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Standing out in a job interview means giving the employer clear reasons to remember your 

qualifications. Preparation and professional presentation help, but specific examples make your 

experience meaningful. 

Your goal is to connect what you have accomplished with what the organization needs—and 

leave the interviewers with an accurate understanding of what you could contribute. 

Decide What You Want the Employer to Remember 

Before the interview, identify two or three strengths that closely match the position. These might 

include solving customer problems, coordinating projects, improving processes, or learning 

unfamiliar systems. 

Choose a concrete example for each strength. If organization is one of your selling points, 

prepare a story about how you managed competing deadlines or made information easier to find. 

Let these strengths emerge naturally through your answers. Repeating a slogan about yourself is 

less useful than providing several pieces of supporting evidence. 

Make Your Presentation Support the Conversation 

Choose clean, comfortable clothing appropriate to the workplace, and allow enough time to 

arrive or connect without rushing. These practical steps can help you concentrate. 



Appearance is only one part of an interview. An imperfect outfit, a nervous gesture, or limited 

eye contact does not establish whether someone can do the job. 

Aim for a courteous, attentive manner that feels natural. You do not need to imitate the 

interviewer’s personality or maintain a constant smile. 

Give Clear Answers With Specific Examples 

Start by answering the question directly, then add the example or explanation that supports your 

response. 

For instance, if asked how you handle competing priorities, begin with your approach: 

“I confirm deadlines and consequences first, then agree on priorities with the people involved.” 

Follow with a brief account of when you used that approach and what happened. 

Speak at a comfortable pace, and pause when you need to think. If you lose your train of thought, 

you can say, “Let me put that more clearly,” and begin again. Avoid unexplained jargon. Light 

humor can arise naturally, but do not force jokes or make them at someone else’s expense. 

Use Research to Make Relevant Connections 

Learn about the organization’s work, customers, services, and current priorities. Then consider 

how that information relates to the position and your experience. 

Instead of reciting facts from the website, use your research to ask a useful question: 

“I noticed that you are expanding your training programs. Would this role help coordinate those 

programs or support participants directly?” 

The answer may give you an opportunity to describe relevant experience. It also helps you 

understand what the job actually involves. 

Thoughtful questions show that you have considered the work beyond the job title. 

Handle Challenging Questions Thoughtfully 

Different questions call for different kinds of answers. Listen carefully before choosing your 

example or approach. 

Questions about accomplishments: Explain the problem or goal, your contribution, and the 

result. Use reliable figures when helpful, and distinguish your work from the team’s efforts. 

Questions about past difficulties: Describe a real situation, how you responded, and what you 

learned. The STAR structure—situation, task, action, and result—can help you keep the answer 

focused. 



Hypothetical questions: Explain how you would approach the problem. Clarify missing 

information, identify priorities, and describe the reasoning behind your proposed action. 

Questions about weaknesses: Choose a genuine work-related area for improvement. Explain 

what you are doing about it and any progress you have made. A personal concern about exercise 

or weight does little to answer a question about professional development. 

For example: 

“I used to provide more detail in project updates than colleagues needed. I now lead with the 

decision or issue requiring attention and keep supporting information separate.” 

Use your own experience rather than borrowing an answer that sounds appealing. Harvard’s 

interviewing guide offers further guidance on preparing for challenging questions. 

Close With a Clear Connection to the Role 

Near the end, briefly connect what you learned during the interview to your qualifications. 

For example: 

“From our discussion, it sounds as though coordinating schedules and improving reporting are 

immediate priorities. Both were central to my previous role, and I would welcome the 

opportunity to bring that experience to your team.” 

Keep the statement accurate and concise. Then ask about the next steps and expected timeline. 

Follow Up and Prepare Your References 

Send a brief thank-you email, ideally within 24 hours. Mention a specific part of the discussion 

and reinforce one relevant qualification. Treat the message as a professional courtesy rather than 

a guarantee of favorable consideration. CareerOneStop’s follow-up guidance recommends a 

prompt, focused note. 

If references may be contacted, confirm their permission and current contact details. Share the 

job description and explain which aspects of your work are relevant, while leaving them free to 

give their own honest assessment. 

The strongest impression is one interviewers can explain afterward: what you have done, how 

you approach your work, and why that experience matters to the position. 

 

https://careerservices.fas.harvard.edu/resources/interviewing/
https://cloudfront.careeronestop.org/Veterans/JobSearch/Interviews/follow-up-after-interview.aspx

