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BEST PRACTICES FOR
INTERVIEWING

Developed by Wakeitha Eubanks




DOCUMENTS
YOU'LL NEED:

* A copy of your Resume

» A copy of the description of the
role you're interviewing for.

» Research gathered about the
company you're interviewing for.

» This should include some
accomplishments that highlight the
company in a positive way. This
can usually be found under the
company's Mission Statement.
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EFFECTIVE STORY TELLING: direct, logical, meaningful and personalized

OUTLINE A SUMMARY THAT
REFLECTS COMMON 0
QUESTIONS BY APPLYING

THE STAR METHOD -
savings, rewards,

recognitions, etc.
* “The impact of ...

1. Tell me about yourself? * LISTEN to question * Provide confext &

Outline areas from your resume that support the role * THINK of an event BACKGROUND
you're interviewing for. « Plan, ORGANIZE * “Our customers

in 5 to 8 seconds ~ complained ..."
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2. What are two areas you feel you need improvement?
Always highlight how you overcame those areas or Do not think of new details as you answer. SAY what you had planned for & END
strategies you've but in place to improve.

3..When to use the STAR Method ¢ For questions that start
with * Tell me about a tfime” Be sure to listen closely, it's
normally a two-part question.



VIRTUAL INTERVIEW

KEY POINTS:

« Check your technology.
Confirm you have access
to the link used for
interviewing

Check your setftings to
ensure you have given
access to the microphone
and camera.

Find a quiet location in
your home.

Place your mobile device
on silent.

Be sure your background is
appropriate for
interviewing.




WHAT SHOULD YOU
WEAR?

e Make a GOOD impression.

e Dress appropriately
e Maintain Eye contact

e Be aware of your body language
and tone of voice.

The Interview Dress Code
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ARRIVE EARLY

» Organize your documents so
that you aren’t shuftling
through paperwork.

* Be prepared to greet the
Inferviewers with a warm
welcome.




SELF-CARE TIPS

Get a good night of rest. This will allow you to remain focused.
Eat breakfast.

Spend some time enjoying a hobby.

Get some Vitamin D. Spend time outdoors.

Remind: Reflect on how far you've come, regardless of the
outcome.



What skills and experiences
would make an ideal candidate?

How would you describe
the responsibilities of the position?

What are the biggest challenges that
someone in this position would face?

How would you describe the
work culture here?

Can you tell me about
the team I'llbe working with?

Interview

What are the prospects for
advancement or professional
development in the company?

In what way is performance
measured and reviewed?

Do you offer continuing education
and professional training?

What are the most
important issues that you think
your organisation will face?




Subject line: Let’s keep in touch, [interviewer name]

Hi [name],

Hope you are doing well! | wanted to reach out and thank
you once again for your time and consideration for the [job
position] role at [company name].

| thoroughly enjoyed our conversation and the opportunity
to learn about your career path. | would appreciate the
opportunity to keep in touch and learn how you have
developed and applied your [industry] expertise.

Please let me know if you have some time in the next few
weeks to chat!

Thanks again,
[Your name]
[Email address]

[Phone number]
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FOLLOW UP:
SEND A
THANK-YOU
EMAIL
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Wish You All the Best For Your Future




Review Questions

**You must score 7/10 to pass. Text (478) 227-2139 or email (dharrow.fam@gmail.com) your answers. Thank youl**

1.

10.

Name one (1) important document to have during an interview.

Where can you find information about a company’s accomplishments?

What are three (3) steps to prepare for an interview?

What does S.T.A.R. stand for?

What are two important steps to take when preparing for a virtual interview¢

List five (5) suggestions for an interview dress code.

Which self-care tip is most important to you?

Which “Common Inferview Question” would challenge you the most?

What is a good way to follow up after an interviewe

Do you need professional clothing?e Call: 478-745-7165.

We wish you success and fulfillment in your career!
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