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EFFECTIVE INTERVIEWING 
& 

DRESSING FOR SUCCESS 
GETTING READY - KNOW YOURSELF 

 

Interviews won't be effective until you have 
some idea of what you're after. 

 
 

 
 
 

KNOW YOUR DIRECTION 
 

1. Figure out what you want to do - be specific. 
2. Make a list of exactly what you want and what you don't 

want in your job. 
 

 
 
 

IF YOU'RE UNSURE 
 

1. Look at your past for clues i.e. major, clubs, activities, 
summer jobs or internships 

2. Ask yourself some questions: 
 What do you like to do? 
 What are your strengths and weaknesses? 
 What motivates you? 
 How important is money? Location? & Travel? 
 Where will you be happy, energetic, and 

productive? 
3. Get help from a Career Services 

GETTING READY – KNOW THE EMPLOYER 
 

WHY 
 

 Time won't be wasted on issues that could have been 
answered by reading the organization's literature and or 
website 

 Shows the employer that you are serious about the 
opportunity and that you have initiative 

 Makes you stand out from your competitors who did not do 
their research 

 The better you will be able to anticipate questions and fine 
tune your answers 

 Helps to reduce your anxiety by knowing you're prepared 
 

WHAT 
. 

 Structure of the organization 
 Division or departments that interest you 
 Products and services 
 Size of organization (including number of stores, plants, 

divisions, employees, etc.) 
 History (how long has the organization been around) 
 Philosophy and objectives 
 Growth and earnings 
 New products, research, or services planned 
 Personnel policies and benefits 
 Geographic locations of home office and divisions 
 Career paths and training programs 

 

HOW 
 

 Request corporate literature and annual reports 
 Check with reference librarians for resources 
 Talk to others in the organization 
 Visit the organization 
 Attend job fairs 
 Carefully read job descriptions and Help Wanted ads 
 If relocating, research the community; check out cost of 

living comparisons 
 Research the employer utilizing various internet search tools

STRENGTHS EXERCISE 
 

Enthusiastic   Work Well With Others   Serve Society   Enjoys Working With Children   Enjoy Outdoors   Academic Skills  Creative/Inventive    
Nurturing    Deal with people well    Keep Accurate Records    Operate Equipment    Artistic    Manually Dexterous   Outgoing   Showmanship   
Craftsman/Woman    Plan & Organize Events    Industrious  Efficient/Orderly   Physical Strength   Help Others   Teaching Skills   Leadership 
Skills   Persuasive   Proficient & Detail Oriented  Problem Solver  Precision  Learn Easily  Communicate Effectively  Dependable  Decision 
Maker  Writing Sills   Enjoys Working with Senior Citizens    Mathematical Skills    Verbalize Effectively    In control of a situation     Calm  
Scientific  Research Minded   Mechanical  Works Well With Physically & Emotionally Challenged People 



Getting Ready - Know the Interview Routine 
 

Types of Interviews 
 

One-on-one 

Group Interview 

Search Committee 

Human Resources 

Hiring Manager 

Phone Interview 

Lunch Interview 

 

 

Additional Attributes of 
Successful Candidates 

 
Teamwork in extracurricular 

activities 

Maintains good grades 

Well rounded education 

Displays professionalism 

Is prepared to interview 

Enthusiasm for work 

Dependability 

Emotional maturity 

Self-Motivation 

Adaptable 

 

 

Skills / Qualities Desired 
by Employers 

 
 

Ability to work in a team structure 

Ability to make decisions & solve problems 

Ability to plan, organize, prioritize work 

Ability to verbally communicate with persons 
inside and outside the organization 
 

Ability to obtain and process information 

Ability to analyze quantitative data 

Technical Knowledge related to the job 

Proficiency with computer software programs 

Ability to create and/or edit written reports 

Ability to sell or influence others 

 
From Job Outlook 2014, National Association of Colleges and Employers 
 

 



   Verbal & Non-Verbal Communication 
         The First & Last Impression 

 

THE HANDSHAKE 

 
                                                                                  Positive             Negative 

Firm grip but not too strong Weak 
About one arm's length away Sweaty palms 

Hold for about 5 seconds Iron grip 
Greet employer while shaking his/her hand Challenging 

  Pump arm excessively 
  Too close 
  Hold for too long 
  

NON-VERBAL COMMUNICATION 

                                                                       
Positive Negative 

Maintain good eye contact Staring or looking at ground 
Smile when appropriate Nervous giggling 

Good posture Slouching 
 Hand twisting, overuse of hand gestures 

 

VERBAL COMMUNICATION 

                                                   
Positive Negative 

Speak clearly and articulately Mumble 
Not too fast and not too slow Too fast or too slow 

Be professional Too casual 
Proper grammar and pronunciation Incorrect grammar and pronunciation 

 Over emotional 
 

PERSONALITY 

                                                                                            
Positive Negative 

Enthusiastic and motivated Unresponsive 
Genuine and sincere Artificial 

Decisive Non-committal 
Responsible Over-bearing 
Self-reliant Excessively nervous 

 



 

Commonly Asked Interview Questions 

1. What goals have you set for yourself? How are you planning to achieve them?  

2. Who or what has had the greatest influence on the development of your career interests?  

3. What factors did you consider in choosing your major?  

4. Why are you interested in our organization?  

5. Tell me about yourself. 

6. What two or three things are most important to you in a position?  

7. What kind of work do you want to do?  

8. Tell me about a project you initiated.  

9. What are your expectations of your future employer?  

10. What is your GPA? How do you feel about it? Does it reflect your ability?  

11. How do you solve conflicts?  

12. Tell me about how you perceive your strengths. Your weaknesses. How do you evaluate                     

yourself?  

13. What work experience has been the most valuable to you and why?  

14. What was the most useful criticism you ever received, and who was it from?  

15. Give an example of a problem you have solved and the process you used.  

16. Describe the project or situation that best demonstrated your analytical skills.  

17. What has been your greatest challenge?  

18. Describe a situation where you had a conflict with another individual and how you dealt with 

it.  

19. What were the biggest problems you have encountered in college? How have you handled 

them? What did you learn from them?  

20. What are your team-player qualities? Give examples.  

21. Describe your leadership style.  

22. What interests or concerns you about the position or the company?  

23. In a particular leadership role you had, what was the greatest challenge?  

24. What idea have you developed and implemented that was particularly creative or 

innovative?  

25. What characteristics do you think are important for this position?  

 

 



 

 

26. How have your educational and work experiences prepared you for this position?  

27. Take me through a project where you demonstrated leadership skills.  

28. How do you think you have changed personally since you started college?  

29. Tell me about a team project of which you are particularly proud of and your contribution.  

30. How do you motivate people?  

31. Why did you choose the extracurricular activities you did? What did you gain? What did you 

contribute?  

32. What types of situations put you under pressure and how do you deal with the pressure?  

33. Tell me about a difficult decision you have made.  

34. Give an example of a situation in which you failed and how you handled it.  

35. Tell me about a situation when you had to persuade another person to your point of view.  

36. What frustrates you the most?  

37. Knowing what you know now about your college experience, would you make the same 

decisions?  

38. What can you contribute to this company?  

39. How would you react to having your credibility questioned?  

40. What characteristics are most important in a good manager? How have you shown one of 

these characteristics?  

41. What challenges are you looking for in a position?  

42. Are you willing to relocate or travel as part of your career?  

43. What two or three accomplishments have given you the most satisfaction?  

44. Describe a leadership role of yours and tell why you committed your time to it.  

45. How are you conducting your job search and how will you make your decision?  

46. What is the most important lesson you have learned in or out of school?  

47. Describe a situation where you had to work with someone who was difficult. How was the              

person difficult and how did you handle it?  

48. We are looking at a lot of great candidates; why are you the best person for this position?  

49. How would your friends describe you? Your professors?  

50. What else should I know about you?  

 



 

Handling Illegal Questions 
 

Various federal, state, and local laws regulate the questions a prospective employer can 
ask you, the job candidate. An employer’s questions—whether on the job application, in 
the interview, or during the testing process—must be related to the job you’re seeking. 
For the employer, the focus must be: “What do I need to know to decide whether this 
person can perform the functions of this job?” 

If asked an illegal question, you have three options: 

 You can answer the question—you’re free to do so, if you wish. However, if you 
choose to answer an illegal question, remember that you are giving information 
that isn’t related to the job; in fact, you might be giving the “wrong” answer, which 
could harm your chances of getting the job.  

 

 You can refuse to answer the question, which is well within your rights. 
Unfortunately, depending on how you phrase your refusal, you run the risk of 
appearing uncooperative or confrontational—hardly words an employer would 
use to describe the “ideal” candidate.  

 

 You can examine the question for its intent and respond with an answer as it 
might apply to the job. For example, the interviewer asks, “Are you a U.S. 
citizen?” or “What country are you from?” You’ve been asked an illegal question. 
You could respond, however, with “I am authorized to work in the United States.” 
Similarly, let’s say the interviewer asks, “Who is going to take care of your 
children when you have to travel for the job?” You might answer, “I can meet the 
travel and work schedule that this job requires.”  

 

 

On the following page are examples of some illegal questions and their legal 
counterparts. 

 
 
 
 
 
 
 
 



 

 
 

Illegal & Legal Questions 

Inquiry 
Area 

Illegal Questions Legal Questions 

National 
Origin/ 
Citizenship 

Are you a U.S. citizen?                              
Where were you/your parents born?               
What is your "native tongue"? 

Are you authorized to work in the United States? 
What language do you read/speak/write fluently? 
(This question is okay only if this ability is relevant 
to the performance of the job.) 

Age How old are you?                                                  
When did you graduate?                                    
What's your birth date? 

Are you over the age of 18? 

Marital/ 
Family  
Status 

What's your marital status?                           
With whom do you live?                                    
Do you plan to have a family? When?          
How many kids do you have?                        
What are your child-care arrangements?  

Would you be willing to relocate if necessary?  
Would you be able and willing to travel as needed 
for the job? (This question is okay if it is asked of 
all applicants for the job.)                                        
Would you be able and willing to work overtime 
as necessary? (This question is okay assuming it 
is asked of all applicants for the job.) 

Affiliations What clubs or social organizations do you 
belong to?  

List any professional or trade groups or other 
organizations that you belong to that you consider 
relevant to your ability to perform this job. 

Personal How tall are you? How much do you weigh? 
(Questions about height and weight are not 
acceptable unless minimum standards are 
essential for the safe performance of the job.)  

Are you able to lift a 50-pound weight and carry it 
100 yards, as that is part of the job? 

Disabilities Do you have any disabilities?                       
Please complete the following medical history.    
Have you had any recent or past illnesses or 
operations? If yes, list them and give dates 
when these occurred.                                   
What was the date of your last physical exam? 
How's your family's health?                          
When did you lose your eyesight? How?         
Do you need an accommodation to perform the 
job? (This question can be asked only after a 
job offer has been made.) 

Are you able to perform the essential functions of 
this job? (This question is okay if the interviewer 
has thoroughly described the job.)                   
Can you demonstrate how you would perform the 
following job-related functions?  As part of the 
hiring process, after a job offer has been made, 
you will be required to undergo a medical exam. 
(Exam results must be kept strictly confidential, 
except medical/safety personnel may be informed 
if emergency medical treatment is required, and 
supervisors may be informed about necessary job 
accommodations, based on exam results.)  

Arrest 
Record 

Have you ever been arrested? Have you ever been convicted of _____? (The 
crime named should be reasonably related to the 
performance of the job in question.) 

Military If you've been in the military, were you 
honorably discharged? 

In what branch of the Armed Forces did you 
serve?  What type of training or education did you 
receive in the military? 

 

 

  
 
 

 



 

Sample Questions for Candidates to Ask 
1. What is your method of training new employees?  

2. What type of orientation would I receive?  

3. How closely will I be supervised?  

4. What characteristics do you think are important for this position?  

5. How often are performance reviews done?  

6. How soon will I be given responsibility?  

7. How much travel is normally expected?  

8. What are some of the major short and long range goals that the company/organization has?  

9. What outside influences affect the company's/organization's growth?  

10. In what area does the company/organization excel or in what area does it have limitations?  

11. What are some of the common denominators among the organization's successful employees?  

12. Based on what you have seen of me so far, where do you think I could contribute most 

effectively?  

13. Is there anything you perceive as a weakness in my background?  

14. What are some of the characteristics that the company/organization considers to be unique?  

15. What would add or subtract from the incumbent's performance to increase his/her 

effectiveness?  

16. Can you give me some idea of the projects that I may be working on?  

17. Could you describe any opportunities for advancement within the organization/company?  

18. What is the typical time frame for these advancements?  

19. What characteristics do you think are important for this position?  

20. Has the company had to lay off employees in the past couple years?  

21. How has the company/organization changed over the past 5 or 10 years?  

22. What would you consider to be your major competitors?  

Other Questions You Have Developed: 

 



 

Interview Follow-up  

What It Is and Why It's Needed 

The practice of following up a personal interview cannot be stressed too strongly. Follow-up 
basically means that within one to two days of your interview, you prepare and send (normally 
typed) a personal note of thanks to the person (s) who interviewed you. The basic points to be made 
are:  

1. Thanks for the opportunity to interview for the position.  
2. Here are some of the things I feel make me a suitable/qualified candidate.  
3. Look forward to hearing from him/her.  

Writing a follow-up indicates that you are courteous, knowledgeable about the job search process, 
are still interested in the position, and have thought further about the match-up between the 
employer's needs and your background. 

Even though you may not be offered the position for which you interviewed, the impression made on 
the interviewer is usually very positive and can lead to employment with the same firm/organization 
at a later date of with another by referral. It is worth the time and effort involved. 

                                    THANK YOU LETTER STRUCTURE 

Street 
City, State, Zip Code 
 

Date 

Name of person, position 
Company Name 
Street or P.O. Box 
City, State, Zip Code 

Dear _____________: 

First Paragraph. In this paragraph, thank the person for the opportunity to interview and 
explore the position further. 

Second Paragraph. Review some of your personal attributes/background that you feel 
make you qualified for the position. You may also want to indicate further interest in the 
position. If you feel that you are no longer interested in being considered, mention this here 
and formally withdraw yourself as a candidate. 

Third Paragraph. Generally express an interest in hearing from the interviewer (s) 
regarding your candidacy. You may want to indicate that you'll call on a certain date to 
check on things or some other message. 

Closing, 

Signature 

Name (Typed) 



 

 

SAMPLE THANK YOU LETTER 
 

 
 
 
717 Delaware Street 
Brockton, MA  02302 
781-767-2000 
 
Insert Today’s Date 
 
Ms. Judith Smith 
Human Resources 
First Financial Services 
186 Lincoln Street 
Boston, MA  02111 
 
Dear Ms. Smith: 
 
I appreciate the time you took to interview me and to discuss my qualifications on 
(DATE).  You were very helpful in describing the position and what type of work I would 
be doing on a day-to-day basis.  In addition, you gave me excellent insight as to how 
First Financial services operates. 
 
I look forward to the possibility of full-time employment with you.  If you need further 
information, I shall be happy to provide it.  I hope to be hearing from you in the near 
future. 
 
Sincerely, 
 

Your Signature 
 
Your Name 
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DRESSING FOR SUCCESS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

THE 12 X 12 X 12 THEORY 
 

People judge you first from 12 feet away; 

then they judge you from 12 inches away; and 

then they judge you based on the first 12 

words out of your mouth. 

 

IMAGE COUNTS 

 

 
 
Fashion is all about individuality – a way of making a personal statement about who you are.  While you don’t want to abandon 
your sense of style in the work world, there are general dress codes you’ll need to follow. 
 
Rules for appropriate business dress apply to everyone, and only vary to some degree by profession.  Financial institutions, law 
firms, insurance companies, for example, all have conservative dress codes.  Advertising, public relations and jobs in the arts or 
with media organizations tend to have less restrictive dress codes.  And of course, certain professions – medical, various 
technical and scientific specialties, certain skilled trades, some service and retail organizations, maintenance, to name a few – 
may require employees to wear uniforms once you are actually on the job.  It is always a good idea to check out what the 
employees wear in an organization or business in which you are interested in getting a job. 
 
But for an interview, always dress in well-chosen, conservative, good quality, and perfect condition business apparel. 
 
Remember, no matter what your chosen profession – before you open your mouth, your clothes will speak for you and about 
you!  When you walk into a room for a job interview, your neat, clean, well-coordinated outfit instantly tells and interviewer 
that you have the makings of a smart, capable, and responsible employee. 
 
Are Workplace Dress Codes Legal? 
 
In general, dress codes and uniforms are legal.  They should bear some relationship to the job, but employers have some latitude 
in setting dress-code policies.  What is not legal is a dress code or uniform policy that discriminates against one group of 
employees on the basis of their race, color, religion, national origin, age or sex.   
 
Employers are required to accommodate an employee’s particular disability or religious belief; altering a dress code may be a 
reasonable accommodation.  However, if wearing a particular item of clothing is required for safety reasons, an employer may 
require you to wear it even if doing so would discriminate against you on the basis of your religion. 
 



 

Dress for Success 

Appearance Counts! 
Clothing  

 

 

 

 

 

Accessories           Simple and tasteful, jewelry, watches, 
ties, 
                                scarves, hair barrettes, ribbons, etc...   

     
 
 
Grooming 

 

 

 

 
 
 
 
 
 

 Conservative and neat 

Neutrality is important 

Conservative suit, navy blue, black, grey 

White or pale colored shirts/blouse 

Black or dark shoes 

Combine personal style with good taste 

Wear something that makes you feel terrific   
  and is comfortable 

   Hair and make up should be neat and not attract     
     attention  

   Scents, perfume & aftershave should be subdued...    
     don't overdue it  

   Men, clean shaven or beards/mustaches trimmed  

   Hand and nails manicured  

   Watch what you eat before/during an interview  

 



 

 
Your primary goal in dressing for an interview is to feel good about the way you 
look while projecting an image that matches the requirements of the position and 
the company. 
 
According to employer surveys, 4 out of 10 interviewees make negative 
impressions based on their dress and grooming.  Should you be judged by what 
you wear?  Perhaps not, but the reality is, of course, that you are judged. 
 
Below are some general guidelines for Women and Men that will help you to 
prepare your clothing for your interview. 
 

Women: 
 

1. Wear a solid color conservative dress or suit. 

2. Avoid open toe, sling back or stiletto shoes. 

3. Be conservative in your jewelry.  Avoid big earrings and things that 

jingle. 

4. Wear nude or tan hose.  Avoid patterns and bright colors. 

5. Hair should be kept neatly combed, not hanging in the face. 

6. Keep make-up light and natural. 

7. Do not over perfume. 

 

Men: 

1.      Wear a suit (navy, gray, or charcoal) with a white shirt neatly pressed. 

2.      Keep ties conservative. 

3.      Wear dark socks. 

4.      Shoes that are polished.  

5.      Minimal jewelry – watch, wedding ring, and school rings are         

     acceptable. 

6.      Conservative haircut – collar length, above the ears, neatly combed. 

7.      Either clean-shaven or neatly trimmed facial hair. 

 
 
 
 
 
 



 

PROFESSIONAL ETIQUETTE 
 
 
 
Professional etiquette plays an extremely important role during the job search and interviewing process and it should 
be instituted routinely, as it is a way of branding your self-image.  When meeting a potential employer the goal is to 
present yourself in a professional manner so the employer recognizes you as a serious candidate.  Professional etiquette 
should be practiced during all forms of communication such as Email, In Person, Phone Conversations and all Social 
Media correspondence. 
 

 

 
 

EMAIL 
 

 Create a professional email account for example 
(ssmith@gmail.com) 

 Have a professional subject line such as Event 
Assistant Application 

 Use proper salutations and ensure you are 
sending the email to the correct contact 

 Be clear & to the point.  Do not abbreviate 
words or use slang words when communicating 
with employers or potential employers 

 
 

 
 

IN-PERSON 
 

 Make sure you arrive to your meeting on time 
and be prepared 

 Greet the employer with a firm handshake and 
introduce yourself 

 Always attempt to say the name of your 
interviewers while shaking hands 

 Smile & have positive energy.  Leave your 
interviewers with a positive upbeat image of 
yourself 

 
 

 

 
 

PHONE 
 

 Provide employers with a phone number you 
constantly check 

 Update your voicemail message to sound 
professional  

 Always turn your cell phone off during 
interviews  

 
 
 
 
 

 
 

SOCIAL MEDIA 
 
 Remember, nothing online is private so brand 

yourself in a positive professional manner 
 Maintain your privacy settings & monitor them 

routinely 
 Choose a professional photo when uploading 

as many people will view your profile 
 Google yourself to see you have any negative 

information on the internet & then attempt to 
remove it by contacting the website which 
host’s the information 



 
 
 
 
 
 
 

JOBLINK 
   

 

 

Career Services JobLink is a tool for connecting Students & Alumni with Employers for various 
career and job opportunities.  JobLink can help you explore potential career interests and help 

you build your resume while conducting your job search. 

Additional Tools 
 

 Job Search 
 Career Exploration 
 Résumé Builder, Guidelines & Tips 
 Employer Info Session Signup 

 

Visit 
 

 MASSASOIT.EDU/CAREERSERVICES 
 JOBLINK 


