The Interview:
	Before
	During
	After

	Know location
	Say hello to secretaries
	Ask questions/thank the person for his/her time

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Question
	Example of a Bad Answer
	Example of a Good Answer

	1. Tell us about yourself
	Talk too long or too much about your personal life and not at all about anything related to this job.
	To the point, bringing in your strengths and your work history.

	2. Why do you want this job?
	"I think I will make more money."
	"I think it will challenge me. I enjoy this kind of work. I think I would be good at this because ..."

	3. Why should we hire you?
	"I so need a job right now!"
	"I will do a good job for you. I have the experience. I work really hard. I like a challenge and I like to learn new things"

	4. Why do you want to work for this company?
	"You are hiring people."
	"I think you are a good company, and I hear it's a nice place to work."

	5. What experience do you have that relates to this job?
	"I don't come in late. I don't get into fights. I don't steal. That's about it"
	"I have done a lot of phone work at my last three jobs. I have worked with computers a lot at my current job. I also do data entry and filing."

	7. What are your weaknesses?
	"I am hard to get along with. Sometimes I don't want to work hard."
	"I work too hard sometimes and get too tired. I expect that others will always do as good a job as I will."

	8. Tell about a successful experience you had on a job.
	"I figured out how to get the time clock to not notice if I was late."
	"I reorganized the filing system to make it more efficient."

	9. Why did you leave your last job?
	"I couldn't get along with them."
	"I needed a new challenge."

	10. Why do you want to leave your current job?
	"I think they are going to fire me soon."
	"I have learned a lot there, and it is time to move on."

	11. Tell about a problem you had at a job and what you did about it.
	"I had a disagreement with my boss and I sort of avoided him for awhile."
	"I had a disagreement with my boss and we sat down, talked about it and worked it out."

	12. Tell about a mistake you made at work and what would do differently?
	"I stole money once. If I had it to do again I wouldn't get caught."
	"I used to get angry at others if they weren't doing their best, and once I hurt someone's feelings by saying something. I would be more diplomatic and understanding now."

	13. What is your career plan?
	"Well, I like … really don’t have one yet."
	"I would like to be working for this company at a management level in five years."

	14. Where do you see yourself in five years?
	"Umm … I don't know."
	I would like to be in the fashion industry, perhaps as a designer.

	15. Do you have any questions for us?
	"Do you think you are going to hire me?"
	"Is there much opportunity for growth and training in this company?

What would a typical day look like for this position?

I have no questions right now, but can I let you know later if I think of any?"


Strengths (circle them and add more)

	I am a good friend
	I am a good baby sitter

	I am a good son
	I am a good cook

	I am a good daughter
	I am a good member of my community

	I am a good sister
	I am a good member of my church or other house of worship

	I am a good brother
	I am good at making friends

	I am good at taking care of sick people
	I am good at making friends

	I am good at fixing things
	I am good at taking care of other people

	I am good when everybody else is out of control
	I am good in an emergency situation

	
	

	
	

	
	





Think about some weaknesses (everyone has them). List them below:

Check all that apply. Add more at the bottom.

· I am honest

· I am organized

· I like to be busy

· I have a sense of humor

· I am a self starter

· I help others

· I finish what I start

· I work hard

· I pay attention to details

· I like to be the best at what I do

· I care that something is done right

· I ask questions if I am confused

· I communicate well

· I am good at explaining things to others

· I communicate well

· I keep calm in an emergency

· I am cooperative

· I am good in an emergency situation

· I am responsible

· I am a good listener

· I am loyal

· I am a good problem solver
Some Interview Questions:
1. Tell us a little bit about yourself. 

2. Why do you want this job?  

3. Why should we hire you?  

4. Why do you want to work for this company? 

5. What experience do you have that relates to this job? 

6. What are your strengths? 

7. What are your weaknesses? 

8. Tell about a successful experience you had on a job. 

9. Why did you leave your last job? 

10. Why do you want to leave your current job? 

11. Tell about a problem you had at a job and what you did about it. 

12. Tell about a mistake you made at work and what you would do differently. 

13. What is your career plan? 

14. Where do you see yourself in five years? 

15. Do you have any questions for us? 
