Proper Interview Techniques
The Interview: Most interviewers “judge” the interviewee in the first 17 seconds they meet.
The Top 10 Interview Blunders or “UN’s” and How to Avoid Them:

1. Untimely – make sure you are not late. Aim to be in the lobby at least 10 minutes before your scheduled interview.

2. Unprepared – do a little background research about the company beforehand and make sure you know what expectations are associated with the position.

3. Undesirable image – make sure your outfit is pressed, hair and mails are neat, freshly showered, shoes shined, etc.

4. Untrue – don’t inflate your qualifications and make sure all of your references are correct.

5. Unemotional – make sure you show enthusiasm in what you’re talking about.

6. Unkind – don’t talk trash about any employees or competitors. Be friendly to the receptionist.

7. Uninterested – make sure that your cell phones are off and that your body language is proper (sit up, make eye contact, etc.).

8. Underestimating/Overestimating – don’t under or over estimate your abilities and qualifications.

9. Unclear – avoid rambling, stick to just answering the question that was asked.

10. Unfocused – people should be sure that they’re concentrating on where they are, who they are talking to and what they are talking about.
Interview Checklist:

· Clean and trim your fingernails
· No facial piercings
· Hair neat and styled conservatively
· Wear a suit or tailored pant suit
· Conservative jewelry and make-up
· Minimal or no perfume or cologne
· Give a firm handshake
· Conservative tie
· Coordinating outfit (including belt, shoes, tie, socks)
· Proper skirt length (around the knee)
· Avoid costume jewelry
· Maintain eye contact
· Don’t fidget
· Thank the recruiter for their time
· Ask the recruiter for their time
· Ask the recruiter for a business card
· Dress for the interview not the job
· Bring extra copies of your resume
· Bring a professional pen 7 notebook or portfolio
