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CCPD is here to help you develop your interviewing skills. Find out more about the many opportunities we
have available to aid you before your big day. All of these services can be accessed via Handshake

Mock interview
Mock interviews with CCPD staff are available to those that are interested in constructively perfecting their
interview and communication skills. A CCPD team member will conduct a mock interview that will last about
30-45 minutes in length. Following the mock interview, the staff member will provide you with valuable
feedback and allow you to ask any questions you may have. The entire mock interview takes about 1 hour.

To request a mock interview:
1.
2.
3.
4.
5.
6.

Login to your Handshake account
Select “Career Center” at the top of your homepage
Click “Appointments”
Click “Schedule a New Appointment”
Select Mock Interview – Choose Personal Development or Class Assignment
Choose the date and time that works best for you!

InterviewStream
InterviewStream software uses the information you provide to create realistic interview scenarios that are
custom tailored. InterviewStream uses Video Capture, which allows you to capture your responses to interview
questions using a webcam. This feature enables you to see exactly how you will look and sound to a
prospective employer. With InterviewStream you’ll be able to practice, develop and perfect your interview
skills as often as you’d like, while working at your own pace.

To practice using InterviewStream:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Login to your Handshake account
Click on Career Center
Click on Resources
Scroll and find the “InterviewStream” resource
Click on the link
Make sure to allow pop-ups!
Click on Conduct Interview
Click on Take Premade Interview
Choose your Interview
Begin internet and webcam test (takes just a few seconds)
Interview begins! Respond to questions

On-Campus Interviews
Each year, companies from Texas and across the nation visit SFA to interview students and alumni for internship
and full-time professional positions. Students and alumni who are interested in signing up for on-campus
interviews must register with Handshake.

To view the interview schedule:
1.
2.
3.

Login to your Handshake account
Put your cursor over On-Campus Interviews and select Interview Schedule
Click on the Schedule ID to see the specifics of the position and how to apply

Preselect Schedules require you to request to interview by submitting your resume before the Request Period
Closed date. Employers select qualified candidates using application, resume and Handshake profile.
Open Schedules allow you to directly choose an open interview timeslot.

Interview appointments
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Have questions about interviewing that you would like to ask? Make an appointment to sit down with a CCPD
team member to have your interview questions answered. From dressing for the occasion to discussing sticky
situations, the team member will aid you in making your way through the interview process. Log in through
your Handshake account to request an appointment today!

Informational Interviews
Do you want to connect with a professional in your desired career? Informational interviews are a great way
to connect with people in your industry and find out more information that can be helpful to you in your job
search. Set up an interview appointment with a career coach and see how an information interview can be
helpful for you.

Interview career guides
We have several resources on our website devoted to interviewing. Whether you are determining what to
wear to an interview or how to negotiate your salary, our website has a resource to assist!

Interview Resources
Interview Types
Research Employers
Interview Checklist
Tell Me About Yourself
Interview Q&A
Interview Jitters
Job Offers
The ‘S’ Word: Salary

On-Site Interview
Research Yourself
Interview Do’s and Don’ts
Sticky Situations
What Do I Ask?
Evaluation
Letter of Acceptance

Phone Interview
Interview Attire
What Will They Ask?
Illegal Interview Questions
Etiquette
Thank You Letters
Letter of Regret
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About Mock Interviews
A mock interview is a practice interview conducted by a professional CCPD team member, in which the
interviewee is asked general questions typically asked during an interview. At the conclusion, the
interviewer will provide feedback and suggestions for improvement.

What is the format of a mock interview?
1.
2.
3.
4.

Introduction. After exchanging greetings, the interviewer will briefly explain the mock interview process
and what to expect. You will be able to ask any questions you have before the mock interview will
begin.
Interview. The question and answer segment of the mock interview will begin.
Personal critique. After the last question, the interviewer will ask for your thoughts on how the interview
went. This is your time to critique yourself and address areas of weakness and strength.
Professional critique. After your critique, the interviewer will supply you with further feedback. Areas
critiqued will include answer content, nonverbal behaviors, interview attire, etc.

If you are seeking a more generalized exercise, or would like to practice before your appointment, you
may want to utilize InterviewStream.

To request a mock interview:
1.
2.
3.
4.
5.
6.

Log into your Handshake account
Select “Career Center” on the top right hand side of your homepage
Select “Appointments” from the drop down menu
Click “Schedule A New Appointment”
Click “Mock Interview” – Choose between “Personal Development” and “Class Assignment”
Choose a date and time that works best for you!

Be prepared to bring your résumé when you arrive to your interview
You may determine ahead of time a position (e.g. Management Trainee) or career area (e.g. accounting)
for which you would like to be interviewed. This will allow you to tailor your answers to your future industry
and help you prepare real life answers based on your education, skills, and abilities.

Mock interview F.A.Q.
What do I wear? What should I bring?
A minimum of business casual is required for all Mock Interviews. Need professional attire? Ask about our
Career Closet.
Where do I go for my mock interview?
CCPD is located on the 3rd floor of the Rusk Building, directly off the elevators. Check in at the front desk,
and the interviewer will greet and accompany you to the mock interview area.
What kind of questions will be asked?
You can find a list of common interview questions in the handout What Will They Ask?
What should I take away from a mock interview?
It is important that you take a mock interview seriously as a tool in developing your interview skills. At the
end of the mock interview, you will be given tips, suggestions, and feedback. It is vital to your
development to take and apply the advice to your interview regime to ensure success in your next
interview.
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Mock Interview Evaluation
Non-Verbal Communication
Eye Contact
Maintain natural & friendly eye contact and match with appropriate facial
expressions. Conveys interest. Don’t stare.
Appearance
Hygiene; professional dress/appropriate attire
Preparedness
Prior company research; know job description; know yourself as it relates to
the job; document preparation; review and practice potential interview
questions
Sociability/personality
Overall warm and friendly tone, but professional
Self confidence
Ability to handle difficult questions; poise
Mannerism
Listening; sitting straight and leaning forward; good posture

Verbal Communication
Introduction
Promptness; introduction of self; handshake; presentation of documents
Conversation
Ability to clearly and concisely structure sentences; brief and stuck to the
subject
Relate experience and skills through message content
Overall ability to communicate past experience(s) and skills utilizing the
S.T.A.R. method (Situation-Task-Action-Result)
Were these transferable core competencies reflected in the interview?
Check all that apply.
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Give specific examples of this skill/quality using the S.T.A.R. method.

□ Communication: The ability to write, speak, and listen well to others.

Core Competencies

□ Teamwork/Collaboration: The ability to work together and effectively
use the strengths of each individual to meet a common goal.
□ Decision Making (Leadership): The ability to recognize, understand,
and define problems and effectively choose between different options to
implement change.
□ Problem Solving/Analytical Skills: The ability to evaluate and
understand options and the effects of decisions.
□ Innovation and Creativity/Initiative: The ability to develop new ideas
or methods to complete tasks/projects.
□ Technical Knowledge: The ability to use common applications and
technical software specific to career.
□ Organization: The ability to effectively plan the work of a group and
to provide structure to a project so that goals are clear & understood.
□ Influence: The ability to motivate, convince, or persuade a group to do
something.
□ Global Issues/Cultural Competence: The ability to stand back from
yourself and become aware of cultural values, beliefs, and perceptions
and how they are relevant to global issues and interact effectively.
Emphasize strengths
Turning negative questions into positive answers; knowledge of self
Proper grammar
Avoids slang and/or filler words (ex: ummmm, like, so, and then, etc.)
Ambition and attitude
Conveys motivation and initiative; convinced the interviewer that they want this
job and can do the work
Thank You Card/Follow-up Email
Express gratitude for the interview; Second chance to recap why you are best
fit, i.e. Sell your strengths as it benefits company; Helps develop rapport with
interviewer so that they are more comfortable with your candidacy
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About InterviewStream
InterviewStream software uses the information you provide to create realistic, customized
interview scenarios. InterviewStream uses Video Capture, which allows you to capture your
responses to interview questions using a webcam. This feature enables you to see exactly how
you will look and sound to a prospective employer.
With InterviewStream you’ll be able to practice, develop, and perfect your interview skills as
often as you’d like, while working at your own pace.

What to expect
It is a different experience talking to a webcam without being able to see the interviewer.
However, the goal of InterviewStream is to be able to critique yourself in a private environment,
before you are actually sitting in front of an interviewer.

What to concentrate on
InterviewStream gives you the ultimate opportunity to critique yourself. Concentrate on
critiquing these areas when watching your answers to interview questions, and make sure to
apply your knowledge to the real deal!
 Posture
 Eye Contact
 Nervous behaviors (e.g. fidgeting, rambling, etc.)
 Gestures
 Fillers (e.g. Um, so, hm, uh, like, you know, etc.)
 Content in answering questions

Practice using InterviewStream
To practice using InterviewStream via computer:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Login to your Handshake account
Click on Career Center
Click on Resources
Scroll and find the “InterviewStream” resource
Click on the link
Make sure to allow pop-ups!
Click on Conduct Interview
Click on Take Premade Interview
Choose your Interview
Begin internet and webcam test (takes just a few seconds)
Interview begins! Respond to questions
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To practice using InterviewStream via mobile application:
Android
1. Log into your Handshake account
(https://sfasu.joinhandshake.com/login)
2. Your mobile browser may open a “mobile version” page, if so, click to “view full site”
3. Click on Career Center
4. Click on Resources
5. Scroll and find the “InterviewStream” resource
6. Click on the link
7. Click on Mobile Interview
8. Download InterviewStream onto your mobile device
9. Note step 2 on the Mobile Interview page: Username and Password
10. Click on I’m Practicing
11. Choose your Interview
12. View the interview questions and begin interview
13. Once interview is complete, feel free to view your interview!
iOS
Safari
1. Download InterviewStream onto your
mobile device
2. While the app is downloading, access
a desktop computer or laptop
3. Log into your Handshake account
(https://sfasu.joinhandshake.com/logi
n)
4. Click on Career Center
5. Click on Resources
6. Scroll and find the “InterviewStream”
resource
7. Click on the link
8. Make sure to allow pop-ups!
9. Click on Mobile Interview and note
step 2 on the Mobile Interview page:
Username and Password
10. Open the InterviewStream App
11. Click on I’m Practicing
12. Choose your Interview
13. View the interview questions and
begin interview
14. Once interview is complete, feel free
to view your interview!

Google Chrome
1. Log into your Handshake account
(https://sfasu.joinhandshake.com/login)
2. Your mobile browser may open a
“mobile version” page, if so, click to
“view full site”
3. Click on Career Center
4. Click on Resources
5. Scroll and find the “InterviewStream”
resource
6. Click on the link
7. Click on Mobile Interview
8. Download InterviewStream onto your
mobile device
9. Note step 2 on the Mobile Interview
page: Username and Password
10. Click on I’m Practicing
11. Choose your Interview
12. View the interview questions and begin
interview
13. Once interview is complete, feel free to
view your interview!
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There are many different types of interview methods and techniques. Every job is different, so be
prepared! As you progress through the interview process, you will experience one, a combination,
or all of these.

Case Interview






Demonstrates your problem-solving skills
Interviewer will outline a situation or provide you with a case study and ask you to formulate
a plan that deals with the problem
You do not have to come up with the ultimate solution; interviewer is looking for how you
apply your knowledge and skills to a real-life situation
Speak and reason aloud so interviewers have a full understanding of your thought process
Before answering, be prepared to ask numerous questions for clarity and information
purposes

Critical Thinking Interview



Demonstrates your common sense, creativity and problem solving skills
Interviewer is not necessarily looking for an exact right answer

Example: “How many jellybeans will fit in a 747?”
“Does the plane have seats in it? As that would affect how many I could fit in. Also, when do I
need this information and what will we use it for? What size jellybean? Can I ground them up or
melt them to get more in? Do we want to get more in? Does it have to take off and land? Can I
fill up the fuel tanks?”

Group Interview








Interview with several other candidates at the same time
You want to be seen as a team player
The interviewer will ask questions of no one in particular in hopes that a “leader” will emerge
Include everyone in the group; if a quieter person hasn’t said much, ask them their opinion
Praise others; give credit to others who have good ideas
Designed to uncover the leadership potential of prospective managers and employees who
will be dealing with customers
Goal is to see how you interact with others and how you use your knowledge and reasoning
to influence others
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Hypothetical Interview




Demonstrates your problem-solving skills
You must be able to think on your feet and analyze the situation while keeping in mind the
company’s culture and values
Concentrate on showing a logical thought process in developing your answer. There is
sometimes no one right answer, but there are definitely wrong ones

Example: “What would you do if 2 out of 3 people did not show up for their shift?”
Steps to problem solving:
1. Gather relative information
2. Evaluate your information
3. Prioritize the information
4. Propose and weigh possible solutions
5. Choose and propose your solution
6. Discuss how you would evaluate the effectiveness of your solution

Meal Interview




Interviewer will be evaluating your social skills and manners in this casual, more relaxed
setting
If you haven’t done so yet, make a point to familiarize yourself with the basics of Etiquette
Use the interview to develop common ground with your interviewer

Panel Interview





Interviewed by several people at the same time
When a question is asked, you want to direct 50% of your eye contact to the person that
asked the question and the other 50% to the other members of the panel
Put your group management and group presentation skills on display and find a way to
connect with each interviewer
Try to get everyone’s business card so that you can write each one of them a thank you
letter

Serial Interview




You will meet several people throughout the day, usually back-to-back. One person will
interview you, then pass you to the next person, and so on throughout the day
Can be physically and mentally stressful because they can often take the entire day
Remember that each time you are passed onward your chances of being hired improve

Stress Interview




The employer is interested to see how you handle pressure
You feel as if you are being interrogated rather than interviewed
The trick is to stay calm and composed while addressing their concern or answering the
question

Example: “Your extracurricular activities sound shallow.”
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Behavioral Interview







The basic premise is that your past behavior is the best predictor of your future actions
To answer, you must describe in detail a particular event, project or experience and how
you dealt with the situation and what the outcome was
Behavior-based questions generally begin with “Give me an example of…”, “Tell me
about a time…” or “Describe…”
Recall recent situations that show favorable behaviors or actions, especially those
involving coursework, work experience, leadership, teamwork, initiative, planning or
customer service
Be sure the outcome or result reflects positively on you (even if the result itself was not
favorable)

S.T.A.R. Method
S.
T.
R.

Describe the Situation you were in or
Explain the Task you needed to accomplish
A.
Describe the Action you took and
Reveal the Results of your experience
Example: Tell me about a time when you were on a team and a member wasn’t pulling
his/her weight.
“I had been assigned to a team to build a canoe out of concrete. One of our team members
wasn’t showing up for our lab sessions or doing his assignments. I finally met with him in private,
explained the frustration of the rest of the team, and asked if there was anything I could do to
help. He told me that he was preoccupied with another class that he wasn’t passing, so I
found someone to help him with the other course. He not only was able to spend more time
on our project, but he was also grateful to me for helping him out. We finished our project on
time and got a ‘B’ on it.”
Find other behavior-based interview questions throughout the What Will They Ask? resource.

Rusk Building, 3rd Floor  936.468.3305  ccpd@sfasu.edu  www.sfasu.edu/ccpd

While an on-site interview is still an interview, it is now your job to evaluate. Determine if your expectations are met
regarding the job, company culture and values, organizational structure, lifestyles (both at work and leisure), employee
interaction, and work environment.

Preparing for your visit
Contacts

Record the name and phone number for your point of contact and information on who will be meeting you when you
arrive.

Schedule of events

Verify the date, start and end time of the interview, and get specific directions on where to meet. On-site interviews
usually last the better part of a day, so plan to visit only one company. Ask for an itinerary of the day’s events that
provides the name, title, and areas of responsibility of the persons with whom you will be meeting. Try to understand how
each person relates to the others and determine questions to ask each.

Travel arrangements and expenses
Employers will usually pay your expenses; however, verify who will cover expenses and arrangements (ex. hotel, airfare,
etc.). If the organization is paying for your trip, keep an accurate account of your minimal expenses (ex. meals, tips, cab
fare, etc.). Some companies reimburse you at the time of your visit; others will mail it to you.

The day of your visit
During your on-site visit you will meet many employees: Human Resources representatives, your potential supervisor,
possible co-workers, and members of middle management. It is vital to be polite to everyone you come into contact
with, be it the security guard, receptionist, an employee in the restroom, a waitress, or other candidates.

Psychological tests

Some firms use psychological testing. These are usually written tests and are designed to evaluate your suitability for a
particular type of assignment.

Meals

On-site interviews often include meals or receptions, so consider it part of the interview. Try to find common grounds of
interests (ex. SFA, tennis, travel, etc.). Stay away from controversial or political topics. And of course, make sure to brush
up on your etiquette!

Close the interview

Do not leave the interview without closure. If you’re interested in the position, let the interviewer know. Also, never leave
the interview without thanking the employer for the opportunity and inquiring about the next step in the process.

After your visit
If you do receive a verbal offer, you may wish to accept on the spot or you may wish time in which to make a decision. If
the latter is the case, do not hesitate to say so. Always ask for a written confirmation. Such a letter will probably cover
fringe benefits, moving arrangements, starting date, etc. It is good to give the company a time frame in which you will
make a decision.

Thank you letters

When you return home, take time to write a thank you letter to everyone who spent time with you that day.

Employer response

If you do not hear from the employer within three weeks, then you may want to contact them to inquire about your
status.
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Brring, brrring! Your future is calling! Be ready for a telephone interview from the moment you
apply for a position. Many times a company will ask you questions the first time they contact you
to begin assessing your qualifications. Phone interviews may also be used for other reasons, such
as geographic obstacles.
Keep a list with you of the positions you have applied for, the companies they are with, the job
descriptions, and any other pertinent information. The fact that the interviewer cannot see you is
a challenge but also a huge benefit: use your notes.

Do

Don’t

Do be well prepared.

Don’t conduct a phone interview in your car.

Do ask to reschedule the interview for another
time if you are unable to interview when you
receive the call.
Do use a land line to avoid the possibility of a
cell phone call being dropped or poor
reception.
Do find a quiet, secluded location.
Do ask family members and friends not to
disturb you during the interview.
Do turn off all distractions: radio, TV, other
phones, etc.
Do wear something professional.

Don’t eat, smoke, drink, chew gum, surf the
Web, IM, or text during the phone interview.
Don’t take other calls while on the phone.
Don’t give in to nervous habits that will create
amplified noise.
Do not interrupt the interviewer.
Don’t have a ring back tone.
Don’t talk to someone else while on the phone.

Do have a professional voicemail message.

Don’t snuffle, sneeze, or cough. If you can’t
avoid these behaviors, say, “excuse me.”

Do expect minor miscommunications, such as
speaking at the same time. These are hard to
avoid in telephone interviews. Use normal
courtesies in resolving them.

Don’t feel like you have to fill in the silences. If
you’ve completed a response, don’t start
babbling. Instead, ask a question of your own.

Do write down the names of the interviewers as
introductions are made.
Do have a confident and enthusiastic voice,
conveying energy with inflection.
Do smile as much as possible – the tone of a
smile brings about enthusiasm.
Do keep the conversation going with prepared
questions.
Do speak directly into the phone so that you
can be heard clearly.
Do sit in an upright position or stand (but do not
pace) while talking – your voice will sound
stronger.

Gather your tools by the phone:

 Résumé and cover letter you sent
 Job description
 Research you have conducted on the

company
 Questions to ask about the company and

position
 A loosely written outline of points to make or

items to cover as you talk about the position
 Pen and paper to take notes during the

interview
 Comfort items: tissues, water, etc.
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You know how to do it. You have spent time gathering information to complete a paper for a class or
to find an apartment. Now you are looking for an employer where you may spend the next 2-5 years.
As you learn more about an organization you begin to get a sense of the employer and improve
your chances of being selected for the job you want. Now, take the time and do your homework…
research!

Where to locate employer information
Company literature
Fortune Magazine
Wall Street Journal
American’s Corporate Families
Information sessions
Materials within CCPD
Employees of the company (especially SFA
alumni!)

Annual reports
Industry magazines
Subscribe to RSS* feeds
Job fairs
Receptions
Libraries
Chamber of Commerce Member
Directory (state and local)

Brochure and fact sheets
Newspapers (local and national)
Company website
Google search
Competitor’s website
Vault (www.vault.com)
Directory of Business Information Resources

*RSS (Rich Site Summary) allows users to easily stay informed by retrieving the latest content from websites and
delivering it to one central location. Use this in your job search by subscribing to the employer’s website, news
about the employer or industry, changes in the job economy, etc. The RSS icon looks like this:

Employer information to know
Job description(s)
Typical career paths
Personnel policies and benefits
Employee evaluation process
Cost of living
General hiring patterns
Salaries/Compensation forms
Organizational structure
Types of products or services
Recent major changes
Current challenges
Parent company
Subsidiaries
Major activity of company
Competitors
Customers
Reputation
Financial status
Operating divisions
Top executives
Company history
Company size
Philosophy and objectives
Mission statement
Stock prices (if relevant)
Travel/Relocation expectations
Corporate headquarters location
Growth: history and anticipated
Awards/Recognitions received
Associations, philanthropies
Name, age, location, and number of plants, offices, and stores
NOTE: Consider the source of any information – not everything you read on the Internet is accurate!

Incorporating your research into the interview
Simply being informed about an employer does not guarantee a successful interview unless you use
that information effectively. Knowledge of products and opportunities is only helpful if you know how
to tactfully weave that knowledge into the interview.
Method #1: Answering questions
During the interview, most employers will ask “Why do you want to work for our organization?”
Spouting out memorized facts will not convince the employer of your interest and/or knowledge. An
effective way to show that you’ve done research is to relate your skills to those in the job description
and those valued by the organization as based on your research.
Example: Why do you want to work for this company?
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“As I understand the job, there’s plenty of opportunity to be involved in both the planning of
marketing strategies and the actual selling. Besides using my communications skills and knowledge of
chemicals in direct selling, I believe I am creative when it comes to marketing.”
Method #2: Asking questions
Another way to incorporate information is through the questions that you ask the interviewer, usually
near the end of the interview. Request information only on topics you really want to know more
about, and avoid being too detailed or projecting a “know-it-all” attitude. Ask questions that
encourage the employer to expand on information gained during the interview process or through
your research.
Literature: “Today’s large store manager usually has gained experience in district or regional staff
work.”
You: “In viewing some of the background that your large store managers have, regional staff work is
mentioned. Could you describe some of the responsibilities of staff work?”
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Informational interviewing is a great avenue to learn more about a certain company, industry, or
specific position. This typically involves an individual interviewing an employee at a company or
organization.
When setting up an informational interview, it is the individual’s responsibility to connect with a
member of a company/organization that they are curious about working for or within the same
industry. Reaching out via phone or email is appropriate to set up an appointment, usually no
longer than 30 minutes.
What you can ask

















What do you wish someone would have told you before you started this career?
What would surprise people about your daily work?
What's the biggest downside of your job?
Why did you choose this career?
How did you get into this job?
What current projects are you working on?
What's it like to work at your company?
What past work experience has helped you the most?
What's the greatest challenge your department faces?
What's the biggest challenge for your job?
How would you describe the perfect person for this job?
What's the most important preparation to get a job like yours?
What's the biggest reward of your job?
If you could go back in time, what would you do differently?
How will this job change over the next 10 years?
Could you refer me to a couple other people who could give me tips about this job?

Additional information
Even though you are the interviewer in an informational interview, it is important you treat it just
as professionally as if you were the interviewee. You want to show up 10 minutes prior to the
scheduled time dressed in professional attire. Your 10 – 15 questions should be written down in a
pad folio or folder and bring something to write with so you can take notes. For additional
interview tips, see the Interview Tips guidebook or the Interview Tips resource on Handshake.
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Who knows you better than you know yourself? No one! You must be your own spokesperson and capitalize
on what it is you have that the employer is seeking. Do this by reviewing the job description and relating what
the position is looking for with what skills you have to offer. Expand your thinking to areas outside of work
experience: extracurricular activities, classroom projects, athletics, volunteer work, and internships. Review
the following areas thoroughly in preparation for your interview.

Career goals and interests
Projecting a sense of your career direction demonstrates planning and forethought. You may not know
exactly what you will be doing in the next 5-10 years, but you can articulate what you want to do
professionally along with possible career paths.

Abilities and skills
Employers seek many of the same abilities and skills whether they are in business, government, or education.
Know the abilities and skills you have developed through coursework and experiences. Prepare to discuss the
aspects of your background that qualify you for a specific position.

Strengths and weaknesses
Know your strengths and weaknesses and be prepared to discuss them. When asked about your strength(s),
this is your opportunity to prove that you have the most important strength required for the position. Don’t
blow it by offering some off-the-wall strength that isn’t even on the recruiter’s checklist.
Everyone has a weakness and it’s okay to admit it! Discuss a weakness that you have worked to improve
upon. For example: "I tend to have trouble delegating tasks to others, but I've realized that teamwork is a
much more effective way to get the job done than trying to do it all myself." However, do not offer a
weakness that could be a deal-breaker (ex. Bad with numbers, and it’s an accounting position).

Successes and failures
Employers will ask questions regarding your past performance and experience, whether it be negative or
positive. When discussing a failure, end with how you learned from the situation. Success can also be
treacherous ground, so make sure not to sound too cocky.

“
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Did you know that it only takes 20 seconds to formulate an opinion? You have an extremely small window for
creating the best first impression regarding your appearance! The general rule when it comes to dressing for
interview success is to be conservative, neat, clean, and well-groomed, and dressed to the industry
standards.

Suit

Two-piece, dark blue or gray (avoid brown suits
or sports coats). Button your American-cut jacket
when you stand. Match belt with shoe color; no
belt with suspenders.

Conservative black, dark blue, or gray tailored suit or
suit dress.
Skirt length: Top of knee down and avoid extreme slits.

Shirt

Long sleeved, white or pastel made of cotton or
cotton blends. Wear an undershirt.

Conservative, frill-less blouse that is not overly sheer or
low cut. Cotton or silk is ideal.

Shoes

Polished leather dress shoes that match the suit.
Black lace-up shoes, cap toe, and wing tips are
the most conservative. Wear over the calf socks
that blend with your suit, preferably the same
color or darker.

Closed-toe pumps with 1-2 inch heel; no scuffs or
damages. Neutral hosiery, if any.

Conservative and to a minimum: watch or
bracelet, necklace, and one ring. No earring(s).

Minimal. Earrings: small posts, one per ear. A necklace.
One ring per hand. Watch or bracelet. Nothing
excessive or flashy and avoid dangles.

Hair

Professional looking and short. Shave; trim and
brush facial hair.

Neatly styled or pulled back from the face.

Other

The tie should be contemporary but
conservative silk. Should coordinate with your
suit and shirt. Tie should hit at the middle of your
belt buckle.

If you bring a handbag, it should be small and
appropriate to outfit. Conservative makeup. Keep
fingernails at short length and use clear or conservative
polish.

All

Eyeglasses should be clean, modern looking, and not tinted. Clean, well-manicured fingernails. Minimal
cologne/perfume, if any. All clothing should be neatly pressed. Empty pockets. No visible body piercings or
tattoos.

Jewelry

What to bring to an interview
Extra résumés (about 10)

Extra reference lists (about 10)

Prepared list of questions to ask

Black pen and notepad
All application documents you
submitted for the position

College transcript(s)
Writing samples and/or portfolio
showcasing relevant work

Portfolio and/or briefcase
A good attitude, enthusiasm, and a smile!

What NOT to bring to an interview
Cell phone

Mom, Dad, spouse, or children

Gum

Backpack

Cigarettes (including the smell)

iPod

Rusk Building, 3rd Floor  936.468.3305  ccpd@sfasu.edu  www.sfasu.edu/ccpd

Most interviewers will make a decision about you in the first 30 seconds of the interview, so it is vital to create
a great impression. Preparing well in advance of your interview will ensure confidence and professionalism on
your big day.

One week prior
Research the organization
Begin preparing a list of relevant questions to ask the interviewer
Research yourself. Know your experience, skills, education, strengths, and weaknesses, and be able
to relate them to an interviewer’s questions and the position
Review the job description thoroughly and identify core competencies of the job from which
questions might be derived
Develop and practice your Elevator Pitch
Anticipate possible interview questions; prepare and practice answers
Talk with a CCPD staff member about interviewing techniques
Complete a Mock Interview with the CCPD

The day before
Get plenty of sleep. Refrain from staying up too late or partying. Alcohol and smoke aromas linger,
even if you can’t smell them
If you are not sure where the interview is taking place, do a practice run. Check the gas tank or bus
schedule to minimize delays. Also, assess the parking situation. Will you have direct access to parking,
or have to pay?
Review your research and résumé. Make notes on the skills you acquired in each job or activity. Think
about what makes you stand out from other job candidates
Confirm time, date, and location of the interview as well as the interviewer’s name, title, and status in
the organization
Select and try on your attire according to Business casual or Business professional standards
If interviewing in the morning, make sure to set two alarms

Interview day
Get up in plenty of time so you won’t have to rush
Eat a high-protein, high-carbohydrate breakfast to boost your energy
Review your résumé and notes
Practice answering potential questions while getting ready. This will help you feel comfortable with
the process
Check the Internet to be prepared for the small talk concerning the day’s events
Check the weather forecast in case you might need to bring an umbrella
Schedule your time to arrive at the interview location at least 15 minutes prior to your interview
Come prepared: Extra résumés, reference lists, transcripts, notepad and pen, and any
documents/items that illustrate your skills. Carry a small portfolio or briefcase.

Fifteen minutes before
Stop by the restroom for touch-ups. Check for animal hair, shoulder flakes, and static cling. Sweaty
palms? Wash and dry your hands
Be personable, professional, and polite to everyone you meet, from the security guard to the
receptionist. You never know who is providing input for the selection
While waiting, sit up straight and be attentive, but don’t look stiff. And, pop in a breath mint
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The introduction
When you see the interviewer coming your way, immediately stand, smile, make direct eye contact,
and extend your hand for a firm handshake
In a positive and enthusiastic manner, introduce yourself: “Ms. Moneybags, I’m Carl Candidate; it’s
great to meet you. I’m very excited about our interview!”

During the interview
Be yourself
Wait for the interviewer to be seated first, then sit in the chair in a straight position, leaning forward
slightly. Do not cross your legs
Try not to convey nervousness. Playing with items, swinging legs, smoothing hair, fidgeting or cracking
knuckles will distract from your presentation
Maintain eye contact with the interviewer(s) and occasionally nod your head
Build rapport through small talk (e.g. weather, sports) and avoid controversial topics
Do not interrupt the interviewer. Listen to the questions carefully and do not respond until the question
is asked fully. Pause slightly to gather your thoughts
Speak with confidence and enthusiasm
If you do not know an answer to a question, do not pretend you do
Take your time answering questions; be thoughtful in your answers
Assume a calm and poised attitude. Display confidence

Closing the interview
Ask about the next step in the process and when you can expect to hear from them
Say you want the job, if you do, and show sincere interest
Ask for a business card and thank the interviewer for their time and for considering you

After the interview
Write down your impressions. List the names of people you met. Did you forget to mention something
in your background you would like to include in a thank you letter?
Send a thank you letter or email to the people you met within 24-48 hours
Evaluate the interview. What questions were most difficult? Make notes for yourself about how you
can improve your interviewing skills
If you have not heard from them by the date given, contact them
Keep searching for employment

Rusk Building, 3rd Floor  936.468.3305  ccpd@sfasu.edu  www.sfasu.edu/ccpd

When it comes to interviewing, there are many things to keep in mind, but there are also some
things that you just don’t do. Refer to the list below to make sure you are not committing any
interview faux pas.
Do

Don’t

Do practice by completing a mock interview in
CCPD
Do research the organization as well as your
individual strengths, goals, traits, etc.
Do come prepared: Extra résumé, reference lists,
transcripts, notepad and pen, and any
documents/items that illustrate your skills
Do arrive 10-15 minutes early and be professionally
dressed
Do find ways to minimize your Interview Jitters
Do address the interviewer as “Mr.” or “Ms.” and
even “sir” or “ma’am”
Do offer a firm handshake, display enthusiasm,
and smile
Do wait until you are invited to sit, then place
hands in your lap
Do represent you as a product: be yourself
Do listen intently and provide clear and concise
answers
Do use the interviewer’s name in the conversation
Do use buzzwords from the job description
Do speak clearly, in a friendly tone, and with good
grammar
Do be polite to everyone and remember their
names
Do be aware of your eye contact, body
language, and posture
Do be positive, confident and assertive
Do ask relevant questions
Do ask for a business card for follow-up and send
a thank you letter
Do ask for the next step in the hiring process; know
when and from whom you should expect to hear
next
Do close interview with gratitude for his/her time
and enthusiasm for the job
Do evaluate the interviewer and the company
he/she represents
After the interview, make notes right away so you
don't forget critical details

Don’t interview unless you are interested in the job
Don’t go to an interview without having done your
research
Don’t smoke before an interview
Don’t arrive unprepared
Don’t appear disheveled or flustered
Don’t have a weak or overpowering handshake
Don't rely on your application/résumé to do the
selling for you- you will need to be convincing
Don’t rush into your answers
Don’t indicate that you aren’t sure what you want to
do
Don’t talk about personal issues
Don’t mention salary or fringe benefits
Don’t take notes during an interview
Don’t ask for coffee or refreshments
Don’t make up excuses for Sticky Situations; instead,
face them and move on
Don’t criticize others (ex. past employers, associates,
or yourself)
Don’t make answers too lengthy or brief
Don’t give in to nervous habits (ex. tapping feet,
fidgeting with hands, twirling hair, etc.)
Don’t be overaggressive, overbearing, or cocky
Don’t pretend to know an answer you are not
familiar with or make false claims about past job
performance
Don't act as though you would take any job or are
desperate for employment
Don't be unprepared for typical interview questions
Don’t ask “How did I do?” at the conclusion
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An interview is a dialogue and provides an opportunity for you and the interviewer to learn more about each other. You
will probably be observed on how you react to certain questions and how you are able to “think on your feet” when
answering. Preparation is essential to answer the common questions listed below.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

Tell me more about yourself. Elevator pitch; preparedness
How would you describe yourself? Preparedness
Tell me something that shows your ability to work hard and stay committed to a job or assignment.
Ambition and Attitude
If you could, pick a key benefit from your college education that you feel prepared you for your
field. Preparedness
Talk about one strength and one weakness you feel you possess? Emphasize strengths
Give me an example of a time when you tried to accomplish something and failed. Emphasize
strengths
Describe your presentation skills and experience. Communication
Provide a specific instance where conflict occurred (on the job, in a team, etc.). How did you deal
with it? What was the outcome? Teamwork/Collaboration
Please describe a situation in which you were required to make a decision in a short amount of
time. Decision Making (Leadership)
Give me a specific example of a time when you used good judgement and logic in solving a
problem.
Problem Solving/Analytical Skills
Tell me about a time when you used your creative abilities to communicate a complex idea
visually. Innovation and Creativity/Initiative
Give me an example of a time management skill that has proven successful for you. Organization
Describe an instance in which you were able to persuade an important person over to a new way
of thinking. Influence
Tell about a time when you had to adapt to a wide variety of people by accepting/understanding
their perspective. Global Issues/Cultural Competence
In some positions, it is necessary to be a thorough meticulous reader and in other situations, it is
important for one to be able to quickly scan through large amounts of information quickly.
Describe your most significant scanning experience. Communication
Have you ever been in a situation where a team member was not holding up his or her end of the
project? What happened? Teamwork/Collaboration
Tell me about a situation when you had to “stand up” for a decision you made even though it
made you unpopular. Decision Making (Leadership)
Solving a problem often necessitates evaluation of alternative solutions. Give me an example of a
time when you actively defined several solutions to a single problem. Did you use any tools such as
research, brainstorming, or mathematics? Problem Solving/Analytical Skills
Describe an experience where you were able to work with a group to produce creative solutions
and what role you took in that process. Innovation and Creativity/Initiative
Describe in detail a project that you designed, implemented, evaluated and completed. How did
you define and measure the success of this project? Organization
Tell me about a time in your life when you’ve had to influence a peer or supervisor to do something
that they don’t initially believe in. Influence
Describe how you have worked in a diverse environment: what types of diversity have you
encountered? How did you feel about these, and how has this affected your experience and
understanding of others? Global Issues/Cultural Competence
Why do you feel you are a good candidate for this position? Ambition and attitude
Do you have any questions for me? Preparedness
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Tips for answering interview questions


Be yourself. Demonstrate a sincere interest in the position. Project energy and enthusiasm. Be
natural in your answers and avoid memorizing your responses.



Listen carefully and respond accordingly. Give specific examples, brief and to the point, and
avoid being overly general.



Treat the interview as if it were a conversation. Picture yourself speaking with someone
you’ve known for years, not a total stranger you just met.



Keep answers focused on skills needed for the position. Avoid personal or irrelevant
information.



When answering behavior-based questions, use the STAR method: S – Situation, T – Task, A –
Action you took, R – Result of your actions.



Don’t try to bluff your way through a question. Ask for clarification if you are unsure of a
question. If you still do not have an answer, explain that you have not experienced this exact
situation, then substitute a similar and related experience.



Never criticize a previous employer. Keep all explanations professional in nature.



Be confident and comfortable talking about yourself. It may be hard at first, but talk about
yourself the way your grandmother might talk about you.



Don’t toot your own horn too much. Avoid bragging and coming across as too cocky.



Avoid “fillers” (ex. Um, so, hm, uh, like, you know, etc.) by taking a moment to collect your
thoughts before responding.



Use language that puts you on their team: “As a member of your team, I would…”



Answer questions with a completed structure. That is, an introductory statement, the body of
the answer and a strong concluding statement that summarizes your response.



Work-related examples are always best when answering questions. However, if relevant,
valuable experience gained in other areas or activities can be substituted. Think internships,
organization involvement, leadership roles, team projects, team athletics, part-time jobs, and
volunteer work.



Place a positive spin on potentially negative questions.
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“So, tell me about yourself.” This dreaded statement will likely lead the conversation in almost every business
transaction you make. In order to provide an interviewer with a competitive answer, you will need to develop a
compelling elevator pitch.

What is an elevator pitch?
An elevator pitch is a quick synopsis of your background and experience. The reason it is called an elevator
pitch is because you should be able to present it during a brief elevator ride (30-60 seconds). Otherwise you risk
losing the person's interest or monopolizing the conversation. Done right, this short speech helps you introduce
yourself to career connections in a compelling way.

Think about it

You are using your elevator pitch as a way to share your expertise and credentials quickly and effectively to a
potential employer, recruiter, or career connection. A future employer or recruiter is not interested in the fact
that you have a 13-year old brother or that you are a Greek Week champion because these facts will not get
you the position.

When will you use an elevator pitch?






“Tell me about yourself.”
“Why should I hire you?”
Networking
Informational interviews
Job fairs and career expos

Essential parts of an elevator pitch
Information and Education (10-15 seconds)

Start by saying your name; the more you say it, the more likely they will be to remember it. Communicate
relevant information concerning your educational background. Mention professional interests, extracurricular
activities, and any travel or study abroad opportunities you might have had. Do not include personal
information such as marital status, children, age, or other topics that might lead to discrimination.

Work experience and accomplishments (25-30 seconds)

Next, communicate the work, intern, or volunteer experience that taught you skills necessary to be successful in
this position and make you the best candidate for the position. Try to focus on assets that add value in many
situations. This is your chance to brag a bit! Include related work experience, coursework and projects,
leadership experience, and community service involvement. Remember to avoid sounding boastful while
describing what you bring to the table.

Your professional career goals (25-30 seconds)

Finally, speak with enthusiasm as to why you are seeking a position with that company, or the goals you have
for the partnership. For instance, you might say, "a role in your accounting department" or "an opportunity to
apply my sales skills to a new market.”

Things to remember
Practice, Practice, Practice | Have business cards ready| Don’t speak too quickly | Sound enthusiastic |Be
brief
*See the back of this document for examples and a chart to walk you through developing your elevator pitch!
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Examples
“Good afternoon! My name is __________ and I am pursuing a degree in finance and I will be graduating this
December. While attending college, I worked 25-30 hours a week in a cooperative education position for
Hastings in their accounting and finance department. I was able to get “hands-on” experience in cost
accounting, cash-flow analysis, budget development, and assisted in preparing client proposals. Through my
work experiences, I have been given the opportunity to polish my customer service skills, as well as gain
technical skills. I have strong planning and documentation abilities and am analytically oriented. My career
goal is to work for a bank and eventually become a loan officer. I believe I have the key traits for success in
banking.”
“My name is __________ and I will be graduating in December with a bachelor’s degree in marketing from
Stephen F. Austin State University. While perusing my degree I worked for the Center for Career and Professional
Development 20 hours a week as a Student Career Advocate. This position has taught me professional skills,
traits and habits such as teamwork, problem solving, communication and leadership. During this time I also
obtained an Internship with Walgreens as a Community Management intern. I look forward to the opportunity
of joining your team at CVS and becoming a vital member of your team.”

Utilize this chart to develop your elevator pitch!

Information and Education

Work Experience and
Accomplishments

Professional Career Goals
and/or Goals with the
Company/Organization
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As the interviewer turns to talk about your qualifications, be prepared to deal with aspects of your
background that could be construed as negative. Here, interviewers are looking for one of the
following: a reason to hire you or a reason to eliminate you. In order to answer these questions, it is
up to you to convince the interviewer that although these points appear negative, positive
attributes can be found in them. Review the situations and possible answers below to help answer
some of your sticky situations.

Why did you leave your last job?
You were fired

To be honest with you, I just did not fit into the organization. Finally, my supervisor and I
decided it was best for me to leave. While this was a difficult experience, I feel your
organization would provide a much better fit and I am ready to begin again to do the
caliber of work of which I am capable.

Why weren’t your grades higher?
Part-time job

Excessive partying

Initially I had a hard time balancing a part-time job with coursework, but as I
developed stronger time-management skills, I was better able to handle a
tremendous number of responsibilities. Now I'm ready to take on multiple tasks and
deadlines to get the job done.
I wish I could tell you why I didn't work my hardest that first year, but that person is so
different from who I have become. Fortunately, I can say that today I am hard
working and the grades in my most recent courses reflect this.

I see here that you weren’t involved in any extracurricular activities. Why?
Full-time job (Fully
supporting yourself
financially)

As you’ll see, I financed 100% of my college expenses with a full-time job. Through
balancing my schoolwork and an 8-5 job, I didn’t find a whole lot of extra time for
extracurricular activities like I would have liked. However, I did gain many valuable
skills from my job that I will be able to apply to this position, including many qualities
that other college graduates might not yet have developed.

I’m concerned about your lack of work experience.
Concentrated on studies

I wanted to give as much effort as possible to my studies. I came from a high school in
a small town where I received all A's, but this didn't prepare me well for college. So I
studied hard. I have, however, found time to help tutor my friends and participate in
the college program at my church.
OR discuss your other experiences: internships, organization involvement, leadership
roles, classroom team projects, team athletic sports, and volunteer work.

Why have you switched jobs so often?
Working in temporary
positions (internships,
summer jobs, campaign
work, etc.)

I did hold many different jobs during college, as you’ll see on my résumé. This is largely
in part to the fact that I was living at home during the summers, and having to find
new employment upon coming back to school in the fall. In addition, you will also see
my internship listed.
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Various federal, state, and local laws regulate the questions an interviewer can ask you. To report
illegal questions in an on-campus interview, contact the Interview Coordinator immediately.
Otherwise, file a report through your local Equal Employment Opportunity Office.

Illegal
Nationality

 Are you a US citizen?
 Where were you/your parents born?
 What is your “native tongue?”

Age
Arrest Record
Marital/Family
Status

Affiliations














How old are you?
When did you graduate college?
What is your birthday?
Have you ever been arrested?
What's your marital status?
Who do you live with?
Do you plan to have a family?
How many kids do you have?
What are your child care arrangements?
To what clubs do you belong?
What is your denomination?
What religious holidays do you observe?

Personal

 What is your maiden name?
 How tall are you?
 How much do you weigh?

Disabilities

 Do you have any disabilities?
 Please complete the following medical
history.
 Have you had any recent or past illnesses or
operations? If yes, list and give dates.
 How's your family's health?
 When did you lose your eyesight?
 If you've been in the military, were you
honorably discharged?
 In what branch of the Armed Forces did you
serve?

Military

Legal
 Are you authorized to work in the United

States?
 What languages do you read, speak, or write

fluently?
 Are you over the age of 18?
 Have you ever been convicted of (crime)?
 Would you be willing to relocate/travel if

necessary?
 Would you be able and willing to work

overtime as necessary?
 Do you belong to any professional

organizations that you consider relevant to
your ability to perform this job?
 Have you worked under any other name?
 Can you lift a 50-pound weight and carry it

100 yards, as is part of the job?

 Are you able to perform the essential

functions of this job with or without
reasonable accommodations?

 What type of training or education did you

receive in the military?

Facing the illegal question
You have several options when faced with an illegal interview question.
1. Answer. Realize that you are providing information that is not relevant to the job and could
harm your candidacy by giving a “wrong” answer.
2. Refuse. You’ll be within your rights, but run the risk of coming off as uncooperative.
3. Respond. Examine the intent of the question and respond as it might apply to the job. For
example, an interviewer asks, “Are you a US citizen?” Answer with, “I am authorized to work
in the US.”
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Most questions interviewers ask serve a purpose… and it isn’t necessarily lit up in neon! Listen
carefully to all questions during the interview and consider “What is this question really asking?”
Following are common interview questions and suggestions on how to respond.
Tell me about yourself.

See the Elevator pitch handout to develop your unique answer.

Why are you interested in working for this company?

Here is a golden opportunity to showcase the research that you have performed prior to the interview. Be
sure to state how what you have learned about the company relates to your career pursuits.

Describe your best/worst boss.

If possible, speak about your best boss. If you must speak about your worst boss, place a positive spin on it.
For instance, “I had a manager who was often very vague in his instructions. However, because of this, I
learned the value of good communication.”

What would you consider your strength?

Here is your opportunity to prove that you have the most important strength required for the position. Don’t
blow it by offering some off-the-wall strength that isn’t even on the recruiter’s checklist.

What is your greatest weakness?

Everyone has a weaknesses and it’s okay to admit it! Discuss a weakness that you have worked to improve
upon. For example: "I tend to have trouble delegating tasks to others, but I've realized that teamwork is a
much more effective way to get the job done than trying to do it all myself." However, do not offer a
weakness that could be a deal-breaker (ex. Bad with numbers, and it’s an accounting position).

Give me an example of a problem you encountered and explain how you solved it.

To answer behavior-based questions such as this one, use the STAR method: S – Situation, T – Task, A –
Action you took, R – Result of your actions.

Describe an experience in which you (contributed to) (led) a team.

You will need to develop answers for both sides of this common situation. Again, use the STAR method.

Why did you attend Stephen F. Austin State University?

Offer a response that is logical and shows that you made the decision. Don’t indicate that external forces
directed you to SFA: “I didn’t have the money for Baylor, so I settled for SFA.” Make it about the decision.

Have you always lived in Texas?

Generally, the recruiter is asking you if you will relocate. If the job is in Florida, explain how you vacation
every year in Destin and love the city. Find a way to “connect” yourself to the city or region in question.

What are your long-term goals?

Trick question alert! The recruiter is hoping that you will tell him/her what you REALLY want to do. Gently
redirect your response to the next two to five years and how you could contribute to the company.

Why should we hire you?

Provide a detailed answer, much like your two minute commercial. Summarize points you may have
mentioned in your interview, and/or introduce something of value the interviewer did not come across
during the interview. Remember, this is your last chance to sell yourself!
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As an interview candidate, you will find yourself being asked a variety of questions by the employer to learn
more about how your prior experience and skills meet the needs of the employer and position. Therefore, “the
proof is in the pudding,” as they say. It’s great to identify that you have a skill, or a certain characteristic, but
telling the employer a detailed story of how you developed the skill will portray a more vivid justification of your
experience. As a result, this will allow the employer to better understand how your skills support the needs of the
position. So, how do you become a better storyteller to elaborate on your skills? The S.T.A.R. Method is a great
way to begin wrapping your mind around your past experiences and generate stories with a nice, easy flow for
the listener. See below for a detailed explanation of how this candidate responded to the following question:
Give an example of a situation that you were involved in that resulted in a positive outcome.
Tell the employer about what was going on.
Describe a situation that you experienced.
“During my internship I was responsible for managing various events.”

What did you need to do in the situation?
Describe a task, or a few, that needed to be identified and addressed.
“I noticed that attendance at these events had dropped by 30% over the past
3 years, so I wanted to improve these numbers.”

Talk about what you actually did to achieve the task.
What action was taken to appropriately handle the situation and task to
showcase core competencies from past employment opportunities?
“I designed a new promotional packet to go out to local businesses. I also
included a rating sheet to collect feedback on our events and organized a
focus group.”

Identify what happened in the end.
Discuss the achieved result relaying the outcome of the situation, task, and
action. By following this structure, you will be able to better articulate not only
that you have a skill, but how you developed or actively used the skill in the
past.
“We implemented some of the wonderful ideas we received from the
community, made our internal systems more efficient, and raised attendance
by 18% the first year.”
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At some point, as the interview draws to a close, the interviewer will ask if you have any questions. Having
at least 4 to 5 well-thought-out questions will impress the interviewer and indicate that you have done
your research. Your questions should show a sincere interest in the employer, their needs, and how you
can fulfill those needs.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

How often are performance reviews given?
What kind of assignments might I expect the first six months on the job?
Has there been much turnover in this job area?
What characteristics do the achievers in this company seem to share?
Will I have the opportunity to work on special projects?
Is there a lot of team project work?
Identify a typical career path in your organization for someone with my qualifications.
How is an employee evaluated and promoted?
What are the challenging facets of this job?
What are the company’s strengths and weaknesses?
How would you describe your company’s personality and management style?
Tell me the work history of your top management.
What is the next step in the hiring process for this position?
What are the goals for this position for the next year?
Is this a new position or would I be replacing someone?
What do you like most about your work here?
I am aware that the company’s growth rate has been ________. Do you anticipate that
the company will meet this rate again this year?
Does your company encourage further education?
What products/services are in the development stage now?
Is your company environmentally conscious? In what ways?
In what ways is a career with your company better than one with your competitors?
Can you tell me more about your latest developments in _______?
With the recent changes in the economy, what are the main challenges facing your
company?
Why did you decide to work for this company?
What opportunities for professional development are offered?
Based on what you have seen of me so far, where do you think I could contribute most
effectively?
Is there anything you perceive as a weakness in my background?
Who would you consider to be your major competitors?
What exciting or challenging directions do you anticipate over the next few years?
How do you measure an individual’s success in your organization?

Topics to avoid
You should not initiate discussion on certain sensitive topics such as:

Layoffs

Office space

What the company can do for you

Salary, vacation, leave, and other compensation/benefits issues

Religion, political views, educational background, past work experience, sexual orientation
or race/ethnicity of the interviewer
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A potential employer may invite you to a meal as part of the interview process. This is the
employer’s way of getting to know you in a more social setting to see if you will fit into their
company culture. Practicing professional etiquette indicates to potential employers that you are a
mature, responsible adult who can successfully represent their company.

Before the meal









If arriving separately, arrive a few minutes early
Wait to sit until the host/hostess indicates the seating arrangement
If you are unsure about a price range, ask your host what dish they would recommend, or
go with an item that is in the mid-price range
When ordering, select something easy to eat, such as boneless chicken or fish
Place napkin in lap before eating or drinking anything
Practice proper posture; sit up straight and elbows off the table
Place napkin on chair seat and push chair under table when excusing yourself
Wait to eat until everyone has been served

During the meal









Begin with utensils from the outside in – the
dessert utensil is usually above the plate
Dip soup away from you; sip from the side of
the spoon
Pass salt and pepper together – even if asked
for only one
While speaking, utensils should be resting on
plate
Don’t chew with your mouth open or blow on
your food
Bring food to your mouth – not your head to
the plate
When you are finished with the course, place
your fork at 4 o’clock on the plate, tines down
and your napkin beside the plate
If a small bowl with water is on the table, or
appears with dessert, wash the tips of your
fingers in it; dry them on your napkin
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It’s perfectly normal to get the jitters before an interview. However, knowing how to combat these
nerves before they overwhelm you will mean success once the spotlight is on you!

Prepare, prepare, prepare
The key to reducing nerves is to prepare for the interview as much as possible. Research possible
interview questions and write out main points you would like to address. Try on your interview outfit
beforehand and be sure it fits well and feels good. Research the company and position so you are
informed. Complete a mock interview in CCPD so you feel warmed up and ready ahead of time.

Observe
Every interview is a two-way street. While the company is interviewing you, you are also obtaining
information about the company and position. Focusing on your own observations rather than on
how well you’re measuring up to the interviewer will help you relax and give your mind a better
outlook throughout the interview process.

Keep up the conversation
An interview is best approached as a conversation between two nicely dressed people. Treat
every question as you would one at a dinner party. Answer carefully with thoughtfulness and in a
conversational tone. Make sure to ask the interviewer questions of your own to uphold your side of
the conversation.

Psyche yourself out
You feel nervous because you care about the result of the interview. Using reverse psychology, tell
yourself why this particular interview isn’t that important. Remind yourself of other job opportunities
or treat it like a practice interview. If you can convince yourself the interview isn’t life or death, it
likely won’t feel that way anymore.

Prove them right
An interviewer has reviewed your résumé and pre-screened you before the initial interview. This
means that they believe you have what it takes to be successful in the position. An interview is your
chance to prove them right. So why not do just that?

Visualize success
Visualizing interview success is a great way to imagine the interview in a way that will generate a
positive aura you can carry with you into the interview.
Visualize preparing for the interview. When arriving, use your senses to determine the setup: light,
colors, objects. Hear the interviewer’s gentle voice greeting you. You feel calm and confident as
you introduce yourself. With each question you provide descriptive, intuitive answers. You sense the
close of the interview and imagine the interviewer welcoming you aboard!
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Recognize what employers want in their candidates. They want “can do” and “will do” employees. Utilize
this information and the following factors to benefit you throughout the entire interview process, from
researching the organization to negotiating salary.
In evaluating candidates, employers consider the following factors:

Trait

Evaluation measures

Appearance and behavior

Do you have good grooming, manners, and body language?
Do you maintain good eye contact?

Communication skills

Are you skillfully able to express your ideas when
responding to the interviewer’s questions?

Dependability and loyalty

How have you displayed dependability and loyalty within your
education, extracurricular activities, or work experience?

Enthusiasm and attitude

Do you exhibit a positive or negative attitude? Are you
genuinely interested in the employer, job, and industry?

Extracurricular activities

Were you involved in quality extracurricular activities?

Geographical preferences
and restrictions

Are you willing to relocate and travel, or are you restricted
to an area in any ways?

Goals and ambitions

What do you want to do in your professional life?

GPA

What would you consider your academic achievements?

Interests

What do you enjoy doing?

Interpersonal skills

Are you able to successfully communicate your ideas to
others?

Knowledge of employer

Did you visit the company’s web page? Did you research
media coverage or financial information on the company?
Have you checked your facts?

Major

Is your major relevant to the position?

Maturity

What about your overall sense of balance in life? Can you
make value judgments and decisions?

Personality and character

How do you act/behave? Are you outgoing? Shy?
Overbearing? Quiet? Tactful? Warm?

Problem-solving skills

Are you able to intuitively and logically solve problems?

Recommendations

Do your references provide positive recommendations of you?

Special aptitudes and skills

Do you have any special aptitudes or skills relevant to the job?

Work experience, ethic
and record

Job accomplishments? Did you help the employer see the
connections to the position for which you are applying?
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Sample Evaluation Form
1 – Very Good

2 – Satisfactory

1. First Impressions
Arrived on time
Greeting, eye contact, handshake,
enthusiasm
Sitting position/posture
General appearance, grooming, dress

Score

3 – Needs Improvement

Comments

1
1
1
1

2. Responses to Interview Questions
Preparedness, maturity
1
Quality of opening verbal presentation
1
Ability to describe past work experience,
1
activities, education, and training
Ability to explain skills, weaknesses, abilities,
1
values, and relate to position sought
Ability to explain personal goals, interests and
1
desires and relate to position sought
Ability to give examples in response to
behavioral/situational questions; used STAR 1
formula
Ability to explain possible questionable
factors such as low GPA, frequent job
1
changes/gaps, lack of activity in field of
interest, little school involvement
Demonstrated key skills: initiative, leadership,
1
communication, teamwork, problem-solving
Quality of candidate questions about the
1
position/program/organization
Quality of closing statement: why you? Close
1
of interview (next step, sincere appreciation)

3. Communication Skills/Attitude
Ability to listen attentively to questions,
respond to questions being asked and ask for1
clarification
Poise under pressure and ability to turn
1
objections in positive points
Clarity of speech or conversation (voice,
1
tone, volume, pitch, speed)
Physical mannerisms (facial expressions,
1
gestures, posture, nervous habits)
Level of enthusiasm, interest in the job
1
Answered questions concisely yet thoroughly;
1
no prompting needed
Level of confidence (being natural and at
1
ease)

4. Additional Comments
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
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Congratulations! You’ve been offered a job! Whether it’s one offer or more, your euphoria is
sometimes quickly replaced by anxiety about the decisions that lie ahead. Careful evaluation of
your job offer(s) and some serious thought as to how well the position and the organization meet
your needs can enable you to make the best choice for yourself.
First, get the offer in writing.

Your options




Stall. Express appreciation for the offer and ask for time to think about your decision. Agree
on a reasonable time frame to get back to them with your decision.
Accept. Prepare your Letter of Acceptance.
Reject. Prepare your Letter of Regret or Letter of Withdrawal.

Consider what is important to you
How well the employer’s values match your own is key to making a good decision. Rank the
following work values using this scale.
1. Very important

2. Important

The Job

3. Somewhat important

4. Not important

The Organization

Duties and responsibilities

Technologically innovative

Match for values/interests/skills

High involvement in research and design

Personalities of supervisors/colleagues

Management styles

Variety of work assignments

Opportunities for growth and advancement

Opportunity for individual achievement

Layoffs and restructuring

Exposure to outstanding colleagues

Reputation and image of employer

Opportunity to work independently

Financial stability and growth prospects

Opportunity and frequency of travel

Salary, benefits and compensation

Overtime

People in top-level positions

Opportunity to apply education

Personnel policies and flex-time

Social significance of job

Training and continuing education

Working environment and conditions

Required relocations and transfers

Pressure and pace of work; turnover
Intellectual stimulation

Public or private employer
Well-established vs. fledgling company

The Industry

The Location

Growth history

Proximity of graduate schools

Future need for goods and services

Opportunity for partner’s career

Dependence on the business cycle

Climate; environment

Dependence on government policies
and programs

Cost of living

Long-term future potential

Community life

Record of layoffs or downsizing

Distance from home

Once you have ranked the values, star the ones ranked 1 or 2. Now you have a picture of what is
important to you in a job and can utilize this information when evaluating a job offer.
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Evaluating job offers
When evaluating your job offer, there is one critical question you should keep in mind: How closely
does the offer match your career goal? Additionally, three factors play an important role in job
satisfaction: position, organization, and supervisor.
Review what you have learned about each of these factors and use the following questions to
help evaluate the offer:
The Position
Why is it available?
How long has it been open?
What happened to the previous
employee?
What would your specific responsibilities
be?
Are position’s goals realistic and
attainable?
Can you successfully perform the duties of
the position?
What is your growth potential in this
position?
Can this position fit into your long- and
short-term career goals?
Do the daily work activities appeal to you?
Are your salary and benefit requirements
met?
Is there opportunity for advancement?
Will you be developing new skills and
expanding your experience?
Are job demands compatible with your
lifestyle?

The Organization
Is the organization growing or downsizing?
Is the organization a result of an
acquisition or a planned expansion?
Has this growth affected its performance?
How will it affect you and your position?
Who are its competitors?
What is the tenure of its management?
Is the management team new hires or
people promoted from within the
organization?
Does the organization have a high
retention rate, or do they have an attrition
problem?
Are the values of the organization
compatible with your own?
The Supervisor
How long have they been in this position?
To whom do they report?
What was their previous work experience?
What is their growth potential?
Do you think you can work well with them?
Do you have a sense of their
management style?

Negotiate
Are there issues you want to negotiate, which would bring the offer closer to your goal?
Areas you may be able to negotiate include signing bonus, moving expenses, or start date.

Weighing multiple offers
How do you choose which job is right for you? Start by developing an all-inclusive pro/con list for
each offer. Consider all features of each: salary, benefits, corporate culture, commuting time,
flexible work arrangements, tuition reimbursement, on-the-job learning opportunities, etc. You may
also use the evaluation tool on the following page.
Then determine what is really important to you. Use the work values evaluation on the previous
page to help determine your priorities.
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After reaching a decision
When you have made a decision, write your Letter of Acceptance, Letter of Regret, or Letter of
Withdrawal. After accepting an offer, you are ethically (and sometimes legally) obligated to take
that job. Reneging on an offer you have accepted is unethical and unprofessional.

Choosing the best offer
Evaluating job offers is not a simple process. Many factors need to be considered in making your
final decision. In order to gain a better picture of these factors and where they fit into each
organization, answer “yes” or “no” to the questions below for each offer.
Offer #1 Offer #2 Offer #3
Use of skills
Will your skills, interests, course work, work experience be
utilized to their greatest extent?
Commute
Is the trip to and from work within satisfactory limits?
Training
Is there sufficient job training to meet your needs?
Advancement
Is there an opportunity for upward mobility and
advancement within the organization?
Status
Does the position carry the prestige you require?
Job security
Does the position carry long-term employment stability?
Benefits
Is the benefits package satisfactory?
Salary
Is the salary offered satisfactory?
Hours
Do the hours of work agree with you?
Environment
Does the physical environment appeal to you?
Location
Is the location conducive to your lifestyle?
Dress code
Are you comfortable with the dress standards?
Co-workers
Will you enjoy being with the people with whom you will be
working?
Work
Are you motivated and satisfied by the position?
Company
Are you comfortable with the values of the company?
Total number of positive responses:
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Congratulations, you’ve just been offered the job of your dreams! Accepting a job offer is an
exciting end to your current job search. Show your appreciation to the organization by sending
a letter of acceptance.Your letter of acceptance should be sent out 24 hours after employer
contact, or immediately upon reaching your decision. Hard copy is more formal than email;
however, when speed is necessary, use email.

What to include







Be specific regarding the starting date, salary and supervisor’s name.
List and detail all items agreed to in the offer (benefits, moving expenses, signing bonus,
etc.).
Acknowledge if employment is contingent on any event such as licensing, passing physical
examination, etc.
Tell of plans and anticipated arrival date.
Express appreciation to contact person and anyone else who has been helpful.
Indicate enthusiasm for the job and the opportunity with the company.

Letter of acceptance example
Beyoncé G. Knowles
3636 Grammy Boulevard
Nacogdoches, Texas 75965

936.555.5343
bknowles@jacks.sfasu.edu

July 23, 2018

Mr. James Bond
Advertising Director
Royal Casino
7 Diamond Drive
Lake Charles, Louisiana 65000
Dear Mr. Bond:
I am writing to confirm my acceptance of your employment offer of July 23 and to tell you how
delighted I am to be joining Royal Casino in Lake Charles. I understand that my initial assignment
will be working for Mr. 50 Cent in the Advertising Division at a salary of $33,000 per year.
As we discussed, I will report to work at 8:00 a.m. on August 15 and will have completed the
medical examination and drug testing by the start date. Additionally, I shall complete all
employment and insurance forms for the new employee orientation.
I look forward to working with you and your fine team. I appreciate your confidence in me and am
very happy to be joining your staff.
Sincerely,

Beyoncé Knowles
Beyoncé Knowles
Enclosure

Rusk Building, 3rd Floor  936.468.3305  ccpd@sfasu.edu  www.sfasu.edu/ccpd

After you’ve interviewed, it’s not over! Thank you letters demonstrate respect, make you stand out,
and showcase your communication skills. Make sure each thank you letter is unique: personalize
the company information and your specific fit. Many employers have confessed to being
influenced positively by receiving a thank you letter from a candidate, so start writing! Your thank
you letter should be sent out 24 hours after interview. Hard copy is more formal than email;
however, when speed is necessary, use email.

What to include





Express appreciation for the interviewer’s time and consideration
Reiterate why you are the best person for the job
Reinforce any topics or unique conversations that you had during the interview that might
make you stand out from other candidates
Communicate your interest in the employer and position, and anticipation of receiving
word regarding their decision

Thank you letter example
(USE SAME HEADING FROM RÉSUMÉ AND COVER LETTER)

January 15, 2019
Sally Grimes
President
Tyson Foods
163 Charleston Lane
Houston, Texas 77043
Dear Ms. Grimes:
Thank you for taking the time to conduct an interview with me during your recruiting visit to Stephen
F. Austin State University on January 14. The management trainee program you outlined sounds
both challenging and rewarding and I look forward to your decision concerning an on-site visit.
As mentioned during the interview, I will be graduating in May with a Bachelor of Business
Management. Through my education and experience I’ve gained many skills, as well as an
understanding of retailing concepts and dealing with the general public. I have worked seven
years in the retail industry in various positions from Salesclerk to Assistant Department Manager. I
think my education and work experience would complement Tyson Foods’ management trainee
program.
Thank you again for the opportunity to interview with Tyson Foods. I am very interested in becoming
a part of your management team. I can be reached by phone should you need additional
information.
Sincerely,

Brittany Candidate
Brittany Candidate
Enclosure

Rusk Building, 3rd Floor  936.468.3305  ccpd@sfasu.edu  www.sfasu.edu/ccpd

A decision to decline an offer is usually based on the fact that another offer is a better fit for your
interests and goals. If you choose to decline a job offer, do so courteously, in writing, after making
a phone call. Never say anything negative about the employer, even if you had a negative
experience. Maintain professional, courteous relations. Your letter of regret should be sent out 24
hours after employer contact, or immediately upon reaching your decision. Hard copy is more
formal than email; however, when speed is necessary, use email.

What to include





Express your appreciation for their time, effort, and consideration
Mention aspects of the position or company that were appealing to you
Indicate that it has been a difficult decision for you and decline graciously
Briefly explain the reason for your choice, sticking to the facts and not apologizing

Letter of regret example

Jessica Ann Simpson
Current:
123 Blonde Ambition Place
Nacogdoches, Texas 75965

214.555.6539
jessica_simpson@mail.com

Permanent:
357 Romo Road
Dallas, Texas 75043

July 23, 2018

Mr. Austin Powers
Personnel Director
Gold Member
13 Basil Street
Houston, Texas 75000
Dear Mr. Powers:
I would like to thank you once again for the fine offer which you made to me for the position of
Management Trainee with Goldmember. While I believe firmly in the mission of your organization
and appreciate the challenging opportunity you offer, I have had another offer which I believe
more closely matches my current career goals and interest.
Therefore, although it was a difficult decision, I must inform you that I find it necessary to decline
your offer. I am accepting a position with Silverspoon in Dallas. Their training program will enable me
to pursue my management interests immediately and to attend graduate school in the area.
I appreciate your interest on my behalf and wish to express my thanks again for all of your
courtesies.
Sincerely,
Jessica Simpson
Enclosure
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The decision to send a letter of withdrawal is usually coupled with the fact that you have received
and accepted a job offer elsewhere. However, you may decide that a company is simply not a
good match for your career interests and wish to withdraw your application for that reason. Either
way you slice it, it is important to inform the company of your discontinued interest in a position.
Never say anything negative about the employer, even if you had a negative experience. Maintain
professional, courteous relations. Your letter of withdraw should be sent out 24 hours after employer
contact, or immediately upon reaching your decision. Hard copy is more formal than email;
however, when speed is necessary, use email.

What to include





Express your appreciation for their time, effort, and consideration
Indicate that you would like to withdraw your application
State your decision and provide an explanation
Briefly explain the reason for your choice, sticking to the facts and not apologizing

Letter of withdrawal example

Justin (JT) Timberlake
707 Nsync Road  Lufkin, Texas 75901  936.555.4088  justin_timberlake@mail.com
July 23, 2018

Nancy Drew
Executive Sleuth
Mysteries-R-Us
89 Whodunit Avenue
Houston, Texas 75000
Dear Ms. Drew:
I am writing to inform you that I am withdrawing my application for the Management
Trainee position with Mysteries-R-Us. As I mentioned in my interview with you, I have been
exploring several employment possibilities. This week I was offered a Management Trainee
position with Hardy Mysteries and, after careful consideration, I decided to accept it. The
position provides a very good match for my interests at this point in my career.
I want to thank you very much for interviewing and considering me for your position. I
enjoyed meeting you and learning about the innovative mysteries you are solving. You
have a fine company and I wish you and your staff well.
Best wishes,

Justin Timberlake
Enclosure
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Be aware that there is often little flexibility with starting salaries for entry-level employment. If you
approach salary as something that you and the employer will agree on as mutually beneficial, your
chances of salary negotiation success are greatly enhanced. It is important to be confident,
enthusiastic, professional, and polite as you enter the ring.

When to discuss salary
Do NOT discuss salary (unless the interviewer broaches the subject) until you have been offered a
position. However, if you are asked about salary within an interview (typically not the first), there are
several ways you can answer.

How to answer the salary question
Option 1: Turn the question back to them. Example: “My salary requirements are negotiable as I am
looking for the best overall opportunity for me. However I am curious, what is the hiring range that
you have for this position?”
Option 2: Give them a salary range. Be prepared to back up your request with specific information
about your qualifications and experience. Also be sure you’ve done your research on industry salary
standards.
If the salary is not specified at the time of a job offer, it’s time to ask.

Know yourself and your needs
Monthly expenses
List all your anticipated monthly expenses in a table (like the one below) to give you an idea of
what salary you need to maintain your desired lifestyle. Make sure you consider the possible
differences in cost of living. Use Budgeting Basics to discover your projected monthly expenses.
NOTE: Your paycheck after taxes is approximately 28 percent less than your gross monthly salary.

Your market value
What makes you competitive and marketable? There are no clear-cut guidelines for assessing your
market value. Based on company research, your education and experience, and your skills and
capabilities, you should be able to personally assess what you are worth.

Research salaries
In order to negotiate a strong offer, you must know current average salaries within the market. When
you base salary requests on reasonable, factual data it strengthens your negotiating position. When
researching average salaries for your field, develop a salary range, including a low, middle, and
high figure.

Negotiating salary
When negotiating for the best possible salary and benefit package, it is important to continue
showing the employer how hiring you will improve the organization’s bottom line, services, image,
etc. Remind the employer of transferrable skills you have that may save the company money.
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Example 1
If the employer offers you $35,000 and you believe you deserve $38,000, ask for $40,000 and then
work backward toward your target salary
Example 2
If your research indicates that the average salary for the position is $38,000, you might give the
employer a range of $38,000 to $45,000. Aim for the top.

Consider benefits
Don’t focus solely on salary, because most employers offer a range of other benefits, sometimes
worth as much as 30-40 percent in addition to your actual salary. Negotiable benefits include stock
options, hiring bonuses, moving stipends, employee discounts, tuition reimbursement, vacation, and
sick leave. Perks include company cars, club memberships, parking, expense accounts, mobile
phones, and laptops.

Know when to say when
If you feel like the employer is getting frustrated with your proposals or states that is all they can do
for you, stop and evaluate what is on the table. When the company comes back to you with their
final offer, be prepared to evaluate the offer and make a decision.

Practice
Rehearse the presentation in advance using another person as the employer. If you make mistakes
in rehearsal, chances are that you will not repeat them during the actual negotiations. If this all
seems like a lot of work, remember that if something is worth negotiating for, it is worth preparing for.

Put the offer in writing
After you have successfully negotiated the salary and benefits package, it is vital that you put your
agreements in writing. Write down the terms such as salary, benefits, perks, job title, and starting
date. This will provide a record in case there is a question in the future.
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