Getting the Interview

The Office of Career Services
Gall D. Riggs

Johnson Hall

7/65966-2656

800 6594562
Ext: 1204



Getting the Interview:

A A good resume will get you
the interview.

A A good interview will get you
the job.



Things to consider before the
INnterview process:

A Know what career goals you want to
achieve.

A Shoot for those goals.

A Know what position you are best suited to
perform.

A Know how to present your qualifications.

A Consider legitimate resources for seeking
employment.




Legitimate Resources:

A www.careerbuilder.com

A www.WayNet.org

A www.learnmoreindiana.org

A www.bls.gov

A Your college Career Services Office



Objectives

Goals: Before the Interview

A Identify research you should do before the
Interview regarding the position for which
you are applying and the organization
where you are applying

A Make necessary preparations before the
iInterview for travel, documents, and
greeting the interviewer

A Identify appropriate attire for the interview



Before the Interview

You have submitted your resume and cover letter for
a J] ob opening, and now
a personal interview (a good resume will get you
the Interview)

The interview Is the most decisive step in your job
search. This is where you GET THE JOB!!!!

Rememberyou are fnsell i ngo
requires preparation.



Before the Interview

Your resume Is your sales brochure

It Is an advertisement of your qualifications
A Education

A Work experience

A Skills and abilities



Before the Interview

Your resume should be:
A Organized and easy to read
A Keep sentences and paragraphs short and concise

A Use bullets before each sentence or qualification
rather than complete sentences

A Use simple terms

A Use guantities and dollar amounts to enhance your
gualifications



Before the Interview

AAvoid excessive use of the
A There must be no misspelled words
A Your resume should be one page, or no more than two
pages in length
A Do not abbreviate words in your resume
A Use Action verbs:
- coordinated
-organized
-designed
-supervised and a number of employees

A Provide proof of skills
I Avol d: n i am an 1 ntelligent ani
I I ncl ude: n i have finished thre



Before the Interview

A Write a rough draft first

A Critique it

A Make is visually attractive

A Use most pertinent dates and numbers

A Emphasize skills, qualifications and
accomplishments, especially those which transfer
from one institution to another

A Do not use negative words, and do not apologize
for lack of experience



Before the Interview
Resume Format
A Chronological:

- begins with your present or most recent
job and lists your work experience in descending
order

A Functional:

-goes beyond outlining education and experience,
It enables you to focus on your transferable skills
(best used when you have little or no work
experience, but lots of class experience) samples
In Job Manual; pg. 29 and 31



Before the Interview

A Learn as much as you can about
the organization before the
Interview by obtaining a copy of
t he companyos | i1t
annual report. Check the Web or
Chamber of Commerce

(Many organizations have web
sites about their organization.
The web site may offer an on
line application to submit)




Before the Interview

A If you are unfamiliar
with the location of
the interview, drive by
the location the day
before and time your
trip to ensure you will
have ample time for
traffic, etc., on the day
of your interview




Before the Interview

A Make sure you know the
name of the person who
will be conducting the
Interview, and learn the
pronunciation of that
per sonos name
call and get this
Information from the

Human Resources

Department or the

Receptionist.




Before the Interview

A You may be interviewed
by a committee of several
people, and you may be

k. asked to give a
{{ presentation as part of
(D [ your interviewing process

-

. < A If you are asked to give a
% presentation, prepare and
practice thoroughly
pefore your interview




Before the Interview

AAt | east half the employer o
minute the interviewer lays eyes on you

A Personal appearance is extremely important during the
personal interview

A Dress in conservative business attire
For men

Wear a conservative tie and be sure your suit is clean and
pressed and your shoes are shined (appropriate traditional
business attire is a suit and tie)

For a woman

A A suit, dress, or business slacks suit is appropriate business
attire

Be Careful of:

A Hemlines: nothing much above the knee
A Necklines: No low necklines

A Always wear stockings



Before the Interview

A For a job in a more
casual environment, a
shirt and tie are
appropriate for men

A Try to learn about the
culture of the company
so that you can dress
appropriately



