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10 Steps To The Successful Interview 

1. Research the company 

2. Know your skills 

3. Know your accomplishments 

4. Practice answering questions 

5. Make a good impression/Be professional 

6. Ask good questions 

7. End the interview on a positive note 

8. Evaluate the interview 

9. Send thank you letter 

10. Follow up 
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Why Research the Company? 

 Prepares you for interviewer questions 

 Provides you with insight about current company 
challenges 

 Helps you stress how your skills will help company 
overcome its challenges 

 Prepares you to ask questions about the company 

 Allows you to discuss its products, services, 
competitors, reputation, etc. 

 Shows you are prepared and interested in company 
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Research Resources 

1. Internet  (Google, Linkedin.com, Zoominfo.com) 

2. Book of Lists (Business Courier) 

3. Databases (i.e.: Hoover’s, D.&B.) 

4. Reference library  

5. Annual reports (publicly held companies) 

6. Request printed materials from company (company 
profiles, sales brochures, product descriptions) 

7. Salary.com (competitive salary information) 
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Company Fact Sheet 

Company Name: 
Address: ______________________________________________________________  
Contact: ______________________________________________________________ 
Type of business (products/services): _______________________________________ 
Number of employees: __________________________________________________ 
Main location: _________________________________________________________ 
Other locations: ________________________________________________________ 
Public or privately held: __________________________________________________ 
Competitors: ___________________________________________________________ 
Annual sales: ___________________________________________________________ 
Growth pattern over last 5 years: ___________________________________________ 
Current stock price: ______________________________________________________ 
Stock activity over last  2-3 years: ___________________________________________ 
Profitability last year, last quarter: __________________________________________ 
Company’s reputation: ___________________________________________________ 
Long and short-term goals: ________________________________________________ 
New products in development: ____________________________________________ 
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Why Know Your Skills and Accomplishments? 

Helps focus your job search on positions that 
match your skills  

Helps answer the question: Why should I hire 
you? 

Helps you clearly communicate how your skills 
and accomplishments will benefit employer 

Helps you exhibit confidence and a positive 
attitude 
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Skills and Accomplishment Statements 

 Identify your skills  

 Prioritize skills 

 

 Prepare accomplishment statements (ST.A.R.s)/Stories 
 Situation (The situation your organization faced) 

 Actions (What you did to provide positive change) 

 Results (Impact on the organization) 

 Turn them into stories (people remember & relate to stories) 
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Accomplishment Statements/Stories 

 Situation: ________________________________________ 
 Action: __________________________________________  
 Results: _________________________________________  
 
 Situation: ________________________________________  
 Action: __________________________________________  
 Results: _________________________________________ 

 
 Situation:________________________________________  
 Action: __________________________________________  
 Results: _________________________________________ 
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Practice Answering Questions 

 Review skills, accomplishments, resume 
 Practice answering questions by: writing them down, 

speaking into a recorder, in front of a mirror, or with 
a partner 

 Be ready to address reason for leaving your 
past/current position in a positive manner. 

 Rather than talking about what you disliked about 
your last company, talk about why you are pursuing 
this opportunity:  opportunity to make a 
contribution, growth or advancement potential, 
quality of company. 
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Practice Answering Questions 

If the interviewing starts out asking, “So, tell 
me about yourself”, come back with “Before I 
tell you about myself, would you mind telling 
me what you are looking specifically in the 
person you want to hire?”  This information 
will help you tailor your answer to their needs. 
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Practice Answering Questions 

Be prepared to answer questions about 
weaknesses.   

 Choose something that is not vital to your success in 
the open position.  Avoid personality/character 
flaws.   

 Present a game plan you have devised to improve 
weaknesses.   

 Confirm that you do not feel this weakness would 
limit your success in the open position.  
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Practice Answering Questions 

Do not discuss salary or benefits until you know you 
are the final candidate or they have made you an 
offer.   If you are asked questions about salary: 
 Do not give specific dollar amounts or a salary range. 

 Let the hiring manager know that the most important 
thing to you is the right company and the right 
position, and you feel good about this opportunity. 

 Let the hiring manager know that if they make a 
reasonable offer, you would be happy to come work 
there.  

 Do provide your current salary and bonus potential 
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Traditional vs. Behavioral  
Interview Questions 

 Traditional Interview Questions 

 Straight forward questions about yourself  or how you 
would behave or what you might do in a future situation. 
 

 Behavioral Interview Questions 

 Focus on how you previously handled real work situations 
to determine if you have the skills necessary for the job. 
Questions that uncover how you behaved or handled a 
previous situation. 
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Behavioral Interview Question Examples 

 Give me an example of a goal you reached and tell me how 
you achieved it. 

 Tell me about a time you handled a difficult situation with a 
co-worker. 

 Give me an example of time you went above and beyond the 
call of duty. 

 Tell me about how you worked effectively under pressure. 

 Describe a situation where you coached a difficult employee. 
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Make a Good Impression/Be  Professional 

 You only get one chance to make a first impression.  An interviewer 
forms an impression of you within the first 10 seconds.  
 

 How we communicate: 
 7% - the words you say 
 38% - your attitude and tone of voice 
  55% - your body language 

 
 Dress at least one step above what you would wear on the job. 

 
 Be well groomed.  Be neat and clean, pressed and polished. 

 
 Arrive 15 minutes early.  Check in 5 to 10 minutes before your 

scheduled appointment.  
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Make a Good Impression/Be Professional 

 Be courteous with each individual you come in contact with. 

 

 Be positive and enthusiastic (never negative): 

 

 Employers are looking for people with a strong sense of integrity, great 
attitude, strong work ethic,  warmth, kindness, who are likable, will fit in 
well with other employees and the culture of the organization. 

 

 When choosing between two equally qualified candidates, the one with 
the most positive attitude is often chosen. 

 

 Employers always look for a candidate who is excited about the 
opportunity. 
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Make a Good Impression/Be Professional 

 Smile and relax, firm handshake, introduce yourself using your full 
name, sit down only when you are invited to do so, ask where 
he/she would like you to sit, sit straight on the edge of your chair. 

 Present yourself in a confident manner.  Participate as an equal 
rather than a subordinate. 

 Maintain good eye contact. 
 Speak clearly and speak-up! 
 Listen carefully to the interviewer. 
 Be concise-do not speak for more than two minutes at a time.  Do 

not ramble.  Focus, focus, focus. 
 Do not let your guard down no matter how comfortable you are. 
 Avoid slang, jargon, cursing (i.e.: cool, awesome, sweet) 
 Do not appear desperate 
 Do not get emotional.   
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Why Ask Good Questions? 

Asking questions shows interest in the 
company and the job.  

This is your opportunity to obtain information 
about the job and the organization, determine 
if this company is a good fit for you.  Is it what 
you are looking for in your next job. 
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Ask Good Questions 

Three-Tiered Approach: 
 
 Tier 1-Ask questions about the Company 

 Competitors and customers 
 Strategies for growth 

 Tier 2-Ask questions about the Department/Division 
 Organization chart 
 People/positions you would interact with most 
 Reporting relationships-above and below this position 
 Interacting with other divisions, subsidiaries or corporate departments. 
 Interactions with outside groups, including vendors, customers and government units. 

 Tier 3-Questions about the position 
 Specific duties and responsibilities for the position 
 Areas which may have been neglected that will require special attention 
 Projects to be addressed initially and over the next sixe months. 
 Existing or potential problems 
 Special training needs 
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Questions You May Consider Asking 

1. Ask the interviewer how  he or she got to his or her level in the company. 

2. What in your opinion does it take to be successful in with your company?    With 
this answer, you will know exactly what they are looking for.  You can use this 
opportunity to sell yourself by relating to your skills  and accomplishments. 

3. When do you hope to make a decision? 

4. What objectives would you like to see accomplished in this job? 

5. What is most pressing?  What would you like to have done in the next three months? 

6. What advancement opportunities are available for the person who is successful in this 
position? 

7. In what ways has this organization been most successful in terms of  products and services 
over the years? 

8. What accounts for the success of the company? 

9. Is there anything about my qualifications, or anything I have accidently said or done today 
that is inconsistent with the perfect candidate for this position? (end of interview) 

10. Never ask questions about salary, vacations, or paid holidays until offered the job.                                
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Ending the Interview on a Positive Note 

 Thank interviewer for his/her time. 
 Express sincere enthusiasm and interest in the position and the 

company.   
 Ask if there is anything else you can add to clarify your 

qualifications for the position. 
 Ask if there anything about your qualifications, or anything that I 

have accidently said or done today that is inconsistent with the 
perfect candidate for this position.  

 Address any concerns that they may have. 
 Ask the interviewer for a business card. 
 Never leave an interview without finalizing next steps, i.e.: Is it o.k. 

to check back in a week? 
 Shake interviewer’s hand before leaving. 
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Evaluate the Interview 

What answers did you give? 

What questions did you ask? 

What did you learn about the company, its 
needs and expectations? 

What did you do well in the interview? 

What do you need to improve for your next 
interview? 
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Send Thank You Letter/Other Follow Up   

Hand deliver or send thank you letter by email 
or mail (or do both) within 24 hours.   

Express your appreciation and interest in the 
job.   

Mention anything else  that you may have 
forgotten to say during the interview. 
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Final Notes 

 These suggestions are not intended to replace your 
interviewing style.  You should try to blend these 
suggestions in with your own interviewing style to 
develop a customized, confident, and winning 
interviewing  personality. 

 Take care of yourself:  sleep, nutrition, exercise. 

 Consider this an opportunity to better yourself.   

 

Best wishes with your career search! 
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Connect with Lisa on LinkedIn 
www.linkedin.com/in/lisaslutsky 
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