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The following tips should be used if you want to maximize your chances for selection in a job interview.  Many of them are obvious, and all of them are important.

· Research the company prior to the interview (Internet, library, etc.), so you are knowledgeable.

· Take your Resume, Interview Questions to Ask, Strengths List and a Notepad.

· Groom and dress properly, look your best and feel it.

· Rehearse the answers you know the interviewer will ask.

· Be prepared to complete a job application; take all necessary dates and facts with you.

· Arrive early and relax, be pleasant to staff, and read company literature available while waiting.

· Greet the interviewer positively with a firm handshake (if offered) and a smile.

· Have good posture (sit up straight, both feet on the floor), and limit hand and arm movements.

· Maintain eye contact, especially when responding to questions.

· Do not interrupt, listen carefully, and then respond with a sincere, honest and thorough answer.

· Generally, take no more than thirty seconds to two and a half minutes to answer each question.

· Speak clearly, enunciate properly, pause occasionally, and be thoughtful in your answers.

· Use specific examples and stories when possible to make your point and give credibility.

· Ask your prepared questions at appropriate times, and record the interviewer’s responses.

· Ask for the job.  Show your interest and your ability to do the job.

· Sell yourself throughout the interview with your skills, knowledge, abilities and experience.

· Your Attitude & Enthusiasm should be your best – it’s their First (and only) Impression of you.

· Thank the interviewer for his or her time, and give a firm handshake and a smile.

Send a follow-up letter thanking the interviewer for his or her time, say that you were impressed with the interviewer (and any other people you met) and the company, state that you are very interested in the position, offer any suggestions in response to the interviewer’s stated problems or issues (if appropriate and comfortable with), and close with (ask for the job!) and that you are looking forward to hearing from them.
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