
DON’T

REMEMBER!

Always send a note to your interviewer to 
express both an interest in the position and 
your thanks for the time you were given.
Remember the names of any associates or 
assistants you meet. Thank them as you 
leave, and call them by name.

CERTIFIED 
MINORITY 
ENTERPRISE
NMSDC
CMSDC
CSTMBC
GMSDC
NCAIED/UIDA

Preparing for the

INTERVIEW

INTERVIEW
guidelines• Be on time

• Dress appropriately
• Be confident and smile
• Do your homework on
   the company 
• Take several copies of
   your resumé
• Have pen and paper
   handy to take notes 
• Ask specific questions
   about job responsibilities
• Have a calendar with you 
• Keep a detailed list of
   jobs history, dates, 
   addresses, phone 
   numbers and references
   to complete application

• Be late
• Chew gum
• Smoke (even if invited)
• Ask questions about
   salary and benefits

DO

INTERVIEW
After the

Thanks.

If this opportunity doesn’t work out, don’t 
give up! Another interview will come 
along and you will be prepared.
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INTERVIEW INTERVIEW

Do your  
homework

Interviewers expect you to 

know something about their 

company. Any of the following 

sources can help you obtain 

information:

• Internet

• Library for annual reports

• Contact the company for

   literature or a brochure

• Chamber of commerce

• Company websites

Examine your  
resumé

Make sure your resumé is 

properly formatted with 

correct spelling and punc-

tuation. Also, be prepared 

to explain anything on your 

resumé, especially if your 

reason for leaving any job  

is not clear.

Preparing  
yourself for the 
interview
Prior to the interview, 

review your job strengths, 

skills, accomplishments 

and experience and present 

them in a positive manner.

Have a friend or relative ask 

the more difficult questions  

or topics that may be covered.

Dress appropriately and 

conservatively in a manner 

that would be pleasing to 

your interviewer.

Before the

INTERVIEW
The day of the

Be punctual

Give yourself enough time 

so you will arrive a minimum 

of 15 minutes early. Being 

late for an interview could 

prevent you from getting 

the job.

Be perceptive

As you enter the office, look 

for clues about hobbies, 

interests, company awards, 

something you can discuss 

briefly with your interviewer. 

Do not bring up subjective  

topics like religion or politics.

• Walk with confidence

• Shake hands firmly and

   smile

• Sit erect with feet together

   and hands in lap

• Keep your hands inactive

   and away from your face

• Look at your interviewer’s

   eyes and maintain eye

   contact

• Be enthusiastic and 

   interested in the company

• Always use proper grammar 

   and speak clearly During theYOUR FIRST OBJECTIVE
is to have them like you enough to extend an offer.

Are questions 
suitable?

Ask specific questions  

pertaining to job respon-

sibilities and job require-

ments. Demonstrate a keen 

interest in the job and relate 

your eagerness and ability  

to adapt to a new work 

environment. However, use 

caution and don’t interview 

the company.

• Target your answers 

   specifically to the 

   questions asked

• Refrain from talking 

   too much

• Do not respond to  

   questions with merely

  “yes” or “no”

• Expand on each questions

   adequately

• Provide examples of your

   accomplishments

• Don’t dwell on criticism

   of your present or  

   previous employers

• Salary and benefits should

   not be discussed! MAU

   will negotiate for you.
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