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WELCOME 
 

Dear Job Seeker,  

 

Congratulations! You’re already one giant step ahead of the competition. Surprisingly, 

most people do little to no preparation before a job interview. They believe that Woody 

Allen’s famous statement holds true: 80% of success in life is just showing up. 

 

When it comes to job interviews, this statement couldn’t be further from the truth. Showing 

up is indeed a requirement, but you’ve also got to bring your “A” game. The key to a great 

interview (i.e., one that leads to a job offer!) is preparation. That’s why this guide is such 

a powerful tool! It walks you through the entire process—from beginning to end—and 

helps you practice for things you never would have thought of before.  

 

When you’re done, you’ll feel confident, calm, cool and collected. No more stressing about 

interviews. No more embarrassment. Get ready to knock it outta the park! 

 

In my experience as a career coach, I’ve helped my clients prepare for job interviews for 

years. While trends seem to change regarding the popular questions that are asked, one 

thing always remains the same: When you do your work on the front end, it pays off. You 

don’t have to “fake” it during an interview. Get your thoughts together ahead of time, 

practice the key points you want to make, and keep a positive outlook the whole way 

through. That way, you can be yourself and put your best foot forward at the same time.  

 

It’s not hard, but you’ve got to have the right tools. Lucky for you, everything you need is 

right here. Get ready to go GET THAT JOB!  

 

Chrissy Scivicque, PMP, PCM  

Support@EatYourCareer.com    

  

mailto:Support@EatYourCareer.com
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THE GOAL OF THE INTERVIEW  
 

For you, the interviewee, the goal of the interview is clear: You want a job offer!  

 

In order to make that happen, you need to demonstrate three things in the interview 

process:  

 

1. Your Personality  

You need to show who are you and what you can contribute to the team. The company 

wants to make sure you will “fit” with the organization’s people and culture—and hopefully, 

add to it in a positive way.  

 

2. Your Proven Capability  

You need to show the skills and abilities you offer, proven through experience, work 

history, education and accomplishments.  

  

3. Your Value 
You need to show that you are a smart investment. The company wants to ensure that 

the dollars they are spending to “buy” your services are appropriate given the value of 

what you will contribute.   

 

But be careful!  

 

Landing a job offer isn’t the only goal you should have for an interview. You also want to 

use the interview process to make sure this is really a job you want (and can be successful 

in) at a company you adore.  

 

In the following pages, you will find information, strategies and tips for interviewing to help 

you achieve ALL of these goals.  
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The 5 Key Areas Covered in this Guide:  
 

 
 

WARNING 

We’ll cover a lot of information in each of these categories! 

 

 

 

 

 

 

 

 

 

 

1 • Interview Formats

2 • Interview Styles

3 • Success Strategies

4 • Managing the Interview

5 • Salary Negotiation
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INTERVIEW FORMATS 
 

There are several different formats that interviews can take and it’s important to 

understand the goals for each. It’s perfectly fine to inquire about the format prior to the 

interview, though the scheduler might not always be able to answer the question. 

However, the more you know about what to expect, the more comfortable you’ll be so it’s 

worth inquiring.    

 

Phone Interview  
 

A phone interview is generally the first step in the process. It’s usually conducted prior to 

meeting in person and is used as an initial “pre-screening.” Phone interviews can be 

scheduled or unscheduled. Be aware that, if you’re job hunting, a recruiter or HR 

associate may call you out of the blue and want to conduct a short interview with you right 

then and there.  

 

Before you get pulled into a phone interview though, make sure you know to whom you 

are talking and to what position they are referring. If you’ve submitted a lot of applications, 

it can be difficult to remember. It’s perfectly okay to ask, “Can you refresh my memory 

about the position?” That way, you can appropriately frame your answers based on what 

you know about the role.  

 

In general, these calls are about 30 minutes or less and the interviewer will be looking for 

a few different things:  

 

First, they are checking to ensure that you meet all the basic qualifications for the position. 

They will often review your resume with you and make sure there are no surprises or 

potential red flags. They might inquire about things that aren’t generally included on a 

resume, like why you left your previous position or why you’re looking to move on from 
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your current role, or what your salary expectations are. Be prepared to answer these 

questions (addressed in greater detail later in this guide).  

 

The phone interview is also an opportunity for the company to do a general check for 

“fit”—meaning that the interviewer is simply looking to get a sense of your personality, 

communication skills, level of professionalism and social interaction. The interviewer 

wants to make sure that you demonstrate the basic qualities of someone who could be 

successful in this role at this company. 

 

What that means for you is that you need to be ON. Your goal during this interview is to 

showcase the best of who you are.    

 

Here are a few phone interview tips:  

 

• Smile! You can hear a smile over the phone so physically do it. It will help you 

sound friendly and personable.   

 

• Make sure your outgoing voicemail message is professional, just in case 
someone calls when you’re not available. If they do, return the call promptly.  

 

• Give the interviewer your full attention. If you pick up a call while you’re out and 

about, and it’s an HR person looking to do a short interview, you have two options:  

 

o You can excuse yourself from wherever you happen to be and find a quiet 

location (like your parked car, for example).  

 

OR 

 

o You can offer to give the person a call back and provide a time frame for 

how long it will take. The problem with this is that you could end up playing 
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phone tag and you could potentially miss your opportunity. The interviewer 

is going to move on and continue making calls. They won’t necessarily be 

interested in talking with you when it’s convenient for your schedule. So try 

your best to make it work right then and there if possible. 

 

That being said, don’t do the interview if you can’t give it your full focus. If you’re going to 

be distracted, call them back or schedule a time to talk later. If you’re multitasking, the 

interviewer will know it and you won’t be able to give your best responses.   

 

• Take notes. Always have paper and pen available for writing things down during 

these conversations. The interviewer may offer important information regarding the 

position, what they are looking for, or the next steps in the interview process.  

 

• Also, have your calendar nearby so you can schedule the next step if needed. 

The more you can accomplish at one time the better. Try to avoid having to call 

the person back.  

 

Your goal is to answer the questions to best of your ability. Most of them will be data-

gathering kinds of questions at this stage; you’re not likely to get anything too tricky during 

this initial conversation. 

 

Informal Interview  
 

An informal interview might take place at a restaurant or coffee shop. It’s more of a casual 

conversation to discuss your career goals and the needs of the company to see if there’s 

a fit.  

 

Typically, the “interviewer” will not come prepared with a list of hard-hitting questions as 

you may find in a formal interview. Instead, this will be more of a free flowing discussion 
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designed to allow both parties to get to know one another and discuss potential 

opportunities for working together. The interviewer might be doing an early-stage “fit” 

check and gauging your interest in the company.   

 

Be prepared to chitchat a little more than you might in a formal interview. Keep your 

demeanor relaxed and inquisitive but still professional. It helps to have a few questions 

already in mind to help keep the conversation flowing.  

 

You can start with broad questions like:  

 

• “Where do you see the company going in the next 5 years?”  

• “What are the big opportunities for growth in your sector?” 

• “What opportunities for career growth exist at your company?”  

 

You can then get a little more personal and ask your interviewer about his or her history 

with the company:  

 

• “What brought you to this company?”  

• “What makes working for this company exciting for you?” 

 

You can also ask questions that apply more to you and how you would fit into the 

organization:  

 

• “What does it take to be successful here?” 

• “What’s the company culture like?”  

• “What kinds of people thrive at the company?”  

 

At the end of the informal interview, get clear on next steps. If you’re really interested in 

getting into the company, ask:  
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• “What would I need to do to earn an opportunity to work at your company?” 

 

Formal Interview  
 

A formal interview allows for a deeper evaluation of the candidate. In this interview setting, 

the interviewer is able to more critically assess your skills, ability and fit. They’re not just 

listening to the content of how you answer the questions they pose; they’re also evaluating 

how you respond in general: your communication skills and speaking style, your body 

language (eye contact, gestures, hand shake, posture, etc.), and how you manage stress. 

They’re evaluating your social interaction and your workplace demeanor. In short, they’re 

looking at the whole package.  

 

Your goal is to present a put-together, composed package that you can be proud of and 

will demonstrate the best of what you have to offer this organization.  

 

Panel Interview 
 

A panel interview happens when several key people need to be a part of the decision 

making process. Instead of having each interviewee speak with each person separately, 

many companies prefer to make the process more efficient by having all the decision 

makers in the room for each interview.  

 

DO: Give each person equal attention and respect.  

 

If it appears that one person is “in charge” and you put all your focus on that individual, 

it’s easy for the others to feel slighted. Treat each person like he or she is the most 

important. Use eye contact and try your best to remember each person’s name from the 

very beginning. If possible, use it a few times during the conversation when addressing 
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that person directly. At the end of the meeting, shake each person’s hand if given the 

opportunity. 

 

DON’T: Get intimidated by the eyes on you. Breathe deep and focus on one person at a 

time, then move on to the next person. Try to make a personal connection with each 

individual.  

 

Group Interview 
 

The purpose of a group interview is to observe you in the environment with your peers. It 

may also be a test of your teamwork or communication skills; some interviewers will give 

the group a project or problem to solve together right there on the spot.  

 

Essentially, you’re in a room with other candidates striving for the same position. In some 

cases, more than one person will be hired so it won’t necessarily be competition, though 

it usually feels that way even under the best of circumstances.   

 

DO: Try to stand out in a positive way by working with others. If someone gives a great 

answer, acknowledge him or her, and build on it by saying something like, “Julie brought 

up a great point, and I’d like to expand on it a bit…”  

 

Remember that the interviewer(s) is looking at you in direct comparison to the other 

people, so don’t be afraid to shine. But listen closely to direction and always be respectful 

and courteous to your fellow interviewees.  

 

DON’T: Get intimated by the fact that you’re surrounded by the “competition.” Everyone 

is in the same boat. You don’t know exactly what the interviewers are looking for so don’t 

try to one-up someone that you think is dominating. Be yourself and be vocal, but 
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remember this isn’t Survivor. You don’t have to destroy the other guy to make yourself 

look good. You won’t “win” any prize by cutting others down.  

 

Video Interview  
 

Video interviews are conducted over the web, typically when candidates live out of the 

area or when the Human Resources team is headquartered elsewhere. if you are applying 

for remote or hybrid roles, this type of interview is to be expected. Additionally, since the 

2020 pandemic, video interviews are becoming more common, especially in the early 

stages of the process.  

 

There are two different types of video interviews, and each has its own benefits and 

drawbacks.  

 

Synchronous 

 

A synchronous video interview is live; all the people involved are participating at the same 

time. It’s a video conference conducted via Skype or Zoom for example, and allows you 

to sit face-to-face with your interviewer(s) from the comfort of your own home computer.  

 

On the positive side, these interviews allow you to have real-time interaction with the 

people on the other end of the conversation. You can ask questions and enjoy the organic 

back and forth of normal conversation. This tool is great for a first step interview; you can 

engage with the prospective employer without the hassle of travel.  

 

However, because you’re not there in person, building rapport can be more difficult 

(though not impossible). You also don’t have the ability to look around and really feel the 

vibe of the environment and the other people there. As a job seeker, this can limit your 

ability to accurately assess the opportunity (unless it’s a remote role).    
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Asynchronous 
 

An asynchronous video tool is a system that allows the interview to happen without all 

parties being present at the same time. Generally, it means that you (the interviewee), 

will answer pre-established interview questions via recorded video, without a live 

interviewer in attendance with you.  

 

Typically it works like this: When invited to participate, you’ll receive log in instructions for 

an online portal. There, you will find instructions for using the platform. The system will 

walk you through what’s required, but you’ll need to have a web cam of some sort for 

recording yourself.  

 

The drawbacks for this kind of interview are many. First, the most obvious: You’re talking 

to yourself, not a real person. You don’t have the opportunity to interact, ask questions 

and build rapport. For those who aren’t used to talking to a camera, this can be an 

awkward, uncomfortable process—and the people who view your responses may sense 

that.  

 

Also, you typically have a relatively short time limit for your answers, so it’s important to 

be concise. This, however, can actually be a good thing for people who tend to ramble 

and go off on tangents. The time limit may help to focus your thoughts and keep you on 

track.  

 

The upside to these systems is that you usually have the ability to re-record your answers 

several times. That way, if it’s not perfect at first, you can try again—a luxury you just 

don’t get when interviewing in real time.  

 

Another benefit is that you don’t have to worry about scheduling. Since you’re recording 

your answers via video, you can do it on your own time, late at night or early in the morning 

if that works for you.  
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Tips for Video Interviews  
 

• Familiarize Yourself with the Technology  

Any technology-based system is bound to have quirks. Before you sit down for the 

interview, do your research and test the technology. Make sure your audio and video are 

working as expected, and get familiar with the features of the system. Search online for 

best practices to ensure it works as seamlessly as possible.  

 

For example, many programs work better with a hardwire connection to the internet (not 

on wireless) and when other programs are shut down to avoid overloading the computer. 

Always test your system ahead of time and make sure you’ve completed any installations 

or updates required. Doing this will help reduce the stress imposed by the technology so 

you can focus on the interview itself.   

 

• Manage Your Environment   

With video, your space is on full display. In most cases, you won’t be specifically “judged” 

based on what they see, but it certainly contributes to creating an impression.  

 

Find a private location where you won’t be interrupted by kids or colleagues. Ensure that 

the background is tidy and professional looking. That doesn’t necessarily mean you have 

to be in an office. If you’re at home in the dining room, that’s acceptable, just as long as 

the space is clean and quiet. If needed, send the family out of the house for an hour to 

ensure you’re not distracted.  

 

At the same time, don’t be too harsh on yourself. Your interviewers understand that you’re 

at home and if they hear your dog bark, it shouldn’t reflect poorly on your capabilities as 

a professional. If something happens, don’t let it throw you off your game. Apologize and 

move on.  
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Never attempt to do a video interview in a public space like a library or coffee shop. 

There’s too much unpredictability and it creates the impression that you lack focus or 

don’t understand professional norms.   

 

Wherever you are, be sure the space has decent lighting so you can be seen clearly. 

Also, position your computer and camera so it is directly in front of you—not above or 

below you. If you’re not sure how you look, ask a friend to connect via video and provide 

some feedback.  

 

• Make Notes for Yourself  
The handy thing about a video interview is that there are areas not visible to your 

interviewer where you can easily display notes to remind yourself of key talking points.  

 

For example, you can place a flip chart sheet on the wall behind your webcam or write 

out notes to keep on the desk beside you out of view. You don’t want to heavily rely on 

these things—no reading directly from them—but you can certainly use them to jog your 

memory if needed.  

 

• Radiate (More) Energy  
In any interview, it’s important to demonstrate energy and personality. However, when 

you’re not connecting in person, you need to amp that up a bit. Whether it’s live or 

recorded, the video creates an instant barrier and exaggerates mild mannerisms. A soft 

speaker becomes an impossible-to-hear mumbler. An introvert becomes a hermit.  

 

Speak up and articulate clearly. Smile and demonstrate active listening. Use hand 

gestures and facial expressions to get your point across. Don’t let your eyes get distracted 

with your own image reflected back in your webcam or anything else happening on the 

screen. Most important, focus your full attention on the person/people at the other end.  
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• Maintain Professional Etiquette  

Above all else, remember that a video job interview is an interview like any other. You 

can’t stand up and shake your interviewer’s hand when they enter the room, but etiquette 

still matters. Don’t let the different environment ease you into being overly casual or overly 

stiff.  

 

A lot of people worry about where to look during a video conference. Do you keep your 

eyes on the camera (to create the sense of eye contact with the other person) or do you 

watch the screen?  

 

I say: Don’t worry about it! Do what is natural. When you watch the screen, you can see 

the other person’s body language and facial expressions, and that will generally help you 

feel more at ease and support your ability to create rapport. However, don’t let your own 

image to distract you. Keep your attention on the conversation and the other people 

involved.  

 

One-on-One Interview  
 

One-on-one interviews are common. This is where one interviewer leads a direct 

conversation with one interviewee. The do’s and don’ts depend on the kind of interview 

that’s taking place (or the “interview style”). Keep reading for more information and tips 

for succeeding in each.  
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INTERVIEW STYLES  
 

Stress Test Interviews 
 

Some prospective employers—especially those who operate in high-pressure 

environments—try to make interview candidates as uncomfortable and squirmy as 

possible. It’s a real technique so, if it happens to you, don’t blame yourself for feeling 

intimidated, overwhelmed or stressed out. That’s the reaction they’re aiming for. They 

want to see how you handle yourself in such circumstances.  

 

The questions in this kind of interview are specifically designed to put you on edge. 

Examples include:  

 

• Why weren’t you promoted in your last job?  

• Why are there so many job changes on your resume?  

• Why haven’t you accomplished more in your career?  

 

In some cases, your interviewer might even push you to say something you wouldn’t 

under normal circumstances. I had a client who experienced this when an interviewer 

kept pushing her to say she only cared about making a lot of money, not doing a good 

job. My client, thankfully, resisted. But the experience left her upset and she declined the 

job offer that was later extended.  

 

Stress interviews are rare but the interviewers are looking for very specific information. 

They’re watching your body language, your face, your behavior and your communication. 

Do you go speechless? Do you get angry? Do you shift and fidget and show your 

discomfort?  
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To handle stress interview questions, remember to stay calm and do your best to shorten 

and simplify your answers. Don’t be afraid of being assertive, but don’t overboard into 

“aggressive” territory. If needed, repeat yourself—especially if the same question is asked 

over and over in different ways. The answer itself typically doesn’t matter as much as 

your response to the stress.  

 

Most people who encounter stress interviews are well aware of the high-pressure 

environment of their profession, so it’s not altogether surprising. They are most common 

for roles in consulting, sales, and the legal profession where there is high stress to meet 

quotas and deadlines and potentially a lot of difficult client conversations.  

 

If you’re not prepared for a stress interview and it happens, you may want to consider 

what this says about the company and the role you’ll be in should you take the job. If it 

upsets you, it might not be the right position for you.    

 

Role Play Interviews 
 

Another common interview style, especially for sales and customer service positions, is 

role-play—where the interviewer and interviewee act out a scenario.  

 

This allows the interviewee to demonstrate his or her competence right there on the spot. 

The interviewer might want to see something specific, for example, how you count back 

change, how you overcome an objection during a sale, or how you handle an irate client. 

Most often, the scenario will be a difficult one—not a standard, everyday one.  

 

If you find yourself in a role-play interview, go with it and have fun. Follow instructions and 

use it as an opportunity to really show your stuff. Pretend like you’re on stage if it helps. 

This is a command performance so let yourself shine!  
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Be prepared for your interviewer to throw a few curve balls at you. A client of mine recently 

had to role-play a sales conversation for her interview to become assistant manager at a 

retail bank. The interviewer decided to act like the most difficult customer in the world! My 

client handled it well and, when it was all said and done, they both had a good laugh at 

the situation. She got the job offer and accepted.  

 

Task Interviews 
 

Occasionally, you may be asked to perform some kind of a task during your interview. 

This might entail taking a test, solving a problem, or evaluating a current situation. Don’t 

get flustered by the “on-the-spot” nature of it. Just rely on your existing skills and pretend 

like you’re already in the role, performing this task.  

 

Confidence will make all the difference—you’ll be able to think more clearly if you truly 

feel your abilities are up-to-par. Don’t second guess yourself. Give yourself a nice pep 

talk and jump in.  

 

Be aware that you’ll probably be given a time limit so keep a close eye on that. You don’t 

want to end up doing poorly just because you moved a little too slow.  

 
 

A Word of Caution 
 

Some prospective employers may ask you to perform a work project, on your own time, 

without pay as part of the interview process. I believe this is highly unethical and I 

discourage anyone from participating. The employer is essentially asking for free labor. 

 

I recommend that you politely decline or counter with your consulting rate. But do not 

provide free work product that is any more extensive than a small task done during the 

interview. 
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Case Interviews  
 

Even if the term “case interview” is new to you, the concept itself is probably familiar. 

Maybe you’ve heard of Google asking odd questions like, “How many tennis balls do you 

think you can fit on a plane?” or “How many dimes are in an amusement park?”  

 

These questions are odd and seemingly have little to do with the real business world. But 

they serve a purpose.  

 

A case interview might consist of questions like these or it might entail more real world 

“cases” to solve. For example, you may be asked something like this: “Your client is a 

major publishing house that is currently losing $50 million a year. How do you turn that 

around?”  

 

In either case, the concept is pretty straightforward: You, the interviewee, are offered a 

problem of some sort and asked to find a solution.  

 

The goal is, primarily, to see how you approach the problem and the thought process you 

use to come to a conclusion. Rarely are they looking for an actual correct “answer.”  

 

Case interviews are common in the consulting world, where critical thinking skills are of 

the upmost importance. Outside of that, certain organizations—like Google—pride 

themselves on using this unique interview style.  

 

In order to ace your case, consider the following points.  
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• Do your research  

Before any interview, you should always do your research to see what you can learn 

about the expectations. Websites like Glassdoor.com offer an insider’s look at the process 

and often provide specific questions that have been asked of others.  

 

Some organizations that rely on case interviews will specifically state as much on their 

website or within correspondence from HR. Take the information to heart and expect to 

be faced with some challenging and perhaps unusual scenarios to dissect.  

 

• Pay close attention 

When a case is presented, listen closely to what is really being asked and what 

information is provided. Part of what they want to know is how quickly you pick up on 

important details and how you weigh the facts offered.  

 

• Use a systematic approach  

In most cases, you’ll have to make a number of assumptions. For example, if you’re trying 

to determine how many dimes are in an amusement park, you need to have an idea of 

what park you’re considering and what time of year it is. That will determine the number 

of people there and the amount of cash on hand.  

 

Most often, the interviewer doesn’t want you to ask questions about these things. Your 

assumptions show your approach. Remember too that it’s acceptable to use existing 

knowledge to speculate about things you don’t know. Whenever possible, rely on data to 

support your claims.  

 

For example, if you’re tasked with creating a plan to turn around a publishing house in 

decline, and you know that Amazon sold 5 million Kindles last quarter, you can use that 

to calculate the increasing popularity of e-books—and thus the potential gain with an 

expansion into this market.  

 



ROCK YOUR INTERVIEW 
By Chrissy Scivicque, PMP, PCM 

25 
©2014 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

• Explain your thinking succinctly   

The most important part of the case interview is in your delivery of the conclusion. Your 

goal should be to offer a final “answer” and then efficiently explain how you got there. 

Outline your key assumptions and the steps you took in a simple, coherent fashion.  

 

Recognize that the interviewer may question your assumptions—and that’s okay! Don’t 

let that throw you off course. If you’re strategy is sound, stick with it. At the same time, 

show flexibility by adjusting when a valid counter-argument is raised.  

 

Finally, remember that these kinds of questions require thought. Don’t feel pressured to 

answer quickly. It’s expected that you take some time to consider your conclusion. You 

may be facing a time limit, so don’t dawdle; but avoid the urge to make random guesses 

you can’t defend.  

 

Behavioral Interviews 
 

Without question, the most effective (and, at this point in time, the most popular) technique 

for interviewing is known as behavioral interviewing. This style of interviewing asks the 

interviewee to answer questions in a very specific way—by citing examples from the past 

when a particular skill was demonstrated. It is based in the belief that past behavior is a 

strong predictor of future behavior. It helps prospective employers better understand your 

“actual” abilities rather than your “hypothetical” abilities.  

 

Typically, behavioral interview questions start with:  

• “Tell me about a time when…” or 

• “Describe a situation in which…” 

 

For example:  

• “Tell me about at time when you went over and beyond for a customer.”  
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• “Describe a situation in which you failed to achieve your goals.”  

• “Tell me about a time when you had to make a difficult decision.”  

 

As an interviewee, the process requires you to discuss specific, real situations that took 

place in the past, show how you handled them, and explain the impact your actions had 

on the business. 

 

The SOAR method is the best approach to such questions and, as you will see, can be 

used to make your answers shine in any interview, regardless of style.  
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SUCCESS STRATEGIES 
 

The SOAR Method  
 

The SOAR method is a tool used to answer questions in an interview. Specifically, it 

pertains to behavioral style interview questions. However, I recommend that you use as 

much as possible, whether or not the questions being posed are specifically “behavioral.”  

 

SOAR is an acronym to help you remember the various elements you want to discuss in 

your answers.   

 
S = SITUATION 

 

The situation describes the general context of the story. Where were you, what was 

happening and what needed to be accomplished?  

 

O = OBSTACLE 

 

The obstacles describes what made the situation difficult and worthy of discussing.   

 

A = ACTION 

 

The action describes specifically what YOU did. 

 

R = RESULT 

 

The result explains the outcome of your actions in the most concrete way possible.  

 

Your goal is to share these four things in each of your answers.  
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SOAR Example 1 
 

Question: Tell me about at time when you went over and beyond to meet a deadline.  

 

Answer:  
In my current role as Office Manager at XYZ Company, we recently went through a 

merger and we had to transfer all of our files to a new computer system (SITUATION).  

 

It was very time consuming but business was at a standstill until it got done. So it’s 

understandable that we had a very aggressive timeline (OBSTACLE).  

 

I stayed late each evening to work on this and I volunteered to work for 3 weekends in a 

row to help finish it up (ACTION).  

 

We actually completed the project ahead of schedule by 4 days, which saved the 

company thousands of dollars. And as a special “thank you,” my boss gave me three days 

of paid-time-off. (RESULT). 

 
 

The SOAR method truly works for ANY interview style.  

Regardless of how the question is phrased—even if it’s not a typical behavioral style 

question (starting with “Tell me about a time when…” or “Describe a situation in 

which…”), you can still rely on this strategy to formulate a powerful answer. 
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SOAR Example 2  
 

Question: We're looking for someone who isn't afraid to step up and voice her opinion, 

even when it's not popular. Are you comfortable with that? 

 

Answer: Absolutely. In my current position, we recently created a new website. It was a 

very long and expensive process. However, as a typical user, I found it difficult to navigate 

and very disorganized. I had to express my opinion because I didn't want us to put 

something out there that the clients wouldn't like. However, I made sure that I approached 

the topic with suggestions and a positive, solutions-oriented mindset. The technology 

team really appreciated it and they were excited to go back and make some adjustments. 

In the end, everyone was much happier with the site. Today, our web traffic has increased 

by 60%. 

 

See how using the SOAR method really makes that answer shine?  

 

Never answer with a simple “yes” or “no”. 

 

With Example 2 above, it would be easy enough for the interviewee to say, “Yes, I’m very 

comfortable with that” and leave it there. This is NOT a good answer. By doing this, you’re 

missing a perfect opportunity to share a specific story that demonstrates your answer. 

Remember, actions speak louder than words. Prove yourself by talking about times in the 

past when you’ve done the very thing they’re looking for.  
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Tips for Using the SOAR Method 
 

Prior to your interview, consider the main functions of the job you’re going after and the 

capabilities the prospective employer is likely looking for. Review your employment 

history and key accomplishments and consider the stories that might best fit. If you're 

going for a job that will require a lot of technical skill, think of a few situations in which you 

really demonstrated your abilities. If you are applying for a customer service position, 

prepare a few stories of times when you performed exceptionally well for a client. 

Construct SOAR stories and practice talking about them. Remember that each story can 

likely be used to demonstrate a number of skills and capabilities.  

 

Be sure you know the results of your work. It’s always a good idea to write down specifics 

as it helps clarify your memory and organize your thoughts. It's very impressive to be able 

to pinpoint the exact dollars you saved the company, the precise number of sales you 

made, or the specific compliment a client paid you. Don't be afraid to make notes and use 

them. This shows that you care and that you took some time to think seriously about what 

you bring to the table. 

 

Use Only REAL Stories 
 

You can’t be expected to have experience with EVERYTHING. If you don’t have specific 

experience, say something like, “I don’t have specific experience with X but I have similar 

experience with Y.” Then, proceed to share your story.   

 

It can be tempting to come up with “fake” stories that sound good and meet the SOAR 

criteria. But this is a dangerous game. If you get caught in a lie during your interview, trust 

is immediately broken and your chances of getting the job vanish.  

 

A great story is a true story. Don’t give in to the temptation to lie or even “stretch the truth.” 

It will show in your demeanor and something will simply sound “off” in your answer.  
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Take Your Time  
 

It’s fine to think about an answer or even pass on a question and ask to come back to it 

later. You’re thinking on your toes here and it can get exhausting. If you do pass on one, 

however, remember to come back to it even if the interviewer forgets. Otherwise, it will 

look like you’re trying to avoid the issue.   
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COMMON “TRICKY” QUESTIONS  
 

In this section, we’ll address some of the common “tricky” questions you may encounter 

in an interview.  

 

“Tell me about yourself” 
 

Most interviews start off with this question so it’s one you should always be prepared for.  

 

Be able to tell your unique professional story succinctly and comfortably. If you can do 

that, you’ll get the interview off on the right foot from the beginning.  

 

The biggest problem people tend to have with this is that they get long winded and go off 

on tangents talking about things that are irrelevant. This wastes an opportunity to make 

a really powerful, immediate impact.  

 

Write your answer to this question out and practice it ahead of time. You want to 

incorporate who you are, what makes you passionate about your profession, how you got 

here and why you think this company and role are a fit for what you bring to the table.  

 

Your answer to this question shouldn’t be more than a few minutes long, but it should 

encapsulate your personal brand as well as your major career highlights. So, it’s a lot of 

information in a short period of time, and it has to be interesting too! You don’t want to 

put the interviewer to sleep. Think of it like a story. How can you take years of your 

professional history and boil them down into a few compelling moments?  
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EXAMPLE 
 

In 2005, after nearly 10 years working as an engineer in the telecom industry, I found my 

true calling when I transitioned into human resources. I think my experience in operations 

gives me an edge when working with technical staff because they know I’ve been in their 

shoes. I speak their language, you might say.  

 

Having worked at some of the world’s most successful technology companies—which 

employ some of the world’s most competitive technical minds—I’ve learned when a 

company helps its people grow, the bottom line grows too. I’ve developed and 

implemented over a dozen profitable programs focused on retention, mentoring, and 

performance management, and I’ve witnessed the powerful impact of employee 

development first hand.  

 

I’m passionate about solving every personnel challenge in a way that is beneficial for both 

the organization and the employee. From what I can tell, your organization appears to 

embrace that same philosophy, which is why I’m excited to be here today.  

 

“What’s your biggest weakness?” 
 

Most people are either unable to come up with an answer for this question (which is 

surprising given how common it is) or they provide a transparent, cliché answer like: 

“Sometimes I just work TOO hard…” or “I care TOO much about doing a good job.” 

 

These kinds of answers are totally artificial and make it look like you don’t know what your 

REAL weaknesses are. We’re all human and we all have areas for improvement. It’s 

essential that you know yours and can articulate it in a way that shows you’re aware of it 

and actively working to make progress.  
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A former client of mine gave a great response to this question when she said:  

 

“Well, I’ve always been shy about speaking in front of large groups, so I recently joined 

Toastmasters to help me get a little more practice. I even volunteered to do a presentation 

for my professional association next month. It’s still very nerve-wracking, but I’m really 

excited to continue improving in this area because I feel it’s important to always challenge 

yourself to grow.”  

 

“Why are you leaving your current job?”  
 

If you’re already employed, why would you want to leave a “sure thing” to go to something 

uncertain? Every career move is a risk and the interviewer knows that. The interviewer 

also knows that the most common reason for leaving a job has to do with people and 

management. But they don’t want to hear that. DO NOT talk about people. That just 

suggests that you have poor people skills because, as we all know, it takes two to tango.  

 

You should preface your answer with something that shows you’re very complimentary 

of your current employer. For example, “Well, I’ve really learned a lot there but…” 

 

Your reasons should always revolve around one of the following:  

 

• Career Advancement: Your current employer doesn’t offer the kind of 

opportunities you can find elsewhere.  

 

• Your Desire to Grow Your Skills: You’re limited in the kind of work you’re able to 

do there.  
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• You Want to Take On New Challenges: You have a burning desire to push 

yourself to the next phase of your career—to try a new environment or a new way 

of doing things.  

 

Take time to assure your interviewer that you really explored the opportunities where you 

are but it’s just not possible there (you don’t want them to worry that you’re just jumping 

ship without really trying to make it work).  

 

The only exception to this is if you have held your current job for less than one year. In 

that case, it’s clear that you probably haven’t explored all possibilities where you are. So, 

your reasoning should be:  

 

• It’s Just Not the Right Fit: There’s no need to go into detail, but be prepared to 

provide a high-level explanation. For example: The role turned out to be something 

different than I expected, the culture isn’t a match for me, etc.  

 

In all cases, you want to stay positive and let them know you’re excited about moving on. 

Focus on the fact that you’re moving toward something new, not away from where you 

are.  

 

“Why were you let go?”  
 

This is a rough question but one that will likely get asked if you’ve encountered an 

involuntary termination, whether from layoff or firing. Remember to always be honest—it 

will come out in a reference or background check anyway so there’s no use trying to brush 

it under the rug.  
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Obviously there’s a huge difference between a layoff and being terminated for cause. If 

you’re laid off, simply state that there was a company reorganization or restructure and 

leave it there.  

 

If you were terminated for cause, you have a bigger story to tell.  

 

First off, do not beat yourself up—these things happen. Not every employer is a perfect 

match for every employee. Don’t let this situation drag you down and hold you back from 

achieving success in the future. Practice how you will respond to this question over and 

over again until the emotion is completely gone and you feel confident and comfortable 

discussing it. (This might take a while.) Turn this into a powerful learning experience that 

you can really grow from. It in all likelihood, that’s what it really was for you.  

 

You need to share 3 things:  

 

1. What Happened: Talk about the facts, not your feelings.  

 

2. What You Learned: Take ownership. Don’t blame others or make excuses. 

Recognize your role in the situation and define what you learned from it and how 

you grew as a person and a professional. Often these things can be blessings. 

They create turning points in our lives that we otherwise would have never reached 

on our own.  

 

3. What Will Be Different As a Result: How will you prevent this from happening 

again? What specific changes have you made to ensure this isn’t a recurring theme 

in your career?  

 

The more you can avoid playing victim, the more the interviewer will be on your side. 

They’ll see you as being balanced and clearheaded, and you may even win some points 
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for how you handle this discussion. You can really make yourself shine if you play your 

cards right. But it takes pre-planning and practice. Don’t wing it.  

 

Transparency will make this line of questioning end sooner, which is what you want. If 

they sense you’re holding something back, they may continue to prod and dig deeper. Or, 

even worse, they’ll write you off as unforthcoming.  

 

“Aren’t you overqualified?” 
 
If you think you might be overqualified for the role, or if you’ve heard this from interviewers 

in the past, prepare for this discussion.  

 
Remember that you need to address their biggest fears, which are:  

 

• You will get bored and become disengaged.  

• You will leave as soon as a better opportunity comes along.  

• You will be a know-it-all who won’t be open to learning.  

 

If you’re applying for positions for which you are overqualified, make sure you’re not acting 

out of desperation. Shift your perspective if you have to: You’re not just looking for ANY 

job and you’re not willing to do ANYTHING to make some money. This is a strategic move 

that makes sense for you and the organization. It’s a win-win situation. If you don’t believe 

that, they won’t believe that.  

 

Remember that you’re a bargain. You bring a wealth of experience to this role and you 

provide it at a discounted rate. Your skills, experience and education likely qualify you for 

a much higher salary, but that’s not the most important thing to you at this point in your 

career.  
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Focus on what excites you about the role: Why you WANT this job, not why you NEED it. 

What’s going to make you want to get out of bed each morning and do this work?  

 

Explain that you’re always learning, growing and evolving, and this role will be no different 

for you. Talk about other roles where you created challenge for yourself. Pinpoint the 

aspects of this role that will take you outside of your comfort zone or stretch you in some 

capacity.  

 

Focus on the fact that you’re looking for a long-term commitment here—that you want to 

grow within the company and be a loyal partner—and to do that, you’re eager to prove 

yourself in this role.  

 

Talk about the fact that you’re repositioning: Perhaps in your last job you encountered a 

lot of stress, or travel, or excessive hours. Now, taking this step back, you’re looking for 

a different lifestyle—one with less stress, less travel, more family time, or a more 

consistent schedule. It’s a reprioritization of your life and career.  

 

Finally, if you’re applying for jobs for which you’re overqualified and it’s not a strategic 

repositioning decision, refine your job search. You may need to use some different search 

strategies to find things that are a better match for you. Higher level, more experienced 

roles are generally found through professional networks and personal connections so put 

your energy there.  

 

“Do you have any questions for me?”  
 

This is how most interviewers wrap up the conversation. It’s almost a guarantee that they 

will ask this so take advantage of the opportunity. Come up with a handful of questions 

you can ask any interviewer—questions that will show you’re really thinking about this 
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opportunity and that you want to make sure you’re the right fit for the role and can be 

successful in it.  

 

Some of the questions you want to make sure have already been answered in the 

interview are basic things like:  

 

• “What is an average day like in this role?” 

 

• “Why did the previous person who held this role leave?” Or, “Why are you looking 

to hire?”  

 

• “How would you describe the company culture? What can you tell me about the 

team dynamic of the group I’d be working with?”   

 

Here are a few additional questions to dive deeper:  

 

• “When you look at the previous people in this role, what separated the good from 

the great?”  

 

• “Given my work experience, qualifications, and everything we’ve just discussed, 

do you have any concerns about possibly hiring me?” 

 

• “How do you foresee this position growing over time? What are the prospects for 

advancement in this role?”  

 

• “What do you like best about working here? What would you change about working 
here?”  
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• “What are some of the business initiatives and how do you envision this role 

contributing to achieving them?”  

 

Before you launch into these kinds of questions, make sure you’ve gotten a full description 

of the job, deliverables, and the basic information you need to know for your own 

evaluation process.  

 

Always end with, “What are our next steps?”  

 

Also, try to nail down dates so you have a clear idea of when you should follow up.  

 

Salary Discussion  
 

Regarding the salary expectations question, don’t hem and haw. It can make you look 

desperate, confused and unsure of yourself. Always answer with a large range, starting 

above your bottom line figure. Don’t give an exact number. You’ll have the opportunity to 

negotiate when there’s an offer on the table. (We’ll discuss this topic more later in the 

guide.) 

 

If you don’t know what range to give, look at Salary.com for the average salaries for similar 

roles in your area. If you’re more experienced, aim for the higher end of the spectrum; 

less experienced, stick to the mid- to lower range.  

 

Always emphasize that you’re willing to be flexible for the right opportunity and that the 

potential for future growth and benefits will also factor into your decision.  

 

Remember that pay is not the only compensation. There are plenty of ways to get “paid”—

company health insurance, life insurance, dental, vision, company car or car allowance, 

cell phone reimbursement, etc. Career fulfillment and enjoyment of the work is also a form 
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of compensation. You might be willing to take a lower salary for a position that you really 

love. So there are all kinds of things that factor into your decision and the final amount 

you’ll be willing to accept.  

 

Don’t initiate the salary conversation in the first interview. Wait until the end of the second 

if it hasn’t been discussed before that. The only exception to this rule is for sales jobs, 

where money motivation is considered an essential ingredient for success. If you’re in 

sales, you can inquire about the commission structure early on, though the interviewer 

will probably raise the topic early as well.  

 

A lot of people worry about getting through a long interview process only to find that the 

pay isn’t anywhere close to what you require, and that’s a legitimate concern. However, 

a lot of job postings these days include the salary range so look for that before you submit 

an application. Also look at Glassdoor.com to see what insiders are saying about the pay 

scale at the company.  

 

Should you get through the process and find that the company is way out of sync with 

your salary requirements and they aren’t willing to negotiate, remember that every 

interview is still a learning experience. You haven’t lost anything. The time and effort are 

not wasted.  

 

That being said, negotiation is always an option. Remember that the initial offer is not the 

final offer. Expect some back and forth. In reality, the longer you delay the salary 

conversation, the more leverage it gives you in the negotiation process. By the time they 

get to an offer, they know they want you. They may still try to lowball you, at which point 

you can re-emphasize all the reasons you’re the best candidate for the job—reasons they 

already know and agree with.  

 

Always negotiate based on YOUR value, not on the average salary for the position in your 

area. Don’t tell the company that they’re not competitive or that they’re paying under 
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market rate. Instead, talk about what you offer that makes you worth the higher dollar 

amount.  

 

Sometimes, oddly, an offer is extended without a salary specified. NEVER accept the 

offer without talking about salary and agreeing to terms. It sounds crazy, but it happens.  

 

General Mistakes to Avoid  
 

There are three things that interviewers see as immediate red flags, which you should 

take extra care to avoid.  

 

1. Avoid generalities and speculation, unless that’s what you’re being asked to do, 
for example, in a hypothetical “What would you do if…” kind of question.  

 

Statements that begin with “I always do this” or “I would do that” are typically seen as 

vague responses. They dance around the issue and suggest a way of acting, but do 

nothing to prove it. As human beings, we can’t really say we ALWAYS do anything. We 

might generally try to do something, but stating a definitive like that is unbelievable. If you 

tell me, “I always walk into work with a smile on my face,” I immediately question your 

sincerity. No one can always do that.  

 

Interviewers hear you say, “I always do this” or “I would do that” and they think: “This 

person is just telling me what they think I want to hear.” You’re not giving any substance 

to back up what you’re saying. It’s too easy. There’s no proof; it’s just fluff.  

 

Instead of offering generalities or speculations, use stories of specific workplace 

situations to demonstrate your skills or typical behavior using the SOAR method.  
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2. Avoid speaking negatively about previous employers.  
 

If you’re really unhappy with a current or previous employer, it’s easy to accidentally 

weave your frustrations into your interview answers. Be very cautious about this and 

remember that interviewers are not going to be sympathetic to your complaints—even if 

they are indeed legitimate complaints. Interviewers hear this all day long from candidates 

and to them, it just sounds like you’re playing the victim or making excuses. They know 

there are always two sides to every story and, regardless of what you say, they presume 

you are at least somewhat to blame for the situation as well.  

 

They’re also remembering the old rule about gossip: If you’re talking badly about 

someone else behind his back, how can I trust that you won’t turn around and talk badly 

about me behind my back? Talking badly about past employers makes you look 

unprofessional, petty, and spiteful.  

 

3. Always do your research.  

 

If you walk into the interview and don’t even know what the company does, it’s 

immediately clear to the interviewer. It looks like you just don’t care. Quite honestly, if you 

haven’t done your research to know at least that much about the company you’re 

interviewing with, you really DON’T care—and you don’t deserve the job.  

 

There’s a basic level of research that’s expected. You should always know the company’s 

main business and be familiar with any information readily available on the company 

website or online in general. Most of the time you can also find the company mission 

statement as well as some information regarding its history (when it started, how it started, 

etc.). These things are great to weave into the conversation. Take note of any interesting 

pieces of information or things that catch your eye and feel free to share them during the 

interview or ask questions about them.  
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Even more impressive is when you can demonstrate that you’re up-to-date on current 

company initiatives and events. You can get this information from reading recent press 

releases or scanning your local business journal or even just reading the newspaper. This 

will also ensure that you’re not completely thrown off guard should the interviewer mention 

something big that’s going on within the company—something that’s very publicly 

known—only to have you respond with a blank stare or look of confusion.  
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MANAGING THE INTERVIEW 
 

So far, you’ve learned a lot about what to expect and how to effectively answer questions 

during your interview. Now, we’ll talk about the 3 phases of the interview. Your job is to 

successfully manage all phases.   

 
The following three sections offer strategies to help you do this.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Before During After
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BEFORE THE INTERVIEW  
 

Prepare 
 

As discussed previously, prior to your interview, spend time gathering stories from your 

professional experiences that demonstrate the skills and competencies your interviewer 

is likely looking for and that have resulted in positive, quantifiable outcomes. If you have 

limited work experience, you can also use academic achievements and volunteer 

activities.  

 

Tell the stories to friends and family to help jog your memory of the details. Use the 

practice questions at the back of this guide to help you map out the specific elements you 

want to share (Situation, Obstacle, Action, Result) from each story.   

 

Rehearse 
 

The most important tool for a strong interview is not to go in cold. Practice makes perfect. 

Most people don’t want to sound stilted or rehearsed, but you need to speak your answers 

OUT LOUD to hear how they sound. You might think you know exactly what you want to 

say but often something lapses between our brain and our mouths. If you don’t articulate 

it before you’re sitting in that stressful situation, you are likely to stumble or find yourself 

searching for that right word or getting lost on a tangent.  

 

Ask a trusted friend to conduct a mock interview with you and then provide feedback on 

how you did. The more you do it, the more comfortable and confident you’ll feel during 

the real thing. You may even wish to record yourself using a handheld camera to get a 

better idea of what you’re doing. This may help you catch small behaviors or mannerisms 

that are counterproductive—things you wouldn’t normally be aware of.  
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Research the Company  
 

As previously mentioned, research the business and its competitors. Understand the 

strengths, weaknesses, opportunities, and threats facing the organization and, during the 

interview, demonstrate your knowledge.  

 

Let your interviewer know that you did your research. For example, if you found a recent 

press release promoting a new employee health program, you can let your interviewer 

know how excited you are to learn more about it. If you read the company blog, tell your 

interviewer how much you enjoyed getting that inside perspective. And don’t be afraid to 

ask questions. If you stumble upon a piece of information that doesn’t seem to make 

sense, ask about it. This shows you’re interested and really thinking critically about what’s 

being presented. Perhaps it will even spark an interesting conversation!  

 

Master Your Mindset 
 

On the day of your interview, your mindset can have an incredibly important impact on 

the outcome. Don’t think about how desperately you want the job. Don’t get intimidated 

by the people interviewing you. Just focus on presenting your best self.  

 

• Think of It as a “Business Meeting”  

Instead of seeing this as a job interview, why not view it instead as a business meeting? 

That’s really what it is after all. You’re a business owner. You’re CEO of You, Inc. You 

sell a certain service and you’re interested in knowing if that service is a match for this 

business. You’re not there to perform. You’re simply engaging in a two-way conversation 

to determine what the business needs and how you might be able to help.  
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This mindset puts you on even ground with the interviewer. You walk in feeling 

empowered and professional. Instead of begging for a job, you’re thoughtfully discussing 

the business you’re in and opportunities to be of assistance.  

 

• Visualize Your Most Confident Moments  
Before you walk into an interview, spend a few minutes in the car or in the restroom 

visualizing your most confident moments. Where do you feel the most powerful and 

poised? Maybe it’s on the tennis court. Maybe it’s with your family. Maybe it’s just after 

completing a successful presentation at work. Whatever it is, go there in your mind. Feel 

it. Embody it. Stand up and shift your body into the posture of your most confident self. 

(Science indicates that your physical stance can actually impact brain chemistry!)  

 

This mindset helps give you an added boost of confidence because your brain is pumped 

with positivity.  Instead of dwelling on the approaching interview, you’re mentally escaping 

into a place where you are awesome! Even once you shift back to the present moment, 

those feelings will stick with you. You’ll walk in feeling valuable and capable.  

 

• Authentically Express the Best Version of YOU  
In my experience, many people feel on edge during interviews because they’re putting on 

act. They worry about showing too much of their real selves, including the warts, flaws 

and imperfections we all have hidden beneath the surface. Instead of risking that 

exposure, they fake it. They wear a mask and put on the song and dance they think people 

want to see. For most of us, that feels incredibly inauthentic and uncomfortable. Even 

worse, it comes off that way to others.  

 

In a job interview, it’s normal to want to hide certain things about yourself. Do you really 

want to advertise that sometimes you walk into work half asleep and need a pot of coffee 

before you talk to anyone? Probably not.  
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However, you also don’t have to go shouting about how you’re a morning person and 

always raring to go at daybreak.  

 

You’re human. Quirks are to be expected. Don’t try to overcompensate for your 

weaknesses by pretending they don’t exist or faking that you’re some perfect professional 

specimen. Instead, emphasize your authentic strengths. Show them the best you have to 

offer—tell them how you are and what you do on your very best days.  

 

This mindset helps you relax and be yourself. In the end, this will help ensure you land 

the right role. After all, most people don’t just want any job. They want a job that fits their 

skills and talents, in an organization where they’ll be a cultural fit. That’s much less likely 

to happen when you’re putting on a show in the job interview.   

 

Dress for Success 
 

When dressing for an interview, there’s only one key point to remember: Formal is almost 

always better. It’s hard to go wrong in a nice suit. Remember the old saying, “Dress for 

the job you want, not the job you have.” Regardless of the position for which you’re 

applying, the industry or company, professionalism is always respected.  

 

In some cases, when interviewing at a company that is exceptionally casual, you may 

choose to dress “one level above” the rest of the staff. That way, you don’t show up 

wearing a suit when everyone else is in jeans. That can signal a culture mismatch. 

Instead, you can wear business casual attire. 

 

However you choose to dress, make sure you’re clothes fit properly and are in good 

repair. You don’t want to be distracted by a jacket that doesn’t fit right, a skirt that’s too 

short when you sit down, or a loose thread that is threatening to unravel your sweater.  
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For women, a little jewelry is nice but don’t go overboard. Again, you don’t want to be 

distracted. Remember, this isn’t a cocktail party. Less is almost certainly more. A classy 

watch is a nice addition for both genders as it demonstrates a respect for time.  

 

A few clients have asked me about tattoos and piercings, and whether they should remain 

hidden during the interview. In most cases, I say, “Do what makes you comfortable.”  

 

Generally speaking, covering piercings and tattoos can be useful, especially during the 

interview stage, even if the organization itself doesn’t have any rules against showing 

body art. It just prevents them from being a distraction. Later, once you’re hired, you may 

be able to show them in your regular day-to-day work.  

 

Some organizations may require body art to be covered for employees, so if that’s not 

something you’re willing to do, it’s not the right match anyway.  

 

What to Take  
 

Never walk in to an interview (or any business meeting for that matter) empty handed. 

Always bring a pad of paper and pen, at least. Also bring extra copies of your resume and 

cover letter. If you don’t know how many people will be interviewing you, bring three or 

four copies of each to be safe.  

 

Also consider taking some additional paperwork with you (such as your professional 

portfolio, a list of references and contact information, work samples, or an outline of your 

career plan for the future). Just the “look” of documentation makes you appear more 

prepared and professional, whether or not you ever use it.  

 

Make sure to put additional paperwork in a nice folder so the sheets don’t get crumpled 

or separated from one another. Create copies of these things so they can be left behind. 
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It provides a nice reminder of who you are, especially if the company is interviewing a lot 

of people in a short period of time.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://eatyourcareer.com/success-store/


ROCK YOUR INTERVIEW 
By Chrissy Scivicque, PMP, PCM 

52 
©2014 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

DURING THE INTERVIEW  
 

Arrival 
 

Turn your cell phone off prior to entering the building. That way, you won’t forget to do it 

later. Don’t simply put it on vibrate; the phone will still buzz and make noise in your pocket 

or purse when it rings, which will distract and interrupt you. Use your time waiting in the 

lobby without looking at your phone to relax and get focused.  

 

Arrive early for the interview but by no more than 10 minutes. You don’t want to be tapping 

your toes in the lobby looking desperate.  

 

The interview starts with your very first interaction. Be polite to everyone, including the 

person who greets you and others who may be waiting to interview as well. You never 

know who’s watching and your behavior (good or bad) may get back to the decision 

makers.  

 

Be prepared to shake hands with your interviewer upon greeting him or her. If you aren’t 

confident about your handshake, practice with friends and family.  

 

Another unusual tip to consider: Make sure your car is washed and in decent condition. 

There’s always a slim, outside chance that your interviewer will walk out to the parking lot 

with you and, if your vehicle looks disheveled, it can reflect poorly on you (no matter how 

silly that sounds!). 

 

Become the Interviewer 
 

The interview is a two-way street. It’s not just for the company; it’s also to help you 

determine if the position and company will be a fit for you. Know what you’re looking for. 
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Outline your specific criteria and do your due diligence to see how well the position and 

company meet your needs.  

 

Don’t go in with a desperate attitude of, “I’ll take whatever I can get!” Prospective 

employers can detect this from a mile away. Instead, be discerning. Ask questions and, 

if appropriate, don’t be afraid to tell your interviewer exactly what you’re looking for. 

Companies love to feel they’ve hired a discerning employee who chose to work for them—

not someone who was willing to take anything.  

 

Assessing Company Culture During the Interview  
 

Culture is the intangible part of job search and hiring—and often, it’s the most important 

part as well. Broadly speaking, “fit” is when the employee and the organization have value 

systems that align. Their core beliefs and behaviors are in sync. “Fit” is what makes an 

employee feel right at home within their company’s culture. They are surrounded by 

people, systems and environments that support their preferred way of living and working.  

 

While interviewers want to understand your experience, skills and qualifications, they are 

simultaneously trying to assess fit. Likewise, job seekers should be doing the same. But, 

of course, it’s hard to gauge something so intangible.  

  

If you’re looking to better understand the culture of an organization and how well it “fits” 

with who you are, here are some strategies to consider.  

 

• Define your preferences first 
You can’t assess the cultural match if you don’t first have a clear idea of the culture you’re 

looking for. If you don’t know this before you start your search, you may find yourself 

easily swayed by empty promises and slick platitudes. However, when your ideal culture 

is well-defined, you’ll be more discerning. You’ll be better positioned to see past the 
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bluster and identify which companies are truly aligned versus which are just blowing 

smoke.  

 

If you’re not sure where to start in the process, ask yourself questions like this:  

• What kind of working environment do I thrive in?  

• What kind of people do I like being around in the workplace?  

• What principles are most important to me in my work?  

 

Consider your past experiences, both good and bad, and be sure to capture your ideas 

on paper to help make them more concrete.  

 

• Do your research 

Once you’ve established your cultural ideal, it’s time to research organizations that might 

be a fit. Start with the company website to get a general idea of how they position 

themselves publicly. Read the company mission statement and core values if available. 

Many company websites also include information about what it’s like to work there in the 

“Careers” section. But remember: This is a marketing tool. It’s not necessarily going to 

give you an accurate view.  

 

To get a different perspective, jump over to Glassdoor.com and read what the anonymous 

insiders (and former insiders) have to say. Again, take online reviews with a grain of salt. 

People tend to be most motivated to share their opinions when they’ve had a negative 

experience. Still, these reviews provide helpful insight. Look for clear patterns and 

repeated themes.  

 

Even more useful is to speak directly with someone in your network who currently works 

(or used to work) at the organization you’re researching. Ask them what it’s like. 

Depending on the relationship you have, you may get the complete unvarnished truth 

(from their perspective, of course) or you may get a slightly watered down version. Either 

way, you’re hearing it straight from the horse’s mouth, so to speak.  
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• Ask specific questions 

In your interviews, ask questions related to specific aspects of culture that are important 

to you. Avoid asking vague questions like, “What is your culture here?” This is far too 

broad and does little to show that you know what you’re looking for. It also allows the 

person answering the question to wander in any direction they choose, sharing details 

that are important to them, rather than the ones you care about most.  

 

Look at your list of cultural wants and craft questions that relate directly to them. For 

example:   

 

• If it’s important to you to work with a group that engages in social functions after 

work together, ask, “When was the last time the team got together outside of the 

office?”  

• If it’s important to you that achievements are celebrated in a certain way, ask, “How 

was your last achievement celebrated?”  

• If it’s important to you that company changes are managed well, ask, “Can you tell 

me about a recent company change and how it was rolled out?”  

 

Keep in mind that some organizations—especially large ones—may have “sub-cultures” 

in various departments. Therefore, these questions are best posed to the people who are 

closest to the group you will be working with. The initial phone screener, for example, 

probably won’t have the same level of insight as the hiring manager.  

 

• Monitor vibe 

Finally, company culture can be gauged simply by monitoring the overall feel you get in 

the environment. Obviously, this would have to take place during an in-person interview.  

 

Don’t discredit your intuition. Often, your body can pick up on important unspoken signals 

about culture simply by observing the people and the general atmosphere. You can feel 
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tension in the air, just as you can feel positive energy. You can see if people actually look 

happy and engaged, or if they look bored and unchallenged.  

 

This is why I advise my clients not to accept a job without first visiting the worksite. If a 

prospective employer does not want to show you where you will be working, it’s a red 

flag.  

 

With a little investigative prowess, you can get a pretty good idea of company culture, 

even from the outside. It won’t always be a perfectly accurate view, but at least you’ve 

done your due diligence!   
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AFTER THE INTERVIEW  
 

Debrief / Self-Assessment  
 

After completing an interview, take a few minutes to debrief with yourself and assess your 

performance. This will help ensure that each interview is a productive learning 

experience, regardless of the outcome.  

 

First, capture the critical information about the interview, including the date, the 

organization, the position for which you applied, and the name and title of the 

interviewer(s).  

 

Then, consider the following:  

 

• What did I do well?  

• What didn’t go well?  

• What questions or topics of discussion surprised me?  

• Where could I improve next time?  

• Overall, how do I feel about this opportunity?  

 

Lastly, capture any final notes you have for yourself about the interview process or 

anything you’d like to remember for the future.  

 
Note: To help with this process, you can use the Post-Interview Self-Assessment 

Worksheet provided in your worksheet bundle. 

 

 

 

 



ROCK YOUR INTERVIEW 
By Chrissy Scivicque, PMP, PCM 

58 
©2014 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

Thank You Cards / Emails  
 

Traditionally, it has been common practice to send a physical, handwritten thank you card 

by mail after an interview. However, in our modern age, this has become a bit antiquated. 

While it may be appreciated, physical mail can be delayed for a variety of reasons.  

 

Email is generally accepted for follow up purposes. Send a message after your interview 

within 24 hours. It doesn’t have to be anything fancy or long-winded. Simply thank your 

interviewer for the time spent and reaffirm your interest in the position. You can also 

address anything specific you didn’t get a chance to share during the interview but try to 

keep it short. Finally, wrap up with an optimistic statement like, “I look forward to speaking 

with you again soon.”  

 

Follow Up 
 

Best case scenario, an interviewer will give you some indication of when to expect a 

decision. (Remember to always ask for the timeline at the end of the interview!)  

 

However, in my experience, it almost always takes longer than expected. Don’t take this 

as a bad sign necessarily. The hiring process is tedious for most businesses and many, 

many things can come up to derail it. If you’re promised an answer by a certain date—

and it passes without a call—reach out to your contact by phone or email 24 hours after.   

 

If you don’t have a specific date by which to expect a next action of some sort, give it 

about a week and then follow up by phone or by email.  

 

If you leave a message and don’t receive a phone call back, another call or email is 

perfectly appropriate. People are busy, and you want to make sure you’ve adequately 

demonstrated your enthusiasm and informed them of your continued interest in the job.  
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After that, it’s a judgment call. If you receive no response in return, continuing to pursue 

it starts to verge toward the “pestering desperation” end of the spectrum.  

 

What I’ve found is this: After the basic, initial follow-up, continuing to call and email without 

any sign of positive feedback often has a greater risk of harming the situation than helping 

it.  

 

If you’re the right candidate for the role, continuing to follow-up won’t make them move 

any faster. They’re going to follow their process and make you an offer as quickly as 

possible, and overzealous follow-up could put you at a disadvantage when that offer 

finally does come.  

 

If you’re not the right candidate for the role, continuing to follow-up likely won’t change 

anyone’s mind.  

 

The instances where I’ve seen persistent (even overly persistent) follow-up payoff is when 

there are two candidates running neck-in-neck. In those cases, you can possibly break 

the tie by being the more vocal one and keeping yourself top of mind.  

 

Most importantly: never put all of your job search “eggs” in one basket. Continue your 

search with the presumption that you didn’t get this job. Never put things on hold while 

you wait, no matter how positive you feel. Sadly, things change quickly in business—the 

position could be put on hold, or it could be closed without ever getting filled whether 

because of budget constraints or other factors. You just never know.  

 

If you end up with an offer, you may choose to share that information with another 

company as a way to light the fire under them. Just be honest that you have another offer 

on the table but that you’re more excited about the opportunity there. Give them a time 

frame in which you want to make your decision and ask where things stand in their 

decision-making process. But don’t let anyone string you along. Again, you never know 
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what’s going to happen. And until you have a firm written offer on the table, you can’t 

afford to pass up good opportunities based on hopeful promises.  

 

Ask for Feedback  
 

You won’t get a job offer for EVERY interview you go on, but they’re all valuable learning 

experiences. If you have the opportunity, it’s helpful to ask for feedback from those who 

don’t make an offer. A simple email or phone call is all it takes. Be straightforward and 

say something like:  

 

• “I would love to get your feedback so I can improve in the future. Is there anything 
specific you can tell me about this decision?”  

 

Alternatives include:  

• “What were the deciding factors?”  

• “Is there something specific that made you feel I’m not the right fit for this role?” 

• “Would you have liked to see something different from me during the interview or 

in my skill set?”  

• “Would you be willing to share what differentiated the successful candidate?” 

 

There’s no guarantee that you’ll get an honest answer, or an answer of any kind. In 

today’s litigious world, many prospective employers fear that sharing specific reasons for 

a hiring decision may backfire in claims of discrimination. They don’t want someone 

accidentally citing an illegal reason (or something that could be construed that way) for 

not hiring a particular candidate.  

 

Additionally, recruiters and hiring managers are people like the rest of us. They’re not 

always eager to engage in confrontation or difficult conversations. Providing honest 

feedback to an unsuccessful candidate certainly falls into that category. Those who have 
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been kind enough to offer it have inevitably been met with defensive, even angry 

responses. Too often, the rejected interviewee tries to persuade the messenger to change 

his or her mind.  

 

The process is generally unproductive and frustrating for the ones sharing the information. 

Thus, it’s not surprising that these conversations are few and far between these days.  

 

However, it’s still worth a shot. You may learn that there is an important piece of 

experience or skill you’re lacking or which you didn’t articulate clearly enough in your 

conversations with the interviewer(s). You may find that you’re pricing yourself out of the 

market or that you have an unrealistic understanding of the competition out there. You’ll 

never know if you don’t ask.  

 

Keep in mind that you’re opening up this discussion to gain constructive criticism. Do not 

argue, defend or make excuses for yourself. Do not try to persuade the person that they 

made the wrong decision. This isn’t about changing their minds. It’s about gaining 

understanding and growing from the experience.  

 

See also: How to Cope When You Don’t Get the Job in the Appendix  
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SALARY NEGOTIATION 
 

Negotiation is a key skill required for obtaining a job that will support your financial needs 

and goals. Negotiation is simply defined as “a discussion aimed at reaching an 

agreement.”  

 

Why Bother?  
 

Many professionals are afraid to negotiate, worrying that doing so will somehow “scare 

off” the prospective employer and lead them to choose a different candidate altogether.  

 

Don’t fall victim to this mentality. Negotiation is expected and it allows you to show off a 

different (and very valuable) side of your skill set. It’s also essential for truly getting what 

you want and deserve in the professional world. Studies published on Salary.com show 

that avoiding negotiation can cost as much as $1 million in lost salary over the course of 

your career. The reason for this is that, for each role the salary negotiation process 

generally begins by looking at your current salary. Therefore, every negotiation has the 

power to impact your lifelong earning potential.  

 

In any negotiation, your goal is to advocate for your needs. It’s normal to feel a little 

discomfort in doing so. Negotiations are rooted in conflict—you want A and I want B—but 

that doesn’t mean it has to be an adversarial conversation. Salary negotiations are 

expected and most people who handle them for companies are prepared to engage in a 

lively back and forth to reach an acceptable solution.  

 

As long as you maintain a professional, assertive demeanor (not aggressive), you’ll 

position yourself for greater success.  
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When to Discuss Salary  
 

Timing of the salary conversation can impact the leverage you have. Every job seeker 

worries about how and when to approach this topic. Do you bring it up yourself? Or do 

you wait for them to do? Should you talk about it on the first interview? How do you give 

an answer that won’t limit your negotiation abilities in the future, but also won’t accidentally 

put you out of the running?  

 

Here are a few tried and true “rules” to keep in mind.  

 

• Don’t initiate the salary conversation on the first interview  
We all know that salary is an important consideration when deciding whether or not you’re 

willing to accept a job offer. But the first interview is not the time to launch the discussion. 

While you may want to do it early—to prevent wasting your time if the salary is totally 

unacceptable—it’s counterproductive to do so.  

 

At this early stage of the game, you’re still selling yourself. You want to convey your 

enthusiasm for the role and emphasize your amazing qualifications. You want them to 

really want you before numbers are ever discussed. 

 

If you bring up salary right away, you’re immediately suggesting that money is your 

deciding factor. It might honestly be—but you don’t want that to be the focus at this point. 

You’re still wowing them. Let that be the dominating concern. Later on, when money is 

being discussed, you want to refer back to all of the compelling reasons that you’re the 

right person for the job, and you want them to already know these things from your earlier 

conversations.   
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• Answer questions broadly at first  

Of course, just because you don’t initiate the conversation doesn’t mean they won’t. You 

might be asked early on what your salary expectations are. Don’t dance around the topic, 

avoiding an answer. That only looks odd and feels awkward for everyone.  

 

Instead, cite a general range of pay you hope to make and then add a disclaimer that 

shows you recognize salary isn’t the only form of compensation. Health insurance, 

company perks and job satisfaction are also important elements. Assure them that, if you 

both feel it’s the right fit, you’re certain you’ll be able to make something work.  

 

Prepare ahead of time by determining the range you’ll cite if and when asked, and practice 

your disclaimer.  

 

• Bring it up before the process goes too long  
Generally, you want to take the organization’s lead regarding when salary is discussed. 

But you also don’t want it to go too long before it’s at least minimally addressed.  

 

For example, if the interview process entails a number of different steps and requires a 

heavy burden on you (like travel and significant time away from your current job), you 

may want to broach the topic before you’re too deeply invested.  

 

If they haven’t brought up salary by the end of the second interview, and you’re being 

asked to continue forward with more rounds, it’s worthwhile making sure you’re in a similar 

ballpark. You don’t want to go through a major hassle only to realize you’re nowhere near 

aligned on the topic.  

 

In such cases, simply pose the question: “I’d like to just make sure we’re on the same 

page regarding salary. Can you give me an idea of what that looks like?”  

 



ROCK YOUR INTERVIEW 
By Chrissy Scivicque, PMP, PCM 

65 
©2014 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

Depending on your circumstances and what you’re being asked to do, the response to 

your question might be critically important. If they can’t give you reasonable assurance 

that you’re somewhere in the same vicinity, you may want to rethink what you’re willing 

to invest.  

 

Negotiation Success Strategies 
 
Take a Competitive Mindset  

 

Yes, we’re taught that collaboration is king in the workplace, but when it comes to salary 

negotiation, that isn’t necessarily the case. According to research from Michelle Marks, 

professor at George Mason University, and Crystal Harold, professor at Temple 

University, viewing these discussions as competitions—and using competitive 

strategies—leads to better results, especially when compared to those who hold 

accommodating or compromising mindsets. So approach it looking to win.  

 

Aim High & Give a Little  

 

Always start the negotiation by aiming high. Make an offer that would not only satisfy you 

if it were accepted, but please you. Your first offer should be your reasonable ideal, and 

who knows…it could be accepted!  

 

Keep in mind that this is also how the other party is starting the negotiation—with an offer 

that pleases them. Negotiation is a back and forth, two-way interaction. Neither you nor 

the other party must simply accept the initial offer.  

 

Demonstrate your willingness to find a solution by backing down (slowly) from your ideal. 

Even a small concession creates goodwill in the negotiation process and, if you’ve started 
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the negotiation from an ideal place, you can do this and still end up with a satisfying 

solution.  

 

Be Specific  

 

Always refer to specific dollar amounts. Don’t make generic requests for “more” or 

“better.” This will help you appear confident. Additionally, it helps the whole process move 

along faster. 

 

Express Your Concerns  

 

If you have any hesitations about accepting the position, now is the time to voice them 

and see what can be done to put your mind at ease. For example, if you’re not thrilled 

with the schedule or would prefer a little more paid time off, perhaps your prospective 

employer has some flexibility. If not, these things may provide you with leverage as you 

can create the impression that you’re accepting a “sacrifice” in exchange for other 

desirable things.  

 

Rank Your Priorities  
 

A successful negotiation starts with understanding what’s most important to you—your 

must-haves, nice-to-haves and not necessary items. Some people are willing to accept a 

lower salary for a position that offers extensive growth opportunities and personal 

fulfillment. For others, a flexible schedule is the most important thing, or a minimal 

commute.  

 

Remember that there are many forms of compensation that go beyond a simple 

paycheck. If you’re unable to get exactly what you want in terms of salary, there may be 

other perks and benefits that can make the position more compelling than a higher paying 

one. It’s a personal decision and there’s no perfect one-size-fits-all formula.  
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Prior to engaging in negotiation, assess your position with the following questions.   

 

• What do you really want?  

• What are you unwilling to sacrifice?  

• What are willing to sacrifice unconditionally?  

• What are you willing to sacrifice on condition that other allowances are received in 

exchange?  

• What is the least you are willing to accept? (I.e. the worst case acceptable 

scenario)  

• At what point will you walk away from the deal?  

 

The 3 Ps: Patient, Polite and Persistent  

 

Above all, negotiation requires proper business etiquette. This is a give and take. Making 

extreme demands or refusing to budge on your position will encourage the other person 

to do the same. This quickly leads to a stalemate and the offer may be revoked.   

 

Be patient and polite in your communication, but persistent as well. According to research 

published on Salary.com, women are significantly more uncomfortable with negotiating—

39% of men express apprehension compared to 55% of women.  

 

Regardless of your sex, age, experience level, or position, you have the right and personal 

obligation to advocate for yourself.   
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APPENDIX 
 

The following materials and resources will help support your success in “rocking” your 

interview. 
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PRACTICE INTERVIEW QUESTIONS  
 

It’s hard to predict what questions will be asked during your interview, and it’s really not 

important anyway. What’s important is getting used to the SOAR technique. By going 

through the practice questions now, you’ll jog your memory of stories to tell and get in the 

rhythm of thinking in the SOAR method. This exercise will force you to identify the different 

components of your story in ways that you might not do on your own without the structure. 

You can then weave the information into the conversation easily, regardless of what 

questions are ultimately asked.   

 

1. Describe a time when you were faced with a deadline you could not meet.  

 

S  

O  

A  

R  

 

2. Describe a time when you went above and beyond when serving a client.  
 

S  

O  

A  

R  

 



ROCK YOUR INTERVIEW 
By Chrissy Scivicque, PMP, PCM 

70 
©2014 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

3. Describe a time when you used your judgment to make a difficult decision.  
 

S  

O  

A  

R  

 

4. Share a time when you handled conflict.  

 

S  

O  

A  

R  

 
5. Describe a time when you had to deal with an irate customer.  

 

S  

O  

A  

R  
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6.  Share a time when you had to follow a policy that you did not agree with.  
 

S  

O  

A  

R  

 

7. Tell me about a time when you had to use persuasion to make someone else see 

things your way.  

 

S  

O  

A  

R  

 

8. Share a time when you were a part of a successful team.  
 

S  

O  

A  

R  
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9. Give an example of a time when you lead a team.  
 

S  

O  

A  

R  

 

10. Share a time when you motivated others to meet a goal.  

 

S  

O  

A  

R  

 
11. Tell me about a time when you failed to meet a goal.  

 

S  

O  

A  

R  
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12. Explain a situation when you were under enormous stress.  
 

S  

O  

A  

R  

 

13. Tell me about a time when you had more tasks than you could complete and 

had to prioritize.  

 

S  

O  

A  

R  

 

14. Describe a time when you had to solve a complicated problem.  
 

S  

O  

A  

R  
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15. Share a time when you had to explain a complicated concept.  

S  

O  

A  

R  

 

16. Share a time when you had to make a decision that was unpopular.  

 

S  

O  

A  

R  

 

17. Describe a time when you had to face a co-worker who wasn’t pulling his or her 
weight.  

 

S  

O  

A  

R  
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18. Tell me about a decision you made that you later regretted.  
 

S  

O  

A  

R  

 

19. Describe a time when you used your creativity to problem solve.  

 

S  

O  

A  

R  

 
20. Describe a time when you had to tell your boss something he or she didn’t want 

to hear.  
 

S  

O  

A  

R  
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21. Tell me about a time when you identified a problem before it got out of control.  
 

S  

O  

A  

R  

 

22. Share a time when you had to work on a team with someone you didn’t like 

personally.  

 

S  

O  

A  

R  

 

23. Describe a time when you had to make a split second decision.  
 

S  

O  

A  

R  
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24. Share a time when you experienced significant change.  
 

S  

O  

A  

R  
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HOW TO COPE WHEN YOU DON’T GET THE JOB  
 

You just got the phone call. They liked you a lot. The interview went well. But they've 

decided to go in another direction. 

 

You're disappointed and confused. You were perfect for this job. You have everything 

they're looking for and more. How could any candidate be a better fit? 

 

Instead of getting all worked up about it, take this as an opportunity for growth. Here are 

a few tips that may help: 

 

1. Remember it's for the best.  
 

The people making this decision know what they're looking for much more than you do. 

Whether you see it or not, they don't believe you're a match. Trust that they know the role 

and their organization well enough to gauge the fit. It's better that you know now.  

 

Wouldn't it be awful to start a new job only to quickly learn that it's not for you? The 

decision-makers are trying their hardest to make sure it's the right thing for everyone 

involved, and they've likely saved you a lot of trouble. Now you can move on and find 

something that better suits your skills and personality. 

 

2. Next time, don't get your hopes up.  
 

An interview isn't a job offer. It's an invitation to be considered. Even if you're certain 

you've aced the interview, keep the job search moving along. Convincing yourself that 

this is "the one" only sets you up for heartache later on. Wouldn't you rather be pleasantly 

surprised than disappointed? Once the interview is done, it's out of your hands. Stay 

positive, but don't dwell on it and don't hold your breath. 

 



ROCK YOUR INTERVIEW 
By Chrissy Scivicque, PMP, PCM 

79 
©2014 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

3. Be thankful for the practice.  
 

Interviews get easier the more you do them. You'll get more confident with each one. This 

was just another opportunity to practice your skills—and practice makes perfect. 

 

4. Ask for future consideration and feedback.  
 

Always be gracious in your response to the person relaying the message and ask to be 

considered in the future. For example, you might say, “I really appreciate the opportunity 

and enjoyed learning about your organization. If you think I’d be a fit for a future 

opportunity, I would love to be considered.”  

 

Additionally, you may also want to ask if they would be willing to share the factors that 

influenced their decision. Remember that this can be uncomfortable (for both you and the 

other person) and the feedback you receive may or may not be truthful. There’s always a 

chance that you’ll never really know exactly what impacted the decision, so always take 

it with a grain of salt. 

 

5. Don't second-guess yourself.  
 

Critically evaluate your interview performance and make sure you really feel confident in 

how you presented yourself. Make a few tweaks here and there if needed, but don't 

second-guess yourself. Don’t let one rejection throw you off your game for a period of 

time.  

 

You can't win them all, especially in the competitive job market. Do what you can to make 

yourself more desirable candidate, but don't obsess. The next time you walk into an 

interview, keep that same level of confidence you had before. 
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HOW TO HANDLE A BAD INTERVIEWER  
 

Job interviews are difficult under the best of circumstances. But they’re made even more 

painful when the person interviewing you doesn’t have a clue what they’re doing.  

 

You can’t blame the interviewer. In truth, many people are thrown into the situation ill-

prepared. They’ve never had any real guidance, so they’re left to navigate this crucial 

situation with little more than a vague mandate to figure out if the person sitting before 

them is a fit for the job. They glance at the resume (if time permits) and jump in.  

 

This isn’t necessarily an indication of a “bad” organization. But for you, the interviewee, it 

can lead to many a frustrating conversation. Ultimately, both you and the organization 

waste time as a result.  

 

Bad interviewers come in all forms. For example, perhaps you’ve encountered one who:  

 

• Is overly social and unprofessional  

• Asks inappropriate (potentially illegal) questions about age, religion, marital status, 

etc.  

• Appears to not understand your background  

• Fails to ask questions 

• Doesn’t explain the role or answer your questions  
 

This is certainly not an exhaustive list of bad interviewer behavior, but you get the idea.  

 

The question now is this: How do you deal with a person like this, and how do you get the 

interview back on track? Is there any way to save yourself and (possibly) redeem the 

situation?  
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Here are a few things to try if and when you find yourself sitting in front of a bad 

interviewer.  

 

• Don’t Show Your Irritation  
Bad interviewers are annoying, for sure. After all, you spent time preparing for this 

meeting; why couldn’t they?  

 

You have every right to feel this way, but don’t let it show. When you’re frustrated by the 

person, it’s easy to let small signs of disrespect slip out. You don’t want to ruin any chance 

there could be because of a subtle eye roll or condescending tone of voice. Maintain your 

professionalism, regardless of what the other person is doing.  

 

• Guide the Conversation  

Remember that the interview is a two-way conversation. If the other person isn’t steering 

the ship, you can take the wheel. Offer the information you want to share, don’t wait for 

the right questions to be asked. Be politely and pleasantly assertive.  

 

For example, if the interviewer is going off on an irrelevant tangent, bring him or her back 

by saying something like this: “I’d really like to share some details about my experience 

and how it could be useful in this role,” and then follow it up with a great accomplishment 

story that highlights your relevant skillset.  

 

Don’t be afraid to pose specific questions, too. Remember that you’re here to get 

information about the job and the organization. If it’s not offered, ask for it.  

 

• Focus on Impact Over Details   

If it appears that your interviewer doesn’t understand what you do, take time to help them 

without being overly detailed. This is especially important for people in highly technical 

roles who may be interviewing with HR employees.  
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Don’t get into the weeds; instead, talk about the impact of your work. At the same time, 

avoid treating the person like they’re an elementary school student. It’s okay to say 

something like, “Are you familiar with this? Would it be helpful for me to explain it a little?”  

 

In the early stages of the interview process, this is more likely to be an issue.  

 

• Focus on Relevance  
If your interviewer is asking questions about marital status, family life, religion, or other 

protected class topics, be cautious. There’s no need to go into detail on these things, but 

it’s also counterproductive to launch into a lecture on employment law.  

 

Instead, speak to the heart of the issue. What concern is being expressed and how can 

you alleviate it? For example, you might be able to say, “I’m available to work evenings 

and weekends if that’s needed” or “I don’t have any family obligations that will pull me out 

of work.”   

 

If the interviewer is pressing on these matters, you can always ask directly, “Can you tell 

me why this is relevant for the role?”   

 

• Use the Information  
Finally, remember that an ill-prepared interviewer does tell you something about the 

organization. This might be an indication of how these people do business. However, it 

could also just be a bad day for the interviewer. You won’t really know which it is unless 

and until you get another interview or get hired.  

 

But if an interview really leaves you feeling frustrated, you probably want to move on. 

When employees don’t respect the interview process, it’s likely there are a lot of bad hires 

floating around—and they’d be your colleagues. You don’t want to end up in the wrong 

role, in the wrong organization and with the wrong people. Let a bad interview stay just 

that; don’t let it become a bad career situation.   
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Career Manager (PCM). She holds a Bachelor’s Degree in Business Administration and 
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GoDaddy, Capital One, Northrop Grumman, Grainger and more.   
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& World Report. She has published over 500 articles on career-related topics and is the 

author of several books, including The Proactive Professional, The Invisibility Cure, and 
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ABOUT EAT YOUR CAREER  
 

 

 

 

 

Chrissy believes that work can be an enriching, nourishing life experience. She loves 

helping professionals figure out what that means for them and how to achieve it. 

 

We provide professional development training and resources to help you conquer 
career complacency & find fulfillment at work. 

 

Our products and services include:  

• On-Demand Programs 

• Information Products  

• Virtual Training Workshops  

• In-Person and Virtual Speaking & Training Services  

• The Career Success Library  

 

We offer FREE monthly training webinars and Q&A sessions, where Chrissy provides 

straightforward advice to help address your workplace frustrations and career challenges. 

Sign up to get notified about upcoming sessions here: www.EatYourCareer.com/signup 

 

 
 

PLEASE KEEP IN TOUCH 
Chrissy@EatYourCareer.com 

 

 

 

http://www.EatYourCareer.com/signup
mailto:Chrissy@EatYourCareer.com
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THE CAREER SUCCESS LIBRARY  
 

 

 

 
 

The Career Success Library is a convenient, affordable on-demand learning 

center that gives you an unmatched competitive edge in today’s working world.  
Learn more and sign up here: https://mycareerlibrary.com/ 

 

 

Training Webinars  
Enjoy a new virtual training 

course every month. Plus, get 
on-demand access to the 

complete video archives!  
 

Digital Downloads  
Get step-by-step career 

guidance, support and 
education with interactive 

workbooks, worksheets and 
more.  

 

Q&A Sessions  
Learn strategies to help you 

overcome your most 
challenging workplace  

obstacles.  
 

Certificates of Attendance 
Use your proof of training to 

earn continuing Education Units 
(CEUs) for your professional 

certifications.  

 

Audio Sessions 
Download MP3 audio files of 

past Q&A “Ask the Career 

Coach” Sessions.  

Special Events 
Get exclusive invites to 

members-only training and 

networking events. 

 

Interactive Quizzes  
Gain self-awareness and 

expand your business acumen 
with fun and thought-provoking 

quizzes.  
 

Learning Tracks  

Focus on the right training to 
achieve your goals by following 

our simple roadmaps.  

https://mycareerlibrary.com/
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ADDITIONAL RESOURCES 
 

We offer a wide variety of learning options to help you enhance your professional 

skills and create the career you want and deserve. 
Browse the Success Store here: https://eatyourcareer.com/success-store/ 

 

On-Demand Programs  
Our online, self-paced learning programs offer convenient, step-by-step career guidance 

to help you achieve your goals.  

• F.I.N.D. Your Nourishing Career: Fearlessly Identify New Direction  

• G.R.O.W. Your Nourishing Career: Gain Recognition, Opportunities and Wealth  

• Job Seeker Jump Start: Everything You Need to Land the Job You Want NOW  
 

Information Products  

Our comprehensive career manuals offer in-depth exploration of important professional 

development topics. 

• Build Your Professional Development Plan  

• Personal Branding for Professional Success  

• Resume & Cover Letter Toolkit  

• Rock Your Interview  

• Build Your Professional Portfolio 

• Guide to Goal Setting & Goal Getting  

• Modern Business Etiquette  

• Networking Naturally  

 

The Learning Lab  
Our full-day live, interactive online workshops offer a deep-dive, hands-on training 

experience unlike any other! Visit the website to explore upcoming sessions: 

https://eatyourcareer.com/the-learning-lab/ 

https://eatyourcareer.com/the-learning-lab/
https://eatyourcareer.com/success-store/



