Professional & Career Development Services

Preparation, practice, and a touch of
salesmanship will take you a long way
toward landing your dream job.

Interview Preparation: The Key to Success

Going to an interview without preparation is similar to playing in
the game of the year without practice. You can probably make it
through, but will the outcome be a win? The interview process is
designed to identify candidates who are capable of doing the work
or learning it quickly, are willing and eager to do the job, need

little supervision or motivation, and are friendly and easy to get
along with. If you do the work to prepare beforehand, you can

put yourself in the best possible position to succeed.

Step 1

Research the organization. Effective interview preparation begins
by thoroughly researching the company and industry you are
targeting. Go beyond the company’s mission and vision on their
website. Check online resources for articles about the industry
or the specific firm in business publications, newspapers, and
professional journals.

Talk with people who work for the organization and people in
your network, including Drake alumni. This research will help
you prepare for the interview and also help you decide whether
it's the type of organization in which you’'d want to work.

Step 2

Know and understand the position for which you are applying.

The more you know about the position and all it entails, the

better prepared you will be. Obtain a copy of the position
description before the interview. This will allow you to provide
relevant, detailed examples of your work and educational history,
matching your skills with those that are necessary to succeed in the
position.
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Step 3
Know yourself and how you can help the company. Ask yourself:

e What can | do for this company?
(What are my strengths?)

« What could get in the way of success?
(What are my weaknesses?)

The Telephone Interview

A telephone interview can be one of the most uncomfortable pieces
of the job-seeking puzzle. Also known as the screening interview,
telephone interviews are used increasingly by

companies to maximize the recruiter’s time and save on travel
expenses. The purpose is to eliminate candidates who are not
qualified and to reduce the number of face-to-face interviews.

Your goal in a telephone interview is to be invited for an in-person
interview. Some tips for telephone interviews:

1. Be prepared by having your résumé, interview notes,
and company research organized by the phone.

2. Wear professional attire if it will help you be more focused.

3. Practice making short, concise answers to possible questions.
Short, succinct sentences are more easily understood over
the phone. Because you can’t see the interviewer, it's easy to
launch into long, drawn-out answers and not know you have
lost their interest.

4. Smile. You will be amazed at how this changes your
tone of voice.

5. Do not eat, smoke, drink, or do anything that would hinder
your speech. Sit or stand while talking, as you are more likely
to conduct yourself in a business-like manner.

6. Avoid discussion about potential compensation, company
benefits, and problems at your current employer in this initial
screening interview.

7. Take notes. Have a glass of water handy in case your
mouth gets dry.



Market Yourself—You Have a Lot to Offer

A survey of recent college graduates showed that six out of ten
people don't get the job they want because they don’t promote
themselves during the interview process. Following are suggestions
on how to market yourself effectively.

* Lead with professional highlights. Most interviews begin
with the question, “Tell me about yourself.” Talk about your
accomplishments, skills, and abilities—NOT your childhood,
family, hobbies, or personal interests.

e Show some enthusiasm, and participate in the conversation.
Use examples or stories to explain what you mean. Look the
interviewer in the eye. Sit on the edge of your seat. Use your
hands to illustrate what you mean. Smile. Ask questions
about the organization.

e Show what you can do for the company. You know the
skills the interviewer is looking for, so explain how you can
help get the job done.

= Show that you are a team player. Interviewers are leery of
people who always say, “I did this ...” When possible, say,
“We did this ...”

e Put together a closing statement. When the interview is
coming to a close, summarize your strengths. Explain why
you should be hired. State that you want the job.

Know What Employers Want

Through a variety of questions and/or situations presented
during a job interview, interviewers try to determine whether
the qualified candidate has many of the common attributes
that are linked to successful performers.

The following list from a National Association of Colleges and
Employers Survey outlines the top 10 qualities employers seek:

e Teamwork skills

e Decision-making/problem solving skills

» Planning, organization, and prioritization skills
» Verbal communication skills

« Ability to obtain and process information

e Analytical skills

 Technical knowledge

e Computer proficiency

< Ability to create/edit written reports

< Ability to sell or influence others

In your past work, leadership, or internship experience, which of
these skills have you used effectively? Practice communicating



Tell me about your previous job experience.

Be specific in terms of your accomplishments in summer,
part-time, or full-time jobs. Include volunteer or extracurricular
experiences and other activities that relate to the situation that
you are discussing.

Why should we hire you?
Match the benefits from your education, skills, and experience
to the job requirements.

What are your salary requirements?

Answer with the question, “What is the salary range for this
position?” You should have a range in mind based on your
personal budget and salaries of other graduates in similar
positions.

Is there anything more you would like to know?

Use this opportunity to clarify issues, ask questions you have
prepared, and to make any points that may not have been
discussed.

Behavioral or Situational Interviews

The norm in interviewing is the behavioral or situational interview,
because past performance may be the best predictor of future job
success. Successful behavioral/situational interviewing requires
slightly different preparation techniques. You need to be prepared
to answer the guestions with experiences and examples that
demonstrate your assets, skills, and qualifications for the position.
Some examples of questions are:



