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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.  The interview enables the employer to evaluate a candidate’s personality, strengths, and educational 
and work experiences.  It has been described as a mutual “exchange of information” because it also affords the 
candidate an opportunity to gain information about the organization and the position, and to evaluate how these 
match his/her own skills, interests, and career goals.

    CANDIDATE          <---      Information    --->  EMPLOYER
     Skills           Exchange     Duties/Responsibilities of job 

Accomplishments        Organizational structure 
Values          Advancement opportunities 
Goals          Training 
Interests          Salary/Fringe benefits 
Experience         Supervision 
Education

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

Interviews
by Rick Roberts
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Types of Interviews
The type of interview and the selection process will 
vary from organization to organization.  The style 
used by the interviewer will also vary according to 
the amount of experience and the personality of the 
person conducting the interview.  Here are some of the 
types of interviews:

1. General Interview   One half-hour to one hour in du-
ration; a general interview provides for an exchange of 
enough general information to enable both employer 
and candidate to determine if further contact is war-
ranted. This interview may be conducted by a person-
nel representative or one member of a selection team 
or committee.

2. Screening interview   A short term interview de-
signed basically to eliminate unqualified candidates     
(i.e., college recruiters use screening interviews to de-
cide which applicants are best qualified to meet their 
organization’s needs).  Based on these brief interviews, 
a determination is made to invite the candidate in for a 
second interview (selection interview).

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.  The candidate is seriously being con-
sidered for the position and the interviewer must gain 
as much information as possible to make a final deci-
sion.  Often other  members of the staff or selection 
committee will participate in this interview session.  

4. An interview with a panel or committee   A commit-
tee will often meet and agree upon the questions to be 
asked and their sequence.  Each committee member 
may be asking a question for the entire  group or out 
of personal interest. When answering questions, try to 
make eye contact with each member and include him/
her in your response.  You can often lose the support of 
a committee member by excluding him/her with a lack 
of eye contact.  This is an important skill to master and  
may require a lot of practice.

4. An interview during lunch, dinner or cocktails   Try-
ing to discuss your qualifications while eating is not 
an easy task.  It is hard to look professional with sauce 
dripping down your chin.  Order food that is “bite 
sized” and can be eaten quickly without fear of spilling 
on your clothing. Do not order alcohol even if your host 
has done so.  They may be testing you to see how you 
handle certain situations.  Do not become so relaxed 
that you disclose compromising information.

5. Group Interview (more than one candidate is inter-
viewed) - Although not common, you might be     inter-
viewed in a group with other candidates for the same 
position.  Oftentimes employers use this type of inter-
view to disseminate information about the position and 
to make initial assessments about the candidates.  This 
might make you feel like you are in a wolf pack fighting 
to be the dominant leader, but you should try to keep 
your cool, listen to what is said, ask questions when 
appropriate, and look for  opportunities to discuss your 
qualifications.           

6. You are asked to give a presentation - To determine 
your communication and public speaking skills, often-
times you will be asked to give a presentation as part 
of your interview process.  It could be an assigned topic 
or your thoughts about how you would handle the job 
if you were to get it. Usually you will be given advanced 
notice for such a presentation.  How well you do on such 
a presentation will be a very important factor in the 
hiring process.  Presentations are asked for when you 
are applying for a position that requires similar presen-
tations (e.g. conducting workshops, teaching, training, 
giving sales presentations, etc).   
      
7. Role play -To give you an opportunity to demonstrate 
specific skills (e.g. counseling, advising, etc).  You may 
be asked to take part in a role play where one of the 
interviewers assumes the role of a client and you are 
asked to counsel or advise that individual.  It is difficult 
to prepare for such a role play since it is a demonstra-
tion of your abilities.   
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Before The Interview

Setting the Interview
Normally, the employer will contact you by telephone to 
arrange an interview.  It is important that you obtain the 
following information:

▪What is (are) the name(s) and title(s) of the 
interviewer(s)?  Ask for the correct pronunciation? 
▪How will the interview be structured?
▪What is the name of the organization?
▪What is the address (location) of interview. Ask for 
directions to get there.
▪What is the phone number?
▪What are the time and date of the interview?

Be Knowledgeable About Yourself
Know yourself and be prepared to talk about your skills 
and qualifications as they relate to the position and 
the organization. Display confidence and enthusiasm.  
Conduct yourself with professionalism at all times.  Be 
prepared and turn nervousness into positive energy.   Be 
yourself  and let your personality shine.  
            
Be Knowledgeable About the Organization
Interviewers are continually amazed at the large number 
of candidates who come into job interviews without any 
apparent preparation and a very vague understanding of 
the organization or field.  This lack of preparation guar-
antees that the interview will go poorly and decreases 
the likelihood of receiving a job offer.  Remember that 
the needs of the organization and not the needs of the 
candidate are the most important factor.  The inter-
viewer 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 organizations maintain a website 
with information about their organization.  You can also 
try to obtain their annual report, newsletters, etc which 
provide information about them.

How Will You Be Evaluated In Your Interview?
As you prepare for your interview it is important to 
understand the perspective of the interviewer.  How 
are you going to be evaluated?  Below are many of 
the traits on which you will be judged in the interview 
evaluation process:
▪ Punctuality                           ▪Appearance    
▪ Oral Communication   ▪Personality   
▪Assertiveness                        ▪Energy   
▪Enthusiasm            ▪Leadership 
▪Maturity                     ▪Motivation       
▪ Loyalty                ▪Initiative  
▪Career goals                          ▪Education         
▪Experience    ▪Confidence 

Non-Verbal Communication and Body Language
You will also be judged on the basis of your body 
language during an interview.  Your actions also com-
municate a great deal of information about you to the 
interviewer.  Before interviewing assess your interview 
body language and work at getting rid of or incorporat-
ing gestures and movements.  Here’s what to look for:

Handshake: Begin and end with a good firm handshake 
(women too!).  This projects self-confidence.
Avoid: The limp, wet washcloth type of handshake.  
Don’t crush the interviewer’s hand either!

Eye Movement: How often and for how long does your 
gaze meet the interviewer’s.  Good eye contact is criti-
cal to being viewed as a candidate who is self-confident 
and interested in the organization and the job.  Staring 
at the interviewer for too long can make the person 
feel uncomfortable.  What is desirable is making sure 
you are looking at the interviewer when he or she is 
asking you a question.  When you are answering the 
question, try to maintain eye contact, too, although it’s 
fine to momentarily shift your gaze elsewhere if you 
are pausing to look for the right words.   Avoid: Rolling 
your eyes, squinting, rapid or too frequent blinking.

Facial Movements: The best one, of course, is the 
smile.  From the moment you shake hands until you say 
goodbye, its smart to smile often--at appropriate mo-
ments.  Smiling sends the message you are relaxed and 
enjoying the conversation.  It’s also interpreted as a 
sign of self-confidence.  Keep toothy smiles and ear-to-
ear grins to a minimum.  Avoid: Twitching your nose or 
mouth; licking, chewing on, or pursing your lips.

Head Movement: With the exception of the occasional 
nod (to show you are following the interviewer’s  train 
of thought), it’s best to keep your head erect and 
turned in the direction of the interviewer. 
Avoid: Tilting or rotating your head; tucking your chin.



5 | THE EDGE

Hand and foot movements: Generally, the less move-
ment the better.  Avoid: Pointing your finger at the 
interviewer, drumming your fingers, gripping the arms 
or seat of your chair, wringing or clenching your hands, 
cracking your knuckles, pulling at your chin, nose or 
hair; jingling keys or pocket change, or folding your 
hands behind your head.

Posture: An upright but relaxed position is your best 
bet, something that you can usually achieve by sitting 
all the way back in a chair and leaning slightly forward 
(from the waist).  Avoid: Slouching, slumping, or hunch-
ing your shoulders.

Tone of voice/inflections: 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.   Avoid: The dreaded monotone.  

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. 

Be On Time!
Arrive at least 15 minutes early for the interview in 
order to acclimate yourself.  You don’t get a second 
chance to make a good first impression.  Being late is 
the “kiss of death” for interviews and it is extremely dif-
ficult to overcome this negative impression.  

What To Bring
You may want to bring the following (carried in a small 
portfolio or binder):
▪Extra copies of your resume.
▪A listing of the names, titles, organizations, 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 application as a screening 
device.)
▪Paper and pen/pencil.
 ▪A portfolio containing samples of your work (if appro-
priate).
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.

“Be energetic, full 
of life. In brief, be 
a person of interest. 
Never be just 
another applicant”
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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 
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.

Dress For Success
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Attire and Grooming For Men
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.

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 inter-
viewer, 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.
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.  
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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. 

 
Tips For Answering Questions

1.  Make a clear connection between you and the 
position.Use past experience and background to 
prove your strengths required for the position.

2.  Use specific examples whenever possible!! 
Describe a specific situation in which you were 

required to utilize a certain strength or skill.  Use 
examples to support your statements and show that 
you understand what they are looking for and how 
you can meet their needs.  Examples are the “secret 
ingredient” necessary to proving your strengths to 
the employer!!

3.  Don’t take a defensive attitude or make excuses 
when handling liabilities!!  An apologetic approach 
and sob stories turn recruiters off; accentuate the 
positive by identifying what you have learned from 
your mistakes and take responsibility for them.  Don’t 
make excuses!

4.  Don’t be afraid to ask for clarification  
Make sure you know exactly what you’re being 

asked before your respond.
  

Sample Questions
Self-Awareness
1.  How would you describe yourself?
2.  Tell me about yourself?
3.  How do you think a friend or a professor who   

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

effort?
5.  How do you determine or evaluate success?
6.  What academic subjects did you like best? 

Least?
7.  What led you to choose the career for which you 

are preparing?
8.  What personal characteristics are necessary for 

success in your chosen field?
9.  What is your philosophy of life?
10. Why have you switched career fields?

Weaknesses/Negatives
1.  What major problems have you encountered 

and how did you deal with them?
2.  What have you learned from your mistakes?
3.  What do you consider to be your greatest 

weakness?
4.  Did you ever have problems with your 

supervisor?

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

strengths?
2.  Are you creative? Give an example.
3.  What qualifications do you have that makes you 

think you will be successful?
4.  In what ways do you think you can make a con-

tribution to our organization?
5.  Why should I hire you?
6.  Why do you feel qualified for this job?
7.  What are your own special abilities?
8.  Why should we hire you over another 

candidate?
9.  What is your managing style?
10. Why do you want this job?

Knowledge of the Organization
1.  Why do you want to work for us?
2.  Why did you decide to seek a position with this 

organization?
3.  What do you know about our organization?
4.  What job in our organization do you want to 

work toward?

Interview Questions
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Values Clarification
1.  What is your attitude toward working on 

weekends?
2.  What part does your family play in your life?
3.  What are the most important rewards you 

expect in your career?
4.  Which is more important to you; the money or 

type of job?
5.  Do you enjoy independent research?
6.  In what kind of a work environment are you 

most comfortable?
7.  How do you work under pressure?
8.  How would you describe the ideal job for you?
9.  What two or three things are most important to 

you in your job?
10. Are you seeking employment in an organization 

of a certain size?
11. What criteria are you using to evaluate the 

company for which you hope to work?
12. Do you have a geographical preference?
13. Will you relocate?
14. Are you willing to travel?
15. Are you willing to spend six months as a 

trainee?
16. Describe your idea of an ideal job?
17. Do you prefer working with others or by 

yourself?
18. How do you like to work?
19. Under what conditions do you work best?
20. What is the highest form of praise?

Experience
1.  In what part time or summer jobs have you been 

most interested?
2.  Tell me about your experience?
3.  What jobs have you held?
4.  How did your previous employer treat you?
5.  What have you learned from some jobs you 

have held?
6.  What jobs have you enjoyed most?  Least?  

Why?
7.  What have you done that shows initiative and 

willingness to work?
8.  Describe your current job.
9.  What did you like least about your last job?
10. What did you like most about your last job?

Goals/Objectives
1.  What are your short range and long range goals 

and objectives?
2.  What specific goals other than those related to 

your occupation have you established for yourself for 
the next 10 years?

3.  What do you see yourself doing in five years?
4.  What do you really want to do in life?
5.  How do you plan to achieve your career goals?

Education
1.  How has your education prepared you for a 

career?
2.  Describe your most rewarding college 

experience.
3.  Why did you select your college or university?
4.  If you could, would you plan your academic 

study differently?
5.  Do you think your grades are a good indication 

of your academic achievement?
6.  What have you learned from participation in ex-

tracurricular activities?
7.  Do you have plans for continued study?
8.  Why did you pick your program or concentra-

tion?
9.  What courses did you like best and why?
10. What courses did you like least and why?
11. How has your college experience prepared you 

for this job?
12. How did you pick your dissertation?
13. Describe your dissertation process.

Salary
1.  What do you expect to earn in five years?
2.  What are your salary demands?
3.  What did you earn in your last job?

Interests
1.  What are your outside interests?
2.  What do you do with your free time?
3.  What are your hobbies?
4.  What types of books do you read?
5.  How interested are you in sports?
6.  How did you spend your vacations in school?
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General
1.  What do you think it takes to be successful in a 

company like ours?
2.  What qualities should a successful manager 

possess?
3.  Describe the relationship that should exist 

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

the most satisfaction?
5.  If you were hiring a graduate for this position 

what qualities would you look for?
6.  What can I do for you?
7.  Tell me a story.
8.  Define cooperation.

Stress Questions
1.  What causes you to lose your temper?
2.  How often have you been absent from work, 

school, or training?
3.  Have you ever had trouble with other people on 

the job?
4.  Can you take instructions without getting upset?
5.  Don’t you feel you’re a little too old/young for 

this job?
6.  How does your family like you being away on 

business trips?
7.  With your background, we believe that you are 

overqualified for this position. Why have you applied 
for this job?

8.  You haven’t had sufficient experience in this 
field. Can you elaborate on related experiences?

9.  Our experience with women on this job has not 
been good. Why do you think you would be a better 
suited?

10. What would irritate you most if I as a manager 
did it?

Behavioral Based Questions
More and more interviewers are using behavioral 

based questions or situational questions to predict 
future behavior based on past behavior.  Here are 
some examples:

1. Tell me about the time you were most persuasive 
in overcoming resistance to your ideas or point of 
view.

2. Tell me about the last time you had a disagree-
ment or clash with someone in your work/school/
internship.

3. Tell me about the most difficult or frustrating 
person with whom you have worked.

4. Tell me about a time when you felt most 
pressured and stressed in your work/school/
internship.

5. Describe a time when you were most frustrated 
or discouraged in reaching your objectives or goals.

6. What do you feel has been your most significant 
work/school/internship related accomplishment 
within the  past year or so?

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

    internship.
8. Tell me how you go about organizing your work 

and scheduling your own time.
9. Tell me about a most difficult problem or 

decision which you faced in your work/internship/
school assignment.

10. Tell me about the last time you made a decision 
which backfired.

11. Tell me about the time you most regretted not 
getting advice before going ahead.

12. Tell me about the last significant crisis situation 
you faced in your work.

13. Tell me about a time when you were most 
persuasive in overcoming resistance to your ideas.

14. Describe your most disappointing and frustrat-
ing experience in gaining the support of others for an 
idea or  proposal?

15. Tell me about the last time you were criticized 
by a supervisor/professor.
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The “STAR” Technique
One strategy which will help you with responding 

to behavioral based interview questions and styles 
is the STAR technique.   The steps involved are to 
describe a 

Identify a SITUATION (S)  or  TASK (T)  encountered, 
Discuss the ACTIONS (A)  taken to address it 
Discuss the RESULTS (R) achieved by the ACTIONS.  

Here is an example of a question you might be 
asked:  “Thinking back over your college experience, 
describe a situation in which you were challenged in 
using your communication skills.  Tell me all about 
it in detail.” 

A “S.T.A.R.” response might be:  “Last semester, I 
participated with four other students on a research 
project for a Biology course.  One of the members 
was difficult to work with as she had a tendency to 
not want to listen to our ideas on how to complete 
the research project. In fact, she had appointed 
herself “group leader.”  (SITUATION/TASK)

“The other members of the group and myself 
recognized that she was impacting our efforts to 
complete this project.  I decided to approach her and 
discuss with her our thoughts and feelings on her 
being in charge and not listening to our ideas.  When 
I sat down with her one-on-one and communicated 
our concerns to her, she was surprised.” (ACTION)

“As a result of our conversation, she admitted that 
she had a hard time trusting other individuals to 
do quality work and would take charge of a group 
to ensure that quality work would get done.  In 
discussing further with her what her concerns were 
and more specifically the project and what we were 
trying to accomplish, she began to understand the 
different ways we could all contribute to the project.  
She realized that she would not have to single-hand-
edly deal with everything and would have less stress 
to share the workload of the project with the rest 
of us.  We all worked well together through the rest 
of the project and received an “A” for our efforts.”  
(RESULTS) 

ILLEGAL QUESTIONS
Employers may not legally ask applicants race, 

religion, national origin, marital status, children, 
relatives, age, birthplace of applicant or relatives, 
prior record, sex/ gender, and handicaps .  Anything 
that is not a “bona fide occupational qualification 
(BFOQ)” may not be covered directly, though the 
interviewer may seek the information indirectly.  Be 
sure you know the law what questions are legal and 
which ones are not.  Request clarification if you need 
it.  A suggested response might be: “I am not sure 
what that has to do with my ability to do this job....”  
Remember to “keep your cool” and be as positive 
and confident as possible.  

QUESTIONS YOU MIGHT ASK: 
Remember that you have as much right to evaluate 

an employer as an employer has to evaluate you.  
One way to ensure that you have adequate informa-
tion to make a sound judgment is to ask questions. 
Here are some questions for you to ask:

• What kind of supervision will there be and how 
will I be evaluated?

• What are the opportunities for advancement?
• What kind of orientation and training are 

available to new employees?
• Are there any long range plans for the office or 

department?
• If someone had this position before, why did he/

she leave?
• What are the major issues that this organization 

will be facing in the near future?  
• What do you see as the biggest challenge for the 

person taking this job?
• What happens next?  
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AFTER THE INTERVIEW
Follow up your interview with a thank-you note.  

In this note, you may refer to specific issues which 
were discussed, express your thanks, and restate 
your interest in the position.  Also, provide whatever 
credentials, references, or employment applications 
which may have been requested by the employer.  If 
you do not hear from the employer in the specified 
period of time, you may wish to contact the 
employer with a phone call.

HOW DID YOUR INTERVIEW GO?
Interviewing is a skill that is developed through 

experience and evaluation.  After each interview, 
sit down and assess your performance “under fire.” 
Examine both the strong points and the weak points 
of your interview and develop strategies for improve-
ment.  Use the Interview Evaluation form on the next 
page to assess your interviews and look for ways to 
improve your interview skills.

DISCUSSING/NEGOTIATING SALARY
  Before the Interview
Prior to the interview stage, research the job mar-
ket and learn the salary range for the types of jobs 
for which you will be interviewing.  There are salary 
surveys which are produced annually by various 
professional associations (i.e. the National Associa-
tion of Colleges and Employers (NACE) publishes 
a salary survey newsletter which is published on a 
quarterly basis; the U.S. Government often pro-
vides salary survey information).  Check the profes-
sional publications in your field for salary informa-
tion.
Determine your “bottom line.”  
Spend some time reviewing your current or most 
recent salary and benefit package in relation to 
your budget. It is important to establish a minimum 
salary figure that you are willing to accept. The low 
end of the salary range you give to an employer 
should be a little higher than your bottom line (ex. 
You determine that with your budget you need to 
make $25,000 to be able to survive.  You could give 
a range of $25,000 $30,000 as your range but a rec-
ommended range would be $26,500 to $32,000.)  
At some point your bottom line will be tested.  An 
employer will offer you a salary that is below this 
amount.  You need to know “how low you can go.”
Salary is often based upon value and your ability to 
produce. 

You will need to know your market value. There 
are no clear cut guidelines for assessing one’s value. 
Based on salary ranges, your education and  experi-
ence, and your skills and capabilities, you need to 
personally assess what you are worth.  If for exam-
ple your research indicates that the average salary 
for this position is $37,000 (above your bottom 
line), you might give the employer a salary range of 
$37,000 $42,000.  Many people make the mistake 
of naming a figure in the middle of a salary range.  
Ask yourself why you don’t deserve the top.    It’s 
easy to be impressed by a salary more than you’ve 
been earning only to resent two months later that 
you didn’t ask for more. Negotiate on the basis of 
your qualifications; your education, experience,  
skills, and capabilities in  relation to their worth in 
the job market, NOT on the basis of your wants or 
needs.

Do not negotiate salary until a job offer has been 
made.
Once the job offer is on the table, salary negotia-
tion takes place to determine a salary and benefit 
package that both sides will be able to live with.  
It does not have to be an adversarial relation and 
should be a cordial discussion. The job offer will re-
main on the table regardless of what you express in 
the negotiation. Negotiation involves compromise.  
It is a “win/win” situation.  Some salary scales are 
non negotiable, especially in the non profit and 
public sectors.  

Other Options
If you cannot get the salary you want, ask when you 
can be reviewed again, or try for other non fixed  
benefits (memberships, a few extra days off).
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Making Your Decision
Once the final figure has been reached, you will 
need time to make your decision.
In all negotiations, the time will come for the “final 
offer” to be made and for you to make a decision  
to accept or decline.  Ask them how much time you 
have for your decision.  Sometimes you can ask for 
as much as two weeks and in other situations you 
might only have a day or two.  The “final offer” 
should come from the employer, not you.  It is your 
role to find areas of mutual agreement.
     
Accepting or Declining a Job Offer:
Do not accept a job offer with the idea that if a bet-
ter job offer comes along, you will just “back out” 
on  the first offer.  It is very risky to give your word 
to an employer and then cancel out at the last min-
ute.  “What goes around, comes around” is often 
true, and this action could come back to haunt you 
later down the road. Your word should be good for 
something, and your reputation in the

PRACTICE, PRACTICE, PRACTICE
Role playing with a friend or counselor, practicing 
in front of a mirror, or utilizing the Career Services 
video taped mock interview service are good meth-
ods of preparing for an interview.  By practicing, 
you may be able to change or reduce distracting 
mannerisms, such as fiddling with one’s hair, staring 
at the floor or ceiling, or punctuating your remarks 
with “uh.” A critical point to remember while prac-
ticing is to avoid memorizing.  Let the words flow 
naturally whether you are discussing the company 
or yourself.  If you come across like you’ve prepared 
a speech, your interview will be less effective.

Check Out this great practice interview program 
available on the Career Services Website or through 
“Career Wings”   It features hundreds of sample 
interviews.
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Interview Self-Evaluation Sheet

EMPLOYER: _____________________________________________________ DATE: _________________________

CRITERIA Yes Needs
Improvement

Comments

1.  Was I on time?      
2.  Was I dressed appropriately?
3.  Did I speak clearly and distinctly?
4.  Did I use complete sentences and not speech 

mannerisms (like, um, you know, etc.)?
5.  Was my manner appropriate? Were my 

nonverbal messages on target?
6.  Did I make points that seemed to interest the 

employer? (If yes, which ones?)
7.  Did I use cues which gave me openings to sell 

myself?
8.  Was I too aggressive or not aggressive 

enough?
9.  Did I respond promptly, and were my 

answers clear and concise?
10. Did I talk too much or too little?
11. Did I maintain good eye contact?
12. Was I relaxed?
13. Did I avoid criticizing former employers?
14. Did I ask questions which were pertinent 

and showed I was interested in employment 
with this organization?

15. Did I close with a statement that would 
allow me to call back?

16. Did I avoid discussing personal problems?
17. Did I thank the employer for the interview?
18. What was my overall performance on the

interview?
a. What did I do well?
b. What could I do better next time?

_______________________________________________      _________________________
(Your Name) Date
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