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BE PREPARED!! 
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Interviewing Do’s & Don'ts 

Don’t  
 
• Answer the phone if you are distracted 
• Trash talk a former employer/boss 
• Bring up compensation 
• Talk about personal information 
• Dodge questions 
• Embellish your experience 
• Be afraid to redirect a question by 
      answering a question with a question 
• Forget to turn OFF your cell phone 
 

Do  
 
• Bring a note pad/pen 
• Have extra copies of your resume 
• Research the Company!! 
• Ask for a business card/contact info for 
      everyone you speak with 
• Have a  list of questions TO ask during  
      the interview  
• Ask for the job!  
• Send thank you notes .. to everyone 



Phone Screens- 
 
These interviews generally last only about 15 minutes and are very “high level” 
Your resume has generated enough interest for them to call primarily to gauge 
your interest in moving into the interview process.  
 
Phone Interviews- 
  
Many times a First Round interview will be conducted by phone. These interviews 
are typically scheduled for 30 minutes to an hour and may be conducted by the 
recruiter or the hiring manager.  
 
 
 
 
Tip- 
Whenever possible, stand/walk while you’re on a phone interview, you will project  
more energy in your voice than if you’re sitting. It may sound crazy, but standing 
in front of a mirror while you’re interviewing and smiling will help combat interview 
nervousness… and the smile will project a positive tone in your voice! 
 
 



In Person Interviews- 
 
Generally you won’t be called in for an in-person interview unless they are 
really interested in you based on your resume and how well you did in the  
Phone screen and Phone Interviews. On average, companies will hold upwards 
of 3 interviews with at least one set up as an in person interview. They want to 
“see” you, how well you represent yourself is a good gauge for how they think 
you will represent THEM. This is a critical step in building a rapport with the  
hiring manager. When it comes down to making a selection…job offers are 
based on who they LIKE the best ! (think about it, all other things being equal, 
years of exp, degrees the final choice comes down to likability) 
 
 
Panel Interviews- 
 
These types of interviews cut the hiring time down substantially by allowing you 
to meet with all the hiring decision makers at one time> Most people get more nervous 
at panel interviews, but they are really a great opportunity to make a good impression 
on several people at one time! Remember, you get offers when they LIKE you!    
 
 
 
 
 
 
 
 
 
 
**Make sure to turn your cell phone OFF, not just on silent!** 
 
 



Behavioral based interviews 
Most interviews today are fashioned by behavioral based questions. The thinking is  
that an employer can get a pretty good idea of how you are likely to react to a situation 
based on how you handled a similar situation in the past. The questions are structured 
in three parts (PAR’s); Problem, Action, Result.  
 
A typical behavioral based interview question will be something like this, “Tell me about a  
time when you had a problem with ________. What did you do about it and what was the  
result?”   
 

** NOTE** if you build your resume using PAR’s, having accurate, quick and 
quantifiable answers to interview questions…. will be a breeze! 
 
 
They are looking for answers that articulate how you handle problems, what the impact  
was to the bottom line and what did you take away from the experience.  



Pop Quiz! 
 



What time is on time for an interview? 
 
Who is the most important person/people in your interview? 
 
When can you let your “guard” down in an interview? 
 
What should you wear to an interview? 
 
How do you ask for the job? 
 
When do you bring up compensation? 
 





A little background-EEOC: 
Federally Protected Classes 

Title VII of the Civil Rights 
Act prohibits discrimination 
in hiring against these 4 
protected classes of people 

ADEA  and ADA prohibits 
discrimination in hiring 
against these classes 

0 Race or Color 

0 National Origin 

0 Sex 

0 Religion 

0 Individuals who 
are 40 years of 
age or older 

0 Individual with a 
Disability 
 



Did You Know? 

0 Title VII and ADA cover all private employers, state and 
local governments, and education institutions that employ 
15 or more individuals. These laws also cover private and 
public employment agencies, labor organizations, and joint 
labor management committees controlling apprenticeship 
and training. 

0 The ADEA covers all private employers with 20 or more 
employees, state and local governments (including school 
districts), employment agencies and labor organizations.  

0 State and Federal Laws can and do differ. In the State of 
Ohio ADEA applies to all private employers with 4 or more 
employees 

 



State Of Ohio Protected 
Classes (OCRC) 

0 Race 
0 Color 
0 Sex 
0 Age 
0 Ancestry 
0 National Origin 
0 Disability 
0 Military Status (Veteran Status) 
0 Religion 
0 ** Sexual Orientation** is currently being debated at both 

the State and Federal Court Levels as a protected class 
 
 



Ever wonder what they mean by 
“Qualified” or “Reasonable 

Accommodation”? 
"Qualified” 

 
0 An individual with a disability is "qualified" if he or she satisfies skill, experience, 

education, and other job-related requirements of the position held or desired, and 
who, with or without reasonable accommodation, can perform the essential functions 
of that position. 

 
“Reasonable Accommodation” 
 

0 Reasonable accommodation may include, but is not limited to, making existing 
facilities used by employees readily accessible to and usable by persons with 
disabilities; job restructuring; modification of work schedules; providing additional 
unpaid leave; reassignment to a vacant position; acquiring or modifying equipment 
or devices; adjusting or modifying examinations, training materials, or policies; and 
providing qualified readers or interpreters. 

0  An employer is not required to lower production standards to make an 
accommodation. An employer generally is not obligated to provide personal use 
items such as eyeglasses or hearing aids. A person who only meets the "regarded as" 
definition of disability is not entitled to receive a reasonable accommodation. 
 



Let’s bust it out! 

Be ready for ANYTHING! 
 



Legal or Illegal? 

0 When did you graduate 
from college? 

0 Tell me about yourself, 
do you have children? 

0 How many years of 
experience do you have 
in manufacturing? 

0 What religious holiday’s 
do you observe? 

0 What does your 
husband/wife do? 

 

 

0 Do you have reliable 
transportation? 

0 Can you work on 
Sunday’s? 

0 Can you work in this 
country for any 
employer? 

0 Have you ever been 
arrested?  

0 Do you have a criminal 
record?  

 



Responding to  
the question..  

BEHIND  
the question 



They say…. 

You’re over qualified…. 
 
 
It seems you’ve had several jobs in the past 5 years… 
 
 
I see you have a couple gaps in employment…. 
 
 
We’re really looking for someone more entry level for this role….. 
 
 
 



What they are really saying….. 

Over qualified =          You will take the first job that pays more as soon as it is offered 
 
 
 
Several jobs =              You are a flight risk, wont be there long 
                                         OR you are a management nightmare 
 
 
 
Employment gaps =   You’ve been incarcerated OR you’re unreliable 
  
 
 
Entry level=                  You are going to cost too much money 
 
 
 
 
 
 



How you should respond… 

Overqualified 
 
                              “I realize that I have a stronger background than what you 
                              might have expected. I just wanted you to know that my  
                              passion for _(what the company does)_ and the reputation 
                              of xzy company’s brand is perfectly matched with my long term 
                              career goals. This is where I want to be, and exactly what I  
                              want to be doing. I can’t think of a better way to bring my skills 
                              and career successes to an organization more closely matched 
                              to my personal and professional goals”. (You need to alleviate 
                              any concerns that they may have that if they hire you, you will 
                              leave for more money!) Talk in terms of what motivates you,  
                              beyond $$  



How you should respond… 

       Job Hopping 
 
                                     *  You should know a couple of things. 1st- on average, people 
                                         change jobs every 1.5-2 years 2nd in this economy it’s also  
                                         becoming common to be “down-sized”  
 
That being said- make sure you alleviate concerns that your being downsized was NOT 
due to a performance issue. In most cases, you simply will not know why YOU  
were selected to be downsized. The best response you can provide would be 
something along these lines. “As I’m sure you are aware, many companies have  
been adversely effected by the current economic conditions. XYZ company was not 
immune. As a result, my position was eliminated as part of a major restructuring and  
not due to my performance.  In fact, here’s an example of one of my accomplishments 
just prior to the restructuring….” 



How you should respond… 

Gaps in employment- 
    *Explaining gaps in employment can make even the most 

                                     confident professional uneasy. In reality, you should  
    realistically expect a job search to take at least 30 days for 
    every 10k in salary. You need to shift the focus onto your stability 
                                     and commitment to re-entering the work force! 
 
The best type of response is one that re-assures them of your commitment to their 
company and the role, to find the “right fit” and not just simply a pay check. Use this 
opportunity to show how your accomplishments with your former employer make 
you a good fit for the job you’re interviewing for. Also, you’ll want to convey what 
you’ve done to stay current in your field since you’ve been out of the workforce. If 
You took time off for personal reasons, keep the focus on your readiness to return 
to work and your interest in their company and specifically how you’re a good fit 
for this role. Don’t go into TOO MUCH DETAIL as to “why”, but be re-assuring that 
whatever the reason was, that it has been resolved and it was the best choice then 
for both you and the employer. Knowing your limits is a GOOD thing!  
        



How you should respond…. 

Entry level 
 
                                    * The concern here is really two fold. The primary concern  
                                     is that you will cost too much $$! Secondary to that is the fear that 
                                     once the job market opens back up, you’ll leave for a better paying 
                                     job. 
 
You need to shift the focus onto your interest in their company and specifically this role.  
Talk to them about how your experience will enable you to hit the ground running and  
allow you to make an immediate contribution to the team/bottom line. You can use this  
opportunity to talk about your accomplishments in your previous roles where you went 
the extra mile, how your additional experience made you invaluable to your boss, or how 
you were able to add value to the team by taking on an unofficial mentor role.      
  





Top 5 Questions to ask to  
get you started 



1. What would you like to see done differently in this role than  
how my predecessor did things? What would you like to see more of? 
 
 
 
2. What do YOU like about working here? 

 
 

 
3. How would you describe your management style? 

 
 
 

4. What are the most pressing goal you’d like to see accomplished in this 
role- short term (next 6 months) and long term (next 12-18 months)? 
 
 
 
5. What does success in this role look like to you? (and you might add 
how often is performance measured?) 
 
 



Questions 



            

               Thank You!! 
 
 
 
Laura Pemberton, CPCC 
       513-238-2284 


