
SHOW & TELL 
 

It is recommend that candidates carry a leather portfolio 
to the interview.  In it you can store extra copies of your 
resume, your reference list (or reference letters), and 
perhaps a copy of your college transcript. Also, the 
portfolio should contain blank paper to jot down any 
notes. 
 

If appropriate for your particular field, also prepare a 
presentation portfolio containing a collection of 
impressive examples of your work, your resume, letters 
of reference, and awards. A presentation portfolio is a 
tangible collection of artifacts and samples that will help 
your interview come alive. You should refer to it (using it 
like a prop) during the interview, flipping to specific pages 
and pointing out specific examples. 

PLAN AHEAD 
 

It is vital to your presentation that you prepare in 
advance. Being prepared for a job interview will help you 
to feel more comfortable with the process and more 
confident in yourself.  It is important that you project a 
sense of confidence that arises from good solid advanced 
planning and thorough preparation. 
 

RESEARCH 
 

Prepare for your job interview by conducting in-depth 
research. Gather useful background information and data 
about the company you intend to interview with. Learn as 
much as you can about the employer. Be informed about 
the job. You must present yourself as knowledgeable of 
their business, their market, their customers, their 
competition, their product, and their line of work.  
 
Do your homework. Where can this valuable information 
be obtained? The public library, chamber of commerce, 
business publications, industrial guides, company 
literature, annual reports, employee handbooks, 
magazine articles, and on the company’s website. 

MAIN IDEAS 
 

Know who you are and what you have to offer. Know the 
qualifications for the job. Know your sales pitch by heart. 
Plan your promotional spiel in advance. 
 

Determine your key qualifications. Identify your unique 
strengths, abilities, and skills. Write them down. Learn 
them. Organize and outline your main ideas in advance. 
Commit to memory the major points of your presentation. 
 

Compose a list your traits accordingly: 
 

• Your knowledge,  education, training,  

• Your experience, activities, relevant employment  

• Your relevant or transferable skills 

• Your personality traits or soft skills 

• Your goals and motivations 

“It is not the person who is the most qualified that 
gets the job. The person who gets the job is the one 
who interviews best” 
-EDWARD SULLIVAN 

"Everything you do in a job campaign will be wasted 
if you don't convert interviews into job offers.  Be 
informed about potential employers.  Control your 
interviews.  And tailor your communications and the 
image you project to what each firm is seeking." 
-ROBERT JAMESON GERBERG 



BAD INTERVIEWS 
 

Employers have indicated many possible reasons why 
job interviews fail...  
 

Poor personal appearance, bad grooming, weak 
handshake, no eye contact, bad grammar, lack of energy, 
arriving late, poor social skills, being sarcastic, being too 
familiar, negative attitude, too talkative, quirky 
mannerisms, unprepared, unfocused, disorganized, too 
casual, lack of courtesy or protocol, too nervous or shy, 
excuse-making, too conceited, too aggressive or 
overbearing, lack of maturity, lack of confidence, self-
centered. 

QUESTIONS 
 

It is important that you ask questions during the interview. 
Ask the kind of questions that indicate your interest in the 
company. Ask questions that reveal your knowledge of 
the company. Ask job-related questions or questions 
related to your functions and performance. Ask questions 
that reflect your professional attitude and motivation. 
 

Don’t ask self-centered or self-serving questions. Don’t 
ask confrontational or challenging questions.  Don't ask 
about salary or benefits.  
 

Compile a list of questions beforehand. 

REHEARSAL 
 

To alleviate any stress and to achieve some level of 
personal comfort, it is suggested that you practice your 
presentation. Physically rehearse what you will say in the 
interview. Conduct a mock interview. Anticipate questions 
you will be asked. Practice formulating and expressing 
your responses. 

ATTITUDE 
 

Beyond being the most qualified candidate, you are 
seeking to be the “best fit” for the job. Throughout the job 
interview, the successful candidate will seek to project an 
acceptable image to the interviewer. It is critical to exhibit 
a positive attitude and a pleasant personality. Since the 
interview process tends to be a highly subjective and 
personal process, all preparation in this regard involves 
five simple attitudinal principles… Be respectful…  Be 
relevant…  Be confident…  Be positive…  Be genuine. 

STORYTIME 
 

Recall a few relevant stories you can tell during the 
interview and compile a list of these stories beforehand. 
These well-chosen stories or anecdotal examples should 
reflect your past experience, set you in a positive light, 
and provide supportive evidence of your skills and 
abilities. 
 

Many interviews will ask content-based or scenario-
based questions so as to solicit stories from you. They 
may say, “Tell about a time when…”  or “Give me an 
example of…” 
 

Also, telling a story allows you the opportunity to 
communicate positive emotions and feelings, a sense of 
enthusiasm, pride, and dedication about your work. 
Telling stories makes you more memorable to the 
interviewer. 


