, personable, and show 
your excitement about the possibility of working for the company. 
 
If you haven’t heard anything by the date given to you for a decision, it is OK to follow up with 
the decision maker or with the HR contact. This can be either a phone call or an email. Let them 
know you are just checking in to see where they are in the process and that you are still very excited 
about the opportunity. If you still don’t hear anything, you may continue to follow up periodically. 
Use your judgment here. If you have sent weekly emails with no response for over a month, 
lengthen the time between correspondence and change to a different method. 


