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INTERVIEW
PREPARATION

PREPARATION

RESEARCH THE COMPANY
• Check out the company 

website. Know about their 
history and growth over the 
years.

• Check out other company 

Hoovers or Dun/Bradstreet.

• Look for relevant press releas-
es in major newspapers or 

• Read through again any notes 
you have surrounding the 

interviewers you will meet.  
Try to understand their role 

make sure you answer their 

needs.

each interviewer but focus on 
responsibility related issues 
not “what’s in it for me” ques-

OK, WE MADE IT TO THE INTER-
VIEW, NOW WHAT? 

First of all, you need to under-
stand what the interview is all 
about. Your winning resume, and 
the way Pinnacle Search interna-

character and background, have 
gained you entry into the poten-

-
viewer has already reviewed your 
resume in detail with us so they 

 
about the hard facts of your 
employment history and skills.  
The actual interview is a subtler, 

course of each interview, each 
person you meet will be forming 
an opinion of you and gauging 

importantly their ability to work 
-

line – you’re trying to make a 
good impression!!

You need to be sincere, polite and 

of their company and the industry 

Your resume may well have 
shown examples of your skills as a 
team player; but, now you need 

team. In order to make the best 
impression you can, you need to 
be prepared, know what to 
expect, and how to handle it if 
things do not go quite as you had 
planned.
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PRESENTING YOURSELF

GENERAL RULES FOR PRESENT-
ING YOURSELF
• Arrive early.

• Bring extra copies of your 
resume, references, a notepad 
and pen.

• Be sure you know how to 
pronounce your interviewer’s 
name correctly.

• Be polite to everyone you 
meet there. They all count.

• Be personable as well as 
professional.

• Do NOT chew gum, smoke, 
swear or use slang.

asked for a good reason and 
answer accordingly.

• Do not assume that your inter-
viewer knows how to elicit the 

for.

your answers before you 
speak.

light.

• Do NOT bad mouth old 
employers.

PROPER ATTIRE:
• First Impressions are extreme-

ly important. The way you 
present yourself can be as 
important as what you say.

o For a woman: 

is appropriate. Minimal 
amounts of jewelry and 
perfume. Stylish low heel 
shoes are best.

o For a man: 

suit, long-sleeved shirt and 

other than a wedding ring 
and a watch, matching 
socks and polished shoes 
are the way to go.

you were planning to wear, please 
call me.*
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SOME REALLY GOOD THINGS TO 
READ AND THINK ABOUT
by EXPERTS so they are very much worth heeding and applying to this interview.

A GUIDE TO BEHAVIORAL 
INTERVIEWING

were on a team and one of the 
members was not carrying his or 
her weight." lf this is one of the 

interview, you could be in for a 
behavioral interview. Based on 
the premise that the best way to 
predict future behavior is to 
determine past behavior, this 
style of interviewing is gaining 
wide acceptance among recruit-
ers.

Today, more than ever, every 
-

ioral interviewing is designed to 
minimize personal impressions 

By focusing on the applicant's 

interviewers can make more accu-
rate hiring decisions.

BEHAVIORAL VS. TRADITIONAL 
INTERVIEWS
If you have training or experience 

-
ent in several ways. Instead of 
asking how you would behave in a 

-
viewer will ask you to describe 
how you did behave. Expect the 

(think of "peeling the layers from 
an onion"). The interviewer will 
ask you to provide details, and will 
not allow you to theorize or 
generalize about several events. 

The interview will be a more 
structured process that will 
concentrate on areas that are 
important to the interviewer, 
rather than allowing you to 
concentrate on areas that you 
may feel are important. You may 
not get a chance to deliver any 
prepared stories. Most interview-
ers will be taking copious notes 
throughout the interview. The 
behavioral interviewer has been 

-
iors that are needed for success 
on the job. Because the behaviors 
a candidate has demonstrated in 

likely to be repeated, you will be 

you may or may not have exhibit-
ed these behaviors. Your answers 
will be tested for accuracy and 
consistency.

If you are an entry-level candidate 
with no previous related experi-
ence, the interviewer will look for 

"Describe a major problem you 
have faced and how you dealt 
with it." "Give an example of 
when you had to work with your 
hands to accomplish a task or 
project." "What class did you like 
the most? What did you like about 
it?"

consistency and determine if you 
exhibited the desired behavior in 

"Can you give me an example?" 
"What did you do?" 
"What did you say?"

"What were you thinking?"
"How did you feel?
"What was your role?"
"What was the result?"

strengths and weaknesses."

HOW TO PREPARE FOR A 
BEHAVIORAL INTERVIEW

especially involving course work, 
work experience, leadership, 

and customer service. Prepare 
-

asked. Be sure each story has a 
beginning, a middle and an end, 
i.e., be ready to describe the 

outcome or result. Be sure the 

result itself was not favorable). Be 
honest. Don't embellish or omit 
any part of the story. The inter-

several events; give a detailed 

A possible response for the ques-

you were on a team and a 
member wasn't pulling his or her 
weight" might go as follows: "I 
had been assigned to a team to 
build a canoe out of concrete. 
One of our team members wasn't 
showing up for our lab sessions 
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met with him in private, explained 

team and asked if there was 
anything I could do to help. He 
told me he was preoccupied with 
another class that he wasn't 
passing, so I found someone to 
help him with the other course. 
He not only was able to spend 

was also grateful to me for 

it."

The interviewer might then 
probe: "How did you feel when 
you confronted this person?" 
"Exactly what was the nature of 
the project?" "What was his 
responsibility as a team 
member?" "What was your role?" 
"At what point did you take it on 
yourself to confront him?" You 
can see it is important that you 
not make up or "shade" informa-

incident.

DON'T FORGET THE BASICS
Instead of feeling anxious or 
threatened by the prospect of a 
behavioral interview, remember 

behavioral interview. The tradi-

to project what you might or 

whereas, the behavioral inter-

only. It will always be important to 
put your best foot forward and 
make a good impression on the 
interviewer with appropriate 

handshake with direct eye 

promptness, courtesy, prepara-

GENERAL OVERVIEW

Behavioral Interviewing, also 
referred to as Structured Behav-
ioral Interviewing, is by design a 

-
dates than is typical of the "tradi-

primary intent is to increase the 

"good'" hires and is, therefore, 
the form of interview being used 

-
ioral Interviewing is based on the 
"Behavioral Consistency Princi-

the best predictor of future 
performance is past performance 
in a similar circumstance. There-

of you will tend to focus on behav-

personal and interpersonal situa-

"HOW DO I KNOW WHEN 
I'M BEING GIVEN A BEHAV-
IORAL INTERVIEW?"

It is quite possible that the inter-
viewer may make you aware prior 
to the interview that you should 
expect a structured or competen-
cy-based interview. However, you 
shouldn't have much trouble 

being given a Behavioral Inter-
view even without prior informa-

are asking you to describe or 

which you carried out a job-rele-

describe the consequence or 

you're being behaviorally inter-
viewed.

Behavioral Interviews are 
designed to assess your "real" 

in any number of work related 

any sort of interview, there are a 
number of common behavioral 
"themes" or "performance 
dimensions" that most recruiters 
are likely to be interested in. 
These include (but are not limited 
to) leadership, interpersonal, 

-

commitment. The kinds of inqui-
ries you'd hear from a recruiter 
might resemble the following:

your biggest academic 
achievement at this point? 
What did you do to contribute 
to that achievement? 

• Cite an example of when you 
were faced with an unpleasant 
task. How did you go about 
facing it?

• Give me the most recent 



with a coworker or a supervi-
sor. How did you handle it? 

you had to use your communi-

an important point. Tell me 

use a persuasive argument to 
help someone see things your 
way. How did you do it? 

Note that each of the above 
examples integrates three univer-
sal components of a good behav-

-

on your part and the consequenc-

job interview, this should begin 
with an analysis on your part of 
what you believe to be the most 

about any kind of "working" expe-
rience that you've ever had that 
required you to use these skills, 

-
gies you used to accomplish the 

came about from your diligence. 
-

level of detail in your responses 

the mood of the person you were 

etc.). 

don’t want to be trying to think of 
examples “on-the-spot” during 
the interview.  Review your past 
and make some notes to help you 
recall your past successes during 
the interview.  On the next page is 

recall and detail those successes.

6
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INTERVIEW PREP 
WORKSHEET INSTRUCTIONS
In the world of interviewing, there is one sad but inevitable truth – the person who is best for the job does not 
always get the job – the person who interviews the best for the job gets the job! 

The interview prep worksheet is 

give the very best interview you 
can. In order to do that, it’s 

bit about what you will experi-
ence during an interview. The 
number one reason why a candi-
date bombs an interview has 
nothing to do with their skills; it 
has to do with how they prepare. 
During an interview, you will 
begin to feel a certain amount of 
stress. When you become 

that happens is you will start to 
lose your ability to access your 
long term memory (details about 
things that happen more than 18 
months ago). Well right now the 
most popular style of interview 
being conducted is a “behavior 
based” interview – give me exam-
ples of what you’ve done in the 

-
tor of what you’re going to do in 
the future. So, you are going to 
have an interviewer ask you for 
details about something on your 
resume from 3 years ago and your 

brain quite simply won’t let you 
access those memories. The 
result is a long, drawn out pause 

think about that a minute.” As 
you’re thinking, the interviewer is 

interview.

Well, this worksheet is designed 
so that isn’t what you’re going to 

hand side of the document. What 

down every accomplishment you 
can remember from those three 

where did you MAKE the compa-
ny money? Where did you SAVE 

where did you IMPROVE A 
PROCESS OR PROCEDURE?  

Once you’ve done that, focus on 
the right hand side of the page.  
Look at each individual accom-

plishment and make some notes 
on what happened with that 

address these issues, whose 
buy-in did you have to get for the 
accomplishment? What hurdles 
did you have to overcome? Were 

What were your actual results vs. 
expected results? What would 

what you have successfully done 
is now moved all those details 
that were stored in your long term 
memory and put them back in 
your short memory so you can 

during your interview. The result 

interview. IF you are scheduled 
for a telephone interview feel free 
to have this sheet lying in front of 
you while you’re talking on the 
phone.

GOOD LUCK!!



INTERVIEW PREPARATION 
WORKSHEET
REVIEWING YOUR PROFESSIONAL ACHIEVEMENTS
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_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

Company: ________________________________

List your Accomplishments / Achievements 
you used to bring about these results:

_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

Company: ________________________________

List your Accomplishments / Achievements 
you used to bring about these results:

_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

Company: ________________________________

List your Accomplishments / Achievements 
you used to bring about these results:
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ANSWERING EXPERIENCE QUESTIONS
THE RIGHT WAY

STRUCTURE YOUR ANSWERS USING THE S.T.A.R.C.H. PRINCIPLE.

SITUATION

TASK
What task where you trying to accomplish?

ACTION

RESULTS

CHANGE

you learned?

FIRST RULE SECOND RULE

ANSWERS NEED TO BE BETWEEN 
1 TO 3 MINUTES IN LENGTH. 

If it’s too short, no one will believe 
you; and, if you’re too long, you’ll 

boring. 

This advice will only work if you’ve 
done something comparable. It 

**Important – When giving these 
answers, use both the words “I” 
and “we” in your examples.  If 
you only use the word “I” during 
your response, you come across 
as arrogant and not as a team 
player.  If you over use the word 
“we”, you appear as a follower 

S

T

A

R

CH
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DON'T . . .
TALK TOO MUCH
by Michael Neece, founder of Interview Mastery

of a curse during an interview. You 
could end up talking your way 
right out of the job. 

It's important to remember that 
interviewers are only human, and 

you speak. Fully understanding 

-
view. Your response should be 
less than a minute and a half 
when an interviewer asks you to 
“tell me about yourself.” Why? 
You'll have that interviewer's 

seconds. 

-

this: 

• As you begin speaking, the 
interviewer is listening with 

begins listening with less 
intensity. 

begins to wander and he's 

-

about your response or begins 

90 seconds without interrup-

listening at all. 

can be nearly impossible to 
detect, because most people are 
skilled at nodding their heads and 
saying “hmmm” while looking at 

their wandering minds. The 
longer you speak without inter-

listener is giving you. Hence, 
when you provide a long answer 
that builds to an important 

is no longer listening. This is 

respond to an interviewer's 
request to tell him about yourself, 
because there is just so much you 
can say on the subject, and you 
can't be sure what part of your 
background the interviewer is 
most interested in learning about. 

YOUR QUESTIONS ARE KEY
Near the end of your response, 
it's important to keep the inter-
viewer engaged by asking ques-

examples of your experience. In 

can easily last much longer than 

interrupt yourself by asking the 

this the level of detail you are 
looking for?” or “Is this the type of 
example you're interested in?” 
This strategy helps to re-engage 
your listener and promotes 

According to Kent Kirch, the 

than any selling points you try to 
make. "What's really disappoint-
ing to an interviewer is when at 
the end of an interview I ask the 
candidate, ‘Do you have any ques-

he says, ‘Nope, I think you 
answered them all,’ and that's the 
end of it; it's just really frustrat-
ing,” he says. “It all goes back to 

tells the interviewer you thought 
about this interview before you 
walked in the door.” 

a strategic edge. "People love to 
talk about themselves,” says 

-
ment Director at Sapient. “So, if 
you, as a candidate, can kind of 
get interviewers talking about 
themselves, you're one step up." 

Your interview goals are to ensure 
you are understood and to make 

talents. Engaging interviewers in 

they are listening while you deliv-
er your response.
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SIX . . .
INTERVIEW MISTAKES 
by Michael Neece, founder of Interview Mastery

It's tough to avoid typical interview traps if you're unsure what they are. Here are a half dozen to watch out for. 

CONFUSING AN INTERVIEW 
WITH AN INTERROGATION
Most candidates expect to be 

occurs when one person asks all 

the answers. An interview is a 

both people ask and respond to 

to be interrogated avoid asking 

in the role of reluctant interroga-
tor.

RESEARCHING THE COMPANY 
BUT NOT YOURSELF
Candidates intellectually prepare 
by researching the company. 
Most job seekers do not research 
themselves by taking inventory of 
their experience, knowledge and 

-
tory prepares you to immediately 

your experience. You must be 
prepared to discuss any part of 

talent inventory refreshes your 
memory and helps you immedi-
ately remember experiences you 

during the interview.

FAILING TO ASK QUESTIONS
Every interview concludes with 
the interviewer asking if you have 

indicates you are not interested 
and not prepared. Interviewers 
are more impressed by the ques-

points you try to make. Before 

about your career?'” says Kent 
Kirch, Director of Global Recruit-

to talk about themselves, so WAITING FOR A CALL.

you email and note to every inter-
viewer, follow up a couple of days 

the person who can hire you -- not 
the HR department. HR is famous 

-
tor's press release or industry 

everyone's memory of you fresh.

MAKING A SO-CALLED WEAK-
NESS SEEM POSITIVE
Interviewers frequently ask candi-
dates, "What are your weakness-

wisdom dictates that you 
highlight a weakness like, "I'm a 

impressed because they've prob-
ably heard the same answer a 

you wish to improve upon and 
describe what you are doing to 
enhance your skill in this area. 
Interviewers don't care what your 
weaknesses are. They want to see 

what your answer indicates about 
you.

LEAVING YOUR CELL PHONE ON
We may live in a wired, always 
available society; but, a ringing 
cell phone is not appropriate for 

you enter the company. 

1 2 3

4

5 6
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INTERVIEWERS'
PET PEEVES

You sit facing the interviewer, 
feeling like things are moving 
along nicely, when all of a sudden 

for the worse. What just 
happened? You may have hit one 
of the interviewer's pet peeves, 

-

Here are seven of the most 
common peeves provided by 
experienced interviewers, along 

them:

1. SMELLS: TOO MUCH OF A 
GOOD SMELL CAN BE BAD
Pat Riley, author of Secrets of 

Sales, has a pet peeve story to 
relate: "Preparing for an interview 
is not like preparing for a date. I 
had one interview with a woman 
who doused herself with perfume 
(the same perfume my ex-girl-
friend used to wear) right before 
stepping into the small interview 
booth. The perfume was 
overpowering and brought back 
bad memories."

2. COMMUNICATION: TOO LITTLE 
LEAVES INTERVIEWERS EXASPER-
ATED
"My number one interviewing pet 
peeve is an applicant who won't 
talk,” says Steve Jones, a Manager 

company in Dallas. “I try to ask 

them for longer answers, but no 

can get an idea of where they're 

always end the interview saying, 
‘Now it's your turn to ask ques-

“Help me out here,” says Jones. 
“Come prepared to answer ques-

3. COMMUNICATION: TOO 
MUCH CAN BE TOO MUCH
"Candidates who ramble are the 

Bousquet of Resource Group 

interviewing a candidate and 

candidate talked and talked and 
talked for 45 minutes straight. I 
was unable to stop her. I had to 
say, ‘Let's wrap this up,' and I 

talk. I walked to the door of the 

out the door."

The lesson? “Candidates should 
stay focused and answer the 

to three minutes," advises 
Bousquet.

4. LACK OF FOCUS: RESULTS IN 
LOSING THE INTERVIEWER
"Typically, candidates are simply 

says Mark Fulop, Project Director 

asking clarifying or follow-up 

-
ing about the whole picture 
instead of enduring an interroga-

5. AVERTING YOUR EYES: ONE 
WAY TO AVERT AN OFFER
"People who do not make any eye 

-
view” irritate Gwen Sobiech, an 
Agency Recruiter in West 

some people are shy, but to never 
look at me once -- they look 
down, around, everywhere, but 

also tend to distrust someone 
who will not look at me when I've 

If you are uncomfortable looking 
into someone's eyes, look at his 
"third eye,” just above and 
between the person's two eyes.

6. SLANG AND STREET SPEAK: 
LEAVE THEM ON THE STREET

get to me," says Robert Fodge of 
Power Brokers in Dover, 
Delaware. "What I mean by this is 

but more about the use of 
language. Slang words and street 
speak just don't have a place in 
most business environments. 
Also, candidates who say 'um,' 
'like' and 'uh' between every 

quickly."

7. DECEPTION: LITTLE LIES LEAVE 
A BIG IMPRESSION
One major complaint among 
recruiters is when a candidate is 
not completely truthful; small lies 
are all too common in the world 
of recruitment. This includes not 
being completely forthcoming 

-
lishing accomplishments, hiding 
jobs or leading the process on 

-
ing through. Building trust during 
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QUESTIONING 
THE INTERVIEWER

you have regarding the compa-
ny is important (but it should 

through your own research or 
through us) this will help you 

GOOD TOPICS TO TOUCH ON 
INCLUDE:

operates.

• What obstacles the organiza-

goals.

have changed over the past 
three years.

• What obstacles were 
commonly met in reaching 
corporate goals?

• What resources are available 
from the company and what 
must be found elsewhere to 

Generally, it is not recommended 

make you seem more interested 
in what they can do for you and 

don’t appear too passive in pursu-
ing the opportunity.

THE “ONE” QUESTION YOU 
MUST ASK EACH INTER-
VIEWER

before concluding with any inter-
viewer is this.

-

Now listen very carefully to how 
the interviewer responds.  If they 
give you a resounding “yes”, you 
have done a good job of covering 
all the issues that are important 
to them.

If they say something like: “You 
-

Listen for that “but”, whatever 

need to re-strengthen their view 
of your background in. Try to go 
over your experiences in that area 

A FEW LAST REMINDERS:

Line up your references in 
advance and verify that they will 
be good ones.

If we at Pinnacle Search interna-

let us know.

Follow up immediately with thank 
you emails to everyone that you 
interviewed with.

in there and make them want to 

you go in with that approach, 

like all you hear about the compa-
ny and opportunity yet you’ve 
been so focused on gathering 

now it is too late to give them the 
impression of yourself you 
wanted.

The company will be anxious to 
know how you thought the inter-
view went so it is important that 
we talk as soon as possible so that 
I can pass along your feedback to 
them. So call me as quick as you 
can. A cell phonec call in the 
parking lot is not too soon.

GOOD LUCK!

VP & Managing Partner


