
Interview Guide



Call 817.257.2222 to schedule an appointment with your 
Career Consultant.
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Keys to an Effective Interview 
Quick Tips 

• Only interview if you are truly interested in the opportunity. 
• Arrive 10-15 minutes early to your interview. Turn off your cell phone or leave it in the car. 
• Bring extra copies of your resume, application materials and a list of references. 
• Stay focused and confident. Sit up straight in your chair, but be relaxed. 
• Do not rush into your answers. It is okay to pause to collect your thoughts before responding. 
• Be honest, and do not try to cover up mistakes. Instead, focus on what you learned from them. 
• Do not speak negatively of a former boss, professor, employer, coworker, etc. 
• Take care not to over share or talk too long (if it feels like you’ve been talking in circles, you have). 
• Avoid asking about benefits and salary until you have received an offer. 
• Ask the interviewer for their business card and follow up with a thank-you card or email within 24 hours. 
• Don’t be afraid to ask about the next steps or the expected timeline for a decision. 
• Be proactive. If you have not heard from the interviewer by the promised timeframe, it is okay to follow up with them. 

 
Before the Interview 

Research the Organization 
A key quality sought in candidates is strong demonstration of knowledge and research about the organization in an interview. 
When interviewing, be sure to know as much as possible about the organization’s history, locations, general methods of 
operation, purpose, reputation, potential growth, organizational structures, etc. Review the organization website and social 
media outlets to see the information shared; also review industry information and look for mentions of the organization in 
industry periodicals, professional forums, and newspaper articles. A good grasp on the industry will help you stay aware of 
current trends, average salaries, and organizational reputation and regard among peers. 
 
Decide What to Wear 
When deciding what to wear for an interview, you must know and understand your industry and the accompanying expectations 
(traditional, conservative, creative, etc.). A few tips in considering what to wear include: 

• Business suits should be in darker, more conservative colors. For women, both pant- or skirt-suits are acceptable. 
• Women should be aware of necklines and hemlines. Err on the side of conservatism in an interview. 
• Hair should be groomed and neat. Avoid hairstyles distracting to you or the interviewer (ex. bangs in eyes). 
• Moderation is the key word for everything including perfume, cologne, accessories, makeup, nail polish, etc. 
• Be aware of how tattoos or piercings are regarded in your particular industry. Take the necessary precautions (removing 

piercings, covering tattoos, etc.) based on that. 
• Men should wear matching, dark socks. Do not let white tube socks peek out from the bottom of your pants! 

 
Practice 
Although you will not be able to anticipate all the questions you may be asked, prepare by considering your strengths and 
weaknesses, how those skills may be manifested in the position, and other information this particular interviewer would find 
relevant to know about you. While it is an excellent idea to practice with a list of typical questions, do not memorize answers. 
Know what you want to communicate about yourself, but don’t feel the need to practice word for word. 
 

Types of Interviews 
Phone Interview 
Phone interviews are often used as a screening method for potential candidates before inviting them for a face-to-face interview. 
Since phone interviewing does not give you to the opportunity to sell yourself through body language and personal rapport, it is 
important to let your voice convey enthusiasm and confidence. Some tips for phone interviewing include: 

• Treat the interview as you would an in-person interview; get in the mode by dressing as you would for a face-to-face. 
• Keep your resume and the job description or notes nearby so you are able to refer to them. 
• Sit up straight or stand while interviewing (do what helps you focus). Avoid movement that can be heard over the line. 
• Choose your location carefully based on potential background noise (dogs barking, television, roommate’s music, etc.). 
• Consider using a landline or double check the reception you receive in your chosen location. 
• Remember to smile—this affects your tone and enthusiasm even if the other person can’t see you! 
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Skype Interview 
More interviewers today rely on Skype or video-conferencing to evaluate candidates when paying for travel is not possible. This 
may act as a screening interview prior to a face-to-face meeting, or may act as the ultimate interview when travel is not possible 
at all. Many phone interview tips carry into Skype as well (keep copies of your resume and notes in front of you, choose a quiet 
space, etc.), but the virtual visual element adds a few more considerations for you when interviewing over the Internet. 

• Check your Skype and Internet connection ahead of time. Ask others to connect with you and provide feedback on the 
sound quality, lighting, camera angle, etc. 

• Be aware of your surroundings and what is visible on the screen. If you are interviewing in your home, make sure things 
like dirty laundry are not in sight. Look at what posters, books, art, etc. are behind you as the interviewer will see it. 

• Be sure the lighting is such that your face can be clearly seen and the camera is at a direct angle to your face. 
• Frame yourself in the picture so that you can be seen from about the shoulders up—no extreme close-ups necessary! 
• Sit up straight and position the camera so you are as close to making eye contact with the interviewer(s) as possible. 
• Feel free to take notes as you might in a face-to-face interview, but stay engaged with the interviewer(s) in the room. 

 
In-Person Interviews 
To properly prepare for an interview, consider the questions you may be asked.  
 

Common Categories of Questions  
 
Behavioral Questions 
Behavioral questions are used in a majority of interviews because interviewers assume your past performance predicts future 
performance. In this format, interviewers will ask questions requiring you to provide examples of your previous experiences. 
Phrases such as, “Tell me about a time when,” “Give me an example of,” “Describe when you,” and similar triggers signal a 
behavioral question. General and vague answers about your predicted behavior are not enough—interviewers want detail about a 
particular event, project or experience, how you dealt with the situation, and the final outcome. A helpful tool in answering 
behavioral questions is the STAR method: 

• Introduce the Situation you were in (only give enough background information to understand the situation), 
• The Task or problem you were confronted with, 
• The Action you took (this is the most important piece of your answer because it describes your behavior), and 
• The Results of your actions. 

 
Case Study Questions 
Case study questions are used by consulting firms and other organizations to see the process a candidate uses to analyze a 
situation, come up with a solution, and communicate their answer and reasoning.  In answering a case study question, you need 
to carefully explain each step in your thought process, the possible alternatives and obstacles, and the factors you recommend be 
considered. There is generally no right or wrong answer, the interviewer simply wants to see how you process. Employers may 
provide you with information about the case study prior to the interview.  Specific formats and processes must be followed for 
case study interviews with consulting firms. If you have an interview in that area, make an appointment with your Career 
Consultant to discuss and prepare.   
 
Knowledge-based Questions 
Interviewers in many fields ask questions to test the candidate’s technical knowledge base. These questions are often 
straightforward and designed to test your competency. Nursing candidates may be asked about procedures, Computer Science 
candidates may be asked about programming, Political Science candidates may be asked about current events. Before you go to 
the interview, look carefully at the position program and organization to see if you can identify skills or knowledge areas 
identified in the position description you should prepare to talk about. Don’t overthink your answers or psyche yourself out.  
 
Organizational Fit Questions 
A major factor in hiring is the fit between an organization and candidate. Interviewers often ask questions designed to discover 
how the candidate works, the environment they prefer, and the qualities they can bring to a team. These types of questions have 
no correct or incorrect answer; you should be honest about your preferences and style. Questions might include: 

• What management style do you prefer? 
• Are you more of a detail oriented or big picture person? 
• How do you like to receive feedback? 

 
 



5

	  
	  

Abstract Questions 
Abstract questions can also be stress questions. These questions may seem absurd or irrelevant, but interviewers ask in order to 
see how you react to pressure and adapt when surprised. Showing your personality through your answer is important, 
particularly if the question is something fun like, “If you could be any board game, what would you be and why.” However make 
sure you are backing up your answer with reasoning. If you are asked a logic question like “How many golf balls would fit in a 
school bus,” don’t be afraid to take a step back and think about how you would figure this out, the information you would 
require, and the process you would go through. A logic question like this would likely only be asked in positions that require a 
great deal of critical thinking and problem solving. 
 
Presentations, Group Interactions, Tests 
No interview process is exactly like the other. Additional possibilities you might encounter while interviewing include the 
opportunity to give a presentation on a relevant topic. This is a method of determining your knowledge and perspective on the 
industry or a specific topic. It allows the interviewers to see your dynamic personality and presentation style. You will likely be 
given a topic when the interview is scheduled so you have time to research and prepare material. Your organization, materials, 
and content are all significant factors for evaluation, so don’t miss this chance to show off your ideas and style. 
 
Other organizations may ask you to participate with other candidates in a group interaction or case study. Be aware your ability 
to interact and work well with others is being observed, but don’t hesitate to take on a significant role as a leader or contributor 
to the group. If your strength is organizing, show that off while you work with group members. If you are interviewing as a 
group, pay attention to what others are saying, and speak up as well. Try to contribute new and original ideas rather than 
repeating what’s been said. Show respect to your fellow interviewees. 
 
In other interviews for technical positions, candidates may be asked to take a short test or quiz. You will likely be informed of 
this ahead of time. This is one more method of determining knowledge and skill.  
 

After the Interview 
Follow-up 
Always send a thank you note to the interviewer(s) within 24 hours after the interview. A handwritten, mailed note stands out 
in today’s society, but if that is not possible, an email is acceptable (especially if all your communication leading up to the 
interview had been via email). 
 
If you were given an expected timeframe when you would hear about the next step in the process, wait for that time. If you have 
not heard anything by the date indicated, follow up by calling or emailing the interviewer. Restate your interest and let them 
know you are inquiring about the status of the hiring process. Try to provide the company with another reason to hire you every 
time you communicate. 
 
Second Interviews 
This means the employer liked you and wants to hear more. Many organizations use a second interview process to directly 
compare the top candidates. You may interview again with the same people, but likely will be introduced and interview with 
new stakeholders, including team members or higher-ups in the organization. Your research this time is just as, if not more, 
important than the first interview; now that you know more about the expectations, you will be expected to provide additional 
information on your interest and fit with the position. 

 
You received an offer! 
This is when you will talk about salary and benefits. Don’t feel pressured to answer immediately; it is completely acceptable to 
ask for time to consider the offer. Contact your Career Consultant to ask questions about how to evaluate offers and the process 
of accepting or rejecting an offer of employment. 
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Potential Questions Asked by Employers 
 

• Tell me about yourself.  
• How would your peers describe you?  
• What do you know about our company and why do you want to work here?  
• What are your career goals? 
• What style of management motivates you to perform at your best?  
• How have previous jobs and experiences prepared you for greater responsibilities?  
• What two accomplishments have given you the most satisfaction? Why?  
• Where do you see yourself in five years?  
• Describe how you prioritize your work.  
• How do you manage your time? 
• What professional publications do you read to stay current in your field of study?  
• What do you want to improve upon in the next six months, and what steps have you taken so far to improve?  
• Tell me about a time when you faced a problem you could not solve, what did you do?  
• Describe a time when you were under extreme stress and how you coped.  
• Give me an example of when you have been assertive even when it was uncomfortable to do so.  
• In prior team projects, how have you managed difficult team members?  
• Tell me about a time when you experienced failure and how you reacted to it.  
• Give me an example of when you had to go above and beyond the call of duty to get a job done.  
• Describe a time when you were able to exhibit your leadership capabilities within a group.  
• Describe a situation where you took initiative to change something when no one asked you to.  
• Tell me about a situation where you had to achieve team/group consensus and how you did it.  
• Why should we hire you? 
• Is there anything else we should know that you did not have the chance to communicate during the interview? 

 
Questions to Ask the Interviewer 

 
Always be prepared to ask questions when you interview—not only are they evaluating you, you should be evaluating them. Be 
selective and avoid asking questions you should already know based on research. Never ask about salary and benefits during the 
interview; let the employer be the first to bring up the topics.  
 

• What skills and attributes do successful employees at this company usually have?  
• What is your philosophy regarding on-the-job growth and development?  
• What are your goals for the department/organization over the next year?  
• How would you describe the culture of the company?  
• What would a normal day in this position look like? 
• What type of work can I expect to be doing during my first year?  
• What is the next step in the hiring process? 

 
 
 
 
 
 



Call 817.257.2222 to schedule an appointment with your 
Career Consultant.
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