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THE JOB INTERVIEW
An interview is a planned conversation between an employer and a prospective 

employee to mutually determine if there is a good match.  A  successful job 



the organization. If you are unsure, 
dress conservatively.

    View Dress for Success links at 
www.hpu.edu/careerlinks for tips.

2)  DURING THE 
INTERVIEW

 Discuss ways you can contribute to the 
organization.  Let the interviewer know 
how you can meet a need or solve a 
problem.  Emphasize your strengths.  
Focus on work experience, courses, 
and personal qualities that would be 
beneficial for the job.  Give examples 
from your experience or education to 
support these.
•  Be Friendly:  Smile and give a firm 
handshake. Greet the interviewer by 
name.

•  Show your Enthusiasm:  Enthusiasm, 
energy, and a sense of humor help 
create a good impression.

•  Maintain Eye Contact:  Don’t look at 
your feet or the ceiling.  Maintaining 
good eye contact with the interviewer 
is a key to building trust in a 
relationship.

•  Body Language:  Sit up straight 
and lean slightly forward.  Face the 
interviewer in a relaxed, open manner.  
This gives the impression that you are 
alert and interested.  Don’t fidget or 
wring your hands—it’s distracting.

•  Be a Good Listener:  Listen to 
the interviewer’s questions and 
comments.  Pause to think of an 
appropriate response that specifically 
answers the questions you are asked.  
Don’t go off on tangents.  Be alert to 

nonverbal cues indicating when you 
should start or stop talking.

•  Express Yourself:  Speak clearly.  
Use complete sentences and avoid 
answering just “yes” or “no” to 
questions.  Don’t use slang.  Avoid 
repeating the word “Um” by thinking 
before you speak.  Be confident in 
your responses.  Preparation and 
practice will help!

•  Be Yourself:  Don’t try to change your 
personality.  You want the employer 
to hire you, not someone you’re 
pretending to be.

•  
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