
WELCOME TO

INTERVIEWING WITH CONFIDENCE





PREPARATION
• Know Yourself

• Research the Position

• Practice Out Loud

• Eliminate Unknowns

• Gather Materials



AT THE INTERVIEW
• Look the Part

• Make a Great First Impression

• Remember Non-verbal Communication

• Ask Questions

• Close the Deal



FOLLOW UP
• Send a Thank You Note / E-mail

• Evaluate Your Performance

• Check-in When Appropriate
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THREE PHASES OF AN INTERVIEW 
 
BEFORE THE INTERVIEW 

 
1.  Know yourself.   
 

2.  Research the position, department, organization and industry. 
 

3.  Practice interview questions. 
 

4.  Conduct a mock interview. 
 

5.  Prepare questions to ask the interviewer(s).   
 

6.  Learn the name, title, and number of interviewer(s). 
 

7.  Know exactly where to go and how to get there. 
 

8.  Prepare your packet of materials to bring to interview. 
• Application 
• Supplemental Application if required 
• Resume 
• Cover Letter 
• List of References with contact information 
• Letters of Recommendation (only if very strong, relevant and recent) 
• Samples of Your Work/Portfolio 
• Paper and pen 

 
DURING THE INTERVIEW 

 
1.  Dress appropriately. 
 

2. Arrive early. 
 

3.  Make a great first impression and be positive 
 

4.  Remember the importance of nonverbal communication. 
• Facial expressions 
• Tone and volume of voice 
• Body posture 
• Gestures 
• Eye contact 

 

5.  Be sincere, concise, and honest. 
 

6.  Ask questions at the end of the interview. 
 

7. Take the opportunity to present a closing statement. 
 
AFTER THE INTERVIEW 
 
1.  Follow-up by writing a thank you note / E-mail. 
 

2.  If you did not get a job offer, re-evaluate the interview. 
 

3.  Make follow-up call (if appropriate). 

http://www.weisscareer.com/
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KNOW YOURSELF 
 
The most important aspect of preparing for an interview is to know yourself.  As simple as that 
may sound, most of us feel uncomfortable talking about or “selling” ourselves to other people.  
Try to reframe the concept of “selling how great you are” to telling the interviewer(s) what skills 
and abilities you have that relate to the position.  So instead of saying you are the best, you 
can state that you have 5 years of experience in program development or supervising teams.  
This is not embellishment or “bragging”, it is fact.  This reframing may help you feel more 
comfortable and make it easier to discuss your qualifications. 
 
When you prepare for your interview, develop a list of your strengths, areas of expertise, skills, 
professional traits, certifications, etc. that are relevant to the position. You will draw from these 
throughout your interview and they will also help you feel more qualified and confident.  These 
same strengths should also be mentioned on your resume and cover letter. 
 
My strengths include: 
 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
You can also prepare by recalling past accomplishments at work.  Often you can refer to your 
performance evaluations for some examples. Ask yourself the following questions: 

• Did you design or modify a system, procedure or program? 
• Have you dealt with difficult employees, vendors or clients? 
• Have you improved productivity? 
• Have you saved your department time or money? 
• Have you successfully supervised or trained others? 
• Have you successfully managed a project?  
•  

My accomplishments include: 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
STAR Formula for answering questions: Situation, Task, Action and Result 
 
Describe the situation, tasks you needed to complete, action you took, and the result. 
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COMMONLY ASKED INTERVIEW QUESTIONS 
 
 Tell me about yourself.  
This is usually meant to be a warm-up question, so keep your answer brief.  Cover your 
professional background only, not your personal life.  Suggestion: 

- Introduce yourself 
- Point out key experiences, education and skills related to the position you are seeking 
- State your reason for seeking the position.  Do your research so this statement can 

be related to what you have learned about the position, organization and/or industry. 
 
 What are your strengths? / What do you have to offer? 
Match your experience, training, skills and professional traits to the position.  Refer to the skills 
and accomplishments statements you have pulled together that relate to the specific job. 
 
 What are your weaknesses?   
Use an example with a positive outcome: "I feel I have room to grow in my Excel skills. I know 
many functions but I think knowing more of the advanced applications would be good for this 
position."  
 
 Give an example of a difficult situation you had at work and how you handled it.   
Demonstrate how you can handle stress and think on your feet.   
 
 How would your previous boss describe you? 
Be as positive as you can.  Your previous boss may be called so your answers must be 
honest. Do not be negative about your former boss. 
 
 Why do you want to work here?  
Share your knowledge about the organization and how your skills, experiences and interests fit 
the position and the organization. 
 
 What do you know about the position, the company or the department? 
Research the position, the company and the industry before your interview and impress the 
interviewer with your knowledge.  Be honest and use this to open up the discussion. 
 
 What do you hope to achieve in your first 90 days? 
Start by stating what you understand about the role and the organization. Avoid being too 
critical. Then make connections between this challenge and your experience. Wrap up your 
answer by delivering clear recommendations, with some caution, because you will need more 
detail before implementing them. 
 
 What are your career objectives? 
What do you want to learn or accomplish?  Often the objective of this question is to know if you 
are the type of person able to set goals, rather than some lofty plan, such as being the CEO.  
Your objective might be to have updated skills or to excel at project management 
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 What are your long-term goals? 
This could relate to higher education or training. You can also refer to whether you want to 
follow a management or technical career path.  If possible relate your answer to the position or 
organization in question. 
 
 How do you like to be supervised?  
Since you may not know what kind of supervision the department prefers, keep this answer 
open and flexible.   
 
 Tell me about your communication skills?  
Communications skills include written, oral and interpersonal abilities.  Refer to written 
projects, reports, publications, copy writing, or documentation.  Discuss oral presentations, 
chairing meetings, customer relations, supervisory experience, and training if appropriate.  
Teamwork, advising and helping others are other areas that demonstrate communication skills. 
 
 Why should we hire you? 
This is similar to the question about your strengths. Refer to skills, experiences, training, 
interests, and personal attributes relevant to the job. Know yourself and market your strengths! 
 
 Other Common Questions 

• Describe a mistake you have made and how you handled it. 
• Give an example of a time when you had a different opinion than your supervisor. 
• Describe a difficult and/or controversial decision that you’ve made. 
• When in a new leadership position, how do you establish your credibility with the staff? 
• Tell about a time when you had to cope with strict deadlines and multiple priorities. 
• Describe a situation where you faced organizations/institutional barriers to 

accomplishing a goal. 
• Describe a situation where you did something innovative. 
• Describe how you’ve collaborated with others to get something done. 
• Give an example of when you worked with a group/team to complete a project. 
• Describe a time when you had to communicate something unpleasant or difficult to your 

manager or a co-worker. 
 
 Do you have any questions? 
Plan ahead and prepare a few questions to ask your interviewer.  Asking pertinent questions 
shows your interest in the position.  Interviewing is a two-way exchange of information.  

1. How would you describe the department’s/company’s culture? 
2. What other departments do you interface with most frequently? 
3. What are the top priorities for this position? 
4. What projects would you like to have completed within the next three months? 
5. What are the biggest challenges facing someone in this position? 
6. What are the qualities you are looking for in an ideal candidate? 
7. What are the common attributes of your top performers? 
8. What are some things that drive results for your company? 
9. How would you describe your management style? 
10. When do you expect to make a decision? 
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Situational Questions 
It is common for interviewers to ask situational questions that ask you to describe how you 
would handle a specific situation that might arise in the job. They often begin with “What would 
you do if” or “How would you handle”. Remember the following formula: 
 
C- Considerations: what do you need to consider in deciding how to approach the issue 
A- Action: what action would you take 
R- Result: what result would you anticipate 
E- Evaluation: how would you evaluate the actual result 
 

CLOSING STATEMENT 
 

A strong closing statement is key to leaving the interview panel with a positive impression: 
 
• Reiterate your interest in the position.  Share your enthusiasm and let them know you want 

the job.   
• Reinforce your strengths.  Take this opportunity to remind them why you are the candidate 

they should hire!   
• Recoup for things you forgot to mention.  For example, you may have forgotten to say that 

you are bilingual or currently taking a course in leadership …now is the time to add that 
information. 

• Thank them for their time. 
 

SAMPLE THANK YOU NOTE / EMAIL 
 

Dear Ms. Walker: 
 

I would like to thank you for the opportunity to interview for the Senior Office Assistant 
position with the Department of Biological Sciences. 

 
As you requested in the interview, I am enclosing a letter of recommendation from my 
manager at the California Dental Association. I am confident that my strong oral and 
written communication skills, extensive experience with Excel and PowerPoint, and 
ability to work effectively in a fast-paced office environment would meet your 
expectations.   

 
I appreciate your consideration and look forward to hearing from you about the next 
step in the process.  Please contact me if you have any further questions or would like 
additional information. 

 
Sincerely, 
 
 
Sue Walker 

 
Enclosure 
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RESOURCES 
 
 
Books 
 
• The Job Interview Phrase Book: The Things to Say to Get You the Job You Want, by 

Nancy Schuman 
• 101 Toughest Interview Questions: And Answers That Win the Job!, By Daniel Porot 
• Interview Fitness Training, by Carole Martin 
 
 
Apps 
 
• 101 Great Answers to the Toughest Interview Questions 
• Interview Prep Questions 
• Interview Pro 
• Interview Buzz Lite 
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