Interviewing Checklist

Before the Interview...

v' Research. Learn as much as you can about the position and organization. Review the company’s
website to understand its products or services, mission, values, and key achievements. If possible,
speak with current or former employees about their experiences. Use what you learn to strengthen
your interview responses.

v Practice. Practice answering common interview questions out loud, preferably with another person
who can give you feedback. This will help you build confidence and feel more prepared.

v Pick Out an Outfit. Professional attire varies by industry, but aim to dress one or two levels above
everyday workplace attire. This could mean business casual (khakis, slacks, polo, dress shirt, blouse)
or a business suit. Career Services can offer guidance and connect you with partners who provide free
interview attire.

v" Prepare a Padfolio. Bring a professional-looking padfolio or folder with a pen and notepad with you to
your interview so you have a place to hold copies of your resume and your notes.

v Plan Ahead. Decide how you will get to the interview and how long it will take so you can arrive early. If
the location is unfamiliar, consider doing a trial run of your route ahead of time. Be aware of any
construction, traffic, or parking issues that could cause delays.

During the Interview...

v Make a Positive First Impression. Arrive 10-15 minutes early for in-person interviews (or log in on-
time for virtual/phone interviews). Greet the interviewer professionally and, if in person, offer a firm
handshake. For virtual or phone interviews, choose a quiet, distraction-free space with a simple, clean
background.

v" Put Your Practice into Action. Provide clear, thoughtful answers that show your fit for the role. Most
responses should be 30 seconds to 3 minutes long. When giving examples, use the STAR method:
Situation, Task, Action, Result. Describe the situation, your task/role, what actions you took, and the
result or outcome of the situation.

v Speak with Confidence. Speak clearly at an even pace and volume. Convey enthusiasm through the
tone of your voice. Use proper grammar and avoid slang or swearing. Limit the use of "fillers" (um, uh,
like) to avoid sounding nervous or unsure.

v Project Professionalism. Sit with an engaged posture, make consistent eye contact, and use positive
facial expressions. Avoid nervous fidgeting or large, distracting hand gestures.

v' Ask Questions. Prepare at least five thoughtful questions. Asking questions shows interest and helps
you assess fit. Be sure to ask about next steps in the process if not already discussed.

After the Interview...

v/ Say “Thank You". Send a formal thank you email or handwritten note within 24 hours of the interview.
In addition to expressing gratitude, this is a great opportunity to restate your interest in the position
and the company.

v" Follow Up. Know the employer’s timeline before leaving the interview. If you haven't heard back within
that timeframe, follow up to politely check your status, restate your interest, and ask when a decision
will be made.
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Common Interview Questions

As mentioned earlier, one of the best things you can do to prepare for an interview is practice responding to
common interview questions out loud, ideally with another person who can give you feedback. While it's
impossible to know what questions you'll be asked at an interview, there are common questions that tend to
come up across a variety of industries and roles. Here are some examples to help you get started:

¢ Tell me about yourself.

e Why are you applying for this position?

e Why do you want to work for this company?

e What do you know about our company?

e Why did you decide to study ?

¢ How has your education prepared you for this career?

e What are your greatest strengths related to this position?

¢ What is one weakness you are working on and what steps are you taking to improve?
e Where do you see yourself in 2 years? 5 years? 10 years?

e If I were to ask a faculty member or boss to describe you, what would they say?

¢ How do you organize your time and prioritize tasks in order to meet deadlines?

e Describe an ideal work environment where you think you would thrive.

¢ How would you describe your communication style?

e Tell me about an achievement you are proud of.

e Tell me about a time when you worked with a group or team.

e Tell me about a time when you stepped up as a leader in a situation.

e Tell me about a time when you failed or made a mistake.

e Tell me about a time when you went above and beyond what was expected of you.
e Tell me about a time you had a conflict with another person.

e Tell me about a time when you faced a challenge or had to solve a problem.

Questions to Ask the Interviewer

It is important to ask questions at the end of an interview. Along with helping determine if a position is right
for you, your questions will show the employer that you are truly interested in the role and company. It is
common to prepare 3-5 questions ahead of time and bring them with you in your padfolio or folder. Here are
some examples to help you get started:

e What qualities are you looking for in an ideal candidate?

¢ What does success look like in this role?

e What are your expectations for this position in the first 30, 60, and 90 days?
e How is performance evaluated in this role?

e How is feedback typically provided?

e What opportunities for growth or advancement are available?

e What are the organization’s goals for the next year, and how does this role contribute?
e What training or onboarding is provided?

e What challenges might someone in this role face?

e What are the most demanding aspects of this position?

e What do you enjoy most about working here?

e What are the next steps in the hiring process?

Schedule a Mock Interview

DMACC Career Services can help you practice your interviewing skills. See Page 1 for contact information.




