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INTERVIEWING SKILLS
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Deadly Interview Mistakes

40% Inappropriate Attire

29% Late for Interview

26% Lack of Preparation

23% Poor Verbal Skills/Grammar
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Career
TYPES OF INTERVIEWS Center

 Telephone Interview < Behavioral
* One-on-One e Case Example
 Panel or Committee ¢ Lunch or Dinner

* Group * Stress
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Career
THE INTERVIEW Center

Before

* Explore, Research, Prepare and Practice

E

e Beearly non-verbal communication
* Firm handshake Relax
* Give examples Do your best

E

* Follow-up
e Evaluate yourself
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JOB INTERVIEWING PROCESS

Step 1: Prepare
Step 2: Research
Step 3: Know yourself

Step 4: Questions

| ouing 2
e
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Step 5: Follow-up
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Career
STEP 1: PREPARE Center

Documents
Résumé, cover letter, references, transcripts
Carry them in a folder or portfolio

Plan Attire
First impressions are powerful
Dress for success

Anticipate Format

Ask questions beforehand such as:
“With whom shall | be meeting & for how long?”
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Career

INTERVIEW ATTIRE Center

Interview Attire Chart: Gents

Hl]lr' Keep your hair out of your face and keep
it natural, no crazy amountof gel.  ——__

Shirt:

Interview Attire Chart: Ladies

s Hair: shorthair can be et neatly parted, longer hair should be
picked up and removed from the face but can be used to
frame the face.

BlOUSE' Blouses should hug your torso but allow
you to breathe.

Make sure that your shirt is wrinkle-free
The color you choose to wear should go
along with what job you are applying for ——

Tie Your tie should match your shirt and /

should not attract too much attention

Sl(ll‘l' Skirts should never fall above the
knee, choose a neutral color

Sl(l(kS' Wear a neutral pair of slacks /

black should be your go-to color

P[l rI|SZ Pants should be loose enough to not
impair your walking and should also
be chosen in a neutral color.

SI‘ms Choose dress shoes that
match your pants —— .
-l ShOGS Shoes should compliment the color of your pants
or skirt. The heel should not exceed 2 inches.
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Career
STEP 2: RESEARCH Center

The Organization
Organization website
Wetfeet.com
Glassdoor.com

The Position
Re-read the job description

Find out the company structure to know where the
position fits
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Career
FROM AN HR STANDPOINT Center

It is important for recent graduates to take in to account the qualities most
sought after by their next interviewer. From an HR standpoint, the most
essential qualities of professionalism are listed below:

* Interpersonal skills (33.6%)

* Appearance (25.3%)
 Communication skills (24.9%)
 Time management (20.8%)

* Confidence (20.7%)

e Ethical (15.2%)

*  Work ethic (14.2%)
 Knowledgeable (9.3%)

http://career.csusb.edu 9095375250 University Hall 329



Career
STEP 3: KNOW YOURSELF Center

Be prepared to discuss your
Strengths and Weaknesses
Goals and Professional Interests
Knowledge, Skills and Abilities

Think of times you have used the following:
Teamwork Project Completion
Problem Solving Time Management
Conflict Resolution Flexibility

Communication
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Career
S.T.A.R. METHOD Center

Situation (describe it general/specific)
Task (what approach did you use?)
Action (what did you do?)

Result (what happened?)

Remember to keep it positive and develop short
examples.
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Career

STEP 4: QUESTIONS Center

Always ask questions
Reveals your level of interest
Shows your level of knowledge

Suggested questions:

W
W
W

W
SO

hat characteristics do you look for in hiring?

hat are the next steps in the hiring process?

nat do you enjoy about working here?

nat are some of the issues that are expected to be

ved by this new person?
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Career
STEP 5: FoLLow-UP Center

Always Say Thank You

Write a brief letter or email thanking them for
their time.

Express your continued interest in the position.

Ok to call a week later.
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CONTACT US

CSUSB Career Center
University Hall Room 329

http://career.csusb.edu

909-537-5250




CONTACT US

CSUSB Career Center
University Hall Room 329
http://career.csusb.edu 9095375250

Christina Rodriguez Damion Donaldson Claudia Estrada

Interim Director Career Counselor Career Counselor
chrodrig@csusb.edu damion.donaldson@csusb.edu  cesfrada@csusb.edu

Diane Kovalsky Jesus Acuna-Perez Sarai Maldonado
Career Counselor Internship Coordinator Career Counselor
kovalsky@csusb.edu acunaper@csusb.edu smaldona@csusb.edu
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Olivia Nanez-Salazar Fallon Pitts Amanda Badillo
Office Manager Administrative Assistant Graphics Specialist
onanez@csusb.edu fpitts@csusb.edu abadillo@csusb.edu
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