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Acing the Interview – Quick Tips 
 

You got the call and scheduled an interview. Now what? Are you nervous about a boss you’ve never met 
asking you a lot of difficult questions? Take some of this advice and you’ll be fine. The key is simply to be 
prepared. 
 
Before the Interview: 
 

 Research the company.  Know what the company does and about the position you for 
which you are interviewing.   
 

 Prepare questions for the interviewer. Interviews aren’t actually all about you 
answering questions. Interviewers can tell a lot about you by the types of questions you ask. 
 

 Schedule a mock interview with the Office of Career Development. This will 
allow you to try out your interviewing skills and see yourself as your employer will. 

 A mock interview will prepare you for the stress of a real interview.  You can 
explore typical interview questions, how to answer those questions, how to dress for 
the interview, and any other questions you have about the interview process. 
 

 Print several copies of your resume and references to take to the interview.  
You never know how many people will be interviewing you, and you don’t want to run out 
of resumes. 

 
It’s True: Appearances are Everything! 
   

 Dress appropriately.  Men should be wearing a suit and tie.  Women should be dressed 
in a nice pants suit or dress suit. 

 Do not wear sandals or open-toe shoes. 
 Do not wear a short skirt or low-cut top. 
 Do not bring large bags or book bags. 

 If you need something to carry your extra resumes or references in, carry a 
portfolio or briefcase – NOT a large bag. 

 Do not wear large jewelry. 
 

 Check your physical appearance.   
 Make sure your hair looks professional. Don’t use excessive gel or hair supplies. 
 Men should be clean-shaven. 
 Nails should be clean and clipped. 
 Be confident and on time. 

 
During the interview 
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 Begin with a firm handshake.  If you are nervous and have sweaty palms make sure 
they are dry before the handshake. 
 

 Relax. When you are nervous you are more likely to fumble through the questions and 
make a bad impression.   
 

 Be prepared to show your skills through experience.  Anyone can say they are a 
team player, but employers will want a specific example of this attribute. 

 Make sure you know the question you are being asked before you begin to 
answer it. Don’t stray off topic and forget what you were beginning to say. Answer the 
question first, and if additional information is needed, there are follow-up questions. 
 

 Do not be the first person to ask about money. If the interviewer does ask about 
salary do not give them an exact amount, but ask for the range they have budgeted for the 
position. 
 

 At the end of the interview, ask the employer when you can expect to hear from 
them. This will give you an idea of how long you will have to wait, so you aren’t stuck 
wondering if you are hired or not. If you have a portfolio of your work, this is when you 
should ask to leave it with them – and set a date to come pick it up.   

 
A Few More Quick Tips For Interview Success: 
 

 Shape your responses to the position.  When you talk about your own 
accomplishments, skills and experience, talk in terms of the requirements of the job and the 
goals of the company. 
 

 Always think in terms of what and why. As you talk about your accomplishments or 
failures stress the positive lessons you’ve learned that you have already applied or plan to 
apply in your next position. 
 

 Don’t appear desperate. Even if you’ve been terminated from your previous job. Don’t 
come across as smug, either. Concentrate on expressing your genuine interests and 
enthusiasm for the opportunities offered by the job, such as more responsibility and more 
knowledge. 
 

 Avoid the negative. Negative attributes can be made into positive ones.  If you have a 
tendency to forget things, tell the interviewer this, but be sure to include positive things 
such as what you have learned and how you overcome this negative quality. 
 

 Make the best of your current position. Let the interviewer know you may still be 
able to find some of the things you’re looking for in your current position. You want to 
convey the impression that you are a positive worker who can make the best of any 
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situation.  
 

 Build a vocabulary of action words. If you use strong and positive action words in 
your resume, interviews, and follow-up letters, you will leave a lasting impression in the 
interviewer’s mind. 

 
The Interview’s Over – Now What? 
  

 Send a card or email thanking the interviewer for their time. This will also help 
the interviewer remember you and that you are waiting to hear from them. 
 

 Wait for the interviewer to call you. If the timeframe they gave you is up, then you 
can check in with the company about the position. 

 

 


