Module 6—Interview Techniques
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	Note to the Facilitator:

In sections of this class are references to the Résumés and Cover Letter, Job Search Strategies, and Job Offer Evaluation and Salary Negotiation classes where participants can complete (or would have completed) appropriate job-search skill-development tasks. Use participant work done in these classes if possible, and encourage participants who have not attended these classes to do so in order to be better prepared for a job interview. 

Additional time/activities can be added to this class where indicated, using optional resources provided or those from the local CRMC. Instructors are encouraged to customize this class to local needs by using locally developed resources to augment or replace those provided.



	Goals and Objectives
At the conclusion of this module, participants will: 

· Learn how to prepare for an interview
· Understand what to expect during an interview and how to respond appropriately
· Learn appropriate follow-up after the interview 
· Understand the importance of good communications skills, including verbal and nonverbal cues
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Content Topics
· Interview Preparation

· Interview Stages

· Introduction

· Employer Questions and Answers

· Ice-Breaker Questions

· Open-Ended Questions

· Situational and Behavioral Questions

· Illegal and Off-the-Wall Questions

· Salary Questions

· Questions for the Interviewer

· Conclusion

· Nonverbal Communication

· Post-Interview Tasks




	Participant Handouts
· Company Research Topics
· Skills to Sell in an Interview
· Functional Transferable Skills 

· Basic, Advanced, and Executive Competencies

· Personality Characteristics

· Homemaker/Volunteer Competencies, Skills, and Personal Attributes
· Dress for Success
· Common Interview Questions
· Behavior-Based Interview Questions 1
· Behavior-Based Interview Questions 2

· Illegal and Off-the-Wall Questions
· Questions to Ask the Interviewer
· Thank-You Letter Following a Job Interview

· Interview Preparation Checklist

· Questions to Help Prepare You for the Interview
· Schedule of CRMC Workshops*

· List of Common Interview Questions*

· Locally developed handouts on proper dress for interviews*

*Developed and maintained locally

	Facilitator’s Tools

· Chart paper
· Markers
Optional Tools
· Work done by participants to identify competencies, skills, and strengths in the Identifying Transferable Skills section of the Job-Search Strategies class
· Participant résumés brought to class and work done in the Résumés and Cover Letters class
· Work done to identify career goals in the Career Decision Making and Planning class
· Dressing for Success PowerPoint® slide package
· Illegal Interview Questions document for more detailed information on this topic
· Advice on Answering 50 Common Interview Questions document for more detailed information on this topic

· Work done to identify a salary range and handle salary questions from the Job Offer Evaluation and Salary Negotiation class




	Slide 1: Introduction and Learning Objectives
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	Focus: Introduce the topic

Marines know how important it is to be prepared…for an inspection, physical fitness test, or the battlefield. Marines and family members alike know that effort put into preparation leads to a successful outcome in whatever task they take on.  

In today’s class, we will learn tips and techniques for preparing for a type of “test” – the job interview. We will help you develop and sharpen your interview skills so that, in the end, you will have a greater chance of receiving a job offer. 
In this class, you will:
· Learn how to prepare for an interview

· Become aware of the four stages of the interview

· Learn how to answer a number of interview questions

· Know what types of questions to ask the interviewer

· Understand the importance of nonverbal communication

· Know what to do after the interview
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	Slide 2: What Is an Interview?
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	Focus: Interview precepts and background
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           Ask participants by a show of hands: “Has anyone ever given an oral report or taken an oral test in school? Has anyone gone before a panel of officers or staff NCOs where you were asked questions as part of a promotion board or awards committee?”
Ask participants: “What specifically did you do to prepare?”
In summary, it sounds like you spent some time thinking about questions you might be asked, coming up with possible answers, researching information, practicing what you would say, and making sure that you were dressed properly.

In effect, what you did was prepare for a test, right?  Well, an interview is like a test, oral report, or oral presentation, with a “grade” of sorts assigned at the end. It should be prepared for in the same way.

           Ask participants: “What is the ‘grade’ assigned at the end of an interview?”

Correct! It’s a job offer, and guess what? Just like a test, report, or awards board, the better prepared you are, the better grade you get… meaning the better prepared you are for the interview, the more likely you are to get the job offer.

What else is an interview, besides a test? It’s a two-part process that allows an employer to find out more about you, specifically:
· How your background matches the job requirements, beyond what they learned about your qualifications through your résumé. This includes:
· Communications skills

· Teamwork/Leadership skills

· Interpersonal skills (how you relate to others)

· Motivation/Initiative/strong work ethic

· Flexibility/Adaptability

· Attitude, manners, and politeness

· Self-confidence

· Honesty, integrity, and tactfulness
· Enthusiasm
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	Slide 2: What Is an Interview? (cont.)
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	Focus: Interview precepts and background (continued)
· How your personality fits with the "personality" or "culture" of the organization, in particular:
· Poise and self-confidence

· Bearing and warmth

· Personality

· Interpersonal/Oral communications skills

The interview also provides you with an opportunity to find out more about a potential employer and whether the organization fits your personal work preferences and needs. This includes:
· Advancement opportunities

· Reputation and stability of the organization

· Relocation requirements

· Decision-making authority

· Family support policies

· Day-care options

· Value of input on work decisions

· Control over work environment

· Room for creativity in approaching tasks
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	Slide 3: Preparing for the Interview: Research
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	Focus: Researching the organization 

Much like conducting research on a topic before doing an oral report, you must do research before the interview to find out more about the company and the job you are applying for.


          Ask participants: “What kind of information should you look for when doing research?”
Very good job!  

         Ask participants: “Where might you find this information?”
Good sources of information on companies and organizations can be found in:

· Company brochures and annual reports

· Magazines and journals
· CRMC library

· Base or local library’s reference section
· Local Chamber of Commerce
· People who work for the organization
· Company or organization’s Web site
Here’s a handout to help you remember all the good answers provided by the group, and some others we might have missed.


[image: image10.wmf]Provide the Company Research Topics handout.

         Ask participants: “What are the benefits of doing research before an interview?”

Good answers!  In summary, doing research before the interview allows you to do a better job of communicating how your qualifications match the tasks, duties, and responsibilities of the job. 
[image: image11.wmf] Next slide




	Slide 3: Preparing for the Interview: Research (cont.)
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Note to the facilitator:
This is a good opportunity to make participants aware of the Résumé and Cover Letters class to create a résumé or improve an existing one, and the Job-Search Strategies class to identify competencies and skills.
	Focus: Researching your own qualifications 

There’s a second part of doing research to prepare for the interview, and that’s researching yourself. This basically involves knowing your résumé inside and out. If you did a good job preparing your résumé, this will be easier. If you need help creating a résumé or want to improve an existing one, consider attending the next Résumé and Cover Letters class offered by the CRMC.
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[image: image14.wmf]Provide the Schedule of CRMC Workshops handout.
Here are the first two steps in researching yourself:

· Analyze all available information on the job.
· Identify three to five key competencies, skills, and strengths you have that match the job description.
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 If you need help identifying your competencies, skills, and strengths, consider attending the next Job-Search Strategies class, where there is a section on how to do this. Just in case you can’t make the class, here are the handouts provided in the class to help you do this on your own. The Skills to Sell in an Interview handout will help also.

[image: image16.wmf]Provide the following handouts:

· Skills to Sell in an Interview

· Functional Transferable Skills 

· Basic, Advanced, and Executive Competencies

· Personality Characteristics

· Homemaker/Volunteer Competencies, Skills, and Personal Attributes
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	Slide 3: Preparing for the Interview: Research (cont.) 

[image: image18.emf]Preparing for the Interview: 

Research (cont.)

• Provide examples to prove qualifications

• Anticipate answers to questions

See Common Interview Questions handout

• Know your long-term and short-term 

career goals 

– Attend the Career Decision-

Making and Planning

class for help 


Note to the facilitator:
Augment the list of common interview questions with a locally developed one available from your CRMC.
Encourage participants who are unclear of their long-term and short-term career goals to attend the next Career Decision Making and Planning class listed in the Schedule of CRMC Workshops.


	Focus: Researching your own qualifications (continued)
After you have identified three to five key competencies, skills, and strengths, the next step is to prepare to “prove” these to the interviewer by providing examples from work or volunteer activities where you actually demonstrated these. 

Doing this will help you anticipate answers to key or common questions often asked in interviews. Go over this list of common interview questions and develop possible answers that match your skills to the qualifications and demonstrate your experience.
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[image: image20.wmf]Provide the Common Interview Questions handout.
Another research step is becoming aware of your long-term and short-term career goals. How would you answer the following question?

         Ask participants: “What do you expect to be doing five years from now?”

There were many well-thought-out answers, but some of you can see that you weren’t very clear about these goals, or weren’t able to talk about them in an organized manner.

Many interviewers ask this question because having well-defined

short- and long-term goals and being able to discuss them shows that you are forward-thinking and can plan beyond the moment, which are valuable assets. Make sure you consider your short- and long-term goals and are able to talk about them clearly and concisely.
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 If you need help identifying your career goals, consider attending the next Career Decision Making and Planning class listed in the Schedule of CRMC Workshops handout.
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	Slide 4: Preparing for the Interview: References 
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	Focus: Identifying and preparing references

         Ask participants: “What are ‘references’ and why do employers ask for them?”

Lots of good answers! To cover this preparation step, be sure to:

· Identify your references, choosing three to five who can “prove” or back up what’s in your résumé and what you say in the interview.
· Don’t forget to ask references for their permission to be a reference first!
· Prepare your list of references by ensuring that you have up-to-date contact information.
· Make references aware of positions you are interviewing for.
· Provide references with a copy of your résumé.
· Coach references on comments that will support what you plan to say in the interview.
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	Slide 5: Preparing for the Interview: Creating a Favorable First Impression
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Note to the facilitator:
Engage participants in a discussion about proper interview attire for both men and women.  
Introduce and refer to locally developed CRMC resources that provide guidance on proper dress.
[image: image26.wmf] Use the Dressing for Success slide package as an add-on option to more thoroughly cover the topic.

	Focus: Proper interview attire
               Ask participants by a show of hands: 
              “Have you ever met a Marine for the first time whose
                uniform was dirty or  wrinkled, who needed a haircut, or who was just plain ‘unsat’”? 
              “Has anyone in here ever gone into a restaurant that was
                dirty or unsanitary?” 

              “Has anyone had a bad customer service experience where a 

                sales clerk was rude or inattentive?”

              Ask participants: “What was your impression?”
Not very good, huh? Was it easy to overcome this impression? No, right? There are two old sayings we can cite to help us realize how important it is to dress properly for an interview:

· “First impressions are lasting impressions” and
· “You never get a second chance to make a first impression.”

True, right?  That Marine, restaurant, or customer service clerk pretty much blew their chance at making a good impression. Well, let’s make sure your interview doesn’t start the same way.
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[image: image28.wmf]          Ask participants: “How should you dress for an interview?”
We’ve covered a lot of good points about dressing for an interview. 

Let’s some up the most important ones:

· In most cases, you won’t wear a military uniform to an interview; instead dress conservatively in a clean, pressed suit and tie for men or business suit or dress for women.
· A work uniform is appropriate for certain blue-collar occupations.
· You want to be careful about how you wear perfume, jewelry, makeup, your hair, body piercings, and tattoos – knowing what is and isn’t appropriate for a professional or business setting.
· Remember that proper grooming is also important (e.g., clean and manicured fingernails, hygiene issues).
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[image: image30.wmf]Provide the Dress for Success and locally developed handouts on proper dress for interviews.    
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	Slide 6: Preparing for the Interview: Getting There on Time
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	Focus: Planning for arrival at the interview site 
We’re almost ready for the interview – having done research and making sure our appearance is professional – but there are a few things left to do to make sure we are ready. First (and pretty obvious!) is to make sure you’re not late for your interview! To make sure you’re not late for your interview:
· Arrive five to 10 minutes early. If you get there earlier, wait outside or in your vehicle, since being TOO early might be seen as a sign of nervousness. 
· Get directions in advance and make a practice run to the interview site beforehand.
· Anticipate traffic and parking considerations.
· Fill your vehicle’s tank with gas the night before.
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	Slide 7: Preparing for the Interview: What to Bring
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	Focus: What to bring to the interview

         Ask participants: “What should you bring to the interview? What should you NOT bring?”
Let’s summarize everyone’s responses. Bring the following:
· Small, professional-looking portfolio or case with pockets

· Notepad and pen

· Directions to interview site

· Name of the person or persons conducting the interview

· Extra copies of your résumé
· List of references or reference letters

· Copies of impressive evaluations or citations related to qualifications for the position

· Company information to refer to or to review

· List of job-related questions

· Important information that might be needed to fill out job application forms

Don’t bring:

· Anyone with you to the interview

· Food, cell phones, MP3 players, Game Boys, IPods, etc.

One final tip: Make sure you are polite with everyone you meet, (particularly the secretary), and act conservatively in the lobby.  You never know who is who in the organization!

Following these tips will help you relax and focus on doing well in the interview.     
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	Slide 8: Stages of the Interview: Introduction 
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Note to the facilitator: 

Sum up and conclude lessons learned from the handshake demonstration before moving on to the next topic.

	Focus: The first few minutes of the interview
We’re ready to go; the curtain is about to go up! Let’s talk about the actual interview, starting with meeting the interviewer.
We’ve talked about first impressions, how they are made quickly, that they last, and that you don’t get a second chance. Did you know that psychological studies have indicated that HALF of the interviewer’s hiring decision is made up within the first three minutes of the interview?  Hard to believe, huh?  
These four things contribute to a favorable first impression:

· Proper dress/grooming

· Proper handshake

· Smile

· Eye contact with the interviewer when greeting him or her
We have the dress and grooming part down, right? What about the handshake, smile, and eye-contact part?
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          Ask participants: “What is the proper way to shake hands when greeting someone in a business setting?”
              Ask participants: “Is there a ‘wrong’ way to shake hands?”
              Ask participants: “Who would like to come up to the front and  

             demonstrate a proper handshake?”

There are a few more things you should know to make a favorable first impression:

· Wait until the interviewer offers a seat, then sit across from the interviewer if possible.
· Remain formal when addressing the interviewer, using “Mister” or “Ms.” unless you are specifically asked to use his or her first name.
Finally, during the introduction the interviewer will probably:

· Explain the interview agenda.
· Indicate whether there will be additional screening such as employment, psychological, or drug tests.
· Tell you that you could be called in for other interviews that day or in the future.
· Tell you whether a company tour/lunch is part of the interview.
Some interviewers will indicate when they expect to make a decision and when they’ll tell you. Some also cover salary and compensation details.  Just listen and make mental or written notes.
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	Slide 9: Stages of the Interview: Employer Questions and Answers 
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	Focus: Types of interview questions  
It’s show time! What’s the first thing you should do when the interviewer asks you a question? RELAX! The questions are about YOU; you’ve done a great job preparing to answer them, and who else knows more about your background and qualifications than you?

To help us learn more about the types of interview questions and how to answer each, let’s organize them into the following five categories:

· Ice-breaker questions

· Open-ended questions

· Situational and behavioral questions

· Improper and illegal questions

· Salary questions

We’ll cover each category individually, starting with ice-breaker and open-ended questions.  
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	Slide 10: Ice-Breaker and Open-Ended Questions 
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Note to the facilitator: 

Use the Advice on Answering 50 Common Interview Questions document for more detailed information about this topic. 
Customize this section of the class to your own needs and time constraints by varying the amount of time you devote to coverage of questions.

This is a good time to reference other interviewing resources within the CRMC, and/or to use them to customize the class to local needs.

	Focus: How to handle the first two types of interview questions

         Ask participants: “What are ice-breaker questions?”
Right! Most interviewers use them to begin the interview, to get things rolling with small talk about common subjects or current events in order to “break the ice.” 


         Ask participants: “How do you handle them?”

The best way to handle them is to remember to relax and be yourself. This small talk is a perfect opportunity to display oral communications and interpersonal skills, both of which are critical to a favorable first impression and key qualifications that employers look for. 

After small talk or ice-breaker discussions, the interviewer will most likely ask open-ended questions (those to which you can’t answer “yes” or “no”). Here are some tips on how to handle open-ended questions:

· Ensure that you understand the question before answering it.
· Generally, two minutes is a good rule of thumb for the length of an answer.
· If you’re not sure you answered the question, instead of just rambling on ask the employer, “Have I answered your question?” 
· Don’t discuss personal interests or information.
· Focus on the three to five key strengths and competencies you identified previously that are relevant to the job, and the examples from your experience that “prove” these.
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	Slide 11: Situational and Behavioral Questions
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Note to the facilitator:
Ask participants questions from the Behavior-Based Interview Questions 1 and 2 handouts, then discuss their answers.  
Customize this section of the class to your own needs and time constraints.

This is a good time to reference other interviewing resources within the CRMC and/or to use them to customize the class to local needs.


	Focus: Examples of, and how to handle, behavior-based interview questions

         Ask participants: “What are situational and behavioral interview questions?”
These type of questions help the interviewer assess your problem-solving and critical-thinking skills, such as choosing an appropriate course of action when there is no clear, correct choice. 
Some of these questions provide the interviewer with insight into your ethical thought process, or how you distinguish between right and wrong when faced with a number of decision-making options.

Well, how should you answer situational and behavioral questions? Your best bet is to be thoughtful and thorough when coming up with possible answers, and not to worry about producing a perfect answer.
Here are two handouts with a number of these types of questions.
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[image: image46.wmf]Provide the Behavior-Based Interview Questions 1 and 2 handouts. 
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	Slide 12: Illegal and Off-the-Wall Questions
[image: image48.emf]
Note to the facilitator:
Many participants should have experienced being asked an illegal question in an interview, particularly military spouses. 

Encourage them to share these experiences. 

Ask them questions from the Illegal and Off-the-Wall Questions handout, then discuss their answers.  
Customize this section of the class to your own needs and time constraints, providing the Illegal Interview Questions handout for more detailed information about the topic.
This is a good time to reference other interviewing resources within the CRMC and/or to use them to customize the class to local needs. 


	Focus: Examples of, and how to handle, illegal and off-the-wall questions 
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[image: image51.wmf]Provide the Illegal and Off-the-Wall Questions handout.

         Ask participants: “Take a look at this handout. Has anyone been asked one of these questions in an interview, particularly the illegal ones at the top? Who would like to share their experience with the group?”

Thank you all for sharing these experiences with the group.

As you can see from the handout and our discussion, these questions are illegal and you are protected by law from having to answer them. Many times, interviewers who ask these types of questions are unskilled in proper interviewing techniques or are unaware of antidiscrimination laws.

How should you handle illegal questions? Some of you who discussed your experiences did a good job of handling them. Here are some other options and things to consider when using each:

· Refuse to answer the question; however,
· This might set a bad tone, put you at odds with the interviewer, or hurt your chances of getting a job offer.
· Answer the question; however,
· This might provide the interviewer with information he or she can use to discriminate against you.
· Ask the interviewer why he or she is asking the question, which
· Gives the interviewer time to think about how appropriate the question is, and an opportunity to either take the question back or rephrase it.
· Address the “question behind the question”; for example,
· If an interviewer asks if you have children, what they are really concerned about is whether or not you can come to work on time and complete a full shift.
· In response, ask the interviewer, “Are you concerned that I would come to work on time and work a full shift?” Then describe the arrangements you have in place to take care of responsibilities that could keep you from coming to work.

How about the off-the-wall questions at the end of the handout? The best way to handle these is with an honest, well-thought-out response, since there is rarely a wrong answer.
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	Slide 13: Salary Questions
[image: image53.emf]
Note to the facilitator:
Encourage participants to register and attend the Job Offer Evaluation and Salary Negotiation class, where instruction is provided on how to conduct salary research and develop a salary range for an occupation.
	Focus: How to handle questions about salary requirements
In some interviews, the topic of salary is a somewhat limited, especially for local, state, or federal government jobs where starting salaries are typically not overly negotiated. 
In this case, salary information was probably included in the job announcement, or told to you by the interviewer at the beginning of the interview.  
In some interviews you will be told that salary will be discussed in detail if and when an employment offer is made. 
Sometimes an interviewer might ask what your salary requirements are. If this occurs, avoid mentioning a specific salary figure, offering instead one of these options in response:

· “My salary requirements are flexible and negotiable.”

· “I’d like to wait to discuss salary after telling you more about what I can bring to the company.”
· “I’d like to be paid in line with what other people in the organization make who have the same qualifications as I do.”

If the interviewer insists on having you name a specific salary figure, provide a salary range instead. This range should cover the lower and higher ends of compensation for this type of position in the part of the country where the job is located.
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 If you’d like help with salary research and developing a salary range for an occupation, consider attending the Job Offer Evaluation and Salary Negotiation class in the Schedule of CRMC Workshops handout provided previously.
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	Slide 14: Questions for the Interviewer
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	Focus: What to ask the interviewer 

         Ask participants: “Should you ask the interviewer any questions? When and what kind of questions should you ask?”

We had some really good responses. Usually, any questions you have for the interviewer are saved for the end; however, some questions could be asked during the interview if they fit into the discussion.

Use the Questions to Ask the Interviewer handout for examples of questions to ask the interviewer and when to ask them.


[image: image57.wmf]Provide the Questions to Ask the Interviewer handout.
Before we sum up the questions you can ask an interviewer, let’s make sure we know what questions NOT to ask. Do not ask any questions that have to do with pay and benefits (except education and training benefits).  

Instead, ask the interviewer any questions that will help you gain better insight into:
· The position and its duties (typical workday)
· Responsibilities
· Problems/Challenges
· Reporting structure
· Performance evaluation process
· Advancement opportunities
· Education and training benefits

A really good question to ask an interviewer is, “Can you tell me what the most important task, duty, or responsibility of this job is, or what you would like the person hired to concentrate on immediately?” 

This question is impressive because it is focused on the needs of the employer and gives you an opportunity to immediately

respond to the interviewer’s answer with how YOUR experience and training are a natural fit to the job requirements.
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	Slide 15: Conclusion
[image: image59.emf]

	Focus: Wrapping up the interview and leaving with a positive impression 

After you’ve asked the interviewer a few questions, the interview will come to an end. The end of the interview is a good opportunity to:

· Spend a minute or two summarizing or highlighting your qualifications
· Thank the interviewer for his or her time and consideration
· Ask when a hiring decision will be made, if he or she hasn’t told you already

· Ask how and when you will be notified, if you are offered the position
· Ask how and when you can follow up, if necessary
Finally, be sure to continue to show enthusiasm for the job, right up to the end of the interview, as this will leave a lasting, positive impression on the interviewer. 
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	Slide 16: Nonverbal Communication
[image: image61.emf]
Note to the facilitator:
If time permits, demonstrate proper and improper body language and verbal pauses.

	Focus: Body language and other nonverbal messages that can detract from the interview
There’s one other important topic we need to go over that affects the interviewer’s impression of you, and that’s nonverbal communication.
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 Believe it or not, how you position your body and how you speak can affect the interview. Try to avoid exhibiting distracting mannerisms and habits during the interview, ones that make you appear nervous, such as:

· Slumping, slouching, and leaning in your chair (sit up straight!)

· Pulling/Twisting your hair
· Drumming your fingers
· Picking at your nails
· Clearing your throat repeatedly
· Fidgeting, sniffling, etc.
Proper positioning of and gesturing with your hands is also important. You can use your hands to make gestures that reinforce points, but don’t point at the interviewer. For the most part, keep your hands together in your lap.
A common mistake people make in interviews is repeatedly using verbal pauses or words such as “like,” “you know,” “uh-huh,” and “yeah.” These can be extremely distracting to the interviewer and a sign of poor verbal communications skills. Instead of using these words, concentrate on taking a silent pause instead.
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	Slide 17: Post-Interview Tasks
[image: image64.emf]

	Focus: What to do after the interview
After the interview, there are a few things you can do to continue to make a good impression on the interviewer, and also to make sure you learn as much as possible from the experience of going through the interview.  

First, sit down and make some notes on your performance while things are still fresh in your mind, noting where you did well and where you need improvement. 
Second, that day or the next, send the interviewer a thank-you letter. In the letter, emphasize points brought out in the interview that qualify you for the job, and also mention any strengths you forgot to mention in the interview. Here’s a sample thank-you letter that will help.

[image: image65.wmf]Provide the Thank-You Letter for Job Interview handout.
If you don’t hear from the interviewer by the decision date, this doesn’t necessarily mean you didn’t get the job. Contact him or her to determine your status. There may be circumstances that have delayed a final decision. 
If you are not offered the position, consider asking the interviewer to discuss your strengths and weaknesses in relation to your qualifications for the job and your interviewing skills.  This constructive criticism can help you in future interviews.

Also, ask the interviewer if he or she is aware of other job openings inside or outside of the organization that might be a better match for your qualifications.
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	Slide 18: Interview Preparation Checklist
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	Focus: Checklist and set of questions to help participants organize their interview preparation efforts 

We’ve covered a lot of topics, techniques, strategies, and tips to prepare you for a job interview, and you now have a lot of resources in hand to help you with your efforts.


         Ask participants: “Would you like a couple of final resources to help you remember everything we’ve covered and to help you organize your efforts?”

I thought so!  Here are two handouts:

· An Interview Preparation Checklist that outlines all the steps, from A to Z, that you need to follow to prepare for a job interview, along with a list of all the resources provided in class today
· A list of Questions to Help Prepare You for the Interview, to answer and use as a final check to make sure you’re not forgetting anything
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	Slide 19: Summary and Lessons Learned
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	Focus: Wrap-up

Let’s take a moment to review what we have accomplished today. We:

· Have learned how to prepare for an interview

· Know what to expect at the beginning of an interview

· Have learned about different types of interview questions 

· Know what questions to ask the interviewer

· Know what to do at the end of an interview

· Realize the effect that nonverbal communication can have on the interview
· Know what to do after the interview
Please take a moment to list three things you learned in this module that will make your interview preparation efforts more productive and successful.

END OF MODULE
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Interview Techniques
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Preparing for the Interview: Research (cont.)

Provide examples to prove qualifications

Anticipate answers to questions

  See Common Interview Questions handout

Know your long-term and short-term career goals 

Attend the Career Decision- 

    Making and Planning 

      class for help 
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