
Proper Interview 
Techniques 



Preparing for the Interview 

• There is no substitution for preparation before 
approaching the employer. 
 

• Never forget the decision to hire is made in the 
first 5 – 10 minutes of the interview, with the 
remaining time spent justifying that decision. 
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Before the Interview 

• Research the company, know their products 
and services, and research their competitors. 
 

• Obtain the interviewer’s name and title. 
 

• Confirm the time, date, and location of the 
interview. 
 

• Identify your skills that relate to the job; 
review your resume and be able to elaborate 
on you experience. 



Before the Interview…continued 

• Review frequently asked questions and 
practice your responses. 
 

• Schedule a mock interview. 
 

• Plan what to wear.  
 

• Prepare questions to ask the interviewer. 
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Before the Interview…continued 

      
• Know Yourself – What are 

your strengths? What are 
your weaknesses? 

 

• Formulate responses by 
asking the question: “Why 
should they hire me?” 
 

• Have a response ready for 
“Tell me about yourself”. 
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Plan What To Wear 

• Again…never forget the decision to 

hire is made in the first 5 – 10 

minutes of the interview. 

Appearance does matter. 

• Personal cleanliness and neatness is    

important. 

• See the Dress For Success 

PowerPoint for appropriate dress 

tips. 
 



How to 

Approach and 

Formally Greet 

an Employer 
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Greeting the Employer 

• Be yourself exhibiting poise, confidence, and 
self-respect. 

• Maintain a high energy level, stand or sit with 
back straight. 

• Make good eye contact, smile, and shake 
hands firmly. 
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Mastering the Handshake 



THE PULL-IN 



THE TWO-HANDED SHAKE 



THE TOPPER 



THE FINGER SQUEEZE 



THE BONE CRUSHER 



THE PALM PINCH 



THE LIMP FISH 



THE PROPER HANDSHAKE 

 Firm, but not bone-crushing 

 Lasts about 3 seconds 
 May be "pumped" once or 

twice from the elbow 
 

 Is released after the shake, 
even if the introduction 
continues 

 Includes good eye contact  
with the other person 

 

 Hold your drink in your left 
hand to avoid a cold, wet 
handshake 



Introducing Oneself To The Employer 

• Speak clearly and 
sincerely 

 

 
 
 

• State your name and 
express your gratitude 
for him/her agreeing 
to meet with you. 
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Announcing the Purpose of the Visit 

• Verbalize the position for 
which you are applying for 
and express your excitement 
of the possibilities their 
company has to offer. 

 

 
 
 

• You must present a positive 
attitude. You must NOT 
seem disinterested or 
appear to be job shopping. 
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Things to 

Remember During 

the Interview 
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Keeping Time 

• Never take anyone with you to 

an interview. 
 

 
 

• Interviewers are not impressed 

when someone else 

accompanies you. 

• Try to arrive early for your 

interview, but not too early. 
 
 

 

• You should allow for 20 to 

30 minutes extra incase of 

any unexpected disasters. 
 
 

 

• Do not enter the building 

until 10 to 15 minutes 

before your appointment. 
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Go Alone 



During the Interview………. 

• Arrive early. 

• Bring extra copies of your resume. 

• Relax. Be yourself. Be positive. 

• Follow the lead of the interviewer.  

• Be aware of your posture and body language; 

watch your grammar. 

• Never speak poorly about a former employer 

or colleague.  



Look Them in the Eyes 

• Eye contact is very 

important during an 

interview. 
 

 
 
 

• By looking away lack 

of confidence or 

interest is often given 

off. 



Be Quiet and Focus 

• Listen to the question asked and then 

answer; keeping the answer between 2 and 

3 minutes long. 

• Ask for clarification if needed. 

• Be concise in your answers, but provide 

enough detailed, concrete examples to 

back up your claims.  

• Do not ramble about unrelated topics 



Managing Time in 

Your Interview 

  Make sure to answer 

questions with short 

and simple answers 

instead of rambling 

on; when one 

rambles more time is 

wasted on 

unimportant topics. 



Don’t Forget to Listen 

• Listen through eye 
contact. 

 

 
 
 

• Listen with 
nonverbal 
expressions. 

 

 
 
 

• Listen until the 
speaker is finished 



Knowing What You Offer 

• You should always 
be prepared to 
answer open ended 
questions such as; 
“Tell me about 
yourself.” 

 
 
 

• You should be 
aware of the traits 
and qualifications 
you have that fit the 
job. 



Prove What You Could Do 

• Always give a positive 

answer. 
 

 
 
 

• If you cannot do a 

specific task the 

company needs you 

to do, you should 

emphasize how 

quickly you learn. 



Your 

References 

• You should have three to 

five people for your 

references; include all 

contact information. 
 

• Ask the people you are using 

for references for permission 

to use them as a reference. 
 

• Send the people you are using 

as references a copy of your 

resume. 

• Tell the interviewer what you 
can do for them and what you 
can bring to the company, 
department, and position. 
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Sell 

Yourself 



Ask the Power Questions 

• Ask questions 
early in the 
interview to find 
out what the 
interviewer is 
looking for in an 
employee. 

 
 
 

• Such as, “What are 
you most hoping for 
to find in the person 
you hire?” 



Attitude Adjustment 

• Finding a job can be a 
long process, however 
long it may be; try to 
stay positive. 

 
 
 

• Employers can sense 
negativity and your 
attitude can often 
make or break you. 



Think of an  In terview as a First Date 

• Often people are 
defensive during a 
first interview. 

 
 
 

• Don ’t consider it a one 
sided situation; think 
of it more as a first 
date where you are 
both trying to figure 
out if it ’s a match. 



Follow Up an Interview 

• Immediately following the interview, send a 
short note of appreciation to thank the 
employer or interviewer for their time. 

 
 

 

• Reiterate your interest in the position and 
the company as well as your ability to do the 
job. 

 
 
 

• Be sure to mail your correspondence the 
following day. This is a good way to keep 
your name current in the interviewer’s mind. 



Be Ready for 

the Screen Call 

• After your 

interview expect a 

call back. 
 
 
 

• Prepare your family 

members that you may 

receive a call from the 

employer. 
 
 
 

• When you answer the 

phone be very polite. 



Waiting by the Phone 

• Interviewers may 
not have a chance to 
call you back on the 
day they promised. 

 
 
 

• If a week goes by 
without a phone 
call, make a call and 
ask if the position is 
still open. 




