Interview Tips

No matter how well qualified you are for a job or how articulate you are about your strengths and experience, there is nothing that can replace preparation. Once you have practiced asking and answering questions, the next step is to relax and remind yourself that:

1) There is no question you cannot answer,
2) You are well suited to the position, and
3) You would be an asset to the agency. 
Visualize yourself sitting in the interview feeling serene and confident. Get a good night's sleep before the interview, arrive a few minutes early, take a few deep breaths and seize the day.

Preparation

· Know how to keep yourself calm. The best way to do this is to be prepared! 

· Research the company. 

· Research the interviewer, if possible. 

· Know what kind of interview to expect—a screening interview, a stress interview.... 

· Have you done any informational interviews about this industry? 

· Know why you want the job. 

· Identify your wants and your needs—and know the difference! 

· Be able to express, specifically, the marketable skills you have to offer the organization. 

· Be prepared for the standard interview questions and know your answers to them—try taking the virtual interview . 

· Be prepared to answer that killer question. 

· Know how to deal with illegal questions tactfully during the interview. 

· Prepare questions you wish to ask—only ask questions you can't find answers to yourself. 

· Line up your references in advance and verify that they will be good ones. 

Presentation

· Find out the standard dress for the organization. 

· Dress on the conservative side. 

· Arrive early. 

· Bring extra resumes, notepad, pen. 

· Be sure you know how to pronounce your interviewer's name correctly. 

· Be polite to everyone you meet there. They all count. 

· Be personable as well as professional. 

· Do not chew gum, smoke, swear or use slang. 

· Be aware of body language, vibes, reactions—use your instincts to keep things on course. 

· Assume all questions are asked for a good reason and answer accordingly. 

· Do not assume that your interviewer knows how to elicit the information he/she is looking for. 

· Feel free to ask for clarification before answering a question. 

· Take some time to formulate your answers before you speak. 

· Answer all questions honestly, but in the best, most positive light. 

· Do not bad mouth old employers.

Perseverance

· Make some notes about the interview right after you leave. 

· Send a thank you letter ASAP to each interviewer.
· Be sure to know how to spell all names and know correct titles.
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