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From the moment you walk into view, shake hands, and greet an employer for a job interview, they have already 
made a quick evaluation of you and within the next few minutes they will have made a tentative hiring decision 
on you.  Employers use a variety of interview methods including: 

1. General Interview: One half-hour to one hour in duration it provides for an exchange of enough general 
information to enable both employer and candidate to determine if further contact is warranted. 

2. Screening interview: A short term interview designed basically to eliminate unqualified candidates
3. Second or Selection Interview: One hour to an entire day in duration; both employer and candidate 

engage in a more in-depth discussion of qualifications, responsibilities and other aspects of the  
position and the organization. This could include interview sessions with individuals and groups. You 
might also be interviewed over lunch and/or dinner. 

Chilling Out In The Hot Seat: 
Interviewing To Get Job Offers

Interviews
by Rick Roberts
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your suit is fine. Avoid sleeveless blouses when 
possible.  

• Hair should be neat and pulled away  from face.
• Nails should be neat and trimmed. If you choose 

to wear polish, avoid the bright colors and styles 
and be sure they are free of chips.

• Minimal makeup with no bright colors. 
Remember that less is best. 

• Do not wear dangling earrings/bracelets or large, 
clunky jewelry. Plain studs or small earrings are 
best; a single necklace is fine, as is a watch and a 
ring or two.

•Portfolio, purse and briefcase – You may want to 
invest in a portfolio or briefcase that can neatly 
hold all of your necessary items (i.e. pens, paper, 
resumes, reference sheet, etc.) and any necessity 
items from your purse. The less you have to carry 
the better.

Attire and Grooming For Men

BE KNOWLEDGEABLE
About the Organization: Interviewers are continually 
amazed at the large number of candidates who come 
into job interviews without any apparent prepara-
tion and a very vague understanding of the organiza-
tion or field. The interviewer is trying to determine 
if you can become part of their organization and do 
a specific job.   Do your homework and find out as 
much as you can about their organization. Most orga-
nizations maintain a website with information about 
their organization. 

DRESS FOR SUCCESS!
First impressions are lasting impressions and you 

don’t get a second chance to make a first impression. 
Appearance should reflect maturity and self-confi-
dence. Be neat, clean, and dress in good taste.  No 
extremes! Leave large bags outside the interview 
room.  Some points to remember:

Attire and grooming for women: A professional 
wardrobe should always include a suit, either with a 
skirt or pants. The suit is the best bet in an interview. 
However, you should dress according to the job or 
field in which you are working. For example, if you 
are interviewing for a 1st grade teaching position, 
a suit may seem rather cold and staunch. Not the 
warm and caring feeling the teaching environment 
brings. In this case a tailored dress, slacks and shirt, 
pants suit, or skirt, blouse and jacket would be ap-
propriate.  Here are some tips:

• Choose colors that compliment you and are not 
especially bright. Navy and gray are always good 
bets. 

• Wear pantyhose and clean,    
conservative shoes.

•Basic, comfortable pumps, polished, with medium 
or low heels are appropriate.

• Skirts and dresses no shorter than an inch above 
the knee.

• Blouses should not have plunging necklines or 
excessive frills; white and ivory are always 
safe colors, but any neutral tone that matches 

“Be energetic, full of life. In brief, be a person  
     of interest. Never be just another applicant”
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In a corporate setting, it is recommended that men 
wear dark or gray suits (solid or subtle pinstripes). In 
organizations that are less formal (possibly nonprofit, 
education), one might consider a blazer, shirt and tie 
rather than a full suit. 

• Dress shirts should be solid, preferably white. Be 
sure the shirt and suit are pressed/ironed. Avoid 
short-sleeved shirts.

• A variety of ties may be worn, keeping in mind 
that muted colors in solid, stripes, or small 
pattern are preferred. 

• Make sure your shoes are clean and polished. 
• Portfolio and/or briefcase – You may want to 

invest in a portfolio or briefcase that can neatly 
hold all of your necessary items (i.e. pens, paper, 
resumes, reference sheet, etc.). This will give you 
an organized professional look. 

•Minimize or avoid the use of cologne; many 
interviews take place in small offices. 

• If you have long hair, strongly consider putting it 
in a ponytail to keep it out of your face, giving a 
more professional appearance. 

• If you do not have a full beard or mustache, 
shave! Beards and mustaches should be  well 
groomed.

BE ON TIME!

Arrive at least 15 minutes early for the interview 
in order to acclimate yourself. 

What To Bring: A Small Portfolio For:  
• Extra copies of your resume.
• A listing of the names, titles, organiza-

tions, addresses and phone numbers of 
your references.

• A “cheat sheet” which contains information to 
assist you in filling out an application neatly 
and   completely. (Employers often use the ap-
plication as a screening device.)

• Paper and pen/pencil.
• A portfolio containing samples of your work  

(if appropriate). 
• Note:  You may never be asked for any of 

these items, but when the occasion does 
arise, you will show that you are prepared 
and professional.

HELPFUL TIPS
 1. Be energetic, full of life.  In brief, be 

a person of interest.  Never be just 
another applicant.  

2.  Begin and end with a good firm handshake 
(women too!). 

3. Be pleasant, friendly, courteous,   
and tactful.

4. Be relaxed, cool and calm.
5. Always maintain good eye contact.  Follow 

the interviewer’s eyes (If more than 
one interviewer, include each person by 
moving from one to another).

6. Listen carefully and answer the questions 
asked.  Don’t go off on tangents.

7. Keep your answers concise and to the 
point, unless you’re asked to elaborate.

8. Use facial expressions and gestures to help 
communicate your thoughts and convey 
your personality. 

 9. Be truthful but positive.
 10. Don’t be defensive, hostile, apologetic, 

desperate, or critical.
11. Let your sense of humor show through.
12. Create a positive feeling toward yourself.
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13. Restate your interest in the position at the 
close of an interview.

14. Make a clear connection between you and 
the position.

15. When answering questions, use specific 
examples whenever possible.

16. Don’t be afraid to ask for clarification.
17. Use the tone of your voice to draw attention 

to key points and to show enthusiasm toward 
the job and organization and to keep the 
interest of the interviewer.  

ANSWERING INTERVIEW QUESTIONS
Close to 70% of an interview will be devoted to 

you talking about you.  No matter how personable 
you are or how well you communicate, you can not 
anticipate some of the intricate, probing questions 
which may be asked. Experienced interviewers can 
spot an unprepared interviewee very quickly.  It is 
critical to prepare and practice for your interviews.  

COMMONLY ASKED INTERVIEW QUESTIONS
Self-Awareness

• Tell me about yourself
• How do you think a friend or a professor who 

knows you well would describe you?
• What motivates you to put forth your  greatest 

effort?
• What led you to choose the career for which you 

are preparing?

Weaknesses/Negatives
• What do you consider to be your  greatest 

weakness?
• Did you ever have problems with  your 

supervisor?

Skills/Abilities/Qualifications
• What do you consider to be your  greatest 

strengths?
• What qualifications do you have that makes you 

think you will be successful?
• In what ways do you think you can make a  

contribution to our organization?
• Why should I hire you?
• Why should we hire you over another candidate?

Knowledge of the Organization
• Why do you want to work for us?
• What do you know about our organization?

Values Clarification
• What are the most important rewards you expect 

in your career?
• In what kind of a work environment are you most 

comfortable?
• How would you describe the ideal job for you?
• What criteria are you using to evaluate the 

company for which you hope to work?
• Do you have a geographical preference?
• Will you relocate?
• Are you willing to travel?
• Are you willing to spend six months as a trainee?
• Describe your idea of an ideal job?
• Do you prefer working with others or by yourself?
 

Experience
• Tell me about your experience?
• What jobs have you held?
• What have you learned from some jobs you  

have held?
• What jobs have you enjoyed most? Least?  Why?
• What have you done that shows initiative and 

willingness to work?
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Goals/Objectives
• What are your short range and long range goals 

and objectives?
• What do you see yourself doing in five years?

Education
• How has your education prepared you for a 

career?
• Why did you select your college or university?
• If you could, would you plan your academic study 

differently?
• Do you think your grades are a good indication of 

your academic achievement?
• Do you have plans for continued study?
• Why did you pick your program or concentration?
• What courses did you like best and  why?  least?

Salary
• What do you expect to earn in five years?
• What are your salary expectations?
• What did you earn in your last job?

Interests
• What do you do with your free time?
• What are your hobbies?
• What types of books do you read?

General
• What do you think it takes to be successful in a 

company like ours?
• What qualities should a successful
   manager possess?
• Describe the relationship that should exist 

between a supervisor and subordinates.
• What 2 or 3 accomplishments have given you the 

most satisfaction?

THE TEACHING INTERVIEW
What Qualities Do School Administrators look for:

• Civility, cooperation, pleasant demeanor, kindness
• Good rapport with students, love of children
• Commitment to education, enthusiasm, sense of 

mission
• Good character: honesty, integrity, fairness, and 

other role model qualities
• Strong professional ethics
• Knowledge of education or subject matter
• Excellent grammatically correct written and oral 

communication
• Flexibility, creativity
• Professional Appearance
• Ability and willingness to do coaching or extra-

curricular assignments 

Self-Awareness/Career Decisions/ Values/Your Edu-
cational Preparation

• When did you first become interested in teaching?
• Why did you decide on a career in education? 
• Tell me something about your background
• What experience influenced your decision 

to teach? 
• How will your students describe you?
• How well has your college/university prepared 

you for the field of teaching?
• What coursework have you taken that have made 

you especially suited for this position?
• Describe your educational background and 

teaching experience related to your subject area.
• Tell us about yourself and why are you interested 

in this school district and or/position?
• What academic subjects did you like best? Least?
• What part does your family play in your life?
• What are the most important rewards you expect 

in your career?
• Do you have a geographical preference?

Technology
• How would you apply technology to enhance 

daily instruction and increase student learning?
• How would you or have you incorporated 
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technology in your classroom?
• Explain your skills using a computer? What 

computer software have you used?
• Are you comfortable with the use of technology 

in the classroom?

Teaching Experience/Instructional Skills/Strengths/
Weaknesses

• Discuss your student teaching experience.  What 
did you like? Dislike?  Changes you would have 
made?

• Please review for us your teaching experienc-
es such as levels and subjects taught, years, 
locations etc

• Please tell me about your most challenging experience 
while working with children or in the classroom?

• How was your room organized? What was the 
atmosphere of your room? 

• What techniques do you use to keep pupils 
actively involved during a lesson?

• What would you do to insure that children 
understand exactly what is expected in a 
homework assignment?

• How do you deal with the unmotivated student?
• Tell me about some specific motivational 

strategies you use to get students excited about 
learning

• What current educational trends do you consider 
to have the most impact and how do you 
implement them?

• How well organized are you?  Why is organization 
important for a teacher?

• What do you include in your daily lesson plans?  
How closely do you follow your plans?

• What are some of the considerations you make 
when planning your lessons?

• How much homework will you assign?  How do 
you know how long it will take your students?

• Should a teacher intentionally use humor in the classroom?  
How do you use humor in the classroom?

• In planning your lessons or units of study, how do 
you organize and prepare your material?

• What can you contribute to our school?

Classroom Management
• What is your classroom management plan/style?  

What are your goals?
• If I walked into your classroom; what would it 

look, feel, and sound like?
• What role does classroom management play in 

the educational process?
• When students say they want the teacher to be 

fair, what do you think they mean?

Interests/Extracurricular Activities
• Tell us about your other school-related experienc-

es such as extra-curricular activities, committees, 
curriculum development, etc.

• What hobbies or interests do you have that might 
help you as a teacher in the classroom? 

Discipline
• What worked best for you in   

classroom control?
• Describe your philosophy regarding discipline?
• What was the most challenging discipline 

problem you’ve encountered and how did you 
handle it?

• Describe the elements you would include in 
a discipline plan.

• How would you deal with a student   
who disrupts?

• What kind of rules do you have in your 
classroom?  How are they established?

• What do you feel are the most important factors 
in classroom control?

• How would you create and promote a safe 
atmosphere within your classroom? 

Assessment/Follow-up
• If pupils were having difficulty learning a skill or 

concept, what would you do?
• Tell us how well you assess your students to 

determine how well they are learning.
• What techniques would you use to be sure that 

pupils understand?
• How do you know whether pupils understand 

what you are teaching during a lesson?
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• How do you feel when a student fails?
• How would you assess your effectiveness  

as a teacher?
• What kinds of materials have you used to assess 

pupil strengths and weaknesses?
• What kinds of tests do you like to give?
• What are some methods of communicating 

student progress to parents other than   
report cards?

Philosophy/Teaching Style/Motivation
• What is your philosophy of education? 
• How can you get students excited about your 

subject area? 
• What innovative ideas would you like to initiate in 

your classroom? 
• Describe three ways to motivate students 
• What kind of relationship do you want with  

your students? 
• Who was your best teacher and why?
• What subject do you want to teach and how 

would you teach it? 
• Would you describe an outstanding teacher to 

me please?
• If you could establish an ideal school, what would 

it be like?
• What kind of people do you find it difficult to 

work with and why?
• What do you do when a supervisor or principal 

criticizes a teaching technique that you are using?
• Do you have a specific grade level/age that you 

prefer to teach?  Why?
• Describe a time when you were most frustrated or 

discouraged in reaching your objectives or goals.
• What do you feel has been your most significant 

work/school/internship related accomplishment 
within the past year or so?

• Describe the last time you did something which 
went well beyond the expected in your work/
school/internship.

Short-term and Long Term Career Goals
• What are your professional plans? 
• What are your career goals: short term and long 

term?
Professional Development

• What have you read in the last six months  
or year? 
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