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EFFECTIVE INTERVIEWING 



 

  

In order to be viewed as a reputable candidate it is essential to maintain professionalism in all  
interactions with employers whether you are at a job fair, presenting your information on a job  
application, sending an email to schedule an interview or attending an actual interview. Some recruiters 
WILL dismiss an applicantôs candidacy altogether if they find spelling mistakes, abbreviations or  
inappropriate language in email or conversation. Follow the guidelines below and you will save yourself from 
being cut. 

E-Mail 

¶ Use a professional email address such as joesmith@gmail.com. 

¶ Use a descriptive subject line such as ñMarketing Assistant Applicationò. 

¶ Use proper salutations: Mr., Ms., or Dr.  

¶ DO NOT use slang words, texting or IM language such as ñcuz, btw, or 4ò. Write 
in complete sentences. Spell out every word. Do not abbreviate. 

¶ Be concise and to the point. Do not leave the employer with questions. 

¶ Always thank the employer at the end of an email.   

¶ Use spell-check and reread your message before sending. 

¶ Know to whom youôre sending a ñForwardò or ñReply Allò email.  

Phone 

¶ Provide the employer with the phone number you will most likely be available to 
answer. Do not give your landline if you are rarely home. 

¶ Update your voicemail message to an appropriate and professional  

response such as, ñHello, you have reached ____, Iôm sorry that I have missed 
your call, but if you leave your name and number I will respond as soon as I can. 
Thank you.ò 

¶ Turn your cell phone OFF during an interview or meeting with an 

employer, or leave the cell phone in your car. 

¶ Use discretion when on personal/business calls. Other people CAN hear you! 

In Person 

¶ Always greet the employer with a firm handshake, introduce  

yourself (first and last name) and express interest in meeting him or her. 

¶ Start a conversation about the employerôs work. Try to  

establish a genuine connection so the employer will remember you.  

¶ If the conversation goes well, mention your career objectives and ask the 
employer for a business card to keep in touch.  

 

Social Networks 

Almost everyone has a Facebook or other social media account.  Employers may view these accounts.  
Nothing online is private, so keep the following points in mind: 

¶ Maintain strict privacy settings and monitor these on a regular basis (the rules change constantly). 

¶ Everyone can generally see your profile photo, so be sure it is an appropriate image.  Check other  

photos as well and if you question it, it is best to just delete or untag it. 

¶ Examine all the information you have online, Google yourself and delete/update inappropriate  

information (at the very least during your job search). 

PROFESSIONAL ETIQUETTE 
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STEP I: INTERVIEW PREPARATION  
 
Success in the interview process requires advanced preparation.  Preparation will make you more likely to get 
an offer of a second interview or a job and make you less likely to be nervous.  Here are some strategies to 
help you ace the interview! 
 

Know Yourself 

¶ Know the type of position you are seeking 
¶ Identify your top skill sets and abilities 
¶ Know what you can offer to an organization 
¶ Be able to show how your skill sets and experiences bring value to 
the job you are seeking 

¶ Consider work and lifestyle values that are important to you when 
choosing jobs and where you want to work 

¶ Understand the interviewing process and areas in which you may 
need assistance with 

 

If You Are Unsure 

Consider all of your past experiences (jobs, internships, volunteerism, activities, etc.) and ask yourself: 
 

¶ What do you like to do? 
¶ What are your strengths and weaknesses? 
¶ What motivates you? 
¶ How important is money, location or travel? 
¶ Where will you be happy, energetic and productive? 
 

If you still have struggles with this piece of the puzzle, then contact Career Services and schedule a Career 
Counseling appointment with a staff member to discuss options and paths that might be suitable for your 
background.   
 

Research the Employer 

This is a commonly ignored step in the preparation process and a common way that candidates get crossed 
off an employerôs list.  Almost all interviewers will ask you a form of the question, ñWhat do you know about 
our company?ò or ñWhat attracted you to applying for this opportunity?ò.  A candidate that has good,  
thoughtful responses to these questions will stand out to an interviewer. 
 

Here are some things you should know about a given company: 
 

¶ History of the organization 
¶ Organizational structure, branches, additional locations, size 
¶ Major competitors (if applicable) 
¶ Know what they do and/or what they produce 
¶ The mission and vision of the company 
¶ Any recent news, successes, changes to the company 
¶ Know what is occurring in that companyôs industry in general 
 

Some resources for finding this information: 
 

¶ Company website 
¶ Google the company 
¶ www.glassdoor.com  
¶ www.hoovers.com provides detailed information about public and private companies 
¶ www.newspaperlinks.com allows you to search for online newspapers in the companyôs area  
¶ Visit our Researching Employers page at: http://www.bridgew.edu/CareerServices/Research.cfm  
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There are a variety of types of questions that an interviewer can ask you, but they tend to be either general 
questions to put you at ease (Did you have any trouble finding our office?), confirming information about your 
experience/skills or Behavioral Based Interviewing questions.   
 

Common themes that employers will ask you about: 
 

¶ Leadership experiences (academic, extra-curricular or work  
related) 

¶ Teamwork capabilities 
¶ Time management skills 
¶ Ability to work under pressure 
¶ Work ethic/dedication 
 

Commonly Asked Questions Include: 

1. Tell me about yourself. 

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

5. Why are you interested in our organization? 

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

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

8. Tell me about a project you initiated. 

9. How do you solve conflicts? 

10. What are your expectations of your future employer? 

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

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 demonstrates 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? 

Practice Commonly Asked Interview Questions 
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Commonly Asked Interview Questions Continued 

 
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  
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, organization or school? 

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? 

39. 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? 
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Behavioral based interviewing questions are becoming more common and popular with interviewers.  These 
questions ask you how you responded to a particular situation in the past so that the interviewer can get a 
sense for how you might react in their workplace.  While these questions can seem daunting, a variety of  
examples or responses can be used.   
 

Detecting the Format 

To succeed in a behavioral based interview, you must first recognize you 
are in one. You probably wonôt be able to tell during the introductory stag-
es, since most behavioral based interviewers still lead off with the tradi-
tional  ñgetting-to-know youò chitchat, such as ñtell me about  
yourself.ò  The line of questioning will become more focused and directed 
towards your previous work experiences. Key tip-off phrases to listen for 
include: 
 

 ñGive me an example of a time when...ò 
 ñTell me about a situation in which you...ò 
 

In behavioral based interviews be prepared to provide much more detail to the hiring manager than you 
normally would. You will need to answer precise questions regarding your abilities, decisiveness,  
assertiveness, organizational talents and other skills the employer thinks you need to succeed in this  
particular position. 
 

Preparation is the Key 

The candidates who do the best in these conditions are those who have predicted the questions (or at 
least the topics) and have planned and practiced their answers. By focusing on the following three areas, 
you will be able to provide more detailed responses that are essential in  
behavioral interviews. 
 
1.  Know the Prospective Employer 
Thoroughly research the company and industry youôre targeting.  The better you 
understand the company and the industry, the easier it will be for you to provide 
relevant examples from your previous work experience. Based upon your  
research, think about the strengths the employer is likely seeking. 
 

2.  Know the Potential Job 
Donôt make assumptions about the available position based on the title. Two  
positions with identical titles may require very different skills and distinctly  
different duties. Request a copy of the job description before interviews. It would 
also be helpful to have copies of your prospective supervisorôs and subordinatesô 
job descriptions. These will give you a more complete picture of the department 
you would join. Armed with this information you will have a better sense of the 
strengths necessary to succeed in the position you are seeking. 
 

3.  Know Yourself 
Before each interview, try to determine how you would best help the prospective employer.  Ask yourself 
the following questions: 
 

¶ What can I really do for this employer?  (What are my strengths and skills?) 
¶ What could get in the way of success? (What are my weaknesses?) 
¶ What motivates me to succeed or do my best? 
 

Your resume is a starting place, but keep in mind that the interview will focus on whatôs behind the bullet-
ed points you want to emphasize. If you stress your strong interpersonal, organizational or  
team-playing skills, choose accomplishments to support your contention. This will allow you to answer  
behavioral questions with more detail and confidence. 

Behavioral Based Interviewing Questions 
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Behavioral Based Interviewing Continued 
 
You will also be successful if you follow the STAR Method approach to answering these questions. 
 

State the situation (What was the project/situation?) 

Tasks involved in the situation (What were the tasks/items that had to be completed?) 

Actions taken in the example given (Tell the story of how you completed the tasks.) 

Results of the actions described (What were the final results of the project?) 

 
Some common examples of these questions are: 
 

¶ Give me an example of how you exercised leadership in a  
recent situation. 

¶ Tell me about a recent project you were assigned and how  
you organized yourself. 

¶ Tell me about a time you were held responsible for a  
problem you did not cause and how you reacted to it. 

 

With these questions especially, be careful not to get off subject  
or speak too long.  These and most interview questions should be 
more than a 30 second response, but if you are going well over 2-3 minutes without being asked for more  
details, you may appear long winded.  Always try timing your responses to practice questions to get an idea if 
you are in the right ballpark. 
 

Handling Failure 

Be prepared to provide examples of occasions when results were different than expected. Your skills in  
handling failure as well as successes will be probed. Think back over the past few years and outline a few 
job-related errors. As you document these incidents think about what you have learned and how you have 
changed as a result. Use good judgment when selecting ñerrorsò to mention. 
 

Some Common Mistakes 

The following are three key mistakes that candidates frequently make. 
 

1. Giving Just The Facts:  While you want to be concise and direct, behavioral questions canôt be answered 
well in 15 seconds. It is important to take the time to reply to the questions, then support your answer. 
 

2. Rambling: To avoid making the interviewer feel bombarded, gauge the  
effectiveness of your responses by their content, not on the length of time or 
quantity of words youôre using. 
 

3. Twisting: To avoid revealing negative information about themselves,  
interviewees may twist their responses to make it seem like they are responding 
to a hypothetical, rather than a behavioral question. If you really canôt think of an 
example from your background that will address the interviewerôs question - say 
so, then go into a hypothetical mode.  
 

For example, you might say: ñI canôt think of a time when I faced that type of  
problem, but if I were in such a situation I believe I would...ò This lets the  
interviewer know that you understood the question and are replying to the best of 
your ability. It is important to try to answer the question youôre asked, not the ones 
you prepared for. 
 

Remember that Career Services is here to help you with the interview process.  Schedule a practice interview 
appointment with a counselor to review your interview preparedness.  
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An interview is a two-way street.  The interviewer is learning about you, but this is also your time to learn 
more about the company and job.  Having questions prepared also reinforces your interest in the position and 
having questions for the interviewer is expected.  However, you should limit your questions typically to 2-3 
(but have at least 10 prepared), and these questions should not be easily answered by reading company 
literature, visiting their website or from what was discussed in your interview.  Also note that until you have a 
job offer, you should not ask questions about salary or benefits. 
 

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 is the typical time frame for advancement? 

5. How often are performance reviews done? 

6. How soon will I be given responsibility? 

7. How much travel is normally expected? 

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

9. What are some of the major short and long range goals that the 

company/organization has? 

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

11. What are some of the common denominators among the organizationsô 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 incumbentôs performance to increase their 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 outside influences affect the companyôs/organization's growth? 

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. Who would you consider to be your major competi-

tors? 

 

Other Questions You Have Developed: 

Candidates Need to Ask Questions Too! 
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Researching School Systems 

The research needed when seeking a job in education can be different than what you might need to do when 
applying to other organizations.  School systems can have many similarities and it might be hard to find 
unique information on one school system versus another.  Below are some tips to help in this process: 
 

Review annual reports and school information from district or town 
websites, public libraries, school departments, local newspapers, real 
estate offices and city or town halls. A number of useful  
resources are located on the Career Services web site in the section 
called Researching Employers. There you will find school websites, 
the Department of Education's School District Profiles and a  
database of school districts to name a few. To access these websites 
go to: http://www.bridgew.edu/CareerServices/Research.cfm 
 
Additionally, you can get a lot of great information through networking 
and talking with other people.  See if anyone you know works for the 
school system, and talk to residents of the town.  
 
The following is a list of areas that you may want to research before your interview to give you a better idea of 
the school, the district and the community you are considering: 
 
¶ Structure of the school system 
¶ Geographic area/climate/community 
¶ Academic departments or divisions that interest you 
¶ Demographics: size of the school system and school you may be assigned to, enrollment projections,  
student-teacher ratio, percentage of students who are college bound and drop out rate. 

¶ Diversity of student body and faculty 
¶ Educational philosophy and objectives 
¶ New buildings, projected growth or special programs 
¶ Salary data, personnel policies, tenure and benefits 
¶ Professional development opportunities 
¶ Budgetary concerns 
 

Commonly Asked Interview Questions in Education 

As the research process is different, the types of topics and questions that will occur during an education  
candidate interview will be different as well.  The following questions were gathered from school hiring  
officials and are representative of those that you are likely to encounter as you interview for teaching  
positions. 

 

Motivation/Experience/Training 

¶ Tell us about yourself. 
¶ Why did you enter the field of teaching? 
¶ What experiences have you had related to teaching? 
¶ What qualities do you have that make you an effective teacher? 
¶ What grade levels or subjects do you prefer to teach? 
¶ Have you taught or are you interested in teaching combination classes? 
¶ Do you have experience with special education students? 
¶ Why do you want to teach in our school district? 
¶ Do you have (multicultural, urban, learning problems) teaching experience? 
¶ What do you remember most about your own education? 

INTERVIEW PREPARATION TIPS FOR EDUCATION MAJORS 


