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▸ Dealing With Interview Anxiety 

▸ Purpose Of The Job Interview 

▸ Several Types Of Interviews 

▸ How To Prepare 

▸ Questions To Ask Before The Interview 

▸ Interview Do’s & Don’ts 

▸ Things To Remember During The 
Interview 

▸ Possible Interview Questions 

▸ Questions To Ask 

▸ The Issue Of Salary 

▸ What To Do After The Interview 

▸ How To Dress For Success 



Interviewing for 

a job is often 

filled with 

anxiety and 

fear but it 

doesn’t have to 

be that way.   

There are 

things we can 

do to prepare 

ourselves and 

become more 

self-confident 

and relaxed. 

Being prepared is the best way to reduce anxiety 

and help ensure a successful job interview. 

Dealing with Interview Anxiety 



▸ Your opportunity to shine 

▸ Your abilities, talents, interests,  

personality, work experience,  

education, and motivation 

▸ Informs you about the employer 

▸ Employer needs, history, work environment, 

business activities, and future plans 

▸ Requires skill and  PREPARATION – NOT LUCK 

Purpose of the Interview 
(your perspective) 



During the interview, the employer is looking for the 

following things: 

► Does the applicant want this job? Do they have an 

interest in the company or organization? 

► Will this person fit into the work environment? 

► Is this person socially skilled? How do they 

represent themselves? 

► How does this person deal with stressful situations? 

► Can they really do x, y, or z? 



Employers want to lower their risk and make sure they are making a 

good decision. Employers face huge costs when they hire the wrong 

person, these costs include: 

Hiring:  Expenses for ads, sign-on fees. 

Time:  Spent interviewing the bad hire and checking references. 

Training:  Time spent training the bad hire. 

Damage:  Damage done if the bad hire injures people or property. 

Repairs:  Time spent repairing the poorly done work of the bad hire. 

Replacing:  Cost of the time spent replacing the bad hire. 

Productivity: Productivity and profit lost while the position is vacant. 

 



▸ The Directed Interview 

▸  Impersonal, seeks to reveal facts 

▸  Interviewer takes notes using an  
 outline and checklist 

▸  Compares you to others 

 

▸ The Undirected / Meandering Interview 

▸ Unstructured, an open discussion of  
your qualifications 

▸ “Tell me about yourself…” 

 

▸ The Stress Interview 

▸ “Hazing” in a sense; creates discomfort 

▸ How do you deal with stress? 

▸ Remain calm and tactful 

Types of Interviews 



▸ The Behavioral Interview  

▸ Interested in past behaviors, “Describe a time 
that required problem-solving skills, adaptability, 
leadership, conflict resolution,…” 
and “How did you deal with this?” 

▸ Be prepared to have stories to demonstrate 

 

▸ The Audition 

▸ A simulation or brief exercise to evaluate your skills 

▸ Inquire specifically about  the instructions 

▸ Take ownership of your work 

 

Types of Interviews – Continued 



▸ The Group Interview  

▸ Several applicants at one time 

▸ Provides a sense of your 
leadership potential and style 

▸ How do you interact with peers? 

▸ Keep an eye on the interviewer 

 

▸ The Panel/Board Interview  

▸ Several interviewers are present 

▸ Positions are usually with government agencies or large organizations 

▸ Maintain eye contact when answering questions: 
questioner, each group member, back to questioner 

Types of Interviews – Continued 



▸ The Second/Follow-Up Interview 

▸ Serious candidates; confirmation 

▸ Difficulty deciding on a candidate 

▸ Other decision makers want to  
gain a sense of you 

▸ Be prepared to negotiate compensation 

▸ More in-depth questions 

 

▸ The Telephone Interview 

▸ Have copy of resume nearby 

▸ Speak a bit slower than usual and don’t worry about pauses 

▸ Make sure roommates or family are quiet   

Types of Interviews – Continued 



▸ Gather work samples, copies of 
resume, references and place in a 
nice case or folder 

▸ Remember to bring a pen 

▸ Rehearse your answers 

▸ Write down your questions about 
the job or organization 

▸ Review your work history 

▸ Practice your answers to common 
interview questions 

▸ Be prepared for surprises  

Preparing for the Interview 



RESEARCH the company: This includes the 
company’s products and services, details of 
how the company was formed or developed, 
the markets, turnover, plans for the future, 
number of branches, people employed, the 
company’s values etc. Take steps to obtain as 
much information as possible. From their 
website or people you know. 
 

RESEARCH 
 SHOWCASE your Skills or Prime Selling 

Points: Look at a copy of your CV, 
consider your skills that are linked to their 
requirements. Go through the evidences 
that will showcase the skills. Remember 
that the skills won you the interview, now 
is your opportunity to use them as part of 
the main agenda in your interview.  

SHOWCASE 
 

The job application: Read the job details 
carefully again. See if there are any new 
points that were not covered in your original 
application. Go through each point and tick 
off the requirements that you meet, and note 
potential areas of weakness, do not be 
discouraged about these areas. Think of how 
to improve the areas of weakness just in case 
they ask. 

REVIEW 
 

Questions and practice answers: prepare 
a list of anticipated questions and suitable 
answers. Look at ways of turning the 
answers to further illustrate your skills. 
Share your questions and answers with 
your mentor, friend or family and know 
how to answer all the question. Practice 
in front of a mirror. 

 

PREPARE 
 

Before the interview 
 

 



► Invest in clothes that fit your body and budget.  Avoid trendy styles. 

► Consider using a department store personal shopper. 

► Save money by shopping at a local thrift store. 

► Pay attention to personal hygiene, shower and use deodorant. 

► Avoid using cologne or perfume. 

► Clean and trim fingernails. 

► Keep breath mints handy. 

► Hide or camouflage tattoos. 

► Remove distracting jewelry.  

► Keep your hair brushed away from your face. 

► If you must carry a purse, make sure it matches your outfit. 

► If using nail polish use a clear or neutral tone. 

► Keep a spare, clean tie in your car just in case the one you are wearing gets stained. 

► Keep facial hair relatively short and neat and make sure you are freshly shaved. 

 



Men Women 

Suit 
  Two piece suit (ideal is solid navy or grey)  Solid/pinstripe/glen plaid suit in  

black/navy/gray (skirt suit or pantsuit) 

 Separate blazer/pants/skirt combo (might be 

more appropriate for creative field) 

Shirt or 

Blouse 

  Solid White or Blue Shirt (starched) 

  Plain or Spread Collar 

  Pinpoint or Broadcloth material 

  White or pastel blouse 

  Silk or Cotton material 

Accessories 
  Shoes – Black lace-ups with leather soles 

  Belt - Should match shoes in color & shine 

  Tie – Conservative pattern/color in silk 

  Socks – Should match pants in color 

  Bag – Don’t use a knapsack 

  Watch – Conservative, non-sports look 

  Shoes – Dark leather pumps are ideal;  

Open toed shoes/Sandals are not appropriate! 

  Jewelry – Should be subtle and minimal 

   Bag – Briefcase or a tote…not a  knapsack 

Grooming 
  Hair – Invest in a good haircut  

    (shorter is better) 

  Nails – Clean 

  Cologne - minimal 

  Hair – Well groomed hairstyle 

  Nails – Conservative color polish 

  Perfume - Minimal 



► Extra copies of your resume, your reference list,  

and examples of your work. 

► Papers needed to complete your application. 

 includes copies of work licenses, driving record  

(if required), your portfolio, and your social security  

or immigration cards. 



► Arrive 15 minutes early. You might need to fill out 

paperwork before the interview. 

► Go by yourself. If a friend or relative drives you, have 

them wait in the car or the lobby. 

► Wear an outfit that is professional looking. It should fit 

the type of job for which you are interviewing. 

► Do not wear fragrances in case one of your interviewers 

has allergies. 



► Display confidence. Shake hands firmly, but only if a  

hand is offered to you first. 

► Maintain eye contact with the interviewer. 

► Let the interviewer start the conversation. 

► Listen carefully. Give honest, direct answers. 

► Accept all questions with a smile, even the hard ones. 

► Think about your answers in your head before you talk. 

► If you don't understand a question, ask to hear it again or 

for it to be reworded. You don't have to rush, but you don't 

want to appear indecisive. 



► You only have seconds to make your best first impression. 

► It’s all about connecting; bond with people in order to put 
them at ease. You’ll be more socially desirable. 

► It starts from the time you first see someone (30 seconds). 

► A first impression is an emotional, not a rational reaction. 

Make eye contact at least 
half to 2/3 of the time. Nod 
every so often. 

Smile, even if not in mood. 
Fake social generosity. 

Be careful about oversharing, 
i.e. disclosing too much. 

Check your impulse to use 
other person’s name 
repeatedly. Never use first 
name in interview. 

Radiate accessibility. Show 
interest in others. 

Match speech cadence to 
other person. Listen closely. 



► Use a firm, but not crushing handshake. 

► Use eye contact without staring; avoiding contact is a sign  
of deception, disinterest, or lack of confidence. 

► If a place of sitting is not indicated, choose a chair closest to 
the interviewer. 

► Sit relaxed, but do not slouch. Leaning slightly forward  
shows interest, but do not lean on desk or knees. 

► Use hands naturally to emphasize a point; do not cover 
mouth, hold your head or twist hands. 

 



Don’t chew gum  

Don’t wear your sunglasses 

Don’t bring family or friends 
to the interview 

Don’t ramble on 

Don’t ever lie 

Don’t answer mobile phone 

Don’t say anything negative about former 
colleagues or employers 

Don’t inquire about salary, wait till you 
receive an offer 

Don’t answer questions with a simple 
“yes” or “no.” Explain 

Don’t discuss personal issues or family 
problems. 

Interview Don’ts 



 Do Prepare and practice for the interview 

 Do dress the part and plan to arrive 15 minutes early 

 Do greet the receptionist or assistant with respect. 

 Do bring extra CVs and your skills Portfolio 

 Do greet the interviewer(s) by title (Ms., Mr., Dr.) and last name 

 Do shake hands firmly.  

 Do wait until you are offered a chair before sitting. And remember body 

language and posture 

 Do make good eye contact with your interviewer(s) 

 Do avoid using poor language, and pause words (“like,” “uh,” “um”) 

 Do make sure that your good points come across to the interviewer in a 

factual, sincere manner, with evidences to support your skills 



▸ Sit on the front third of the seat 

▸ Men: legs uncrossed, but closed 

▸ Women: feet crossed at the ankle not the knee.  

▸ Hands folded in front 

▸ Sit up straight with head, neck, and chest 
aligned with hips 

▸ Be careful of bad habits 

▸ Tapping your fingers 

▸ Biting your nails 

▸ Playing with your hair 

▸ Clicking your pen, etc. 

 

Posture During the Interview 



▸ Nervousness is normal  

▸ Take a deep breath and try 

to  R E L A X 

▸ Don’t let nervousness 

interfere with your answers 

or conversation 

 Remind yourself that this is 

just part of the process 

to see if you are a good fit 

for the position 

 

Remember… 

▸  



▸ What are your career goals,  
both short-term and long-term? 

▸ Why do you want this job? 

▸ What are you doing to achieve 
your goals? 

▸ How would you describe yourself? 

▸ Why did you choose this career? 

▸ Why should I hire you? 

▸ What are your strengths 
and weaknesses?  

Possible Interview Questions 



Situation: give an example of a 

situation you were involved in 

that resulted in a positive 

outcome 

Task: describe the tasks 

involved in that situation 

Action: talk about the various 

actions involved in the situation’s 

task 

Results: what results directly 

followed because of your actions 
 

Demonstrate Your Skills 
Use the STAR method 



▸ What would my responsibilities 
and duties be? 

▸ How would my performance be 
evaluated? 

▸ Who do I report to? 

▸ What opportunities for 
advancement exist? 

▸ Is there a training program? 

▸ How much travel is required? 

▸ Who would I be working with? 

▸ Where will I be working?  

Questions You May Want to Ask 



► Thank them for their time. 

► Say you are interested in working for them. 

► Briefly say why you are qualified for the job. 

► Give any information that you forgot to say in the 

interview. 

► Put anything that will help them remember who you are—

did you have any personal connection or rapport building? 

► Add a final "thank you" for the chance to interview. 

► Say how your plan to follow up. 



     ASK when 
you can 
expect a 
decision 
and if you 
should call 

 

     Express 
thanks for 
their time 

 

     FOLLOW UP the 
interview with a 
thank-you note 

 

     Later On: 
ANALYZE your 
performance in 
the interview (for 
later interviews) 

 
       DO NOT GET DISCOURAGED! 

Learn from the process and be patient 

 

When the Interview is Over 



Be Prepared! 

The Key to a Successful 
Job Interview? 



► http://www.Monster.com 
 You will find: 

 Career Advice 
 Salary Advice 
 Interview Tips 
 Thousands of job listings daily  

► http://www.Careerbuilder.com 
 You will find:  

 Career Advice 
 You can post your resume  
 Job Alerts 

► http://www.careerjournal.com 
 You will find: 

 Tips on how to start a business 
 Resumes  



► Sample Interview Questions 
http://www.quintcareers.com/sample_behavioral.html 

► Interviewing Tips 
http://interview.monster.ca 

► Information on Salaries 
http://www.salary.com/category/salary 

► Information on Salaries 
http://www.payscale.com 

► Salary Tutorial Quiz 
http://www.quintcareers.com/job-offer-tutorial 

► Salary Negotiation Videos 
http://www.youtube.com/results?search_query=salary+negotiations&search_type 

► Job Interview Guidance 
http://www.job-interview.net 

► One Place to Gather Career Intelligence 
http://www.vault.com 

 

 


