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Prior to the Interview

Research the company/organization

 Company website

 Business Journals

 Glassdoor

glassdoor.com

 Hoovers Online 

hoovers.com



Prior to the Interview

Review the job description 

 Highlight key words

 Review skills and qualifications

 Write down specific & related

examples from your background 



Practice

Rehearse Most Common Questions:

 Career Resource Manual

 Career Advisor, friend, colleague

 Aggie Job Link’s “Practice Interview” 

Module

CRM list of questions available here: 

icc.ucdavis.edu/students/CRM.htm



Professional Attire 

 Purchase interview clothes

 Match formality to company culture

 No cologne, sleeveless shirts, open toe 

shoes, or tight-fitting outfits

 Hair should be neatly groomed

 Dress shoes – polished if applicable

 Jewelry for piercings (other than women’s 

single earrings) should be avoided; no 

excess jewelry

 Tattoos covered

 ICC Dress for Success webshop and Pinterest



Professional Readiness

 Professional email address & phone 

message

 Portfolio or folder and professional looking 

pen

 Carry copies of your resume, reference 

page, questions you want to ask, notes, etc.

 Confirm location, time, who you’re meeting 

and expected interview length

 Arrive at location 20-30 minutes early 

 Go into interview area 10-15 minutes 

before interview is scheduled to begin 



Types of Interviews

Style of Interview: Formal or Informal

 One-on-one

 Group

 Serial

 Telephone (possible screening)

 Panel

 Over a Meal 



Starting the Interview

Good manners matter

 Firm handshake

 Pleasant to everyone you meet (security, 

receptionist, etc.)

 Turn cell phone off!

First impressions are important

 Studies have shown: 

 Interviewer makes up their mind whether or not they want 

to hire someone in the first 5 minutes of the interview and 

spend the remainder of the time justifying decision



Qualities Interviewers Look For

 Appearance

 Good eye contact

 Confidence

 Speak up, don’t mumble

 Enthusiasm

 Smile

 Ambition 

 Goals: where do you want to be in 5 

years?



During the Interview

Warm up questions

 Tell me about yourself 

 “Elevator Speech”

 Keep to 1-2 minutes, cover educational background, 

work experience, appropriate interests; connect to job 

requirements 

Main part of the interview

 Why did you choose this field?

 What courses in college were a challenge?

 Why should we hire you?

 Why do you want to work for us?

 What are your strengths and weaknesses?



 Tell me about a time when. . .

 Describe a situation in which. . .

Use the S-A-R method to answer behavioral 

questions

 Situation (or problem) – think of a situation in 

which you were involved that had a positive 

outcome or results

 Action - Specify the actions you took to 

complete the tasks and achieve your results

 Result – Discuss the results based on your 

actions

Behavioral Questions 



 Develop several SAR stories that you can explain 

with ease

 Delivery should be natural and conversational, not 

memorized or rehearsed

 Use your list of concrete examples that you 

created based on the job description to create 

SAR stories 

 Ensures that you give examples that relate to the job

 SARs prove that you can do what you say 

 Several qualities/skills will be communicated in 

the telling of the “story”

SAR 



Remember…

 Listen carefully before answering

 Keep answers brief 

 If not certain you’ve answered fully, ask

 If you don’t know the answer to a 

question, ask if they can come back 

to it 

 Let them know that it is a great question 

and you would like to give it more thought



“Do You Have Any Questions?”

Prepare your list of questions to 

ask the interviewer (2-3): 

What is the company culture 

like?

What is the career path for this 

position?

What do you enjoy most about 

working for this company?



Benefits & Salary Negotiation 

 Save benefits questions (vacation, insurance 

coverage, 401K, etc.) for second/third 

interview or at time of job offer

 Save compensation questions until after an 

offer has been made

 Research salary ranges:  

 salary.com

 salaryexpert.com

 payscale.com 

 If offer seems low (based on your research), 

ask if there is any flexibility

 Be ready to provide a counter-offer based on 

market value research; have evidence to back 

up the claim that you are worth more money



After the Interview  

At end of interview:

 Always ask what the next steps are

 Ask for business cards of interviewers

After interview:

 Immediately write down everything you can 

remember, i.e. challenges, priorities, stories

 Send a thank you letter

 Email is okay

 Proof carefully

 Write in a professional tone



After the Interview  

Follow-through:

 Follow up within 7 to 10 days to express 

your continued interest in the position 

and/or ask if a hiring decision has been 

made

 Keep a positive outlook 

 The more interviews you go on, the 

better your interviewing skills will 

become!



THANK YOU!

UC Davis Internship and Career Center

Summer: 

Open 10am-4pm 

Advising available by appointment

South Hall 2
nd

floor

Appointments with Advisors available:

Call (530) 752-2855

Visit icc.ucdavis.edu

PowerPoint: http://icc.ucdavis.edu/hire-me-academy.htm

http://icc.ucdavis.edu/hire-me-academy.htm

