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REVIEW JOB DESCRIPTIONS
Look for keywords and responsibilities, draft experiences 
you had that relates to the job

RESEARCH THE COMPANY
Find information on the department, leadership, practices, 
etc.

PRACTICE, PRACTICE, PRACTICE
Participate in a mock-interview, rehearse answers to 
common interview questions

PRINT COPIES OF YOUR MATERIALS
Have a mimum of three copies of your resume, cover letter 
and references available in case the interviewer(s) need it

PREPARE YOUR INTERVIEW ATTIRE
Press shirt/blouse, polish shoes inspect clothing for wears/
tears

PLAN YOUR ROUTE
Locate where you will interview, determine traffic and 
parking, plan your departure time

GIVE YOURSELF PLENTY OF TIME
Set an alarm clock or reminders to make sure you have 
plenty of time to get there

ARRIVE EARLY
Arrive at the interview location 10-15 minutes early;  
do not be late

BE PROFESSIONAL AND POLITE
To receptionists, attendants, and random people in the 
office; you never know who ultimately has input on your 
candidacy

STAY RELAXED
Take deep breaths, stretch, and clear your mind

MAINTAIN GOOD POSTURE
Sit up in your chair, and keep both feet on the floor

KEEP EYE-CONTACT
Avoid looking down or staring off, look at each interviewer 
as your answer the question

KEEP THE CONVERSATION BALANCED
Monitor the length of your answers, be concise, exact, and 
relevant

AVOID FIDGETING
Keep hands folded on your lap, sometimes having a notepad 
and pen will help occupy your hands

AVOID “FILLER” WORDS
“Like,” “Um,” “So,” and “Yeah” are filler words; slow your 
speech to limit them

PREPARE TO COUNTER CRITICISM
Interviewers may bring up lack of experience or other 
limitations, be prepared to address these concerns

ASK QUESTIONS
Remember, you are interviewing them just as much as they 
are interviewing you

LISTEN ATTENTIVELY
Focus on the question and construct your answer

SEND A “THANK YOU”
An email or hand-written note sent to the interviewer(s) 
shortly after the interview helps as a reminder

FOLLOW-UP AS INDICATED
Call or send an email to the hiring manager to keep 
informed on your status as a candidate; avoid  
harassing them

KEEP THE CONVERSATION BALANCED
An interview is not a guaranteed offer, so keep up your job 
search even after the interview until you have a written offer

STAY POSITIVE
The right position for you is out there!

INTERVIEW
CAREER SERVICES OFFICE

(603) 535-2336       career.services@plymouth.edu

Schedule an appointment with Career 
Services for more in-depth information

REMEMBER: YOU ARE THE SUBJECT MATTER EXPERT ON YOU



“TELL ME A LITTLE ABOUT YOURSELF”

“LET’S GET STARTED...”

“WHAT ARE QUESTIONS YOU HAVE FOR US?”

Compose a brief narrative on who you are relative to the position. Try to touch upon the knowledge, skills, 
abilities, and other attributes that would be of interest to the hiring manager.

Example: “I am a recent graduate of Plymouth State University where I received my Bachelors in 
Communication with a minor in Business Administration. In school I played basketball which improved 
my ability to work in a team, and during my final year I served as captain which gave me insight into being 
a leader. Previously, I was an intern at Sunny Valley Resort where I managed their social media accounts 
including Facebook and Twitter.”

If you struggle with developing a solid conclusion, consider adding a question at the end of your answer to 
move the conversation along,

Example: “I understand that this position will require me to manage all social media accounts. In addition to 
Facebook and Twitter, what additional platforms will this position manage?”

Many questions will focus on your fit for the position. It is important to come prepared to talk about your 
experiences and weave into your experiences the knowledge, skills, and abilities you developed and/or 
showcased as a result.

Tip: To prepare, frame each element of the job description as a question, for example, “Tell us about a time 
you had to demonstrate….” or “Tell us your experience with…”, and compose an answer beforehand that 
touches on your knowledge, skills, and abilities from past experiences. Be prepared for additional follow-up 
and/or clarifying questions.

Additional questions may focus on more personal attributes such as “What are your strengths/
weaknesses?,” or “How do you personally manage stress?,” Remember to contextualize these into 
experience, and also demonstrate continued growth.

Come prepared with questions that you developed based on your research into the organization or that 
help clarify your interest in the organization or position. Sample questions include:

• Can you tell me about who previously held the position / about the team I will be working with? 
Will help reveal advancement tracks, culture, and possible future issues.

• What constitutes success in the position at this organization? 
Develops a sense of opportunity and growth at the organization or learn desired workplace behaviors.

• Do you have any hesitations about my qualifications? 
This helps to remove any lingering doubt and provides you an opportunity to address their concerns.

• What is the next step in the process? 
This may provide you information on what you can anticipate going forward and can plan accordingly. 

Focus on questions that give you insight into the culture fit. Avoid direct questions on salary, benefits, and/
or vacation time unless the conversation leads that way.

BE HONEST AND FACTUAL (NEVER LIE OR MISLEAD).
TRY TO KEEP THE CONVERSATION POSITIVE.


