The Shriver Center, UMBC

INTERVIEWING GUIDELINES

An interview is an important step in the placement process. Be prepared and appreciative when you are invited to interview because it means that the employer has identified something about you worth pursuing. It is also your opportunity to learn more about the place of employment.
If you would like to obtain assistance with your interview, please be sure to call The Shriver Center at 410-455-2493 and ask to make an appointment with Shirley Carrington, Interview Specialist.  She will review possible questions that will be posed to you during the interview.

Key Thoughts to Remember

Answering Machines/Voice Mail

Employers may try to call you in your dorm, apartment, or at home. If you have an answering machine and can record your own message, be careful.

Don't be cute; you're introducing yourself to a prospective employer.

Forget about music, jokes, or flippant comments.

You should sound mature and straightforward.

Prior to the Interview

· Make sure you understand the arrangements: What is the interviewer's name? Time of the appointment?  Directions to the location?
· Obtain information about the organization via annual reports, their website, etc.

· Collect your thoughts about yourself: What particular abilities and skills can you offer? Your work experience? College coursework that is relevant? Have some good reasons why you want the internship/co-op (not just because it's paid). What are your goals?

· Rehearse: It's okay to be nervous (the interviewer probably will be also). If you are nervous, practice with a mirror, role play with a friend, or use a videotape.

· Other Preparations: Write down questions you have for the employer. Take another copy of your resume and transcript along.  If appropriate, prepare samples of previous work.

Day of the Interview

· Don't risk being late; arrive 15 minutes early.

· Don't dress in strange, tight, or very casual clothes; dress in a conservative style (women: dress or suit; men: suit and tie).

· Leave most of your jewelry at home, and don't overdo the makeup or perfume.

· Be neat and well groomed.

· Don't chew gum.
· Take another copy of your resume and transcript along.  If appropriate, bring samples of previous work.

During the Interview

· Make sure you treat administrative assistants with respect and dignity.

· Be polite and proper. Establish eye contact and greet the interviewer by last name, smile, and give a firm handshake. Follow the interviewer's cues.

· Never complain about your current or previous employers.

· Be prepared with some questions of your own. Employers want students who are thinking and actively engaged in the process.

· Be yourself. Don't suddenly try to change your personality and character. Maintain a sense of personal integrity. Allow the interviewer to sense your sincerity.

· Maintain eye contact. Good eye contact conveys interest, trust, and respect.

· Listen. Don't get so wrapped up in formulating your own responses that you miss what the interviewer is saying. Be attentive.

· Be positive. Avoid negative language and comments. Don't criticize or ridicule others to make yourself look good. Keep the tone friendly and pleasant.

· Express yourself. Speak clearly and audibly. Leave the slang at home. Be confident. Share your goals, interests, experiences that apply. Comment on work you want to do.

· Ask questions. Try to understand the organization and how you would fit in. Ask about the learning opportunities and ways you could contribute.

· Say thank you. At the end of the interview, express appreciation, say the name of the Interviewer, and again offer a handshake.

After the Interview

· Always write a thank you note, thanking the interviewer for their time and mentioning how you enjoyed meeting them. This gives you opportunity to restate a highlight from your conversation. Provide more material, if requested. 

· Be ready to wait. You'll be anxious to receive an offer but be prepared to wait 2 or 3 weeks. There may be other candidates to interview and responsibilities to perform that will delay the hiring decision.

Questions to Expect From the Employer

1. What are your career goals and how do you plan to achieve them?

2. Why did you choose the career for which you are preparing?

3. Why do you want this internship/co-op?  What do you know about this company/organization?
4. How would you describe yourself?
5. What do you consider to be your strengths? weaknesses?

6. What motivates you to put forth your greatest effort?

7. How has your college experience prepared you thus far?

8. What does success mean to you?

9. In what ways do you think you can contribute to this organization?

10. What achievements have given you the most satisfaction?

11. Do you work well under pressure?

12. How do you spend your leisure time?

13. How did you like your previous job(s)? How did you benefit from it?

14. What are the characteristics of an ideal job for you?

15. Why should I hire you?

Questions You Might Want to Ask the Employer

1) What qualities are you looking for in the intern/co-op candidate who fills this position?

2) What skills are particularly important for someone in this internship/co-op?

3) Please describe some of the duties of the internship/co-op?

4) Will I have the opportunity to work on special projects?

5) Do you employ other interns/co-op students? If so, how are they utilized?

6) What kind of training or orientation do you provide?
7) What is the next course of action? When should I expect to hear from you or should I contact you?

Questions You Should Ask Yourself

1. How well does this position relate to my career goals and academic background? Can I benefit from it?

2. Are my abilities suited to this organization?

3. Considering expenses, time commitment and responsibilities, is it practical?

4. Were the people there supportive and enthusiastic toward me and interns/co-ops in general?

5. Does the work atmosphere appeal to me?

