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Last Minute Interview Tips:  

 Do not chew gum during the     

interview.  

 Avoid telling jokes during the   

interview.  

 Avoid smoking and have a breath 

mint before the interview.  

 Refrain from answering cell-

phone calls during the interview; 

(turn your phone off or place it 

on silent). 

 Avoid using poor language, 

slang, and pause words (such as 

“like,” “uh,” “you know,” and 

“um”). 

 Avoid controversial topics.  

 Do not lie. Answer all questions 

truthfully, frankly and succinctly 

and try not to over-answer them.  

 Avoid acting like you would take 

any job or that you’re desperate 

for employment.  

 Refrain from bringing up or dis-

cussing personal issues or family 

problems. 

 Avoid answering questions with 

a simple “yes” or “no;” give ex-

amples whenever possible. 

 

Research:  
 

 Thoroughly research the organization, the industry, and 

the job itself.  

 Gather information on the interviewer (if known in ad-

vance). 

 Logistics – parking, office location, directions, attire, 

type of interview.  

 Important: confirm time and place of interview. 

 

Prepare: 
 

 Practice for the interview without memorizing or over-

rehearsing your answers. 

 Compose answers to interview questions in writing. This 

will help you brainstorm and further develop your past 

experiences. 

 Ask a friend or family member to conduct a mock inter-

view. 

 Visualize going through the entire interview experience. 

 

Before Interview: 
 

 Get a good night’s sleep, brush your teeth, bathe or 

shower, and remember to use deodorant. 

 Plan your interview attire that is appropriate for the job, 

the company, and the industry.    

 Prepare your outfit, including shoes, jewelry, hose, tie, 

accessories. Inspect each element carefully.  

 Ensure that your outfit is clean and neatly pressed. 

Double check for spots or tears. Remember to check 

your shoes – make sure they are clean and polished. 

 Choose a backup outfit in case you come across any last 

minute disasters.  

 Pack emergency-repair items that you might need: 

small sewing kit, extra pair of pantyhose, spot-remover 

wipes, tissues, comb and brush, hairspray or gel, 

makeup for touch-ups, breath mints, an umbrella, and 

extra copies of your resume. 

Turning Your Next Interview into a Successful Job Offer:Turning Your Next Interview into a Successful Job Offer:  

Job Interview Preparation Checklist 



TIPS ON GETTING A JOB  

Here are some tips to help you get off the 

couch and back into the swing of things. 

NETWORK 
 

The people you know can help you get the 

job you want.  More than 1/4 of jobs are 

filled by some one who referred them.  Get 

out and meet people who share a similar 

career path as you. 
 

STOP WAITING | START DOING 
 

A few years ago it made more sense to hold 

out for your dream job since positions were 

filled with external hires. Now, it makes 

more sense to get your foot in the door with 

a great company and work your way up to 

your dream job. 
 

STAND OUT FROM THE CROWD 
 

Don’t be like everyone else, make sure your 

cover letter and resume stand out by listing 

accomplishments and career advancements.  

Don’t take chances here.  Your resume is 

the key to getting an interview.  Contact 

The Resume Butler today for resume        

critique or resume rewriting services.  

www.theresumebutler.com 
 

VOLUNTEER 
 

Gain work experience that can be valuable 

to your career.  You might need to pad your 

resume with volunteering experience if you 

are between jobs and can’t find anything 

paid.  Further, volunteering demonstrates to 

employers that you are a go-getter! 
 

MAKE YOUR OWN WORK 
 

If you are between jobs for a long time, 

consider going into business for yourself.  

Our affiliate Aaron C Butler Consulting spe-

cializes in helping to launch small business-

es and offers free consulting sessions to 

help you get things going.  Contact them 

today www.aaroncbutler.com 

Upon Arrival: 
 

 Plan to arrive about 10-15 minutes early. Being late for a job 

interview is never excusable.  

 Greet the receptionist or assistant with courtesy and respect 

to make a good first impression. 

 If you’re presented with a job application, fill it out neatly, 

completely, and accurately.  

 Bring extra resumes and/or your job portfolio to the inter-

view. 
 

During the Interview: 
 

 Greet the interviewer with a big smile and call him or her by 

their title (Ms., Mr., Dr.) and last name. Confirm the pronun-

ciation of the interviewer’s name (if questionable) with the    

receptionist before going into the interview. 

 Shake hands firmly and avoid a limp or clammy handshake! 

 Be aware of your body language and posture; Remember to 

sit upright and look alert. Avoid fidgeting or slouching. 

 Make good eye contact with the interviewer(s). 

 Show enthusiasm about the position and the company. 

 Speak with a strong, forceful voice to project confidence. 

 Show off the research that you have done on the company 

and industry when responding to questions.  

 Refrain from saying anything negative about former            

colleagues, supervisors, or employers. 

 Stress your achievements and avoid offering any negative  

information about yourself. 

 Ask intelligent questions about the job, company, or indus-

try. Note that by not asking questions it may indicate that 

you have a lack of interest for the position or company. 

 Postpone inquiring about salary, vacations, bonuses, retire-

ment, or other benefits until after you’ve received an offer. 

 Close the interview by telling the interviewer(s) that you 

want the job and ask about the next step in the recruiting 

process. 

 Request business cards from the interviewer(s) for thank 

you notes and recruiting status follow-up.  
 

After the Interview: 
 

 Immediately write down notes after the interview concludes 

so you don’t forget any crucial details. 

 Send a thank you note within 24 hours. 

 Follow-up about the position within 7-10 business days  
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