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An interview gives you the opportunity to bring your résumé to life. The employer wants to 

understand how you work, what you can contribute, and why the position interests you. You also 

have an opportunity to decide whether the role and organization meet your needs. 

Preparation helps you explain your qualifications clearly and approach the conversation with 

confidence. 

Know Your Application and the Employer 

Review the résumé and cover letter you submitted. Be ready to explain your experience, describe 

your contributions, and answer questions about any claims or figures you included. 

Study the job announcement and research the organization’s work, customers, and priorities. 

Connect what you learn to your experience and prepare questions that go beyond information 

readily available on its website. 

Practice a brief response to “Tell me about yourself.” Focus on your relevant background, what 

you offer, and why this opportunity interests you. 



Prepare Examples That Show How You Work 

Expect questions about handling challenges, working with others, learning something new, or 

making a mistake. 

Prepare several real examples using the STAR method: 

• Situation: Briefly describe the circumstances. 

• Task: Explain what needed to be accomplished. 

• Action: Describe what you personally did. 

• Result: Explain the outcome and, when relevant, what you learned. 

Spend most of your answer on your actions and the result. Examples may come from 

employment, school projects, volunteer work, or other relevant responsibilities. 

Practice aloud without memorizing a script. Harvard’s interviewing guide offers guidance on 

preparing for behavioral questions and discussing difficult topics. 

Plan the Practical Details 

Confirm the time, location or meeting link, interview format, and names of participants when 

available. Choose clean, comfortable clothing appropriate to the workplace. 

For an in-person interview, plan your route and aim to arrive about 10 minutes early. Bring 

copies of your résumé and a notebook. 

For a video interview, test your camera, microphone, connection, and meeting software. Choose 

a quiet space, light your face clearly, and keep the interviewer’s contact information available in 

case the connection fails. CareerOneStop provides additional virtual interview preparation tips. 

Be Friendly, Attentive, and Professional 

Greet people courteously, listen carefully, and allow interviewers to finish their questions. Use 

comfortable posture and natural eye contact without forcing either. A handshake is optional. 

Pause when you need a moment to think. If a question is unclear, ask for clarification. With a 

panel, begin by addressing the person who asked the question, then include the other participants 

naturally. 

You do not need to hide every sign of nervousness. Concentrate on understanding the question 

and giving a useful answer. 

 

https://careerservices.fas.harvard.edu/resources/interviewing/
https://cloudfront.careeronestop.org/JobSearch/Interview/virtual-interviews.aspx


Answer Difficult Questions Honestly 

When asked about a weakness, choose a genuine area you are working to improve. Explain the 

steps you are taking and any progress you have made. 

For example: 

I used to wait too long before asking for clarification when priorities conflicted. I now confirm 

deadlines and tradeoffs early, which has helped me plan more effectively. 

Use your own experience. Avoid disguising praise as a weakness with answers such as “I work 

too hard.” 

If asked why you left a job, give a brief, factual explanation. Avoid personal attacks or a lengthy 

account of grievances. Where appropriate, explain what you learned and what you are seeking 

next. 

Bring Work Samples When They Help 

A relevant report, design, presentation, or project can make your abilities more concrete. Select a 

small number of examples and be ready to explain your role and the outcome. 

Share only material you have permission to disclose. Remove confidential information, and 

make team contributions clear. Ask before distributing documents or sharing your screen. 

Ask Questions That Help You Evaluate the Role 

Prepare questions that show interest and help you understand the work. For example: 

• What would success look like in the first three months? 

• What are the most pressing challenges for this position? 

• How does the team collaborate and receive feedback? 

• What are the next steps in the hiring process? 

Ask about issues that matter to your decision, including expectations, schedules, and 

opportunities to learn. 

Discuss Compensation Professionally 

Pay and benefits are legitimate parts of evaluating a job. A recruiter conversation is often a 

practical time to clarify the budgeted salary range, especially when none is published. 

 



You might ask: 

Could you share the salary range budgeted for this position? 

If asked about your expectations, use research on comparable roles and consider the 

responsibilities, location, and total compensation. Avoid an answer so vague that neither side can 

assess whether expectations align. 

Detailed negotiation often happens after an offer, but there is no need to proceed through 

multiple interviews with a major compensation mismatch unresolved. 

Follow Up With a Brief Thank-You 

At the end, thank the interviewers and confirm the expected timeline. 

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

conversation, reinforce a relevant qualification, and express continued interest if you remain 

interested. CareerOneStop’s follow-up guidance recommends a prompt, focused message. 

A strong interview gives the employer clear evidence of your abilities and gives you useful 

information about the opportunity. Prepare your examples, listen closely, and treat the meeting as 

a professional 

 

https://cloudfront.careeronestop.org/Veterans/JobSearch/Interviews/follow-up-after-interview.aspx

