
 

 

Preparing For A Job Interview 
 

Succeeding in job interviews takes research, practice, and persistence. The more effort you put into your 
interview preparation, the more success you’ll see in obtaining job offers. 
 
The #1 reason people are generally hired in a job is because the interviewers like them and feel they will fit in 
with the company’s culture.   
 
So how do you demonstrate your likeability?  This does not require you be the best, the brightest, the most 
talkative or friendly.  It does require you come to the interview prepared and believing you are a good choice 
for hire.  The following are some of the things you should consider/do for a successful job interview: 
 
1. Research the company/employer.  You should know something about the company’s product/services, 

job requirements, hours of operation, etc. before the interview.   The more research you conduct, the 
better you will understand what the employer wants in an employee.  This will help you answer their 
interview questions.  Research the company’s website.  Talk with current employees and others who have 
had experience with the business. 

 
2. Prepare to answer common interview questions.   

a. You need to PRACTICE answering the common questions asked in most interviews.  
I. Tell me something about yourself.  

II. Why do you want to work for… 
III. What are your future goals/plans?  

b. Try to stay away from just “yes” and “no” answers.  The best way to answer interview questions is to 
give a situational answer.  That means giving a brief example of what you have done in the past that 
demonstrates your ability, interest, experience, etc.  

c. Don’t memorize your answers; BELIEVE your answers and make them your natural response. 
 
3. Go to the interview on your own.  If someone drives you, don't bring them into the business with you.  

 
4. Arrive on time for the interview. Strive to arrive 10-15 minutes before your scheduled interview.  This 

demonstrates your reliability, willingness to do what is necessary for the job, gives you a chance to focus 
before the interview, and allows you to observe how employees operate in the workplace.  There is no 
excuse for arriving late to an interview (including traffic, poor directions, flat tire, etc.), other than a true 
disaster.  Plan ahead and give yourself more time than needed to arrive at the location. 

 
5. Bring a copy of your resume and cover letter, even though you have already provided them. 
 
6. Bring a pen and tablet of paper to: 

a. List reminders of things you want to tell the interviewer (if not included in their questions). 
b. List questions you have for the interviewer.   
c. Take notes if needed 

 
7. Turn your cell phone OFF before you walk in the door of the business.  Do not leave it on vibrate because 

that is just as distracting. 
 



 

 

8. Do not chew gum on the way to the interview.  You will forget you have it in your mouth.  When you get 
nervous you will start chomping on it and will look like a cow chewing its cud.  Not a pretty sight. 

 
9. Make a good first impressions — to everyone at the business. A cardinal rule of interviewing: Be polite and 

offer warm greetings to everyone you meet — from the front counter person to the hiring manager. 
Employers often are curious how job applicants treat staff members and will ask the staff their opinion of 
an interviewee before offering them a job. 

 
10. Once you meet the interviewer, make a strong first impression by standing to greet them, smile, make eye 

contact, and offer a firm handshake.   
 
11. Remember that having a positive attitude and expressing enthusiasm for the job are vital in the interview.  

During the interview, be authentic, upbeat, focused, confident, candid, and concise. The key to your 
success is in the quality and delivery of your responses. You should answer the interviewer’s questions 
truthfully.  Be sure to provide examples of your past accomplishments and experiences.  But… keep your 
responses short and to the point. 

 
12. Never badmouth a previous employer, boss, or co-worker. This will cause the interviewer to see you in a 

less than favorable light.  Plus, if you are saying negative things about someone else, this will cause them 
to wonder what you will say about them when they are not around. 

 
13. Ask meaningful questions at the end of the interview. Studies show that employers make a judgment about 

an applicant’s interest in the job by whether or not the interviewee asks questions. So even if the 
interviewer was thorough about the job and expectations, you need to ask a few questions.  Your questions 
should be prepared BEFORE the interview and written down.  This helps you to remember what you 
wanted to ask.   
a. Be sure your questions are not canned or of no interest to you.  Your questions should NOT be about 

money or how the job will affect your life.  Focus on questions that will provide you with the 
information you will need to do the best possible if hired.  Some examples are: 
I. What are some of the day to day responsibilities of this position? 

II. What do you think is the most important skill for a person in this position? 
III. What is the most difficult part of this job?  (Then assure the interviewer you can handle this and 

give an example why.) 
IV. What type of training would be provided? 
V. When will make a final decision on who you will hire? 

b. The person hired for the job is often not the one who is most qualified, but the one who does the best 
responding to interview questions and showcasing their past experiences and/or willingness to do the 
job. 

 
14. Demonstrating courtesy and politeness will only benefit you in the hiring process, so it is important to 

thank the interviewer(s) for considering you for employment.  Start the process while at the interview by 
thanking each person who interviewed you.  Then send a thank note to the interviewer(s) right away!  
Thank you notes can be through email, mailed through the post office, or hand delivered.  Sending a thank 
you notes will not guarantee you will be offered the job.  But if they are having a problem making a 
decisions, it just might tip their opinion in your favor. 


