INTERVIEWING
TIPS

The job interview is a strategic
conversation with a purpose. Your goal is
to convince the employer that you have
the skills, background and ability to do
the job and that you will fit into the orga-
nization. At the same time, learn as much
as you can about the job, future career
opportunities and the organization to
determine if you really want the job.

Your personality, confidence, enthusiasm, positive outlook and excellent
interpersonal and communication skills count heavily in a job interview.
An interview is not a completely objective process, and the selection is not
based on skills alone. It's a subjective encounter, and the qualified person
the interviewer likes the best is most likely going to get the job.

Some guidelines for the interview:

Arrive 15 minutes early to the interview; on time is too late.

Greet the interviewer by his or her last name (“Mr. Jones,” “Ms. Hernandez")
with a smile.
Wait to be seated.

Maintain good eye contact throughout the interview. This denotes
confidence and truthfulness.

Keep your discussion relevant to the job. Do not offer unnecessary personal
information.

Do not answer questions with a simple “yes” or “no.” Sell yourself by using
examples, and paint a clear picture of where, when, how, what and why you
gained the necessary skills to do the job.

Stress your achievements, records and accomplishments.
Answer all questions to the point. Do not ramble.

Stay positive. Do not make derogatory remarks about previous or present
employers.

Do not request information on salary, commission, bonuses or vacation on
the initial interview.

Tell the employer what you are going to do for them, NOT what they can do
for you.

Always represent yourself honestly.

At the conclusion of the interview, show your enthusiasm by emphasizing
your interest in the position.

Always send a thank you note after the interview — a personalized,
handwritten note is best.
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Access job listings 24 hours a
day, seven days a week on the
Idaho Department of Labor’s

job search website:
idahoworks.gov

Other helpful links:

Idaho state government jobs
www.governmentjobs.com/
careers/idaho

U.S. government jobs

www.usajobs.gov

Find your local office at:
labor.idaho.gov/officedirectory

Startyour job search at:
labor.idaho.gov/jobseeker
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