


 

       Career Services 
Interviewing 

Interviewing: 

 Greet your interviewer with a smile, being sure to make eye contact. Your handshake should be firm. 
It is a good idea to say the interviewer’s name when introduced, as this will make it easier to 
remember their name later on. 

 When invited to have a seat, sit straight and tall, but also comfortably. Don’t fidget, and be on the 
lookout for nervous habits. 

 Don’t be afraid to talk about yourself. The interview is your chance to infuse your personality in to 
your application. When answering questions, speak calmly, confidently, and clearly. Maintain eye 
contact. Use examples when answering. By providing short stories as you describe your experience, 
you make yourself a much more “real” candidate. This also shows the interviewer that you have 
real-world experience that you can apply to a new position. 

 Avoid rambling. Answer the question fully, but don’t feel the need to keep talking to fill space. 
There will likely be a few seconds of silence while the interviewer makes notes about your response; 
this is normal, so do not feel the need to keep talking. 

 Be positive and enthusiastic at all times, avoiding any negativity. Never speak badly about a former 
position or coworker.  

 If you aren’t sure how to answer a question, take a deep breath to give yourself a little bit of time to 
think about it. You can also ask the interviewer to repeat the question or repeat it yourself to buy 
more time. 

 Pay attention to the interviewer’s non-verbal communication. This can let you know how the 
interview is going and whether you should talk more or less. 

After the end of the interview: 

 Ask the questions you prepared. You may want to modify these based on the items discussed during 
the interview. Never ask anything that is easily available with research. Also, avoid questions about 
salary or benefits at this time. 

 Ask for a business card or contact information from each interviewer. 
 When leaving, shake hands firmly and again convey your interest in the position. 

After the interview: 

 Send a thank you note expressing appreciation for meeting with you. Include one or two unique 
things discussed during the interview and express your continued interest. Thank you notes should 
be sent as soon as possible and within 24 hours. They can be sent by email or regular mail or 
dropped off at the front desk. 
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