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 All the work you’ve been doing so far in your job search is preparing you for 
the opportunity to be face-to-face with a decision maker. The interview is a 
major part of putting the job search puzzle together. Allowing you to assess if 
the position and company align with your expectations, as well as the 
employer checking out if you match their performance expectations.   

Unfortunately, the person who receives a job offer is not always the most 
qualified candidate, but rather the candidate that knows how to best present 
his or her strengths and value to the organization during the process. Hiring 
managers tend to hire people they like both personally and professionally and 
typically refer to that as being a “good fit.” 

We usually think that interviews come about as a part of the hiring process 
where someone reviews your resume and decides that they’d like to meet you 
to discuss the open position. Yes, interviews can happen that way, but you are 
also going to find yourself in interviews as you network with individuals who 
have hiring authority or know of others who have hiring authority. So, expand 
your definition of an interview and remember that first impressions are lasting 
impressions. Practice your small talk and look for ways to connect with others 
to find commonalities. Then link your mutual interest with exploring a new 
career opportunity. 

Even if you’re thinking, “Interviews don’t scare me,” or “I don’t get a nervous 
stomach or sweaty palms when I’m talking about myself,” you still need to 
focus on making sure you are prepared for the interview or meeting. 
Preparation and practice will greatly improve your chance for success. 

Interviewing and networking research indicates that many hiring managers 
evaluate candidates very, very quickly in a face-to-face interview. Often as 
quickly as the first 30 seconds! They have already reviewed your skills, 
qualifications, education, and work history from your resume — and possibly 
an earlier conversation — and are now taking a closer look to see who will be 
a “fit” for the team and organization. In determining a candidate’s “fit” many 
elements are often considered: 

 physical presence, energy level, and appearance 

 firm handshake (neither limp nor a vice grip) 

 body language including posture, facial expressions, and eye contact 

 verbal tone, accent, and grammar 

 perceived personality traits and style 
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What is an 
Interview?  

 As mentioned previously, interviews are perceived differently today than 
they were even five years ago. An interview today is a business dialogue, 
a conversation in which people exchange information and make decisions. 
These conversations can take place at a networking event, casually while 
waiting in an airport or during a phone conversation. You get the idea — 
it’s a conversation between you and a person who has a job opening. This 
is an employment interview. Or, it can be a conversation between you and 
a person who has information that will be helpful in your job search. This 
is an informational interview. Be aware of yourself. You might find that the 
person you are talking with has more authority or information than you 
were imagining. 

It’s wise to approach any conversation as if it is a potential interview. 
That way, your approach will be to have a professional conversation that 
could lead to a job, even if it initially begins as a networking encounter. 
You never know where that hidden job might be. It might be right in front 
of you. 

Informational 
Interviews  

 As discussed in the chapter on networking, networking activities often 
require you to meet with a contact to secure information that will be 
helpful to your job search. This type of meeting may be held in a casual 
environment such as over coffee or lunch, or it may take place in a 
business setting. 

Wherever your meeting is taking place, focus on being prepared by 
thinking about what you want to accomplish through your conversation. 
Research and prepare a list of questions you need answers to so you 
accomplish your goals and do not waste your contact’s time. Use the 
following information provided on preparing for a networking meeting so 
you’ll be organized, and the image you present will be that of a winner. 

Throughout the conversation find opportunities to share information 
about your knowledge, skills, and abilities, as appropriate. The more each 
contact learns about you from your questions and the information you are 
willing to share, the more they will be able to determine where you fit in 
their organization, or who they know who needs a person with your 
experience and background.  

Discover what you have in common with the person you are talking with 
by asking about his or her job, professional background, education, 
hobbies, goals, etc. It is human nature to like people who are similar to 
you, so help the individual see where you may have common interests and 
build on them. 
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Screening 
Interviews 
 
 
 

 Before you are invited for a face-to-face interview, you’ll more than likely be 
contacted by phone for a screening interview. Employers use this type of 
interview to narrow down the number of candidates they feel are qualified for 
the position. Based on the responses they solicit, they will be able to focus 
their attention on only those candidates who appear to have the strongest 
abilities, necessary knowledge, and best-fit for the position. These are the 
individuals who will be considered for a second, more detailed phone interview 
or a face-to-face interview. So, you can see how important it is to be prepared 
to handle the screening interview call. 

Here’s an example of a typical screening interview: 

 The caller will tell you he or she is calling to confirm your interest in the 
position for which you applied. That’s usually the first question asked since 
it may have been a few weeks from the time you initially showed interest 
in the position. 

 Next, he or she will ask for a few minutes of your time to ask you some 
additional questions. It is in your best interest to take the call immediately 
as the individual will move on to the next candidate who appears to be a 
good fit, if you are not available. Make sure you are prepared and ready to 
answer the screening questions. Remember, this is their process for 
eliminating weak candidates! Refer back to your file on this particular 
position so you can quickly scan the job posting and the research that you 
did on the organization and its culture. 

Accepting a screening interview when you’re not ready can be a disaster. On 
the other hand, delaying it may have consequences as well. However, if it is a 
bad time for you for the interview, it’s perfectly acceptable to ask if you can 
call back in order to be the most prepared. You may respond with, ”To tell you 
the truth, you caught me in the middle of something. May I get your name 
and number and call you back in xx minutes when I’m able to give you my full 
attention? I’m very interested in your company and this position and want to 
make sure I’m at my best.” 

 

 

 

 Typically the person doing the screening is not the hiring manager. You need 
to keep this in mind as you are conversing, since he or she may or may not 
have high-level knowledge of the position or type of work involved. If you 
provide too much detail, it may not mean anything to them. Most screening 
interviews are meant to validate what is found on your resume, find out why 
you are looking for a job and determine if you sound like someone who will fit 
with the manager, team, and organization. So, as you’re preparing to answer 
a technical question, you might tell the caller, “If I am providing too much or 
not enough detail around the technical elements, please let me know.”   
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Remember to utilize your 30-second commercial and use your responses to 
questions as an opportunity to demonstrate that you have the knowledge, 
skills, and abilities to be successful in the role. Look for opportunities to draw 
parallels between your personal values to the organization’s values — just 
remember to be genuine. A screener can usually identify a desperate attempt 
to sound perfect for a role. 

Since the purpose of the call is to ask you specific questions in order to 
determine your fit for the position, the screener may schedule another phone 
interview or face-to-face interview with you immediately or let you know if 
someone else may be contacting you for the next steps in the process.  

The entire screening process is usually short and to the point. You need to 
convince the individual in five minutes or less that you are a strong candidate 
worth his or her consideration. When you have this person’s attention, the 
individual may move on to ask questions about your salary history, reasons for 
leaving other organizations, what responsibilities you enjoyed most and least 
about your last job, and questions surfacing how much research you have 
done on the organization. Remember to tell a memorable, honest, and 
compelling story that leaves the person wanting to hear more about how you 
can help the organization and the value you will bring. Don’t just rehash your 
resume — bring it to life!   

Tips to remember for successful phone screening interviews: 

 Smile and project enthusiasm—pretend someone is sitting in front of you 

 Talk slowly, and think before you answer a question 

 Remember to allow for silence while the interviewer takes notes — don’t 
worry about dead air time 

 Take notes! 

 Refer to your file containing the job posting, your resume and submitted 
cover letter, and your research notes on the organization 
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Face-to-
Face 
Interviews 
 
 
 
 

 During a face-to-face interview, the interviewer is trying to assess your abilities 
and interests by asking questions about your past work experience and 
education. Again, the interviewer is looking for information to determine if you 
are a fit for the role, team, and organization. If he or she determines you are 
qualified and a fit, then the questions may move to more personal issues such 
as benefits, salary, work hours, etc., or you may be invited to move on to 
another interview or to the next step in the hiring process. 

Everything you have accomplished has led up to and prepared you to 
market yourself during this interview. Your job in the interview is to share 
information about yourself that will help the interviewer understand how your 
qualifications and skills relate to the needs of the organization. Actively listen 
and respond to questions with interest. Ask questions to gain as much 
information as you can about the responsibilities of the position, validation of 
the research you have completed on the organization, the style of the 
manager, the culture of the organization, and the related needs and problems 
of the organization. 

Depending on factors such as corporate culture and skill of the interviewer, 
the interview experience can be stressful. You might even be asked 
inappropriate questions. If you are prepared and confident, you will be able 
to handle any unusual situations without getting ruffled.  

Remember you are being observed on how you will fit into the organization, 
so reflect the values and behaviors that are valued by this organization and 
their mission. It is rare to find an environment that perfectly aligns with your 
beliefs and values, but you should be able to see many similarities and 
believe that you can happily work in the culture. 

Ask questions to help you uncover the true culture of the organization 
outside of what is posted on the company website or provided to you by a 
recruiter or a member of your network. Some questions you may consider 
asking include: 

 How does the company celebrate success? 

 How does the hiring manager handle employee mistakes? 

 How does the team address conflict? 

 Why do employees stay with this company?   

 What is the current employee turnover rate? Why do employees 
leave? Why is this position currently open? 

 What traits do successful employees demonstrate? 
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