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Slide 3: 

Title: Mastering The Job Interview 

[Host, George Hoey, Career Counselor, on the left.] 

[Puzzle piece]  

Text on screen: Success 

Text on screen: The Interviewing Process 

Text on screen: Part 1 - How to Feel at Ease 

Text on screen: Part 2 - Tips for a Successful Interview 

Mastering The Job Interview Hi. My name is George Hoey, and I am currently working as a 
career counselor, where, obviously, I speak with a lot of students and alumni about what their 
career aspirations are. But I’ve also had experience as a director of an academic support 
program where I’ve had to do a lot of interviewing, and I was also interviewed quite a bit in my 
profession before that, which was six years in the National Football League. But today what I 
want to cover in this workshop is information that will put you at ease during the interviewing 
process. And the second part of what I want to do is to give you some tips of how you can go 
through the interviewing process and feel quite comfortable with the outcome. 

Slide 4: 

Title: The Interview 

[Host on the right.] 

[Question mark on a chair.] 

The interview: More often than not, the interview is just a word that creates anxiety. A lot of folks 
will think that, “Wow, an interview’s coming up. Well I don’t know what questions they’re going to 
ask. I don’t know. And what if they ask this and I’m not ready, and should I answer questions in 
a certain way.” There’s this angst that we create around interviewing, primarily because there’s 
that unknown variable. We don’t know the territory. Someone else is out there with something 
that we want. They’re interviewing me because I want that, and now this process is going to 
take over, and I’m not sure how to behave when this interview comes up. Well I’m going to give 
you a few tips about interviewing, hopefully, that will help you. 

Slide 5: 

Title: Point 1: Just a Conversation 

[Host on the right.] 

Text on screen: Peter Veruki, Vanderbilt School of Management. 

[Hand mirror]  
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Text on screen: You are the expert on YOU! 

Point number one, and it may be the most important point that I think I can make in talking with 
you about interviewing. There is a person who has framed this whole notion of interviewing in a 
way that I’ve adopted and I utilize quite a bit because it just makes so much sense to me. I love 
it. The person’s name is Peter Veruki, and Peter Veruki is from the Vanderbilt School of 
Management. He is the director of the Career Center there. And when he talks about 
interviewing, he says, “You know what interviewing is, an interview is nothing more than two 
people sitting down to have a conversation to find out if they have something in common.” And 
I’m thinking, “Wow, profound.” I mean, please, it’s just -- it makes so much sense, because that 
is essentially what it is. But what I like to do is take it a step further. I appreciate what Peter has 
said. I use it, and I give him credit for what he said. But I think of it this way, I think the person 
who is interviewing you is an expert who is representing that organization. They’re wanting to 
find out information about you, and where are they going to get the information? They’re going 
to the expert, that’s you. I mean who would you rather provide information to an employer about 
you, your experiences, your background than yourself? So I think of it this way, there are two 
experts sitting across from one another, having this conversation to see if they have something 
in common. 

Slide 6: 

Title: Tell Your Story 

[Host on the right.] 

Text on screen: Employers have Q 

Text on screen: You have A 

So when all is said and done, the interviewing process is one where you’re basically trying to tell 
your story. And you figure, “Well, tell my story? But they’re in control. They’re asking the 
questions.” Yeah, but you have the answers, and your story lies in the answers, and the 
employer has to get to a certain point. The employer knows that I’ve gone through the 
application process. I’ve looked at resumes. I have a person sitting in front of me I’m 
interviewing, trying to find out as much information as I can to find out if they’re going to be a 
good fit with my organization. And you’re providing your story, you’re telling your story, you’re 
giving you answers. And you’re giving your answers because what you’re trying to tell that 
employer is, “I know where you’re trying to go.” You have to get to the place of finding out who 
this person is who’s going to come through the door representing you every day. And in order for 
you to find that out about me, I’m going to tell you my story. So when you’re answering 
questions, your answers are going to be very unique and specific to you, and that’s going to be 
your story. And you’re going to be able to tell that employer, “This is the person who is going to 
be coming through the door every day,” you know, based on the responses that you’re giving.  

Slide 7: 

Title: Tips 

[Host on the right.] 

[Arrows in a column]  

Text on screen: Job Description, Your Interview, Ending the Interview, After the Interview.  

Text on screen: Research, Create a list of Skills 
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Now we’re going to go over tips for the interviewing process. We’ll cover four items. Number 
one is going to be the job description. You need to know the job description. Number two, that 
it’s your interview, what that entails. Number three, we’re going to talk about ending the 
interview. And the fourth item will be items that you should do or things that you should do after 
the interview. Let’s go back to the first topic, knowing the job description. It’s going to be 
important for you to have done ample research on the job so that you know that the skills 
required for the duties and tasks that you’ll be asked to perform are ones that you possess. It’s 
not a bad idea to carry a list with you into the interview where you can highlight 10 to 15 
different examples of skills that you’ve developed in the classroom, doing volunteer work, or 
other areas of your life that pertain to the job and shows that you can do the job at a very high 
level. 

Slide 8: 

Title: Your Interview 

[Host on the right.] 

[Arrow]  

Text on screen: Your interview.  

Text on screen: Confidence, Affirmative Statements, Avoid Fillers, Be A Team player, Smile!, Eye 
Contact, No Nervous Habits. 

Now let’s go to item number two, the fact that this is your interview. Oftentimes, interviewees will 
go into the situation thinking that the interviewer is in total control and you have to give answers 
to the questions in a particular way that satisfies the interviewer. Well think of it this way as well. 
It’s your interview. You have as much control as the interviewer. And several elements that can 
help you sort of get to that point of knowing that it’s your interview is just to air confidence, 
confidence that you are able to answer any question that the interviewer will ask. You need to 
make affirmative statements and show the confidence level that they can expect of you on the 
job. You need to avoid fillers such as, um, uh. Don’t begin sentences such as that. Always begin 
with an affirmative statement. One other thing that you can consider doing is speaking in a 
language that will show you’re a member of the team or indicate that you’re a member of the 
team already. And if you’re talking about issues that may arise on the job, you can say, “Well, as 
a member of team, I think we would consider doing X, Y, or Z to reach an agreement or 
conclusion to the project that is at hand.” One very important element is the smile. Even though 
you may feel a little bit of angst from time to time during the interview, maybe even throughout 
the interview, it’s always a positive aspect of you as a person if you present that smile. So a 
smile can always serve in your best interest. Along with that smile should come eye contact. 
Assure yourself that you’re not going to be intimidated by the interviewer or the questions that 
are being asked, and when you respond to a question, you’re maintaining very good eye contact 
with the interviewer, and that’s a sign of showing that “I know what I’m saying. I feel good in 
speaking to you about it, and I’m okay with that.” One thing to avoid, and I hate to end on a 
negative note, but it’s important, no nervous habits or ticks that may irritate the interviewer or 
may be distracting as a part of the process. 

Slide 9: 

Title: Ending the Interview 

[Host on the right.] 

[Arrow]  
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Text on screen: Ending the Interview  

Text on screen: End with a BANG! 

Text on screen: I want this Job!  

[Thumbs up] 

As you’ve gone through the interview, just think about how it’s going to end. It’s going to be 
important for you to end it with somewhat of a bang, as it we are. It’s important to think about 
making an affirmative statement at the end of the interview to show that, again, you’re in control, 
you know what it is you want to say, and you can say it in a very affirmative way. One thing that I 
find that works for a lot of interviewees is to speak about the job itself and to say in a very 
affirmative way, “I want this job.” Not to sort of hint that because I’m there doing the interview 
that the interviewer thinks you want the job, and that’s why you’re there, but to say it verbally. “I 
want this job. I think I can do it well, and I’m excited about the possibilities.” 

Slide 10: 

Title: After the Interview 

[Host on the left.] 

Text on screen: After the Interview  

Text on screen: Take Notes 

Text on screen: Thank you to the right. 

[Pen writing Thank You]  

The last point, after the interview, it’s important to recapture what took place during the 
interview, the good things, the bad things. So just take some notes, write down things that you 
felt were good, things that you felt were bad that you could improve upon. And the last thing it’s 
important to do is to send a thank you note. A written note is preferred. It shows that personal 
touch and it gives an indication that you are involved and you really care about the person you 
spoke with and you want the job. 

Slide 11: 

Title: Sample Interviews 

[Host in the center.] 

Now we’re going to watch two video clips, and what I want you to do is pay attention to some of 
the elements that we talked about previously. If the interviewee is going to show an air of 
confidence, if there is a smile, or if there are any nervous habits or nervous ticks that the 
interviewee is displaying throughout the process. Now let’s look at the first interview. 

Slide 12: 

[Host speaking with an interviewee.] 

Interviewer: Tell me about a time you had a disagreement with a person in position of authority, 
and what the outcome of that situation was.  
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Interviewee: Okay. A disagreement: Well, I did work at this company one time where we had this 
supervisor, and she just wasn’t good at getting emails back and returning phone calls and 
answering our questions, and it just really made it hard for me to do my job, and I really didn’t 
even know how to handle that because she was my boss. 

Slide 13: 

Title: Interview Analysis 

[Host on the right.] 

Text on screen: Be a good listener 

Text on screen: Answer all parts of the question 

Text on screen: Avoid nervous tics 

Now let’s think about that interview. What did you notice? Well I’ll tell you what I noticed. I 
noticed that the interviewee really did not answer the full question that was asked. It’s very 
important to be a good listener during the interviewing process and be sure that for whatever 
question is asked, if it’s a two-part question, you answer both parts of the question, and you 
answer them well. The second element that I noticed was the nervous tapping. And if you notice 
at one point during the interview itself, the interviewer’s eyes actually went down to the pen 
because it was distracting enough to get that interviewer’s attention. So the important things to 
remember are be a good listener, understand if a question is being asked of you, especially if 
it’s a multipart question, that you answer each and every part, you answer it well, and to avoid 
the nervous ticks, the nervous habits. That could be distracting and could just not bode very well 
for you during the interviewing process. 

Slide 14: 

Title: Sample Interviews 

[Host in the center.] 

Now we’ll take a look at a second video clip, and as before, be very observant. Look carefully at 
the interviewee and the interviewer, just the whole nature of the process itself. So be observant, 
be very careful, and be very critical, and write some of those elements down so that you don’t 
forget. 

Slide 15: 

[Host speaking with an interviewee.] 

Interviewer: Why should we hire you?  

Interviewee: Why should you hire me? Well, as you know, I do have the experience and the 
skills that this position requires. But in addition to that, I think one of my best assets to your 
company will be that I’m very flexible and I get along well with others. I work well in a team, and 
I’m not afraid to ask for help when I need it.  

Interviewer: Okay. Thank you.  

Interviewee: Uh-huh.  

Interviewer: Do you have any questions of me?  
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Interviewee: I do. I’m just wondering what the next steps are in the process?  

Interviewer: Well we’re going to finish our interviewing process with all of our candidates within 
the next two days, and beyond that, we’re going to notify everyone within the next seven days 
what the outcome will be and who is going to move forward in the process.  

Interviewee: Thank you. 

Slide 16: 

Title: Interview Analysis 

[Host on the left] 

Text on screen: Good Eye Contact 

Text on screen: Good Body posture 

Text on screen: “Thank You” 

Now you’ve seen the second video clip. What did you think? I really enjoyed watching this clip 
because there are several things that are really positive and are outstanding. If you noticed one 
thing, body language, there was great eye contact. The interviewee was looking at the 
interviewer with an air of confidence. That’s always good to display during an interview. Body 
posture, sitting upright, a little bit of a forward lean just to show that I’m engaged; that’s always 
good to display as well. The employer can sort of feel that and respect that, and almost accept 
that coming from anyone who is sitting giving information about himself or herself. So think 
about the positives when you look at this clip, and something good will come out of it for you. 
The most important part, I think, of that whole clip was the ending. The interviewee said "Thank 
you.” You have to always acknowledge the fact that you’re in a part of a process, and you 
appreciate the opportunity to receive the interview, to give information about yourself, and to be 
thankful for that opportunity. So that was really a quality statement on the part of the 
interviewee. 

Slide 17: 

Title: Little things make a BIG difference 

[Two columns, labeled Do this and Not that.] 

Text on screen: Do this: 
• Research 

• Dress to impress 

• Prepare intelligent questions 

• Take extra resumes 

• Make eye contact 

• Shake hands 

• Introduce yourself 

• Be positive 
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• Tell your story 

• Emphasize “I want this job” 

• Answer the questions asked 

• Write a thank you 

Text on screen: Not that:  
• Check cell phone 

• Chew gum or smell like smoke 

• Tap pencil 

• Bad mouth former employer 

• Tell jokes 

• Use slang 

• Lie or exaggerate 

• Answer with a simple yes or no 

• Bring up personal issues 

• Act desperate 

• Be late 

[Host in the center.] 

At this point I really just want to mention just a few things, little things that might make a big 
difference. And take note of what we’re going to present to you just on the slides. Look at things 
that are going to make a difference, and also look at the list that will give you a word of caution, 
things to avoid, things that you should never do during an interview. And when you’re looking at 
the list, you don’t have to take it personally, but understand that an employer is probably 
thinking along these lines. So be careful, word of caution, but also look at the things that really 
can make a difference during the interviewing process. One other word of caution that I want to 
put to you is the social networking idea concept. Now a lot of you probably thought that, you 
know, I belong to Facebook, I belong to MySpace, you name it, and you’re wondering whether 
any of that information that you post is going to be used by employers or potential employers to 
see if there’s any information out there that’s going to affect your getting consideration for a 
position, internship or permanent job. More recently, employers have, in fact, used that -- I don’t 
want to call it a “tactic,” but they’ve used that approach in collecting information about prospects 
who might be working for them within their organization. So my word to you would be just be 
careful what you post, and if there’s something that you feel might affect whether or not you’re 
going to get a job or an internship, you might want to think twice about that, maybe take it down, 
because employers are going there for gaining additional information about their candidates. 

Slide 18: 

Title: Let’s Reflect 

[Host on the left.] 
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Text on screen: Rehearse and practice: 

Text on screen: Are you smiling? 

Text on screen: Do you sound confident? 

Text on screen: Are you maintaining eye contact? 

Let’s take a moment to reflect on what we’ve just experienced. We talked about the interviewing 
process, and a question that comes up for me is whether you saw yourself in any of the video 
clips. If you saw yourself doing things that were positive, things that were negative, things that 
you could improve upon. If you need additional tips for interviewing, you can always refer to the 
resource list that’s going to be made available for you. But keep in mind that as you go through 
the interviewing process, it may be your first, it may be your second, and there will be probably 
multiple times where you can rehearse, you can practice, and taking tips with you. You know, 
are you smiling? Do you sound confident? Are you maintaining eye contact? Keep those things 
in mind and use the ones that apply to you. And I’d like to say good luck to you during your next 
interview or subsequent ones to that one.
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