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Before the Interview
Know Yourself What Do You Have to Offer? Skills, Accomplishments, & Goals 

Self-Assessment 
An important part of knowing yourself is having an accurate assessment of your personal qualities and skills. Identifying these before your interview is important, you will want to use some of these traits to “sell” yourself in the interview. Using the scale below, rate your perception of your competence in each personal quality and skill. 

4 


3 


2


 1 


0 

Excellent 

Good 


Average 


Weak 


Poor 

Personal Qualities 
_____Enthusiastic/Energetic
_____Resourceful 

_____Goal Oriented 

_____Competitive 

_____Responsible/Reliable

_____Demonstrated Initiative 

_____Effective Team Member
_____Proven Work Ethic 

_____Persevering 


_____Quality Oriented 

Skills 
_____Analyze


_____Create/Develop 

_____Teach/Train


_____Motivate 

_____Implement


_____Administer/Manage 

_____Communicate Effectively
_____Sell/Promote 

NOTE: Think of examples for each rating of 3 or 4. You can use these examples during your interview. 

What is your total score? Below is a guide to help you evaluate how you scored. 

There are a total of 72 possible points. 

SCORE EVALUATION 

58-72 This score indicates that you have acquired most of the traits that employers desire. If you have good evidence of these abilities you have the potential to do very well in job interviews. 

45-57 You are a strong candidate. You have many of the necessary skills to succeed in job interviews. You need to build on these strengths and work on the weaker categories. 

32-44 There are two ways to look at this score. Either you are average at many things or you are good at some and weak at others. If you are average at many things, you need to identify ways to improve in some of these areas. If you are good at some and weak at others you need to build on the good points and work on some of the weaker ones. 

21-31 There is definite need for improvement here. These are traits that most employers value and you have ranked yourself weak on many of them. You may want to discuss your self-assessment with one of the Career Services staff. 

20 or lower You should make an appointment with a career advisor.  

Research The Company-Learn as much as you can beforehand! 
Listed below are some facts you need to know about the company: 

• Size of the company, Key competitors Public or private Company, Sales and profit trends, Types of customers, Products and services, Possible future ventures, Location of corporate headquarters, Number of employees, Department or division reporting structures 

Where to find the information: 

• Company websites, Chambers of Commerce, Library Business and trade magazines, Local newspapers (Checkout the Finance & Business sections) 

Prepare Your Questions 
Asking questions is a very important part of the interview process. Before the interview compile a list of questions you plan to ask the employer that will demonstrate you have researched their organization and industry. 

Sample Questions Demonstrating Your Research Efforts 

1. I read in your literature that your training program is comprised of three six-month rotations. Does the employee have any input into where he will go at the end of each rotation? How do you evaluate the employee’s performance during the training period? 
2. I recently read in Business Week that a major competitor of yours is increasing its market share in your main market. What plan does your firm have to regain its lost market share? 
3. In the brochure “Diversity and Inclusion at Dow,” it mentions Dow’s plans to include progressive employee development programs. Could you tell me more about this initiative and the goals of the program? 
4. On Unilever’s website I reviewed the career information provided about the logistics opportunities. I understand that Unilever offers ways to advance, one of which includes specializing in a particular area. What kind of input does the employee have in selecting the area of specialization and how long does it typically take to advance once you gain experience in that area? 
5. After reading your brochure about the Global Sourcing Internship Program at International Paper, I was excited about the possibility to develop and implement my own project. What are the chances that this would be a part of my experience and what kinds of projects have interns completed in the past? 

Practice, Practice, Practice 
When preparing for an interview take some time to practice your interviewing skills and gain some feedback and coaching about your performance from a professional. One of the best ways to practice and prepare is to sign-up for a Mock Interview at UT Career Services. 
What is a Mock Interview? 

• A Mock Interview is a 20-minute videotaped segment of you interviewing with someone from the Career Services staff. The interview is designed to replicate the type of interview that you might experience with an employer. 

• A review of the tape is conducted with the staff member, who will provide you with feedback on things that you did well and areas that need improvement. You should anticipate the whole process will take about 45-minutes. 

• To make an appointment for a Mock Interview contact Career Services at 974-5435. Your interview must be made at least 24 hours in advance. If you are scheduling the interview due to a class assignment, please remember that spaces fill up quickly and you should make your appointment early in the semester. 

• On the day of your Mock Interview please arrive on time and don’t be a no show! If you wish to wear formal interview attire you may do so, but it is not required. Don’t forget to bring a copy of your resume. 

• If you must cancel your interview, please do so as soon as possible so that another student might have the opportunity to take your spot. 

You may also practice your interview skills with friends, family members or by yourself in front of a mirror. Whatever you do, remember that with every skill you have ever learned, you had to first learn the technique and then practice. Interviewing well is a skill that takes practice! 

During the Interview 

Be Prompt and Prepared 
On the day of your interview you should plan to arrive 10-15 minutes before your scheduled interview time. Be sure to ask for accurate directions and take into consideration the distance you must travel to reach your destination, traffic you might encounter, parking, and even time zone changes if it’s a long trip. 

Below is a list of items you should bring with you to an interview: 

• Academic transcripts, Extra copies of your resume, List of at least 3 professional references, Pen and paper, All of these items should be organized in a folio 

Items you should not bring to an interview: 

• Backpacks or book bags, Large handbag, Laptop computers 

First Impressions Count 
When meeting someone for the first time, people often form opinions about others during the first 30 seconds or less! Your image and appearance are important factors that contribute to that first impression. When interviewing for a professional position most interviewers expect you to wear business clothing. A conservative well-tailored suit, shoes and accessories are considered appropriate business attire for an interview. 

To make your best first impression: 

• Make sure your clothing is clean and pressed, Shoes polished, Pay attention to personal grooming (hair, nails, etc.), Minimal use of perfume or aftershave, Avoid wearing too much or large jewelry (no nose rings, big dangling earrings, etc.) 

When meeting the person you are interviewing with for the first time you should: 

• Smile and look alert! Nothing leaves a better first impression and communicates enthusiasm, Give a firm hand shake, Introduce yourself with confidence Example: Hello, Mr. Jones, I’m Sue Smith. It’s very nice to meet you. 

Commonly Asked Questions 
1. Tell me about yourself. 

2 What are your long range and short-range goals and objectives, when and why, did you establish these goals and how are you preparing yourself to achieve them? 

3. Why did you choose this major? This career? 

4. How would you describe your ideal job? 

5. Describe a situation in which you were successful. 

6. What do you think it takes to be successful in this career? In a company like ours? 

7. Tell me about some of your recent goals and what you did to achieve them. 

8. Are you a team player? 

9. What motivates you? 

10. Why should I hire you? 

11. How would you describe yourself? 

12. How do you think a friend or professor who knows you well would describe you? 

13. What do you see yourself doing five years from now? 

14. Where do you want to be ten years from now? 

15. Do you handle conflict well? 

16. How do you determine or evaluate success? 

17. What major problem have you had to deal with recently 

18. In what ways do you think you can make a contribution to our company? 

19. Do you handle pressure well? 

20. How much training do you think you’ll need to become a productive employee? 

21. What two or three accomplishments have given you the most satisfaction? Why? 

22. Describe your most rewarding college experience. 

23. What qualities do you feel a successful manager should have? 

24. What is your greatest strength? 

25. What is a weakness you have? 

26. What led you to choose your field or major study? 

27. What college subjects did you like least? Why? 

28. Why did you choose to attend your college? 

29. How has your education prepared you for your career? 

30. Do you have plans for continued study? An advanced degree? 

31. Do you think that your grades are a good indication of your academic achievement? 

32. What have you learned from participation in extra-curricular activities? 

33. What were your favorite classes? Why? 

34. Why is your GPA not higher? 

35. How familiar are you with the community that we are located in? 

36. Are you willing to travel? How much? 

37. Why did you decide to seek a position with this company? 

38. What do you know about our company? 

39. Is money important to you? 

40. Are you seeking employment in a company of a certain size? Why? 

41. What criteria are you using to evaluate the company for which you hope to work? 

42. Do you have a geographical preference? Why? 

43. Will you relocate? Does relocation bother you? 

44. What kind of salary are you looking for? 

45. What have you learned from your mistakes? 

Behavioral Interview 
During the behavioral interview the interviewer asks questions that are aimed at getting the applicant to provide specific examples of how he or she has developed the required skill set for the job. Interviewers rely on this method to evaluate the candidate’s experiences and behaviors and use them as indicators of the applicant’s potential for success. 

What employers are looking for: 

• Work Specific Skills – Examples might include computer programming, CAD or 

• Functional or Transferable Skills-Skills that are transferable from one job to another, such as good communication or math skills. 

• Adaptive or Self-Management Skills-Interviewers want to know….Are you dependable, a team player, a self-directed worker, a problem solver, a decision maker? 

To provide the interviewer with the information needed, apply the STAR technique as outlined below: 

Situation or Task Describe the situation that you were in or the task that you needed to accomplish. You must describe a specific event or situation, not a generalized description of what you have done in the past. Be sure to give enough detail for the interviewer to understand. This situation can be from a previous job, from a volunteer experience, or any relevant event. 

Action You Took Describe the action you took and be sure to keep the focus on you. Even if you are discussing a group project or effort, describe what you did – not the efforts of the team. Don’t tell what you might do, tell what you did. 

Result You Achieved What happened? How did the event end? What did you accomplish? What did you learn? Wherever you can, quantify your results. 

EXAMPLE: 

Situation or Task (S) (T): Advertising revenue was falling off for my college newspaper, The Beacon, and large numbers of long-term advertisers were not renewing contracts. 

Action (A): I designed a new promotional packet to go with the rate sheet and compared the benefits of The Beacon circulation with other ad media in the area. I also set up a special training session for the account executives with a School of Business Administration professor who discussed competitive selling strategies. 

Result (R): We signed contracts with 15 former advertisers for daily ads and five for special supplements. We increased our new advertisers by 20 percent over the same period last year. 

	Interview Quick Tip: In behavioral interviews make sure you provide specific examples of situations. You will want to provide proof-by-example descriptions of your capabilities. 


Example Behavioral Interview Questions 
1. Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way. 

2. Describe a time when you were faced with a stressful situation that demonstrated your coping skills. 

3. Give me a specific example of a time when you used good judgment and logic in solving a problem. 

4. Give me an example of a time when you set a goal and were able to meet or achieve it. 

5. Tell me about a time when you had to use your presentation skills to influence someone’s opinion. 

6. Give me a specific example of a time when you had to conform to a policy with which you did not agree. 

7. Please discuss an important written document you were required to complete. 

8. Tell me about a time when you had to go above and beyond the call of duty in order to get a job done. 

9. Tell me about a time when you had too many things to do and you were required to prioritize your tasks. 

10. Give me an example of a time when you had to make a split second decision. 

11. What is a typical way of dealing with conflict? Give me an example. 

12. Tell me about a time you were able to successfully deal with another person even when that individual may not have personally liked you (or vice versa). 

13. Tell me about a difficult decision you’ve made in the last year. 

14. Give me an example of a time when you tried to accomplish something and failed. 

15. Give me an example of when you showed initiative and took the lead. 

16. Tell me about a recent situation in which you had to deal with a very upset customer or co-worker (or group member). 

17. Give me an example of a time when you motivated others. 

18. Tell me about a time when you delegated a project effectively. 

19. Give me an example of a time when you missed an obvious solution to a problem. 

20. Describe a time when you anticipated potential problems and developed preventative measures. 

21. Tell me about a time when you were forced to make an unpopular decision. 

22. Describe a time when you set your sights too high (or too low). 

It’s Your Turn 
When the interviewer asks “Do you have any questions for me?” are they just being polite? The answer is NO! The interviewer expects you to have questions. This is your opportunity to demonstrate your interest in the company and its industry. Make sure you have done your research and prepared questions that will show your knowledge and insights about the company. 

After both parties have answered all questions, communicate your enthusiasm about the job with a closing statement. 

Example: Thank you Mr. Jones for taking the time to meet with me . Everything I have heard today has only increased my interest and enthusiasm about your company and the job. I would certainly welcome the opportunity to become apart of your organization. 

	Interview Quick Tip 

Don’t forget to ask the interviewer for a business card before you leave the interview. You will need this information when you follow-up after the interview. 


After The Interview 

Follow-up 
Send a thank you note as soon as possible after your interview. A hand written letter on appropriate stationary or Email is acceptable. Visit the Placement Center Website for examples.
Evaluation 
After the interview, take some time to evaluate. Ask yourself these questions: 

• Is this the job for me? 

• Is this a good fit for both parties involved? 

• Was I prepared for this interview? 

• Would I do anything differently next time? 

If the answer is yes to most of these questions then pat yourself on the back. You prepared and hopefully “Aced Your Interview”. 
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