Interview Do’s and Don’ts


Do……



Act natural.




Be prompt, neat and courteous.




Carry out promises.




Ask relevant questions.




Allow interviewer to express himself.




Read company literature.




Make yourself understood.




Listen to the other person.



Present informative credentials.




Think of your potential service to the interviewer.


Don’t……




Criticize yourself.




Be late for your interview.




Freeze or become tense.




Present an extreme appearance.




Become impatient.




Become emotional.




Talk too much or too little.




Oversell yourself.




Draw out the interview.




Make elaborate promises.




Come unprepared.




Try to be funny.




Unduly emphasize starting salary.




Linger over fringe benefits.




Chew gum.
Interview Tips
●
Be on time or a few minutes early, even if that means finding the appropriate location a 
day or so in advance.  Call if you will be delayed or cannot make the interview.  If 
someone gives you a ride, ask him or her to wait outside.
●
As you enter the interviewer’s office, extend your hand for a firm handshake.


(A limp or “dead fish” handshake sends a negative message).

●
Be friendly and courteous.
●
Stand tall and proud.  Slouching makes you look as if you would rather be somewhere 
else.  Stand until the interviewer invites you to be seated.  Sit up straight.

●
Look alive and alert.  Pay attention.  This is a sign of respect and interest.

●
Do not chew gum.

●
Avoid nervous habits, such as chewing your nails, drumming your fingers, or tapping 
your feet.  If you tend to be nervous, practice keeping your hands folded and in your lap.

●
Think before you speak – even if that means taking a minute to consider your response.

●
Be sincere and honest in answering questions.

●
Be positive.  Present an air of confidence.  Avoid boasting or exaggerating the facts.

●
Look the interviewer in the eye.

●
Practice – think through your response to a variety of standard interview questions.  
Practice your answers with a friend or family member.

●
Do not complain about a previous employer or his/her practices.  Downplay 
unfavorable information.

●
Express interest.  Don’t be afraid to ask questions.  Think through questions you might 
ask before you arrive for the interview.  Do not start off with questions about salary and 
vacation days.

●
Practice good conversation skills.  Carry on a conversation with the interviewer.  Short 
or yes/no responses make it difficult for the interviewer to learn about you.  Speak loudly 
enough to be heard by the person to whom you are talking.  Nod your head, say “I 
understand,” etc.
●
If during the course of the interview, it becomes apparent that you do not fit the job for 
which you are being interviewed, tell the interviewer you are not interested in the 
position.  Tell the interviewer why you are not interested in case there has been some 
confusion about the position.  This will allow the interviewer a chance to clear up 
misconceptions.  You may want to seek the employer’s advice on other jobs.

●
Properly closing the interview is important.  At the end of your interview, don’t hesitate 
to tell the employer you feel you can do the job described or summarize why you will be 
a good employee at his or her workplace.

●
Thank the employer for the interview before you leave.  A note or letter of thanks is a 
good idea and reminds the interviewer of your interest.

