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Job Interview Tips

Practice  Practice answering interview questions and practice your responses to the typical job interview questions and answers most employers ask. Think of real examples you can use to describe your skills. Explaining examples of your successes is a good idea. Also have a list of your own questions to ask the employer.

Research   Prepare a response so you are ready for the question, “What do you know about this company?”.  Know the interviewer's name and use it during the job interview. If you're not sure of the name, call and ask before the interview. Try to communicate what you know about the company when answering questions.

Get Ready  Make sure the clothes you wear to the interview are clean and professional. It is always better to be more formal than  not enough. Bring a nice portfolio or folder with copies of your resume, cover letter, application and references. Include a pen and paper for note taking.

Be On Time  Be on time for the interview. “On time” in the United States  means five to ten minutes early. It might be a good idea to go to the interview location the day before so you know exactly where you are going and how long it will take to get there. 

Stay Calm  During the job interview try to relax. Take a moment to breath and think. It is okay to stop and think about your answers. It is better to show you are thoughtful than answer too fast and nervously. Maintain eye contact with the interviewer. Listen to the entire question before you answer . If you don't understand, you can politely say, “Could you repeat the question?”

Show What You Know   Try to show what you know about the company when answering questions. When you talk about the your prior and current job responsibilities, try to mention how they match what the company is looking for. 

Follow Up Always follow-up with a thank-you note expressing your interest in the position one more time. If you interview with multiple people send each one a personal thank-you note. Send your thank-you note (email is fine) within 24 hours of your interview.

Vocabulary:


1. A: I have a job interview next week. Can you give me some advice?

B: You should...

2. A: What should I do before the interview?

B: You should…

3. What should I bring to the interview?

B: You should…

4. What if I get nervous? What if I don’t know the answer to a question?

B: You should…

5. What should I do after the interview?

B: You should…

6. What should I wear?

B: You should…

