
JOB INTERVIEW
S

DO
� G

et a good night’s sleep.
� Take a show

er.
� Dress up ܵ

 look like a business  
 

expert.
� C

heck your appearance in the  
 

m
irror.

� M
ute cell phones and all other  

 
digital devices.

� Be able to show
 that you know

  
 

about the com
pany.

� Rem
em

ber that first im
pressions 

 
m

atter.
� H

ave a positive attitude.
� O

ffer a firm
 handshake.

� G
et to the point. Express thoughts 

 
clearly and sim

ply.
� M

ake sure you answ
er the  

question you w
ere asked. Don’t  

 
ram

ble on.
� M

ake eye contact.
� Sm

ile!
� Stand tall and sit straight.
� Be adaptable.

(N
o job is a perfect fit.)

� Bring a resum
e w

ith contact  
 

inform
ation and strong references.

� Bring a portfolio w
ith w

ork  
sam

ples if you have som
e  

 
experience to show

 off.
� Follow

 up w
ith a thank-you note  

or em
ail.

DEM
ONSTRATE EM

PLOYABILITY
SKILLS IN INTERVIEW

S:
࢚

 R
epeat the interview

 question to yourself and m
ake sure you  

know
 w

hat is being asked.

࢚
 Pause to form

ulate your answ
er.

࢚
 Include a brief exam

ple in your response that dem
onstrates you  

have the soft skill, even if you are asked a yes or no question. 
The exam

ple should be:
>

Brief but w
ith details

>
Applicable to the job

>
Recent

>
True and believable

>
C

lear and answ
er the question

DO
N’T

KEY TERM
S:

CONSTRUCTIVE FEEDBACK
A suggestion that is intended to help or im

prove.

ENTREPRENEURIAL SPIRIT
View

ing business problem
s as opportunities for innovation.

EM
PLOYABILITY SKILLS

The essential skills, personal qualities, and values 
that enable you to thrive in any w

orkplace.

TECHNICAL SKILLS
The abilities and know

ledge used in a specific profession.

W
ORK ETHIC

A set of values based on hard w
ork and doing the right thing.

� Be late.
� Bring a friend.
� C

hew
 gum

.
� W

ear sunglasses or  
headgear, such as a hat or  

 
bandana.

� Be sarcastic or disrespectful.
� M

um
ble, slouch, or tw

itch.
� C

riticize your form
er  

 
em

ployers.
� Ask the salary or pay until  

you’ve been offered the  
 

position.
� Expect too m

uch too soon.  
N

o one ow
es you a job. You  

have to earn it.
� Include false inform

ation on  
your application or in the  

 
interview.
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