Interviewing Tips

Interviews: How can you prepare?

Make sure you
know lots about
the firm

Ensure you’ve been
reading the papers for
1-2 months
Preparation

Think about questions
to ask your interviewer

Think about questions
you will be asked
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Preparation
–
–
–
–
–
–
–
–

It shows if you’ve not prepared
It shows if you have prepared
What is the problem you are solving for?
Who are you interviewing with, have you looked at their LI profile? Are you connected to
them via LI?
Who else do you know that works there?
What does Glassdoor and other sites say about the firm?
Is there anyone else you can ask for advice?
Practice your video interview!
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The Interview
– Show motivation / interest for the area your interviewer works in – be inquisitive: two-way
conversation
– Be open minded – don’t tell an interviewer from Accounting that you want to work in
Finance before discussing the role
– Be focused enough to demonstrate drive and commitment for the business area (while
taking into account the previous point)
– Ensure you can identify key differences between the firm and major competitors – you can
also ask that question of the interviewer
– Ensure you understand the main skills required for the role you have applied for and reflect
these in your interview
– They are looking for aptitude, interest, inquisitiveness, and transferable skills
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Questions you can expect
– Why this firm? Why this role?
– Why you? Why do you think you would be good at this? What can you do for us? What
distinguishes you
– Can you tell me about a time when you had to give a difficult message to an employee? How
did you deal with this?
– Tell me about a time when you had to work to a tight deadline, how did you ensure you met
the deadline?
– Tell me about a time that you failed to deliver
– Tell me about …. Behavioral interview (problem solving, adaptability, resilience, creativity,
communications, decision making, leadership, etc.)
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Questions you should ask
– What happened to the last person in this role? Or, why create this new role?
– What kind of people succeed here?
– What’s the problem I am solving for?
– What kind of feedback can I expect in the first 90 days?
– Don’t ask the same questions to each interviewer
– What’s the next step and timing?
– Ask for the job!
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Video Interview BFF (1)
– Check your connection
–

Have you used this program before? Do you need to create an account?
– If you must create an account or screen name, make sure it is work-appropriate

– Have a backup plan
–

Offer your phone number or alternate contact information, just in case the video call isn’t working

– Ask if it is ok to join the call early
–

Sometimes interviewers will use the same virtual conference room for back to back meetings and you don’t want to show up too early for yours

– Allow extra time for technical errors—they could happen on either end of the call!
–

Be patient if issues arise—we are all in this together

– Treat meetings/interviews as you would if they were in person
–
–

Make sure you prepare as you would if this were occurring face to face
Do your research on the company and your interviewers

– If you’re unsure what to wear, ask about attire. When in doubt, dress as you would for an in-person interview
–
–

See what your outfit looks like on camera before the interview
Make sure your bottom half matches the top—you never know when you may have to stand!

– Connect using a device with a camera to capture video and a microphone to capture audio
–
–

Newer laptops have these items built in, but it never hurts to check—especially if you haven’t used them before!
Most new mobile phones and tablets have these items built in as well. If you opt to use a phone or tablet, make sure to secure the device in a stable
position so you can speak into the camera, hands-free

– Make sure you have a proper background
–
–

Clean, organized and with minimal distractions. The simpler, the better
Avoid having a light source or window behind you
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Video Interview BFF (2)
– Check your lighting/camera angles
–
–
–
–
–

Try to have a light source in front of your face. Positioning a desk lamp just out of frame can work wonders!
Adjust the camera to be at eye level or a little above—too much chin is not flattering
How is your posture in the chair you’ve chosen? If you’re interviewing from home, there is a danger of appearing too comfortable/casual in anything
but a straight-back chair
Direct your gaze to the camera as much as possible—eye contact is important in any interview
Don’t forget to smile!

– Have a quiet place for the call. Ideally, somewhere you can control noise and interruptions
–
–
–
–
–

Turn off notifications on any apps—especially mail apps—you may have open during the interview—or close them entirely!
Make sure your phone is on silent
Let members of the household know when you are on a call/interview and should not be disturbed
Using a headset with a built-in microphone may help to project your voice better than the microphone in your computer or webcam
Noise cancelling apps can help to eliminate background noise

– The Mute option is your new best friend
–
–

When you’re not speaking, it is not a bad idea to mute your microphone. This eliminates sirens, excited pets, or other background noises
Don’t forget to take yourself off mute when you speak

– “How are you?” Is a chance to make an impression
–

Pleasantries can be a chance to show personality and make yourself memorable. Use these opportunities to talk about things that are exciting to you

– Have some tissue, water and a cough drop nearby, just in case
– Have a test call with a friend or family member
–

Experiment with video conferencing before that all-important first interview!
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Interview Do’s
– Do be on time. Don’t wait until interview day to figure out how to use the interview platform. Make
sure you’re familiar with the technology beforehand so you are not delayed in joining the call. If delay
is unavoidable, let someone know immediately. Don’t forget to apologize when you arrive
– Do dress the part. Look like you belong there. If you are unsure about what to wear, ask about the
dress code. It will show how much importance you place on the meeting
– Do your homework. Make sure you have read enough about the company and person interviewing
you (who is interviewing you, what is their position and history with the company?). Read the
newspaper or other relevant journals to be sure you know what’s happening. Research the company
on the day of your interview to look for relevant news. Preparation will set you apart from the
competition. Make sure you know something about the interviewer (ask for a bio when scheduling
your interview), the company, their business and competitors
– Do be prepared to give a verbal account of your background. Don’t hurry, have a 1-minute
introduction (or less!) that allows you to describe your background and experience, and in particular
its relevance to this interview. This is your chance to shine and to highlight your accomplishments.
Conclude with what you can bring to this role or company
– Do take notes. Take notes so you can remember what needs to be clarified or what needs to be
answered. Let the other person know you are taking notes. It is especially important to clarify this in
virtual interviews—you don’t want to look distracted
– Do ask interesting and relevant questions: Have 3 questions about the business, the interviewer and
the role at hand. Not generic questions, but strong and well thought-out questions
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Interview Do’s
– Do investigate/probe. Don't be afraid to ask lots of questions. Challenge, carefully, anything that the
interviewer says which you don’t agree with or don’t understand. Do it tactfully
– Do listen. This is one of the most important things you can do. Ask for clarification if you don’t
understand something. If you don't listen, you won't be able to ask intelligent questions nor will the
interviewer think you are interested. Not listening wastes your time and theirs. You have two ears and
one mouth; use them proportionately
– Do admit that you don’t know the answer. Tell the interviewer that you need time to think about
your answer. Don’t be afraid to turn this to your advantage. If you cannot think of an answer tell the
interviewer that you will get back to them. This is a good technique to use if you truly can’t think of an
answer because it gives you an opportunity to get back in touch with the interviewer
– Do be conscious of your body language. Gestures and movements are amplified on camera. Do be
aware of how you nod your head, voice agreement and be aware of your non-verbal signals. All these
minimize your impact and can be seen as less than authoritative. Nodding may also give the
impression that you agree with everything said
– Do be clear on what you want by the end of the interview. You may just want to leave, or you may
want another interview. Ask what happens next and try to define next steps – i.e., what happens from
here?
– Do send a thank you note/email. Do it within a day of your meeting. An email is fine; a hand-written
note stands out from the crowd
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Interview Do Not’s
– Don't ask 'pat' questions as if from a standard list. Be creative in terms of what you want to
know about this company or opportunity. The more thoughtful the questions, the better the
impression
– Don’t ask closed-ended/self-fulfilling questions. Closed-ended questions are those to
which the answers can only be "Yes," "No," or "Maybe". Examples: "Do you like your job?"
“Can I make good money?"
– Don't fill the vacuum. If the interviewer doesn't answer straight away, don't leap in with
another question. Give them time to think. Allow yourself pauses, too. Don't be panicked into
thinking that every second needs to be filled with words. Pauses make you look more rather
than less in control
– Don't interrupt unnecessarily. If you've asked a question, listen to the answer. Don't cut
across it in order to get to next question.
– Don't answer your phone. Turn it off, not to vibrate but off to silent. Minimize your chance
for distracting background noises as well. Find a quiet place and tell the other members of
your household you have an important interview and are not to be interrupted. Utilize the
“mute” function when you’re not speaking to prevent ambient noises from distracting your
interviewer
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Interview Do Not’s
– Don’t jump to conclusions. Try not to make up your mind one way or the other before the
interview is over
– Don’t end the interview if you think there’s something important which hasn’t been
brought up. Summarize what you’ve learned and get clarification where necessary
– Don’t make excuses if you’re in-between jobs. Get to the point, explain your situation and do
it succinctly
– Don’t bad mouth your present employer or anyone else for that matter. That’s just poor
behavior and it will hurt your chances for progressing in the process
– Don’t ask about compensation in a first interview. Wait for the interviewer to bring it up.
Remember, they can only ask your compensation expectations (in most
states/circumstances)
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The Follow Up
– Following up can make the difference, within 24 hours!
– Jot down notes so you can remember who it is you met and what you heard/learned
– Within 24 hours, send an email
– Thank people for their time
– Do what you said you will in terms of following up
– Demonstrate your interest by repeating something that was said, learned, done
– If you can, include an article about a topic that would be of interest to the recipient
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The Offer – Acceptance / Decline
If you accept
– Do not GHOST
– Timing – does the offer expire in a week….what’s the timing?
– Compensation / Benefits / Perks (i.e., travel) – comparison
– Accept quickly – in writing and get the firm’s confirmation of your acceptance – show enthusiasm
– If you are also waiting on another offer, let them know
– Provide references who will give a varied view of your strengths and value
– Background checks……a warning if you have a felony, acknowledge it
If you decline
– Do not GHOST
– Be gracious, thank them for the offer, let them know you appreciate the vote of confidence, but you are
unable to accept the role, you graciously decline the invitation to work at their company
– You should let them know why you are declining the offer (fit, competing offer with better pay, benefits
don’t work for you, cultural fit isn’t right, advancement, commute)
– By this time you should have figured all those things out…..don’t go to offer if these are legitimate
issues for you
– Try not to let it get that far, that you must decline an offer – decline before the offer, if you can
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