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Before the Interview:

· Thoroughly research the employer and the position for which you will be interviewing.  What does the organization do?  Who are the main players?  Who are their competitors?  Where has the organization been and where is it going?  What is the employer looking for?
· Obtain interviewer(s) name and title.

· Confirm the time/date/location of the interview.

· Review your resume and be able to elaborate on it.

· Identify your skills, interests, and values that relate to the job.  Be able to clearly describe your strengths and share stories of when you demonstrated your strengths.

· Review frequently asked questions, practice interviewing and request feedback from others for improving your interviewing skills; do a mock interview!

· Prepare questions to ask the interviewer.

· Know the general salary range for the position.

· Plan what to wear.  Dress the part of a job seeker.  This is not the time to be trendy.
· Brush up on your dining etiquette.
During the Interview:

· Arrive early.
· Bring extra copies of your resume.
· Relax and be yourself.
· Be positive, truthful, and polite.
· Follow the lead of the interviewer (don’t try to take over the interview).
· Listen closely to the interviewer’s questions; ask for clarification if needed.
· Be concise in your answers; give concrete answers to back up your claims.

· Never slight a former employee or colleague

· Be aware of your posture and body language, watch your grammar.

· Be sure to clarify any follow-up arrangements.
· At meals, order items that are easy to eat.  Take the lead of your host.  Don’t drink alcohol.
Questions to Ask the Interviewer:

· Is there anything else you would like to know about my strengths and how I can make a 

      contribution? 

· What results do you expect to get from the person in this position? 

· How would you describe your management style? 

· What characteristics do you most like to find in people in this job? 

· What specific experiences would help someone do well in this job? 

· What do you consider to be the most difficult task involved in this job? 

· Will I have an opportunity to meet the people I would be working with? 

· What would be a typical first assignment?  First year? 

· What are the primary results you would like to see me produce? 

· Do you have any recent graduates from the UW working for you?  May I talk with them? 

· How would you describe the work environment here? 

· What do you like about working here? 

· What has been your career path with the company? 

· What type of performance appraisal would I have?  When?  How often? 

· What is the largest problem facing your industry now?  Facing your staff? 

· Are there opportunities for growth and advancement? 

· What is a typical career path for someone starting out in this position? 

· What can I do between now and when you make an offer to assure I get the job? 

· When may I expect to hear from you?  When do you expect to make your decision? 

· May I contact you if I have additional questions?  (Ask for a business card) 
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