
Tips on what to say and do at a job interview! 
Before 

 Research the company; know what they are all about. 

 Prepare a list of questions 
o It’s a good idea to ask about the job responsibilities, hours and location 
o Ask what the company looks for in a good employee 
o Finally, it’s safe to ask what the starting salary is for the position. However, remember that 

you are ONLY in a position to negotiate if you have other experience in that field. 

 Have an extra copy of your resume, a pen or pencil, some scrap paper and a list of references in a 
neat folder, ready to take with you. 

 
During 

 Smile and be positive throughout the interview. 

 When you walk in, be prepared to shake hands (have your right hand free!). 
o firm grip, 2-3 shakes 

 After you shake hands, wait for the interviewer to ask you to sit down. 

 Once you sit, take your resume out and offer it to the employer. 

 If the interviewer gave their name, write it down as they look over your resume. If they did not 
give their name, ask politely, “What did you say your name was?” 

 Be prepared to sit while they look it over – but also be aware that they are still paying attention to 
you (don’t become over-relaxed, don’t shake/bounce, don’t crack knuckles/neck/back, etc.)  

 Answer all questions as completely as possible. Give details. Talk about personal experiences. Yes 
and no are never good interview answers – always explain. DETAILS!!!!! 

 TELL THE TRUTH!!! 

 Don’t be afraid to sell yourself, brag a little, and be confident. 

 At the end of the interview, let the interviewer know that you have references available if needed. 

 Shake hands again at the end of the interview. 
 
What to Say 

 Always turn a negative into a positive. 

 Never bad-mouth anyone. 

 Give lots of details and specific examples. 

 Always ask at least one question about the job or company. (Don’t make money your only 
question!) 

 Never be negative about yourself, past jobs, past employers/employees, schools, etc. 

 If you don’t understand a question, ask for clarification. 

 If you need time to think, repeat the question back to the interviewer to buy time. (Avoid doing 
this repeatedly!) 

 
After 

 Send out a thank-you note the SAME day as your interview. 

 Wait one week – if you have not heard back from the person, then call and let them know you are 
still very interested in the position and were wondering if they had made any hiring decisions. 


