
A guide to help you prepare for an interview 



 Decide what personal attributes (i.e. responsible, independent, positive, sense of humor) 
you want to accentuate and think about how you can interlace them into your responses 

 Skills and Experience: Read the job description, and use that as a roadmap for your 
preparation.  Look for matches in your school experience that demonstrate that you have 
the skills required to do the job.  Build an interview question around each, developing 
possible answers that fit and highlight your strengths 

 address how you have demonstrated presentation skills 

 computer skills, MS Office, Excel, etc. 

 Project Management: School projects such as a Science Fairs  

 Education focus: Especially Science, Technology, Engineering, and Math 

 Responsibilities: Care for a sibling, grandmother or pet 

 Community Service: Baby setting, boy or girl scouts, part time employment, yard work, 
household chores, volunteer community service 

 Awards you have won in sports or academics 

 

   

 Practice   



 Performance standards  

 Communication 

 Interpersonal skills 

 Coping ability 

 Motivation and initiative  

 Organization skills 

 Decision making 

 Adaptability and flexibility 

 Cooperation 

 Diversity 

 Team Building 

 



 Frame Your Answers Using SAR Statements 
  (Situation – Action – Results) 

 
   Tell me about an example of a time when . . .   
    What was the situation 
    What were the actions you took 
    What was the result or outcome 
 Prepare for this question: 
 Could you please describe your relevant experience/education as it relates to this position?    
 

 Panoramic View - touch briefly on the most relevant and significant aspects of your 
background (save the smaller details for another time) 

 Stick to your educational and professional accomplishments 

 No need to use Situation-Action-Result here 

 Wrap it up nicely “And with that experience, now I’m looking to do X  (the job you’re 
interviewing for) 

 If you’re going for a IT support position, talk about how you worked in the 
computer lab at school, you designed the website for a student organization, you 
completed IT job specific training  or taught others (even parents) on how to use 
the computer. 



 Listen Carefully 

 Take Your Time 

 You will be scored on the quality of your answer, not whether it took 5 or 10 seconds 
before you began speaking 

 Give Your Answer, then STOP 

 You can take away from a good answer by rambling 

 Bring Your Best Self 

 Look at (engage) everyone, when you are answering questions 
 Don’t be afraid to smile, laugh, and show your personality 
 Use your body language to your advantage (i.e. Show that you are engaged, an  
  active listener and anxious to get the job) 

 

 

 



Why do it? 

 
 Help identify areas of strengths/weaknesses 

 Relieve anxiety 

 Failure to prepare, prepare to fail 

 Feedback for improvements 

 



 Dress appropriately wearing the proper attire for a business 
environment 

 Don’t go over board on the perfume/cologne 

 Arrive early 

 Turn of electronic cell devices 

 Focus on interviewing etiquette  

 Firm handshake 

 Eye contact 

 Relay confidence, smile 

 Thank the interviewers for their time and consideration   

 Consider following up with a thank you email/note 


