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[PROFESSI ORTALQUET|TE

I n order t o be vi ewed as a reputabl e candidat e i
interactions wi t h empl oyers whet her y ou ar e at a
applicati on, sending an emai l to schedule an interyv
WI LL di smi ss an applicantoés candi dacy altogether
i nappropriate | anguage in email or conversation. Fol
being cut.
E-Mai |
T Use a professional emai | address such as joesmitha@
T Use a descriptive subject |ine such as 0 rketing
T Use proper salutations: Mr . Ms . |, or Dr
T DO NO@Fe sl ang words, texting or I M | a 0 uch a
in complete sentences. Spell out wever (,/ Do no
T Be concise and to the point. Do not | /:, emp |
T Al ways thank the employer at the end o ail
T Use scpheelclk and reread your message before sending.
T Know to whom youdre sending a AForwardo or fAReply
Phone
T Provide the employer with the phone n
answer . Do not give your |l andline if
f Update your voicemppl ommigpgatwde stso oaral
response such as, fAHell o, you have re
your <call, but if you | eave your name
Thank you. o0
f Turn your cell phone OFF during an in
empl oyer, or | eave the cell phone in
f Use discretion when on personal/ busingegs
Il n Person
T Al ways greet the employer with a
yourself (first and | ast name) an
f Start a conversation about the emy
establish a genuine connection so
T I'f the conversation goes well, me
empl oyer for a business card to Kk
Soci al Net wor ks
Al most everyone has a Facebook or other soci al me d i
Not hing online is private, 0 keep the following poi
f Maintain strict privacy settings and monitor these
1T Everyone can generally see your profile photo, so
photos as wel | and i f you question it, it is best
T Examine all the information you have online, Googl
information (at the very Il east during your job sea



[STEFl ZNTE[RVIFER/\EPARATJI ON

Success in the interview process requires advanced p
an offer of a second interview or a job and make yol
help you ace the interview!

Know Your self

9 Know the type of position you ar

f ldentify your top skill sets and

f Know what you can offer to an or ‘

T Be able to show how your skil!/l 4 ence
the job you are seeking

f Consider work and |ifestyle val npor
choosing jobs and where you want 7 A

9 Understand the interviewing process and areas in
need assistance with

Il f You Are Unsure

Consider all of your past experiences (jobs, interns

1 What do you |like to do?

f What are your strengths and weaknesses?

f What motivates you?

f How i mportant is money, |l ocation or travel?

19 Where will you be happy, energetic and productive?

I f you stildl have struggles with this piece of the j

Counseling appoint ment with a staff member to discu

background.

Research the Employer

This is a commonly ignored step in the preparation p
of f an employerodés 1|ist. Al most all interviewers wil
our company?06 or A Wha't attracted you to applying f
t hought f ul responses to these questions will stand o

Here are some things you should kn

f History of the organization

1 Organizational structur e, branch

f Major competitors (if applicable

9 Know what they do and/ or what th

f§ The mission and vision of the <co

f Any recent news, successes, chan

9 Know what is occurring in that <c

Some resources for finding this in

f Company website

f Google the company

T www. gl assdoor. com

T www. hoovers.com provides detailed information about
i www. newspaperlinks.com allows you to search for onl
T Visit our Researching Employers page at: http:// wwy



[Practice Commonl y Asked]lnterview Qu

There are a variety of types of questions that an i1
guestions to put you at ease (Did you have any troub
experience/skills or Behavioral Based I nterviewing ¢

Common themes that employers w

T Leadership experi enccuersr i(cauwlaadre
rel ated)

Teamwor k capabilities
Ti me management skills
Ability to work under pressur
Wor k ethic/dedication

ommonly Asked Questions
.Tell me about yourself.

.Who or what has had the greatest influence on the ¢
.What factors did you consider in choosing your majc
.What two or three things are most iIimportant to you
.Why are you interested in our organization?

.What goals have you set for yourself? How are yoc
.What kind of work do you want to do?

.Tel |l me about a project you initiated.

.How do you solve conflicts?

OWhat are your expectations of your future employer?”
l1What is your GPA? How do you feel about iit? Does
2T el | me about how you perceive your strengths. Yol
3What work experience has been the most valwuable to
4What was the most wuseful criticism you ever recei Ve
5Gi ve an example of a problem you have solved and t
6Descri be the project or situation that best demonst

7What has been your greatest challenge?

P R R R R R R R PR O 0N ®N RO A

8Describe a situation where yc'

i ndividual and how you deal't

19. What were the biggest prob yunt e
coll ege? How have you handl e you
from t hem?

20What are pbayeregmal ities?

21Descri be your |l eadership styl

22What interests OfF CONCErnNs yYCo - -o. . AZ@I38Nion
company?

23ln a particular | eadership role you had, what was

24. What idea have you developed and i mplemented t ha



Commonly Asked I nterview Questions Contin

25. What <characteristics do you think are important

26How have your educational and work experiences prefj

27Take me through a project where you demonstrated | e

28How do you think you have cha | ince
started college?

29T el | me about a team project parti
and your contribution.

30How do you motivate peopl e?

31Why did you choose the extrac _ i es y
did you gain? What did you ¢ N

32What types of situations put o e, ar
deal with the pressure? ,

33Tell me about a difficult dec o ‘de.

34Gi ve an example of a sitwuation in which you failed

35. Tell me about a situation when you had to persua

36What frustrates you the most?

37Knowi ng what you know now about your <college experi

38What can you contribute to this company, organizat.i

39How woul d you react to having your credibility ques

40What characteristics are most i mportant in a good
characteristics?

4 1What <challenges are you |l ooking for in a position?

42Are you willing to relocate or travel as part of yc

43What two or three accompli shments have given you tl}

44Descri be a |l eadership role of yours and tell why vVyc

45How are you conducting your job search and how wil!/l

39What i s the most i mportant | rned
out of school ?

47Describe a situation where sor
who was difficult. How was ar
did you handle it

48We are | ooking at a |l ot of hy &
you the best person for thi

49How woul d your friends desc f essc

50What el se should | know abo




[Behavioral Based Int%rviewing Questions

Behavior al based interviewing questions are becoming
guestions ask you how you responded to a particul ar
sense for how you might react in their workplace.

examples or responses can be used.

Detecting the For mat

To succeed in a behavioral based
are in one. You probably wondét be
es, since most behavior al based i
tional -t thigew t iynogu O chitchat, s u
yoursel f .o The |line of questioni
towards your previous -wbfkpbkbxpees
include:

o} e 1]

Give me an example of a time w
Tell me about a sitwuation in which you...0

I n behavioral based interviews be prepared t
normally woul d. You wil/l need to answer pr
assertiveness, organi zational tal ents and o
particular position.

)
ecise (
t h [

Preparation is the Key

The candidates who do the best in these conditions
ast the topics) and have planned and practiced the

u  wi || be able to provide mor e detail ed respons

havior al interviews.
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Know th Prospective Empl oyer

oughly esearch the company and i
rstand he company and the indust
vant exampl es from your previ ous¢

arch, think about the strengths t
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Know the Potential Job
t make assumptions about the ava
tions wi th identical titles may
erent duti es. Request a copy of t4
be hel pful to have copies of you
descriptions. These wil!/l give you
would join. Armed with this infol
ngths necessary to succeed in the
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Know Yourself
ore each interview, try to determine how you woul
foll owing questions:

~ O w
> D -

f

e

What can | really doWhatr ahesmgmptogegPhs and skil
What could get i n t(hh ata yarod myu cweeasksni?esses ?)

What motivates me to succeed or do my best?

c
—

resume i s a starting place, but keep in mind th
points you want t o emphasi ze. | f you stress |
apm aying skill s, choose accompli shments t support
havior al guestions with more detail and confidence

6

o D < =a==-=a
® d® Q0

0]
(0)



Behavior al Based I nterviewing Continued

You wi l |l al so be successful if you follow the STAR M

State the situation (What was the project/situation?
Tasks involved in the situation (What were the tasks/
Actions taken in the example given (Tell the story o
Results of the actions described (What were the fina

']

Some common examples of these

f Give me an example of how you
recent situation.

T Tell me about a recent projec ar
you organized yourself.
17 Tell me about a time you were for
problem you did not cause and , it
With these questions especiall }_.___ (£ t o
or speak too | ong. These and most interview questio
more than a 30 second response3 Immumnutids ywiut haowet glodinr
details, you may appear |l ong winded. Al ways try tim
you are in the right ballpark
Handling Failure
Be prepared to provide examples of occasions when r
handling failure as wel/l as successes wil/l be probec
j orbel ated errors. As you document these incidents th
changed as a result. Use good judgment when selectin
Some Common Mistakes
The following are three key mistakes that candidates
1. Giving JuWhi IThheydwcwant to be concise and direct,
wel | in 15 seconds. I't is important to take the ti me
2. Rambl i Mg: avoid making t he i ntervi ewer feel
effectiveness of your responses by t° ' ' C, n

guantity of words youbre using.

3. Twi stTiongavoi d revealing negative n a
interviewees may twist their respons: t se€
to a hypothetical, rather than a beh tion
example from your background that -wia he i
so, then go into a hypothetical mode.

For exampl e, you might say: il canot tir
probl em, but i f [ wer e i n such a S | el i
interviewer know that you understood 1 an
your ability. It is important to try .. e q
you prepared for.

Remember that Career Services is here to help you wi
appointment with a counselor to review your intervie



[Candidates Need to A]sk Questions Too!

rvi-wavy i $t rae ettwo The interviewer is | earning :
out the company and job. Having questions pr
questions for the interviewer is expect es€. |
%
u
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e at | east 10 prepared), and these question
re, visiting their website or from what was
r, you should not ask questions about salary
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Sample Questions for Candidat

l1.What is your method of traini.i &

2. What type of orientation woul

3. How cl osely wild.l I be supervi

4 What is the typical time fram ?

5.How often are performance rev

6. How soon wil/l I be given resp

7.How much travel i's normally e ‘ N N

8. What characteristics do you t : t for

9. What are some of the major short and | ong range (gozc¢
company/ organization has?

10l.n what area does the company/ organization excel , &

l11What are some of the common denominators among the

l12Based on what you have seen of me so far, where do

13l.s there anything you perceive as a weakness in my

l14wWhat are some of the characteristics that the compaze

15What would add or subtract from the incumbentdés per

16Can you give me some idea of the projects that | meg

17Coul d you describe any opportunities for advancemer

18What outside influences affect the companyb6s/ organi

19What <characteristics do you think are important for

20Has the company had to |l ay off employees in the pas

21How has the company/ organization changed over the ¢

22Who would you consider to be your major competi -

tors?

Ot her Questions You Have D
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Researching School Systems

The research needed when seeking a job in education
applying to other organi zations. School systems ca
unique information on one school system versus anoth
Review annual reports and school information from d
websites, public I|Iibraries, school departments, | oca
estate of fices and city or t own hal |l s. A number
resources are | ocated on the Career Services web sit
cal Redearching. Empdrogeysu will find school websites,
t he Depart ment of Education' s School District Pro

ool districts to name a f ew. To acces

database of sch
/'l www. bridgew. edu/ Career Services/ Researc

go to: httop:

Additionally, you can get a |l ot of great information

and talking with other people. See i f anyone you kn

school system, and talk to residents of the town.

The following is a |ist of areas that you may want t

the school, the district and the community you are ¢

f Structure of the school system

1 Geographic areal/climate/ community

i Academic departments or divisions that interest yol

9 Demographics: size of the school system and school
st udteenacher ratio, percentage of students who are ¢

9 Diversity of student body and faculty

1 Educational phil osophy and objectives

T New buildings, projected growth or speci al progr ams

f Salary dat a, personnel policies, tenure and benefit

19 Professional development opportunities

f Budgetary concerns

Commonly Askedulersttaromisewn Educati on

As the research process is different, the types of

candidate interview wil!/| be different as wel | . Th

of ficials and are representative of those that you
positions.

Moti vation/ Experience/ Training

17 Tell us about yourself

f Why did you enter the field of teaching?

1 What experiences have you had related to teaching?
1 What qualities do you have that make you an effecti
1 What grade | evels or subjects do you prefer to teac
f Have you taught or are you interested in teaching c
9 Do you have experience with special education st ude
f Why do you want to teach in our school district?

9 Do you have (multicultural, urban, |l earning probler
f What do you remember most about your own education?



