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Whenever you are asked if you can do a job, tell ‘em, 
‘Certainly I can!’ Then get busy and find out how to do it.” 

Theodore Roosevelt 
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Introduction 
 
A targeted resume and/or application form will lead you to the inevitable job interview, which can be 
an achievement in itself. Only a small proportion of applicants are selected for interviews (often about 
10%) so you have already made a positive impression to have made it to this stage!  

 

Interviewing for a job can be nerve-wracking. You may feel uncomfortable “selling” yourself or fielding 
unexpected questions. Or the prospect of having to meet and impress new people may be enough to 
trigger anxiety. However, interviewing is a skill you can learn. With the right tips and techniques, you 
can become a master at sharing your value with potential employers, presenting yourself effectively at 
interviews, and getting the job you want. 

 

When interviewing for an internal position, candidates sometimes assume that they know what is 
required because they have always worked for the organization.  They do not take the research 
activity as seriously as they should and fail to talk to people in similar positions. The most successful 
internal applicants will be those who can show that they have really taken the time and effort to learn 
more, rather than simply reacting to questions. 

 

Regardless of the position you're trying to get, it's important to thoroughly prepare for the interview. In 
addition to knowing why you're a good fit for the job, brushing up on basic interview skills is always a 
good idea.  

 
 
 
 
 
Module Learning Objectives 

 
ü Prepare effectively for variety of interview situations. 

ü View the interview as a sales process and confidently sell what you have to offer. 

ü Respond effectively to common interview questions. 

ü Build confidence and develop some key interview skills. 
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Purpose of an Interview 
 

• The interview begins even before you say hello. Be aware of your actions and behavior from 
the moment you walk through the front door of the company. 

• It is a two-way, professional conversation of mutual exploration. 

• The interviewer has a goal to learn more about you --- your personality and abilities. 

• Your goal is to discern whether your credentials and career goals match up with what the 
company or department seeks. 

 
 
 
 
 
 
 
 
 
Interviewers are looking to answer three questions during the interview process: 

  
 CAN you do the job? 

⇒ Your skills, accomplishments, technical and behavioral competencies 
⇒ Your knowledge and experience 
⇒ Your learning potential 
⇒ What are your leadership and interpersonal strengths? 

 
 WILL you do the job? 

⇒ Your interest – in the position, department, etc. 
⇒ Your motivation – commitment, enthusiasm, what makes you tick, etc. 

 
 Do you FIT in?  

⇒ The interviewer will want to determine if you can take direction, control your emotions, 
solve problems and be loyal to your employer.  

⇒ Are you a team player? 
⇒ What is your working style? 
⇒ What are your values? 
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Types of Interviews 
 
Whatever type of interview --- you may face a variety or styles or formats. 

 
 
 
TELEPHONE – SCREENING OR 1ST INTERVIEW 
A call is typically a first-round screening to see if you're a fit to come in for a full interview, so 
nailing it is key. You'll want to prepare just as you would for an in-person interview, with some key 
adjustments for the phone format.  
 
Clarify the details: 

ù Clarify the time of the phone call; be sure to keep in mind your time zones. 
ù Confirm whom you will be talking to. 
ù Clarify the length of the call; be aware of your time so that you are not going over. 

Use notes to your advantage: 
ù Have your notes in front of you, along with your resume. 
ù Develop a list of questions to ask the interviewer. 

Dress the part: 
ù This is more of a mental tactic than anything else—but dress up a little bit. Looking nice 

puts you in the right mindset to be professional. 

Control your environment: 
ù Remove all distractions, i.e. pets, silence phones. 
ù Be seated in a quiet room. 

 Be aware of your behavior: 
ù Speak slowly, slower than you speak in real life. Phones have a tendency to intensify the 

pace of your words. 

 Say “Thank You”: 
ù Follow up with a thank you note just as you would for a face-to-face interview. 
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FACE-TO-FACE INTERVIEWS 
 

BEFORE 
 
ü Use your PAR document to prepare your stories. 
ü Research the company and available position. 
ü Practice answering questions. 
ü Prepare questions TO ask. 
ü Identify professional dress. 
ü Prepare at least 6-resume packets/portfolio, business cards. 
ü Bring pen, paper. 
ü Directions, parking, plan to arrive 10 minutes prior. 
ü Confirm appointment. 

 
 
DURING 
 
ü First impressions matter. 
ü Firm handshake. 
ü Friendly, enthusiastic small talk. 
ü Natural eye contact. 
ü Admit if there is something you don’t know. 
ü Avoid non-words, “Um, Kind of, Like, etc.” 
ü Watch your non-verbal communication. 
ü Listen carefully and breathe. 
ü Be confident --- but not egotistical. 
ü Answer interviewer’s questions thoughtfully and in detail. 
ü Never be the one to bring up salary. If asked what you made at your last job or what your 

salary expectations are --- don’t play games or avoid answering. Prepare a direct response. 

 
CONCLUSION 
 
ü Your turn to ask questions: 

• Is there any reason why you wouldn’t hire me?  
• As an employee, how could I exceed your expectations?  
• How could I help your company meet its goals?  
• What excites you about coming into work every day? 
• What are the next steps in your search process? 

ü Ask for the position. Explain why you are interested in the position and how your abilities will 
benefit the company. 

ü Ask how to proceed to the next step of the hiring process. 
ü Thank interviewer, offer firm handshake. 
ü Follow-up ~ Thank you note! 
ü Review how you did. 
ü Continue your job search. 
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VIDEO OR SKYPE INTERVIEW 
 
Today, 6 out of 10 HR managers use video technology as a tool for interviewing candidates. 
Companies have embraced video interviewing because it greatly reduces costs associated with the 
hiring process. They are a great way to connect with a potential employer without having to travel, but 
they are full of potential pitfalls. So if you’re asked to participate in a video interview, you’ll want to 
make sure you’re ready. 
 

§ Evaluate your location, remove distractions, and look at your lighting. 
§ Test equipment in advance of scheduled interview. 
§ Dress for traditional in-person interview. Dress to impress! 
§ Place camera at the same level as your face. 
§ Position entire upper body in camera. 
§ Create depth, place bookcase or desk behind you. 
§ Look into camera to maintain eye contact. 
§ Project your voice and speak clearly. 

 
GROUP OR PANEL INTERVIEW 
 
WHAT IS IT?  
 An interviewing situation where 2 to 5 interviewers are present to interview a candidate. 
 Usually, various types of people in an organization participate, including Human Resources, 
 managers, as well as supervisors and colleagues of the particular position. These individuals 
 can interview a candidate all at once, or one or two at a time for a certain length of time.  
 
PURPOSE?  
 Employers want to learn:  

ù How you handle stress under the “firing squad” of rapid questions  
ù Interaction with potential/future supervisors  
ù Communication styles with different individuals in different job functions (HR, support staff, 

supervisors, etc.)  
ù Communication flexibility  
ù Rapport-building skills  

STRATEGIES FOR A PANEL INTERVIEW  
ù In a panel interview, it is often difficult to communicate effectively with 2-5 people all at once. 

However, you can best communicate by ensuring that you maintain good eye contact with 
everyone.  

ù Do this by starting with the speaker, and moving your gaze, pausing briefly on each one. This 
lets people know that you are speaking to them too, not just the question asker.  

ù Do the reverse as you finish your question, ending your answer with your eyes focused on the 
questioner. Be ready to scan your eyes quickly to any of the panel members, as you may not 
know who will ask the next question, or make a comment.  

ù Be aware of which individual might be your supervisor and pay special attention to them as 
you make eye contact with everyone.  
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MEAL INTERVIEW 
 
A hiring manager may want to see you in a more social setting to see how you act, particularly if the 
job are you interviewing for requires partaking in meals with clients and/or supervisors. Your table 
manners and use of etiquette could play a big part in getting a job offer. If you do not have good table 
manners, or do not use proper etiquette, you may get turned down, even if you are qualified for the 
position.  
 
Another reason employers may choose to interview over a meal is very practical. Interviews can last 
for several hours and may extend through meal times. The employer is acting as a gracious host to 
offer you a meal. Remember, the meal is a time to visit and interact. This is always more important 
than the function of eating. 
 

§ Arrive early, 10-minute grace period. 
§ Find interviewer, use social media or company website for picture of individual. 
§ Use your manners. 
§ If asked to order first, ask what they normally order. Don’t order: 

ù Sloppy or finger foods 
ù Anything that gets stuck in your teeth or has an odor 
ù Alcohol 
ù The most expensive or the most inexpensive thing on the menu. 

§ Don’t smoke (companies are becoming obsessed with employee health costs). 
§ Don’t complain about the food, the service, or the restaurant. 
§ Don’t over-order or leave too much food on your plate. 
§ Eat before you go, concentrate on person and questions. 
§ Practice a technique known as mirroring — what the interviewer does, you do. Take the 

interviewer’s lead in resting arms on the table, holding forks, and the speed of shoveling in the 
food. Subconsciously, you’re establishing similarities, making the interviewer like you. 
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Interviewing Questioning Techniques 
 
Asking the right question is at the heart of effective communications, information exchange and 
interviewing. If one asks the wrong question they may get the wrong answer. By using the right 
questions during an interview the hiring manager can learn more about your skills, abilities, style and 
knowledge. 
 
Here are some common questioning techniques: 
 
OPEN QUESTIONS 
 
Open questions elicit long answers. They usually begin with what, why, how. An open question asks 
the respondent for his or her knowledge, feelings or past experience. "Tell me" and "describe" can 
also be used in the same way as open questions. Here are some examples: 

• Could you tell me about a time you were given an assignment and you lacked the necessary 
skills or knowledge? 

• Could you tell me about a time you got tough feedback from a supervisor or boss? How did 
you handle it and respond to him/her? 

 
Open questions are good for: 

• Developing an open conversation: "How do you evaluate success?" 
• Finding out more detail: "What else can you tell me your greatest strength?" 
• Finding out more about the other person: "How would you describe yourself?" 

 

CLOSED QUESTIONS 
 
A closed question usually receives a single word or very short, factual answer. These are used when 
an interviewer needs to know a specific piece of information and only requires a brief answer.  

For Example: 
§ Are you proficient in using Microsoft Excel? 
§ Have you finished your bachelor degree? 
§ How many years of experience do you have as a XXXX? 

HYPOTHETICAL QUESTIONS 
 
Hypothetically based questions are used mainly to have you consider a situation and then describe 
how you would act. Some examples of these questions would be: 

• The famous question relating to “What you would do if…?” 
• Questions relating to extreme circumstances such as “if you had no food, would you steal food or 

money to get it?” 
• Questions which have more than one clear answer where you pick the most appropriate 

response for you 
 
Answering a hypothetical question can be difficult to do. How you answer a hypothetical question will 
show your reasoning and thought process. You should consider your answers carefully but not for any 
length of time. This will require fast thinking and adaptation skills. To be ready to answer hypothetical 
questions, practice by having someone simply thinking up situations and have you respond. 
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PROBING QUESTIONS 
 
Probing questions are used by an interviewer to learn more about you, and often involve a series of 
follow-up questions. By using open, probing questions, an interviewer can focus on one or more of 
your responses to get a better understanding of particular aspects of your personal qualities, skills 
and experience. Probing questions allow an interviewer to gather more information and better assess 
your suitability based on specific criteria. Probing questions provide an excellent opportunity for you to 
elaborate on key strengths, experience and personal qualities that are relevant to the job. 
 
LEADING QUESTIONS 
 
A leading question directs you to respond in a narrow or biased way, normally toward a view held by 
the interviewer and implied in the wording of the question. Interviewers may use leading questions to 
test how you respond to challenging or controversial views. It is a technique that has many limitations 
as an interview tool, because it doesn't necessarily draw honest responses, and you should be aware 
of this when responding. Beware of being drawn in to responding in a manner that is contrary to your 
own belief system or results in revealing information not relevant to the position you're applying for 
that you'd rather not reveal. Leading questions tend to be closed questions. Following are examples 
of Leading Questions: 
 

ù With an assumption: "How late do you think that the project will deliver?" This assumes that 
the project will certainly not be completed on time. 

ù By adding a personal appeal to agree at the end: "Lori's very efficient, don't you think?" or 
"Option 2 is better, isn't it?" 

ù A question phrased so that the "easiest" response is "yes" (our natural tendency to prefer to 
say "yes" than "no" plays an important part in the phrasing of referendum questions): "Shall we 
all approve Option 2?" is more likely to get a positive response than "Do you want to approve 
option 2 or not?"  

ù Given a choice between two options, rather than the choice of one option or not doing 
anything at all. The choice of "neither" is not offered "Which would you prefer of A or B?" Don’t 
get caught up in a forced answer between the two and be willing to answer, “Neither”. 
Remember though, you may be asked to support your “Neither” response. 

 
 
Types of Questions 
 
WORK HISTORY 
 

§ Tell me about yourself. 
§ Tell me about your work history. 
§ What career accomplishment are you most proud of? 
§ What's the biggest mistake you made in your career and what did you learn from it? 
§ Why did you leave your previous job? 
§ Where do you see yourself in 5 years? 10 years? 
§ What other companies are you interviewing with? 
§ What are your salary requirements? 
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TECHNICAL/SKILLS 
 

§ What experiences do have doing X (a specific skill mentioned in job post)? 
§ What is your biggest weakness? 
§ What is your biggest strength? 
§ Tell me about a problem you had in a previous job and how you solved it. 
§ What issues do you see facing this position? 
§ When can you work? Can you work 40+hours a week? 

 
 
OUR COMPANY AND POSSIBLE FIT 
 

§ Why are you interested in a job at our company? 
§ How did you find out about our company? 
§ What can you tell me about our company? 
§ Why should we hire you? 
§ How will you contribute to our company and staff? 
§ If you started today, what would be the first thing that you did? 
§ What kind of work environment do you function best in? 

 
CRITICAL THINKING (AKA “BRAINTEASER”) 
 
The purpose of these questions is to discover how you think and how you deal with ill-defined 
questions under stress. There is no right or wrong answer to these questions; the interviewer is 
looking at how you approach your answer. 
 

§ How heavy is the Statue of Liberty? 
§ What’s a good product for Pepsi to launch next? 
§ How many golf balls would fit in a 747? 
§ Would you rather fight a horse-size duck or fifty duck-sized horses? 
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BEHAVIOR BASED QUESTIONS 
 
Behavior based questions have been used by interviewers for many years and if you’re not prepared 
for them they can throw you for a loop. The purpose of behavior-based interview questions is that past 
performance of an individual is the best predictor of their future performance or success. To determine 
past performance, you may be asked to provide specific examples that show whether you have key 
skills and experiences that are necessary for the job. Typically, these questions are framed around 
the specific role of the job or position description. 
 
The key to answering these questions is to identify the examples that you want to use beforehand and 
learn to recount them as stories so that you don't get caught flat-footed during the interview. You want 
to provide specific examples of how you acted in the past, instead of sharing your opinion or thoughts. 
To prepare effectively, think about what you've done or experienced that most closely relates to what 
your potential employer needs to be successful.  
 
It helps to get as much insight as possible into what the employer is seeking. Review the job 
description to figure out what the employer is looking for so that you're able to relay skills and 
experiences that are on-point. Research everything you can about the company --- reviewing the 
company website, social media sites, public relations releases, other websites that profile the 
company, financial reports, etc. This kind of targeted information allows you to hone in on what a 
company is looking for, eliminate extraneous anecdotes and position yourself as a very focused 
candidate who understands an employer's needs and priorities. 

Once you know what examples or success stories you want to use, how should you organize them? 
One way is to apply a Problem (or Situation)-Action-Result formula (PAR) and create PAR 
statements. 

PAR Statements 
 

Job seekers who develop and use achievement statements  
in their resumes and during interviews often find work faster than those who do not. 

 
Because companies today are so results-oriented, applicants who demonstrate they are bottom line 
people can compete more effectively than those who are just selling experience.  
 
Explanation of PAR: 

P – Problem, situation, project, task, or circumstances that led to your actions. 
A – Actions taken to remedy the problem, situation, or complete the project. 
R – Results that were obtained due to your actions taken. Quantified! 

 
Benefits of the PAR method? 
 
• Success stories enhance self-esteem and produce an awareness of achievements and 

accomplishments. 
• Success stories in a PAR story format provide structure for remembering, telling, and writing 

career achievements. 
• Success stories become proof stories to demonstrate professional competencies, strengths, and 

skills, which are key to successful employment interviewing and resume writing. 
• Success stories engage and activate a spirit of empowerment, connecting you to new markets 

and industries, and identifying network contacts. 
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Sample Question:  
 

Did you ever save your organization time or money?  

 P - Describe the problem or situation: 
Yes, when I transferred to a department that did internal customer service for wireless phone 
systems, I discovered that most problems and solutions were addressed in three different 
manuals being used in the department. These manuals were kept in three different locations. 
Only one worker at a time could access the manuals. Sometimes I had to put the caller on 
hold or call them back later. 

 A - Describe your actions: 
I thought it made more sense to make copies of the sections needed out of each manual and 
just keep them at my desk. Soon the other department members wanted copies. 

 R - Detail the results: 
Before I made the copies, it could take 20 minutes to get back to the caller to resolve an issue. 
After I made the copies, I was responding in about five minutes. I probably got four to five calls 
a day. Being conservative in my estimates, if I got four calls a day and saved 15 minutes per 
call, which came to an hour a day? Since there were eight people in my department, we were 
saving about eight hours a day. Multiplied by 20 workdays a month, we were saving 160 hours 
/ month. If I multiplied the average hourly wage of $10.00 by 160 hours, I figure I saved my 
department about $1,600.00 / month just by using common sense. 

 
Whenever possible, communicate the scope and size of  

your responsibilities and accomplishments; and quantify the results of PAR stories. 
 
 
Creating Your Success Stories 
If you have difficulty coming up with “success stories” or “achievement” statements, use the following 
questions to ask yourself as a starting point for remembering your successes. Simply write “yes” next 
to the question if it applies to a situation in which you were involved. Remember you could have done 
these things on your own, as part of a team, or because someone asked you to.  
 

1. Did you help increase sales? 

2. Did you save the organization money? 

3. Did you develop or implement a new procedure or system? 

4. Did you suggest or “roll out” any new products or programs for your organization? 

5. Did you receive any awards or special recognition? 

6. Did you solve a major or recurring problem for your area, section or division? 

7. Did you make a job easier or more efficient? 

8. Did you train anyone? 

9. Were you asked to do a special project? 

10. Did you do a job with fewer people or in less time? 

11. Did you exceed your goals or objectives? 
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12. Did you increase market share? 

13. Did you develop new business or enlarge a market? 

14. Did you reduce errors or costs? 

15. Did your job performance exceed past performances? 

16. Did you achieve equal results with fewer resources? 

17. Did you supervise other employees? 

18. Did you demonstrate superior leadership skills during a challenging situation? 

19. Did you improve employee performance? 

20. Did you substitute for the boss in his/her absence? 

21. Did your annual job performance review include favorable things about you? 

22. Did you write anything for the organization? 

23. Were you on any special committees, groups or task forces? 

24. Were you acknowledged for outstanding performance? 

25. Did you have a reputation for handling certain difficult problems, situations or people? 

26. Have you completed any internal or external job-related training courses? 

27. Did you discover and respond to a specific business need? 

 
Select a question to which you answered “yes.” It is time to expand on your answer. Remember: this 
is done in three parts:  

1. Describe the situation/problem/project (P) 
2. Describe what you did, what actions you took (A) 
3. Detail the results (R).  

Use the PAR format: Problem, Action, Result 
 
The success did not have to be recognized by anyone but you. The success does not have to be a 
huge project – it could be that you saw something that needed done and just did it.  You may find that 
you have to estimate results by using common sense figures. Success stories help lay the 
groundwork for your interview stories. 
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Using PAR Stories in the Interview  
 Example #1 
 
 The Claim: 
 I proactively look for ways to save the company money and increase productivity. I know how to 
 organize for maximum efficiency and how to persuasively communicate on behalf of others. 

 
 The Proof: 
 When I took over as purchasing agent at Acme Corporation, the company was dealing with more 
 than 400 vendors.  It cost $243 in time and materials for each purchase order to be cut.  My goal 
 was to consolidate our buy-outs to two-thirds of the original number.  (Problem) 
 
 I mounted a yearlong campaign to streamline the system. I negotiated with key suppliers to 
 provide better pricing in exchange for a larger share of the business. (Action) 
 
 At the end of the year, we had saved $3 million through better prices and increased efficiency, and 
 our “Preferred customer” status with the remaining vendors meant faster delivery and special 
 customer service for our people. (Results) 
 
 Example #2 
 
 The Claim: 
 I know how to meet company productivity goals by motivating and leading teams to achieve 
 results. 
 
 The Proof: 
 My department had an absentee manager for six months.  Things were in chaos. Over half of the 
 staff worked on flextime, but there were no set guidelines for what flextime meant and a few  were 
 taking advantage of the lax atmosphere at the expense of the rest of us. (Problem) 
 
 I got permission to organize a team to draft policies and procedures for flextime and used the 
 team to “sell” the new rules to others in the department.  We used mini-training sessions to review 
 office protocols and reintroduce a more formal business environment. (Action) 
 
 At the end of one year, our department had the most improved productivity rate in the company 
 and scored the highest for job satisfaction among employees.  Our turnover rate was 30% lower 
 than other parts of the company.  And we did not even have a manager! (Results) 
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Use the following page to outline your success stories by utilizing the simple PAR method.  

 

Name of Success: 
 
 
 

 

Problem or Situation: 
 
What problem did you solve? 
Describe the arena, situation or 
circumstances in which events 
occurred and why actions were 
taken. 
 

 

Actions: 
How did you do it? 
Briefly organize the actions you 
took in logical sequence. 
 

 

Results: 
 
What happened?  How was the 
benefit measured? 
Think results; measure the 
results; quantitatively or 
qualitatively. 
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5 MOST LIKELY INTERVIEW QUESTIONS YOU’LL BE ASKED 
 
And how to answer them… 
 

5.  Tell me about your experience at_________. 
 
 This question is commonly asked to put you the interviewee at ease and make you feel 
 comfortable. It helps the interviewer to expand, clarify and validate your resume. Describe 
 your most current responsibilities and what you have doing lately. 
 
4. Why do you want to work for us? 

 Every job is a stepping-stone to your next position and a job that offers you nothing more than 
 money can be just as big a roadblock as no job. Speaking of your next position, look at your 
 career goals.  How does this company and this job align with your future plans?  Is this job a 
 stepping-stone or a holding cell?  Does the position AND company align well with your 
 personal brand (refer to your branding statement)? 

 
 Focus your answers to include specifics like the company’s overall core values and reputation.  
 These can also include non-position related things like the company’s community involvement, 
 outreach programs, marketing campaigns, training programs…anything that you find about the 
 company that intrigues you and draws you in. You can also reference incentive programs and 
 employee awards and or management philosophies.  The idea is you’re digging deeply 
 enough that you’re not only aware of these things but that they resonate with you and make 
 you want to be a part of the corporate structure. 
 

3. What do you know about our company? 
 

 If you don't know much about them, the assumption will be made that you aren't very 
 interested in the job. If you really were interested, you would know enough about the 
 company to answer this question well. Be prepared by researching the company --- review their 
 LinkedIn profile, company website, financial prospectus, other websites. Review their “About 
 Us”, mission statement, products, services, public relations bulletins and make notes of what 
 you find out. Don't exaggerate or over-do the compliments. Demonstrate that you have done 
 enough research to know that you are truly interested in working for the organization 
 

2. Why did you leave your last job? 
 
 You should never lie in a job interview. However, you should highlight the positive reasons for 
 considering a new position and avoid talking about any negative ones if you can. 
 In some situations, it will be necessary to talk about negative reasons. Perhaps your company 
 is eliminating your department. Maybe the firm has been acquired by a competitor and massive 
 layoffs are rumored.  Even in situations like these, it’s a good idea to emphasize the positive 
 and what you like about the open position. You may want to address the negative situation 
 briefly or you may want to avoid getting into the dirty details.  
 

1. Tell me about yourself. Remember your 30-Second Commercial from our last session? 

 This is not an invitation to tell your life story or share any secrets about your current or former 
 employers. Put yourself in the employer’s shoes, and emphasize what will make you stand out 
 as qualified for the company and for the job. Summarize what you have done that qualifies you 
 for this opportunity. Don't recite what is on your resume or job application, but don't assume 
 that the interviewers, who may have been interviewing several candidates, remember your 
 qualifications. Present the most significant highlights, the ones that would be most relevant to 
 this job. These are the qualifications that make it clear that you are a very good candidate for 
 the job. 
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25 IMPACTFUL INQUIRIES AND QUESTIONS 
 

1. Tell me about a time you accomplished something significant that would not have happened 

had you not been there. 

2. Describe a time you were able to step into a situation, take charge, muster support and 

achieve results. 

3. Share an example of a time when you may have been disappointed in your behavior. 

4. Tell me about a time you have used your political savvy to impact work decisions. 

5. How have you developed leaders under you? 

6. Tell me about a time you played an integral role in getting a team back on track. 

7. Describe what you do to handle stressful situations. 

8. Tell me about a time you had to delegate to someone with a full workload and how you went 

about doing it. 

9. Share an example of dealing with an irate customer. 

10. Can you recount a time when you made a lasting, positive impression on a customer? 

11. Describe a time you hired the wrong person. 

12. Tell me about a time you had to make an unpopular decision. 

13. Tell me about a time you were tolerant of an opinion that was different than yours. 

14. Outline how you bring out the creativity in others. 

15. Give an example of how you set goals and hold yourself accountable to achieve them. 

16. What are your professional strengths and weaknesses? 

17. Tell me about a time you set your sights too high? 

18. What would your peers say about you? 

19. Why did you leave your last job? 

20. How does this position fit with your career goals? 

21. What has been your greatest professional accomplishment? 

22. What has been the greatest disappointment in your career? 

23. Tell me about yourself? 

24. What is it about our organization that appeals to you? 

25. Why are you the best person for this job? 
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What Questions Will You Ask? 
 
Many job seekers focus so hard on answering interview questions well that they forget something very 
important: You are there to ask questions, too. Asking the right questions at an interview is important 
for two reasons: 
 

First, when done correctly, the questions you ask confirm your qualifications as a candidate for 
the position. 
 
Second, you are interviewing the employer just as much as the employer is interviewing you. 
This is your opportunity to find out if this is an organization where you want to work. 

 
 
3 Things You Want to Achieve 
When you ask the right questions, you want to achieve three things: 

ü Make sure the interviewer has no reservations about you. 
ü Demonstrate your interest in the employer. 
ü Find out if you feel the employer is the right fit for you. 
 
 

By asking thought-provoking questions, you can not only collect valuable information but also 
distinguish yourself from the pack. Here are some questions you can ask: 

1. Can you tell me more about the day-to-day responsibilities of this job?  
This is your chance to learn as much as possible about the role so you can decide whether this is a 
job you really want. By learning more about the day-to-day tasks, you will also gain more insight into 
what specific skills and strengths are needed and you can address any topics that haven’t already 
been covered. 
 
2. What do you think are the most important qualities for someone to excel in this role? 
This question can often lead to valuable information that’s not in the job description. It can help you 
learn about the company culture and expectations so you can show that you are a good fit. 
 
3. What are your expectations for this role during the first 30 days, 60 days, year? 
Find out what your employer’s expectations are for the person in this position. 
 
4. Describe the culture of the company. 
Are you a good fit for this particular organization? Make sure you are comfortable with the culture and 
the dynamic of the company. 
 
5. Where do you think the company is headed in the next 5 years? 
If you plan to be in this role for several years, make sure the company is growing so you can grow 
with the company. 
 
6. Who do you consider your top competitor, and why? 
You should already have an idea of the company’s major competitors, but it can be useful to ask your 
interviewer for their thoughts. Naturally, they will be able to give you insight you can’t find anywhere 
else. 
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7. What are the biggest opportunities facing the company/department right now? 
This question shows your drive to seize opportunity and may help you learn more about where the 
company will be focusing over the next several months. 
 
8. What are the biggest challenges facing the company/department right now? 
On the flip side, you may want to ask about challenges. This question can help you uncover trends 
and issues in the industry and perhaps identify areas where your skills could save the day. 
 
9. What do you like best about working for this company? 
Ask about your interviewer’s personal experience for additional insight into the company’s culture. 
 
10. What is the typical career path for someone in this role? 
This question can help you learn whether the company promotes from within, and how career 
advancement works within the organization. By asking the question, you show your interest in growing 
with the organization — just be careful not to phrase it in a way that sounds too self-serving (i.e. When 
can I expect a raise and a promotion?). 
 
11. How do I compare with the other candidates you’ve interviewed for this role? 
This is a slightly risky choice. You don’t want to put the interviewer in an awkward position. However, 
if things are going well and you’ve built a strong rapport, this question can help you see if there are 
any concerns or issues that you could address to show why you’re the best person for the job. 
 
12. What are the next steps in the interview process? 
This question shows that you are eager to move forward in the process. It will also help you gain 
important information about the timeline for hiring so that you can follow up appropriately. 
 
 
What to do After an Interview 
 
You have gone on the interview and done your best to impress the employer. What now? 

Unfortunately, a period of frustration will often follow while you hear nothing from the 
employer. There are usually legitimate reasons for the employer's failure to stick to the 
original hiring timetable—everything from budget changes to heavy workloads. 

 
Keep in mind that interviewing well is just one component in convincing the employer to hire 

you. How you follow up and keep the process moving can have a great influence. Here 
are some things to keep in mind: 

 
⇒ Follow up based on the time frame that was agreed upon during the interview (in 

answer to your question "When should I get back to you?") 

⇒ If you reach voice mail, do not leave a message until you have tried calling several 
times. 

 Leaving a message puts the employer, rather than you, in control of what happens 
next - you want to be in control as much as possible. 

 If you leave a message you may be tempted to stay home and stay off the phone 
waiting for the employer to call. This interferes with your job search campaign, 
which you should continue actively, no matter how close you might feel you are 
to an offer.  
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⇒ Try calling when you are most likely to reach the person. Just before or just after 
normal work hours are often good times to catch someone at his or her desk. So is 
lunchtime, or even the weekend. 

⇒ If the only person you are able to reach is someone other than the decision-maker (a 
secretary or administrative assistant, for example), make the most of the situation. 
Find out what they know about what is going on, and enlist their aid. 

⇒ Know what you plan to say when you get your target person on the phone, when 
someone other than your target person answers, or if you plan to leave a voice mail 
message. Make sure it is positive; no matter how frustrated you may feel, do not let 
this show. 

⇒ Do not be too surprised or disappointed if the person seems to hardly remember you. 
They have probably been very busy in the meantime, and they may need help 
recalling the interview and you. Be ready to sell your qualifications and interest in the 
job. 

⇒ When you do get the employer on the phone, it is quite likely that you will learn that the 
hiring process is not on schedule and that you will need to follow up again. Follow the 
same principles discussed above in During the Interview: ask where they are in the 
process and when you should get back to them. 

 If the employer is vague about this, you may have to press a little harder by saying 
something like:  

  "I know you're busy.  I just want to communicate my genuine interest in your 
  opportunity, and I do not want to miss out on it by failing to follow up with you in 
  a timely fashion.  When would you suggest that I get back to you?" 

 
 


