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California 4-H Interview Contest Manual
Request for Feedback 2009

This manual was developed as a Cal Poly, San Luis Obispo senior project by Kelly
Bishop in Agricultural Communications. Kelly is a past 4-H State Ambassador and has
experience in 4-H public speaking and interviewing.

This manual will be utilized as published on April 1, 2009 for use at the 2009 State
4-H Field Day on May 30, 2009.

Your feedback on the content, evaluation form, job descriptions and other portions of the
manual are requested! Please respond to the following poll by September 1, 2009.

http://ucce.ucdavis.edu/survey/survey.cfm?surveynumber=3663

Thank you,

Steven Worker

4-H Science, Engineering and Technology Coordinator
smworker@ucdavis.edu

530-754-8519
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Preface and Authors Comments

Welcome! Thank you for reading the California State 4-H Interview Contest
Manual. This contest was first started at the 2008 California State 4-H Field Day. At the
first contest, we had twenty-five members complete in the contest and received
wonderful support for the future of this contest! After this success, this manual and
contest became my senior project to help 4-H members prepare to effectively present
themselves, gain personal and professional skills and be prepared for any type of
interview.

This manual was developed out of the use of books, classes, workshops and
personal experience. It is my goal that the tips in this manual will not only help members
prepare for the contest, but be lifelong lessons to help in scholarship, college, job, club,
organization, leadership positions and career interviews. It is also my goal to help
members grow personally and learn to effectively present themselves to others. As a
senior at California Polytechnic State University, San Luis Obispo, | have seen many of
my friends struggle with interviewing and presenting themselves. It is my hope that this
manual will help 4-H members avoid this struggle and succeed at all interviews!

This manual is composed of Part One for members and leaders on tips to
interviewing and presenting yourself. The sections are designed to be handouts and can
be used as a lesson plan. There is an Appendix for this part with examples to help
members write résumés and cover letters and practice questions. Part Two of the manual
focuses on the organizing of a contest. This can be on the project, club, county, sectional
or state level. It goes through how to organize the contest, orientation of judges and how
to evaluate interviewers. It also has an Appendix for references on examples, job
descriptions, questions and the evaluation rubric.

This contest is still new and will see improvements in future years. Please use this
manual, make comments and suggestions, and help this contest and manual to evolve to

help future 4-H members succeed! Thank you.

Kelly M. Bishop
Contest Founder and Coordinator
April 1, 2009
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California State 4-H Interview Contest Goals

This contest was begun with several direct and indirect benefits for members and
organizers in mind. It is the goal of this contest to consistently meet and practice the
skills that bring these benefits.

Benefits for the member...
e Comfortable in Interview Scenarios
e Confidence
e Critical Thinking
e Effective Verbal Communication
o Effective Written Communication
e Evaluating Experiences for Skills and Lessons

e FEvaluation Skills

e Impromptu Thinking

lowa 4-H Targeting Life Skills Model;
http://www.extension.iastate.edu/4H/

e Organizational Skills lifeskills/

e Non-Verbal Communication Practice and Awareness

e Persuasive Presentation

e Preparation Skills

e Relating Experiences to Questions
o Self-Esteem

e Self-Expression

e Sharing Skills

e Skills to Take Beyond the Contest
e Social Skills

e Wise Use of Resources

Benefits for the Organizer...
e Framework for a Consistent Contest
e Easy Reference Materials
e Needed Materials for the Contest
e Applicability to any Level

California State 4-H Interview Manual Vi



Part One:
Tips for the Member

Demeanor and Dress
Résumeés
Cover Letters
Preparing for the Interview
Questions
Personal Touch
Ten Ways to Win An Interview
It’s Interview Time
Interview Post-Evaluation
Thank You Notes
Employment Applications
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Demeanor and Dress Tips!

You have a minute to make a Great First Impression!

Be sure your hair is

out of your face.

Avoid flashy and

Hair brushed.
Clean shaven face.

distracting earrings, Teeth brushed.
piercing and hair
accessories. Smile!

Avoid wearing too Avoid wearing too
much makeup. much perfume or
Watch your blouse cologne. Usually go
cut. without. Always wear a belt.
Make sure it
No mid-drift Choose classic and matches the color of
showing. rich colors, if your shoes.
. . wearing a suit. Make
If wearing a skirt, . sure colors aren’t
watch the length. flashy or distracting.
It should be at your
knee. Clean and pressed Make sure socks
Nylons always look outfit. match shoe color
professional. and match each

Tuck in shirt.

Polish shoes to other.
Heels should be avoid scuffs.
close toed and not
too high.
Demeanor

Dress

California State 4-H Interview Manual

Grooming- Make sure your hair is brushed and teeth clean. By sure to go over
your body head-to-toe to make sure you look your best!

Smile! Before you walk in to the interview, while in, and as you are thanking the
interviewers. It helps you feel confident too!

Handshake- Practice your handshake! Not too firm, but let people know you are
there. Always look people in the eyes when you shake their hand for maximum
effect and respect.

Sitting- Ladies, sit with your legs together and cross at your ankles, not your
knees. This will keep your legs together and not reveal anything. Gentlemen, sit
with your legs together and up straight.

Importance is on professional and conservative. Avoid “trendy” outfits.

Always over-dress to be sure not to appear under-dressed.

Avoid flashy accessories- earrings, piercing, jewelry, hair, make-up, etc.

Watch low cut blouses, see through blouses, skirts that are too short, mismatching
prints or stained clothes. Colors are good, but avoid flashy or distracting colors.

The devil is in the details! Set out what you are going to wear the night before to
make sure it is pressed, clean and looks great!



Résumé Tips!

A Résumé is a Representation of Yourself!

This is a template for a résumé. Please see examples in Appendix One.

<

Your name should be
the largest on the page

While in
school
education
comes first.
After your
first full
time
position,
experience
comes over
education.

< 1 inch margins on all edges >
JOHN DOE

1234 Lakeview Place - Heartland, California 95678 - 315-267-9876 - John.Doe@gmail.com

OBJECTIVE: One sentence stating the reason of the résumé.
Ex: To obtain the part time position of floral clerk at Flowers and More Floral Shop.

EDUCATION
Heartland High School GPA: 3.5 September 2005 - June 2009
Lakeview Elementary School September 1996 - June 2005

WORK EXPERIENCE OR ACTIVITIES

Heartland 4-H Club September 2000 — Present
Active in sheep, cooking, leadership and citizenship projects. Attended 4-H California
Focus. Gained skills in presentations, communication, responsibility, and teaching others.

Pop Warner Football June 2000 — November 2005
Gained skills in teamwork, responsibility and dependability in a team sport. Learned
importance of practice and mentally preparing for every game. Voted “Most Dependable
Player” in 2004.

Appropriate Font
and Size.

Fonts: Times
New Roman,
Garamond, Arial.
Sizes: Name 14
or 16; Headings
12 Bold; Text 12
or 10

Include dates
and order
beginning with
the most
recent.

LEADERSHIP
Heartland 4-H Club Experiences, Activities,
. . Leadership, and

Vice President 2007-08 Community Service are
Reporter 2006-07 all a very important part
Sergeant-At-Arms 2004-2005 of you. List skills learned
Sheep Project Teen Leader 2004-2005 in activities Ef work

- B - _ experience. every
Cooking Project Junior Leader 2003-2004 leadership role or

participation is important!

Heartland High School- Associated Student Body
Class of 2009 Treasurer

COMMUNITY SERVICE
Toys For Tots- Donated, Collected and Sorted Toys in 2005- present
Heartland 4-H Canned Food Drive- Donated canned food to Food Bank in 2000-2009

SKILLS
e Proficient in Microsoft Office Programs: Word, Excel and PowerPoint

REFERENCES Available upon request.

Unless asked for, references can be left off
or available upon request.
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Cover Letter Tips!

A Cover Letter is a How You Bring Your Resumé to Life!

This is a template for a cover letter. Please see examples in Appendix One.

Feel free to design your own letterhead or use a
regular letter format!

Company Name and Address
1234 4-H Way
Davis, CA 95056

February 23, 2009

Dear (Find the name of the person receiving the résumé or if name is unavailable, To Whom It

May Concern),

Introduction Paragraph
Introduce yourself and the position you are applying for.

Body Paragraph

Share an experience that taught or exemplified a skill you have that

is needed in the position from the position description. This may be what
drew you to the position or a connection you had with the position. Think
and share what makes you the perfect fit for this position.

Closing Paragraph
Looking forward to meeting the person interviewing and excited to
interview for the position.

Sincerely,
Personally Sign your Name

Type Name Under Signature

California State 4-H Interview Manual 4



Interview Preparation Tépy!

Preparation Will Help You Practice, and Practice Helps Make Perfect!

1.

California State 4-H Interview Manual

Review the position description, company or organization.

Be sure to understand the position, the company offering it and where you might
fit in the industry. This knowledge will help you prepare for the interview and
show your interviewers that you are prepared and excited for the position.

Information can be found on the internet, the newspaper and talking to employees.

Match skills listed in the description to experiences or skills that you have.
Understand these matches and practice how to communicate them to your
interviewers. This can be through questions that they might ask or incorporating
them to other topics. You can also think of questions that you might ask them that

showecase your skills.

Practice questions that interviewers are likely to ask.

Find questions in the Appendix and practice questions. You don’t want to sound
“canned” or have responses that are memorized, but it does help you organize
answers and showcase your skills that make you a perfect fit for the position.

Select three things that you want the interviewers to know about you.

These three things can include skills, values, or experiences that you want the
interviewers to remember about you. These should exemplify your abilities and
show that you are a perfect fit for the position. This is your chance to make your

mark and show your personality!

In answers, use examples to show you can do a particular thing, instead of
just telling them that you can do it.

Everyone can tell someone that they can do something, but it is different when
you can show someone. If you can share an experience, it allows the interviewers

to see your personality and brings the experience to life.



Interview Question Tips/

Don’t Just Answer Questions, Wow Your Interviewer with Your Answers!

Interview Questions can be about you, your skills, your experiences or the position,

company or organization. To be prepared for your interview, be prepared for all types of

questions!

Examples are:

You Questions

e Tell me about yourself.
e \Who are your role models? Why?

e \What do you consider to be your
greatest strengths? Greatest
weaknesses?

e Where do you see yourselfin 1, 3,o0r5
years?

Skill Questions

e How do you rate your written
communication skills?

e What is your typical role in a group?

e How do you teach others something
new?

e What skill do you want to improve?
How do you plan to do this?

Answers should be:

Direct and Concise

AN NANEN
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Answer the question that is asked

Use examples to show experiences in answers
Express your personality in answers
Organized and complete answers

Experience Questions

e Tell us about a time when you worked
well on a team.

e Describe a time when you wished you
had done more planning.

e Have you ever had to take charge of a
project to get it done on time?

Position/Company/Organization

Questions

e \What aspect of this position interests
you most?

e What contributions can you make to
our company?

e Why should we hire you?



Adding Your Personal Touch to An Interview TLP,S/!

Make Your Mark to Help Stand Out!

>

California State 4-H Interview Manual

5 Simple Ways To Make Your Mark!

Personally sign your cover letter.
Sign with Blue or Black ink. This will show your interviewers that you value

details and a personal touch in your work.

Don’t just use a template letter or résumé.
Add headings when you have a lot of experience in an area, such as Community
Service. Remember to add personality to your cover letter to bring it and your

résume to life!

Shake your interviewers hand before and after the interview.
It’s polite to greet with a handshake and wait to be asked to be seated. Finishing
with a hand shake says thank you and that you appreciate their time. Remember-

no handshake is complete without a smile!

Include relevant personal experiences that show your experience and
personality.

Bring your answers to life with real examples! Don’t forget that personality is
shown through your words, your eyes, your hand gestures and your smile! It will

also make you less nervous if you can be confident and be yourself.

A hand written thank you note is always appreciated.
Saying thank you or writing an email might do, but nothing is better than taking
the time to show how much you mean thank you. A simple note and a few lines is

all you need to show this gratitude and make someone’s day.



10 Ways to Win an Interview

Compiled From The Everything Job Interview Book, By Bob Adams, 2001

1. Be Prepared

Be prepared by thinking out the
interview before it happens. Know
where it will be held, arrive 15 minutes
early, and bring an extra copy of your
cover letter and résumé just in case!

2. Dress Appropriately

Dress conservatively and it’s always
good to over-dress instead of under-
dress. Dress also includes not having too
much jewelry or makeup! Remember
details make the difference.

3. Be Confident

Smile and believe in yourself. If you
believe in yourself, your interviewers are
more than likely to believe in you. Be
careful to not sound cocky or conceited,
but take pride in your skills and
experiences that make you the perfect
choice.

4. Make Eye-Contact

This can be difficult when you are
nervous, but this is one of the best ways
to show confidence. Make eye-contact
with the person asking the question and
then slowly roam making contact with
each person, so you don’t seem shifty or
nervous.

5. Show Your Enthusiasm

Be excited to be at the interview! Show
that you are eager and willing to learn,
and excited about what the interviewer is
discussing with you. This is done both
with your words and body language!

California State 4-H Interview Manual

6. Know the Position

Understand what you will be doing and
form any questions you have about those
tasks. Find matches between what you
want to do and what the position offers.

7. Know the Industry

Understand where the company or
organization fits in the industry and what
their mission or goals are. This will help
you see the big picture and where you
might fit in that company or
organization.

8. Know the Company

You might get the question, “Tell me
what you know about this company.” or
you may have to insert information
about the company in your answers.
Either way, it shows dedication and that
you did your homework when you know
about the company!

9. Practice

Practice makes perfect! Don’t memorize
answers, but think about possible
questions and how you might respond.
Watch your non-verbal communication
such as eye and facial expressions in the
mirror or with a friend! You’ll be
confident and prepared if you practice.

10. Follow Up

Whether it’s a thank you note, a call, or
a quick email, thank the interviewer for
their time soon after the interview,
usually done within two days. This will
keep your name at the top of their mind
and shows that you appreciated their
time.



It’s Interview Time TLP,S/.’

Are You Ready?

Interview Time Checklist:

d

d

O 0O O

o O 0o o o o oo o d
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Do you know where and when your interview will be?

Is your résumé edited by two other people?

Is your cover letter edited by two other people?

Is your résumé and cover letter printed on résume or nice paper?

Do you have an extra copy of your résumé and cover letter printed and ready to
go just in case?

Did you personally sign your cover letter?

Did you practice likely questions?

Do you know the position description?

Do you feel prepared?

Is your interviewing outfit clean and pressed?

Are your earrings, make-up and hair not flashy or distracting?

Are you conservative and classic?

Smile ready?

Excited?

Confident?

If all of these are checked- You are Prepared and Ready

For Your Interview!



Post-Evaluation Tips/

Let This Experience Help You In the Future!

Name:
Interview Date:

What went well in the interview?

What could be improved?

What questions were asked?
1.

2
3
4.
5

Was | prepared for the interview? Yes No
What else can | do to prepare?

Did | practice for the interview? Yes No
What else can | do to practice?

Did I review the judge’s comments? Yes No
What could I improve next time from these comments?

California State 4-H Interview Manual
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Additional Tips!

Excel in your next real interview with these additional tips!

Thank You’s
Thank you notes have been mentioned several times throughout this manual and there are
some tips for sending them after your next real interview.

You can choose to email or write a handwritten thank you. Here are some general
guidelines to follow for either option.
e All types of thank you’s should be sent within two days of the interview.

e Make sure the style of the thank you matches the organizational culture of the
company you interviewed with.

e For all types of thank you’s, be sure to use correct grammar, spelling and
punctuation.

e Thank you’s should include thanking them for their time and the opportunity to
interview with them. You may want to include something special that you
remembered about interview panel, company or the interview. Be genuine!

e A hand written note is appreciated, especially in a business or organization that
would focus on providing a personal touch to others.

e Choose professional and classic note cards and write the note in ink.

e Send an email thank you for a company that is more technology focused or has a
fast turn around time for decisions.

e Another thank you method includes a phone call, which would follow the same

guidelines as what to write on a thank you.

Here are some appreciation words to consider using in your next thank you note.

e Beneficial e Outstanding
e Character e Pleasant

e Excellence e Rewarding
e Fine e Special

e Great e Superb

e |Importance e Treasure

e Impressive e Value

e Kind e Worthwhile

California State 4-H Interview Manual 11



Additional Tips!

Excel in your next real interview with these additional tips!

Employment or Job Applications

Every job application may be different, but there are some important tips to remember to

have for any application.

Work History

oY ear Sagas Wanthyear Lk Bejnifig Wagn Ending Wage

Enpye et Tl Scpanvsora Hame
' Acdress. City, Siete, 2 Takarnatn

Apamon For Ladweg

Basporunings

MonihYiair Bagan W ar Latt Beginnng ‘Wage Erding ‘Mags

Erpicyar Joio Title Susarmcrs Mams

Agdrass. Ty, Suee, Ip Tuaprcns

Pamson For Lawerry

[rr——r—

MambYadr Segan MomIn Y e Lakt Hegnrerg Wags Erding 'Wage

Espeyai et Tl Bugaramors Mama

Adarasa, Coty, Staie, Jip Tesprons

. Ramsas For Lagsng

Rasparstilies

EducatnTraining —

Typs o lngrmgtian Harhie and Locsten of ool | Subers | Dates of Aterdasoa | Cradeatad? (Vashe) |

High Schon =
1

Voolone Schacy, |
Jwnigr Colege -
|

Callaga | ]
Lnteiatanty 1 —

Ot Trarsg |
|

Az gpraimer Aifi meaniants

Eppranmes cvarall high schaal SR A, I:

. Fieasa Asadl Caevhully and Sign

| nai e Ml o oohcusan f ey sl wil B green sveny SOVRIGIIEER, DS BB MR D0 56| coratkon 1 ki
o S e e | will S hawa, e :

| ORTIFY L 4 Enawr Grn O [ SFDKITTTE S PICISON AN [ S G R T T Dee] B Fey cige wred 1 Ay

o OxFemiesn i wuBcm! cass b o ; s i e s
lwmmlmrwmuﬁn—uhm“ =

Sagiters of B Apphcans 5 [

Be sure to write in
blue or black ink
and print legibly or
type the application.
Be sure that the
application is
complete with no
blanks. If it does not
apply to you, put
N/A or Not
Applicable.

Personal
Information includes
your address, phone
number and your
social security
number.

Educational
Information includes
your schools, their
addresses, courses
completed, GPA and
degrees conferred.
Work Experience
includes the name of
the company and
address, supervisor
name and contact
information, job
duties, dates of
employment, reason
for leaving and
salary or hourly

wage.

o References should be people to confirm your information or character. These usually
cannot be relatives or siblings. Include the reference name, position title, company,

address and contact information.

e Some may ask for availability on the days of the week and times.

o Electronic applications may ask you to upload a cover letter and résumé . Be sure to have
them ready and in a PDF format if it has a lot of formatting such as columns or bullet

points.

California State 4-H Interview Manual
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Appropriate Appearance in Business Settings
General Guidelines

1. Appearance should be appropriate for the organization’s culture.
2. Appearance should be appropriate for the specific occasion.
3. Appearance should not be visually distracting.

4. Attention to detail is important (e.g. polished shoes, clean/groomed nails and hair, snugly tied
neck-tie, buttons in line, etc.)

5. Remember: “Less is more™ when it comes to cologne/perfume, make-up, accessories, etc.
6. When in doubt, be conservative; avoid revealing clothing.

7. When in doubt, overdress rather than underdress; however make an effort not to appear more
formal than those in managerial positions. (Layers work well: if you notice the manager is not
wearing a coat, remove yours as well.)

8. Know the tendencies of the particular geographical location (e.g. more conservative Northern
California vs. more flamboyant Southern California).

9. When buying, choose classic styles rather than “trendy” choices.

Motes:

Demeanor and Dress

Dr. Fahs, Business and Professional Communication Course
California Polytechnic State University, San Luis Obispo
Fall 2008

California State 4-H Interview Manual 27



il Hotlobs - Recruiter Roundtable: Fashion, Grooming Tips http:/hotjobs. yahoo.com/jobseeker/tools/ept/printal lept. htm|?post=

YAHOO! hgtjobs:

Recruiter Roundtable: Fashion, Grooming Tips

Yahoo! Hotdobs, Yahoo! HotJobs

The Recruiter Roundtable is a monthly feature that collects career and job-seeking advice from a group of recruiting
experis throughout the United States. The question we put before our panel this month is:

What is the one piece of fashion and/or grooming advice you wish more candidates would heed before
going on an interview?

Get the Details Right

The night before the interview, lay out your wardrabe to make sure everything fits, is free of wrinkles and is current
with today's styles. Also take the time to polish your shoes. While this may sound minor, showing up with scuffed
shoes may signal to the employer you lack attention to detail. Finally, remember that the interview is not your time to
make a fashion statement, so avoid tight clothing, limit your jewelry, and go easy on fragrances.

The interview is your opportunity to show hiring managers how talented you are, and maintaining proper appearance
will ensure they focus on your abilities rather than your attire.
-- DeLynn Senna, executive director of North American permanent placement services, Robert Half Intemational

Accessorize With Mints

| wish more candidates would take a strong breath mint before their interviews. It may sound silly, but you would be
surprised how distracting bad breath can be during an interview! Gum also works, but remember to discard your
gum BEFORE the interview.

-- Bob Hancock, independent staffing consuftant

What Are Your Revealing?

Look in the mirror: If too much is showing, don't wear it! While low-cut blouses or shirts are in fashion, most are
inappropriate for the workplace, including the initial interview. The interviewer could possibly be distracted by the
inappropriateness of the candidate’s attire and therefore not focused 100% on the interview. This is unfortunate for
both parties; the candidate may not be getting the positive reaction to answers they want, and the interviewer may
be less apt to probe for the information they need to make a solid hiring decision.

- Joelle Thies, staffing specialist recruiter, Wells Fargo

The Smell of Success Is Scent-Free

If your perfume or cologne enters the room before you do, chances are your scent may be interfering with your
chances of landing the job. You'll see subtle signs from the interviewer — he'll lean away from you, she'll wrinkle her
nose or open a window. If someone on the interview team has allergies or asthma, and if you're meeting with them
in a small room, your strong scent will be just the excuse they need to leave the room quickly, without them getting a
chance to hear the details about the brilliant marketing campaign you developed at your last company.

The focus during the interview - and afterward when the interview team gets together to discuss your interview --
should be on your accomplishments, abilities, and why you're the right person for the job. So keep it scent-free.
- Cheryl Ferguson, recruiter, The Recruiter's Siudio

Also on Yahoo! HotJobs:

Fecruiter Roundtable: Trying too hard
Recruiter Roundtable: Salary mistakes
Recruiter Roundtable: Resume length
Find a new job near you
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Left

A e MName - Lidpt font, 1” from
us . lhen use 1 C
key to add permanent NAME hﬁﬁ’ upper Giss and Contact
address as far right (not < info
flush right} as possible GatorAE(@ufl.edu should be
10pt font
Current Address: " Permanent Address:
100 SE 17 Street, Apt. 3B 100 SE 1" Streel, Apt. 3B
Gainesville, Flonda 32606 ﬂ Ft. Landerdale, Florida 33065
(352) 1234567 N S ot e Vo (954) 1234567 e
should be sizs
11 or 12pt

OBJECTIVE: A position in marketing, with a special interest in market research and product planning.

EDUCATION I All headings should be in all upper
Master of Business Administration, May 1999 | ¢ase. bolded. flush lefi
University of Florida, Gainesville, Florida
Gradc Point Average: 3.75/4.0 (26/48 credit hours)
Concentrations: Marketing and Management
Coursework includes Marketing Management, Inlernational Marketing, Services Marketing, Negotiation and

Organizational Staffing

Bachelor of Science in Business Administration, May 1994

University of Maryland, College Park, Maryland Right margin should
Major in Finance be same as lop

Gradc Point Average: 3.9/4.0 ﬁ Use your tab key to indeni as shown

EXPERIENCE
Assistant Store Manager, June 1994-August 1998

same as | Assisted in managing daily store operations, including financial analysis, human resources, merchandising, and

top

information systcms. Managed staff of 4 salcs associates and 15 sales assistants,

* Developed merchandising plans with $1.3 million combined sales volume.

® Created and implemented improved customer service program through development of a new traiming
program and cmployee incentive program,

¢ Received Sports Authority Chairman’s Award for outstanding performance out of a division of 15 assistant
MANALErs.

Marketing Intern. May 1997-August 1997

University Of Florida Athletic Association, Gainesville, Florida

Performed marketing research and promotional activities for major athletic organization.

* Managed and planned an operating budget of $1.5 million, consisting of equipment and facilities.

» Developed marketing campaign for university’s sports program, resulting in 30% overall increase in
attendance at sporting events.

Use vour word
SKILLS processing
Computer: Microsoft Office, WordPerfect, Lotus123, PowerPoint and Harvard Giraphics system’s bulleting
Language: Fluent in Spamish function; circular
bullets only
AWARDS/ACTIVITIES

Member, MBA Association, 1997-Present Bottom margin

Member, MBA Investment Club, 1997-Present should be .1 size Use Times

Volunteer, Gainesville Boys and Girls Club larger MNew Roman

Dean’s List, four semesters for all text

Selling Yourself...Surefire Résumé s and Cover Letters, Sue Brock, Cal Poly, SLO  November 2008
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PEOPLE

Bdministered
BAdvised
Activated
Accomplished
Adapted
Adjusted
Advertised
Analyzed
Arranged
Assembled
Assisted
Achieved
Affected
Authored
Conducted
Coordinated
Calculated
Catalogued
Chaired
Collaborated
Conceptualized
Conciliated
Consulted
Contracted
Delegated
Demonstrated
Devised
Distributed
Directed
Explained
Effected
Encouraged
Enlarged
Managed
Motivated
Organized
Programed
Promoted
Supervised
Stimulated
Taught

Selling Yourself...Surefire Résumé s and Cover Letters,

ACTION VERBS FOR RESUME WRITING

HIN

Built
Constructed
Compiled
Calculated
Completed
Created
Designed
Drafted
Expedited
Edited
Educated
Enlarged
Established
Evaluated
Examined
Expanded
Fabricated
Facilitated
Familiarized
Formulated
Generated
Governed
Guided
Hired
Handled
Identified
Improved
Increased
Indexed
Influenced
Informed
Instrumented
Innovated
Inspected
Invented
Operated
Programed
Revised
Specified

California State 4-H Interview Manual

IDEAS

Applied
Analyzed
Adapted
Assessed
Clarified
Communicated
Conceived
Coordinated
Created
Defined
Devised
Established
Exzplained
Educated
Exchanged
Executed
Forecasted
Illustrated
Innovated
Implemented
Initiated
Integrated
Instituted
Interviewed
Maintained
Manipulated
Marketed
Modified
Monitored
Motivated
Negotiated
Obtained
Persuaded
Prezented
Prezsided
Promoted
Processged
Proposed
Publicized
Rectified
Recommended
Recorded
Recruited
Related
Standardized
Surveyed
Synthesized
Transmitted
Wrote

Sue Brock, Cal Poly, SLO  November 2008
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The following are clusters of skills.

CLUSTERING YOQUR SEKILLS

Thinking about your own

gkills this way can help you to identify your abilities and
enable you to write an accurate resume.

MANAGEMENT SETLLS

Developing
Supervising
Coordinating
Firing
Hiring
Producing
Trouble-shooting
Evaluating
Planning
Scheduling
Analyzing
Organizing
Ranking
Delegating
Executing

RESEA SET

Clarifying
surveying
Interviewing
Investigating
Gathering
Evaluating
Synthesizing
Critigquing
Examining
Extracting
Reviewing
Writing
Organizing
Interpreting
Extrapolating

DETAIL SRILLS

Approving
Implementing
Dispatching
Arranging
Cellecting
Comparing
Tabulating
Collating
Operating
Classifying
Processing
Recording
Organizing
Inspecting
Retrieving

Selling Yourself...Surefire Résumé s and Cover Letters,

F NCI ILL

Calculating
Computing
Planning
Budgeting
Accounting
Auditing
Appraising
Researching
Analyzing
Allocating
Administering
Preparing
Solving
Bookkeeping
Record-keeping

HELPING SEILLS

Relating
Guiding
Adjusting
Attending
Caring
Listening
Directing
Perceiving
Intuiting
Understanding
Assisting
Sensing
Referring
Speaking
Collaborating

IV L

Innovating
Developing
Imagining
Designing
Planning
Joking

Conceptualizing

Synthesizing
Abstracting
Intuiting
Visualizing
Directing
Playing
Performing

California State 4-H Interview Manual

MANUAYL, SEILLIS

Operating
Tending
Grinding
Assembling
Feeding
Cutting
Binding
Driving
Moving
Bending
Shipping
Handling
Drilling
Lifting
Setting Up

TEA NG SET

Influencing
Advising
Persuading
Guiding
Informing
Encouraging
Explaining
Enlightening
Stimulating
Inventing
Adapting
Facilitating
Developing
Clarifying
Initiating

Sue Brock, Cal Poly, SLO  November 2008

35



Donna LaMadeline

2525 South 5t, San Luis Obispo, CA 93405
(805) 441-5555
dlamadeline@yahon.com

Objective: Campaign Assistant position with Senator Lois Capps

Education

California Polytechnic State University, San Luis Obispo

Bachelor of Arts: Political Science, September 2006

Focus: Public Administration

Major GP.A: 3.2
=  Worked full-time while attending school full-time
# Eamed recognition for contributing over 150 hours of voluntary community service while attending school
s  Senior Project: 37 page paper entitled “Winning Elections on a Non-Pariisan Platform™

Political Campaizn Experience
Jim Watkins for Supervisor, District 3 CA January 2007 -present
Campaign Organizer and Database Worker
s lelped start the campaign by recruiting and organizing voluntcers, making media lists, planning pet-io-know the candidate
evenls.
» Gathered and inputted all campaign and voter information into databases.
+ Analyzed and coordinated use of data.
Diane Swanson for Congress, Disinet 22, CA March-December 2006
Campaign Manager
» Coordinated all aspects of the campaign including fundraising, mailings, phone-banking, office management, medie, &nd cvents,
s Coordinated over twenty volunteers.
» Updated website content related to policy advocacy.
¢ Ajded candidate with events, speeches, writings, and district traveling.

Affiliations
San Luis Obispo Progressive Democratic Club February 2007-present
San Luis Obispo Earth Day April 2006
San Luis Obispo County Central Committee September 2004-present
San Luis Obispo Democratic Club Octobar 2004-present
California Polytechnie State University College Democrats September 2004-2006
University of Colorado at Boulder College Democrats August 2002-June 2004
Cutreach
John Luis for Mayor Campaign May-November 2006
s Attended events, walked precincts, voter outreach.
Laizs Capps for Congress May-November 2006
= Attended events, phone-banking, walked precincts.
California Democratic Party March-November 2006

» Phone-banking for all democratic candidates, voter outreach, walked precincts, helped organized volunteers,

Skills
Language: background in American Sign Language and Spanish
Computer: Microsoft Word, Excel, PowerPoint

Additional Experience
Child Care Provider and Educational Supervisor, Mike and Cheryl Cole June 2005-present

s Met the physical, emotional, and academic needs of two young children, facilitated life skills, social interaction, responsible for
their health and well-being.

s Organized, designed, and facilitated educational programs for a thirteen year old student with special needs, taughl academics
and social values/ethics.
Foster Care Family

e Gained invaluable insight into life experience of disadvantaged youth as lifelong member of foster child host family.

Selling Yourself...Surefire Résumé s and Cover Letters, Sue Brock, Cal Poly, SLO  November 2008
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Melinda Field

1000 Long Street, Apt. B (408} 555-2365 (C)
San Luis Obispo, California 93401
mfield@zmail.com

Education

Califomnia Polytechnic State University, San Luis Obispo September 2002 - Present
Bachelor of Ants in Communication Studies — expected graduation, December 2006

Minor — Psychology

Educational Outreach
Student Life and Leadership, Cal Poly State University, San Luis Obispo, Calitfornia
Women's Programs
Assistant to the Director September 2006 — Present
= Edited proposal documents
= Compiled information for a focus group
# Created a manual for Women's Programs
Co-Coordinator: Sexual Assault Free Environment Resource Frogram September 2005 — June 2006
»  Presented information to three groups of over 500 participants
& Designed multiple PowerPoint presentations
= Redesigned advertisement posters for greater clarity, effectiveness, and focus
Student Coordinator: BODY "05 (contract position) January — February 2005
s Organized publicity: designed fliers, resources cards, and advertisement display for a series of events
promaoting healthy body image
»  Recruited artists for Student Art Gallery
e Coordinated, managed, and delegated work to group of 10 volunteers
Workshop Presenter: Remember Week April 2004
* Created effective PowerPoint presentation and educational fliers about healthy relationships
s Presented to a group of 20

Health and Counseling Services, Cal Poly State University, San Luis Ohispo, California
Peer Health Education
Peer Health Educator: Educational Resources on Sexuality Team Septernber 2003 — June 2004
s  Designed and implemented an innovative campus-wide campaign that has continued each year, and
has served as a template for other campaigns
» Constructed clear and attractive publicity fliers for various events
» (Obtained the trust of students during dyadic consultations

Student Life and Leadership, Cal Poly, San Luis Obispo, California
Week of Welcome
Health and Wellness Speaker: Week of Welcome September 2006, September 2003
* Commanded the attention of three groups of over 500 incoming freshman
+ Delivered an original presentation about college students and eating disorders
= Composed an original presentation specifically tailored to college depression
#  Researched various statistics to incorporate within the presentation

Student Life and Leadership, Cal Poly, San Luis Obispo, California

Open House
Student Speaker: April 2004
s Selected by the Open House Committee to represent Cal Poly as the chosen student speaker

s Captured and maintained the attention of an audience of two groups of over 2,000 newly admitted
students and their families

Additional Experience
Jefunira Camp, Palo Alto California

Camp Counselor Summer 2003, 2004, 2003, 2006
Responsible for creating and implementing activities for groups of campers of various ages

Asked to take on the responsibility of leading and managing the youngest group of campers
Managed and mediated conflict and communication between campers

Requested to return as a counselor each year

Developed developmentally appropriate activities for four and five year old campers

Selling Yourself...Surefire Résumé s and Cover Letters, Sue Brock, Cal Poly, SLO  November 2008
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Forbes

ECOMm

Work

Most Common Resume Lies
Kate DuBose Tomassi 05.23.06, 3:.00 PM ET

From foolish fibs to full-on fraud, lving on your résumé is one of the most common ways that people stretch the truth, But think
twice before you ship off your next half-baked job application. Even if your moral compass doesn't keep you from deceit, the
fact that human resources is on to the game should.

The percentage of people who lie to potential employers is substantial, says Sunny Bates, CEQ of New York-based executive
recruitment firm Sunny Bates Associates. She estimates that 40% of all résumés aren't altogether aboveboard.

And this game of employment Russian rouletie is getting riskier and riskier. Almost 40% of human resources professionals
surveyed last year by the Society for Human Resource Management reported they've increased the amount of time they spend
checking references over the past three years.

View a slide show of the most common résumé lies.

"Résumeas are marketing tools designed to do one thing: make the phone ring," says John Seraichyk, founder of the Barrett
Group and co-founder of Executives Only, both Rhode Island-based recruiting firms. Once it does, you'd belter be ready to
back up your paper claims. Susan Vobjeda, vice president of marketing at Yahoo! HotJobs, warns that even a white lie can
follow people throughout their carger. Simply put; Don't do it, she says.

One of the most commen résumé lies involves playing with dates to hide employment gaps. The reasons are myriad: hiding
being fired, a period of job hopping or even an embarrassing prison stay. Some women stretch time lines bacause they fear it
will be dilficult to reenter the workplace after starting a family, says Seraichyk.

Even though il's one of the easiest items on a résumé to check, bogus college degree claims are also prevalent. John
Challenger, chief executive of Challenger, Gray & Christmas, a Chicago-based outplacement firm, says that not having a
diploma iz one of the things many applicants are most ashamed sbout.

Ask Dave Edmondson, the former chief executive of RadioShack. He resigned in February after questions arose about the
accuracy of his résumé. According to media reports, his claim to have a degree in psychology from Pacific Coast Baptist
College in California wasn't true. Nor was there evidence he received a degree in theology from the same unaccredited college,
which in 1998 moved from California to Oklzhoma City and was renamed Heartland Baptist Bible College.

Fear of ageism can lead 1o lies by omission. Older job seekers may fudge or leave off the year they received their degres, or
lop off their early work history, o appear younger on paper, says Seraichyk. While it's easy to sympathize, it's also important to
rermember that the fruth behind these lies will quickly become evident at the interview.

Another widespread set of tall tales is embellishment of experience and accomplishments, says Jenny Sullivan, a spokeswoman
for Chicago-based CareerBuilder.com, a joint venture between The Tribune Co., Gannett and Knight Ridder. For example, a
mediocre salesperson might claim she increased sales by 80%, or a small-office sales director might say he manzged 50

people, says Seraichyk.

Some job hunters will say they were paid a higher salary at a previous job in an attempt to get more maney, saye Sullivan. One
particularly popular move is to combine one's salary and bonus. But employers are wising up. Todd Bermont, author of 10
Insider Secrets to a Winning Job Search, says it's becoming more common for companies and recruiters to ask for a recent
pay stub or tax retum. Imagine talking your way out of that.

Considering that a résumeé is usually a single sheet of paper, there are surprisingly many opportunities for yarn-spinning. Recent

California State 4-H Interview Manual 38



Forbes.com - Magazine Article hitp:/www forbes_com/2006/05/20/resume-lies-work_cx_kdt Déwo

college grads will raise their grade point averages or claim honors they didn't receive, says Bermond. And some people blur the
line between familiarity and proficlency when it comes to technical expertise, such as knowledge of software programs, he

says,

Even claims of language proficiency aren’t immuna. Sullivan says she knows of a candidate who claimed fluency in Spanish on
his réesumé. During an interview, whan the hirmg manager began speaking to him en espadiol, the truth came out. He didn't know
a word,

And in one case, a pre-op transsexual woman who called herself Charlens walked into the office of Mary Lou Mash, a Kansas
City-based headhunter, who was surprised fo meet a 6-foot-4 man whose given name was Charles. While not exactly a lie,
surprising & potential employer with a detail like that might be risky.

So why do people do it? Why all the fiction? Simply put, in today's emvironment, where unemployment is low and people change
jobs often, fear often leads to desperation, says Challenger.

But whether you get caught in the interview, on the job or years down the road, Bermont recommends heeding his mother's
adage: "Whenever you tell the truth, you dor't have to remember what you said."

View a slide show of the most common résumé lies.

“Most Common Resume Lies” Kate DuBose Tomassi, Forbes Magazine and Forbes.com, May 2006
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Josh Michaels

4 Church Street - Jersey City, NJ 08888 - 555-555-5555 - josh@monster.com
June 4, 2007

Katherine Yu

HR Director

ABC Company

1530 State Street

Princeton, NJ 08999

Dear Ms. Yu:

Your advertisement for an HR assistant fits my qualifications perfectly, and I am
writing to express my interest in and enthusiasm for the position.

After completing a business degree from Rutgers University in May, I enrolled in a
human resource development program to further enhance my credentials in the field.

Course highlights include: Leadership in an Organizational Setting, Performance &
Task Analysis in Human Resource Development, and Technology in HR Settings.

Based on your description of the ideal candidate, I also offer:
» A solid educational foundation in organizational development, employee
training and development skills and knowledge of how to use technology

to improve individual/organizational performance.

e A proven ability to build rapport with individuals from all cultural and
socioeconomic backgrounds.

e A track record of excellent performance as a part-time/summer employee
concurrent with full-time college enroliment.

= Technical proficiency in database programs ('mcludihg Oracle) and MS
Office Suite. :

If you agree that my services would be valuable to ABC Company, I would very
much like to meet in person to learn more about your HR support needs. Please feel
free to call me at 555-555-5555 or email at josh@monster.com.

Thank you for your time and review of the enclosed resume, and I look forward to
speaking with you.

Sincerely yours,
Josh Michaels

Enclosure

Sample Cover Letter from Sue Brock, Cal Poly Professor in Communication Studies
Selling Yourself... Surefire Résumés and Cover Letters Workshop, November 2008
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Interview Questions

THE BIG TEN QUESTIONS INTERVIEWERS LOVE TO ASK®
1. "So, what do you think of this weather we're having?”
Alternate: °I see from your application you enjoy
dogsledding...It sounds fascinatingl
2. "What was your last job?7" “Wwhy did you leave?”

3. "What did you like about your last jobs?” “What did you
hate?"

4. "Those were your duties..What were your achievements 7
S. "Tell me about yourself.”
6. "Now | know your best points..wWhat about your shortcomings?

7. 7If you could describe your ideal job, what would it be right
now?

8. "What would be your Ideal job five years from now?7" ~Ten
years from now?" “What about your career goals?

9. "why do you think you are the ideal candidate for THIS job7

10. "..and how much money did you say you wanted?"

*Rudolph and Johnson

NOTES:

Dr. Fahs, Business and Professional Communication Course
California Polytechnic State University, San Luis Obispo
Fall 2008

California State 4-H Interview Manual
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Fahs
Business and Professsional Communication

Examples of Interview Questions

About Your Job Attitudes:
1. “What are your short term objectives?” “Long term?” “What does ‘long term’ mean to you?"

2. “What are you looking for in a job?" “What are the three most important features of the
‘right” job for you?”

3. "If you are hired here, how long would you plan to stay with us?” What are the most likely

forces which could entice you to leave?” “How important do you feel loyalty is in today’s
market?”

4. “What specific goals and objectives have you established recently?” “Have you written them
down?” “Could you show me your current list?”

5. “If you are hired into this position, what position would you expect to have in two vears?
tour years?”

6. “Why do you want to work for us?”
7. "How would you describe personal success?”

8. “"How many hours per week are you currently working?" “Here at we tend to
work hours per week. How will you be able to adjust?”

About Your Attitudes Toward the Position For Which You Are Applying:
1. “What interests you most about the position we have?” “What concemns you most?”
2. “What can you do for us that our other applicants could not do as well?”

3. “Why should we hire you?” “What would your previous boss tell me that might make me
hesitate to hire you?”

4. “How long would it take you to make a meaningful contribution to this company?”

5. "How long before you feel you might outgrow this position?”

Dr. Fahs, Business and Professional Communication Course Fall 2008
California Polytechnic State University, San Luis Obispo
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Faha/Bus & Prof Comm.

About You:
I. “How well do you work under pressure and deadlines?” “Examples?”
2. “What kind of salary do you think you are worth?" “On what do vou base this?”

3. “What are your top three communicative weaknesses?” “What are you doing to correct or
improve them this month/quarter/year?”

4. “What are your top three communicative strengths?” “How did you develop these?”
5. “What three habits do you suppose your coworkers would like you to change?”

6. “The last time you were socially inappropriate, what happened?”

7. “What do your subordinates/colleagues/superiors think of you?”

8 “What makes you an interesting person?”

9. “If you could start your career over, what would you do differently?”

10. “"How would you describe your personality?”

11. “What makes you think you should be a top candidate for this position?”

12. “"What were the last three books you read?” “What were the best three movies you saw this
past year?” “What was the most exciting sporting event for you this past year?”

13. “What were the three most worthless courses you took in college?” “What made them
worthless?” ;

About Your Management Philosophy and Job Approach:

1. “What is your philosophy of managment?”

2. "How have you changed the nature of your present job?”

3. "Have you ever hired anyone?” “What do you look for when hiring someone?”

4. “Have you ever fired anyone?” “Why?” “How did you do it?”

Dr. Fahs, Business and Professional Communication Course Fall 2008
California Polytechnic State University, San Luis Obispo
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Fahs/Bus & Prof Comm.

About Previous Employment:
1. “How would you evaluate your present position and your current employer?”

2. “How satisfied are you with your salary history to date?”

Led

“Why do you want to leave your current position?”

4. “Will you be happier to leave your current employer or will your employer be happier to see
you go?”  “Why?”

5. What are the three worst features of your current/previous boss?”

6. “Describe in detail two situations in which your work was criticized.”

7. “What have you learned in your present position which you find most important?”
& “What metaphor best describes your current place of employment?”

9. “What specific skills have you helped develop in your subordinates? “How, specifically,
have you accomplished this?”

10. “Your happiest days at your previous job were when....."  “Your most miserable days
occurred when...”

About Your Social Attitudes

I. “How do you feel about diversity in the workplace?”

2. "What are the first six forms of diversity that come to mind?”

3. “How do you feel about working for/reporting to a man?” “a woman?”

4. "Do you see any problems or advantages of working with people with different political or
sexual orientations than you?” “Any experience here?”

Dr. Fahs, Business and Professional Communication Course Fall 2008
California Polytechnic State University, San Luis Obispo
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About Your Accomplishments:

1. “Are you creative?” “How have you demonstrated this in your current employment?”
2. “Are you analytical?”” “What is a good current example which demonstrates this?”

3. “Are you a good manager?” “Illustrate this with three examples.”

4. "How have you made a significant impact in your current position, and how has that impact
been measured?”

5. What are your five biggest accomplishments in your current job/previous job/in your career to
date?”

About random topics:
1. “What other positions are you considering?” “With what companies?”
2. “"What causes are your interested in?"

3. “What are your feelings about the current political candidates in relation to their impact on our
company and industry?”

4. “What do you do for relaxation?”
5. "Do you see youself more as a manager or a leader? “What are the key differences?”
6. “Which three current events are you following most clasely?” “Why?”

7. “If you didn’t have to work to live, what would you do?”

Dr. Fahs, Business and Professional Communication Course Fall 2008
California Polytechnic State University, San Luis Obispo
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ADDITIONAL QUESTIONS: FOOD/QUESTIONS FOR THOUGHT (?)

(SOURCE = Book of Questions , (Gregory Stock Ph.D., Workman
Publishing, 1987)

(Note: consider the guestion types represented by each of the following and
consider their most effective uses...)

L. If you were to discover that your clesest friend is a heroin dealer, what would
you do?

2. If the person you were engaged to marry had an accident snd became &
paraplegic, would you go through with the moarriage or back out of it?

3. IT you knew there would be a nuclesr war in one week, what would you do?
4. Have you ever haied someone? If s0, why, and for how long?

9. Would you rather be happy, yel slow-witted and unimaginative, or unhappy
yet bright and crestive?

6. Would $50,000 be enough to induce you to lake & loyal, healthy pet ta the vet
to be put to sleep? '

7. When was the lest time you cried in front of a stranger?

8. Would you eccept $1 million to leeve the country and never set foot in it
again?

9. If you could script the basic plot for the dream you will have tonight, what
would it be?

10. Would you prefer to be blind or deaf?

1l If you could prevent an eerthquake in Peru thet would kill 40,000 people, a
crash at your local airport that would kill 200 people or an accident thatl would
kill an acquaintence of yours, which would you choose?

12. If you were at a friend's house for Thanksgiving dinner snd you Tound a deed
cockroach in your salad, what would you do?

13. Would you be willing 10 murder an innocent person if it would end hunger in
the world?

14. Were you sble to wake up tomorrow in the body of someone else, would YU
do s0? Whom would you pick?

Dr. Fahs, Business and Professional Communication Course Fall 2008
California Polytechnic State University, San Luis Obispo
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25,

27,
28R,
29,
30,
3.
32
33,
34,
35
36,
a7,
38,
a9,
A4},
47,
42,
43,
44,
45,
46,
47,
48,
49,
50,

Interview Questions
Tell me about vourself,
What do you want (o do with vour lile?
D wou have any actual work experience?
How would vou describe yvour ideal joh?
Why did you choose this carcer?
When did yvou decide on this career?
What goals do vou have in your career?
How do you plan to achieve these goals?
How do you evaluate success?
Describe a sitwation in which you were successlul.
Whal do you think 1t takes o be suzcesstul in this career?
What accomplishments have given you the most satistaction in your life?
If vou had to live your life over again, what would vou change?
Would you rather work with information or with people?
Are vou a team player?
What motivates you'?
Wha should T hire you?
Are you a goal-oriented person?
Tell me about some of vour recent goals and whal vou did {o achieve them,
What arc vour short-term goals?
What is your long-range ohjective'?
What do vou see vourselt doing five years Irom now?
Where do you want to be ten vears [rom now?
Do you handle conflict well? Qe € xoiniDVE
Have you ever had a conflict with a boss or professor? How did vou resolve i1?
What major problem have yvou had o deal with recently?
Doy von handle pressure well?
What is your greatest strength?
What 15 your greatest weakness?
IF T were to ask one of your professors to describe vou, what would he or she say?
Why did you choose to attend your college?
What changes would you make at vour college?
How has your education prepared you for vour carcer?
Whal were your favorite classes? Why?
Dy you enjoy doing independent research?
Who were your favorite professors? Why?
Why is vour GPA not higher?
Do vou have any plans for further education?
How much training do you think yvou'll need to become a productive employees?
Whar qualities do you Feel a successful manager should have?
Why do you want to work in the industry?
What do vou know aboul our company™?
Why are you interested in our company?
Dro you have any location preferences?
How familiar are vou with the communily that we're located in?
Will you relocate? In the future?
Are you willing to travel ? How much?
Is money imporiant 1o you?
How much money do you need 1o make 1o be happy?
What kind of salary are you looking for? (A5 9, W rRov A Gy R A
{ A, T /:'

Rowrce: wweollegegrad.oom

For more resources and information, please conlacl;

;? Annalisa Clarke Communicalions
Annalisaclarke @ vahoo,com = (8B05) 350-3033
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COMMON INTERVIEW QUESTIONS

EDUCATION AND ACADEMIC ACHIEVEMENTS

Why did you choose your major?

Why did you choose Cal Poly?

Describe a recent leadership experience.

Which courses have you enjoyed the most? The least? Why?

What is your GPA?

If you could do so, how would you plan your education differently?

Describe your most rewarding college experience.

Describe your most challenging college experience.

Describe a project you have completed and the steps you used to complete it

Describe a specific ime when you were very busy and how you prioritized your schedule.

Tell me about a time when your professor or supervisor was not available to clarify an assignment. How did you
proceed? What was the outcome? \Was there anything you would do differently?

PERSONAL

Tell me about yourself,

What do you consider to be your greatest strengths?

If you could change one thing about yourself what would it be?
Describe a time you falled at something and how you handled it.

+ What three key words would your peers use to describe you and why?
+ Give me an example of something complex that you needed to effectively communicate to others, What made it

complex? Why was it difficult to communicate?

Tell me about an important goal that you set in the past. Were you successful? Why?

Tell me about a situation where you had to speak up (be assertive) in arder to get a point across that was important
to you,

Drescribe the most significant written document, report, or presentation you have completed.

Tell me about something you have done that is very creative,

Describe a time when you were faced with problems or stress that tested your coping skills, What did you do?

THE JOB

What maotivated you to apply for this position? Lo s 1
What interasts you most about this job? Least? : |
Why do you want to work for our companylorganization?

What do you know about our companyforganization?

What two or three things are most important to you in your job?

If you were hiring a graduate for this position, what successful characteristics
would you loak for in a candidate?

Describe three key skills or qualities you would bring to this position.
What is your philosophy of work?

How do you like to be supervised?

Why should we hire you?

Career Services, www.careerservices.calpoly.edu
California Polytechnic State University, San Luis Obispo
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EXPERIENCE

- Describe your job-related skills and experience and how they wolld relate to this position.

» What have you learned most from some of the jobs you have held?

= What did you enjoy most about your [ast job? Least?

» How would a former supervisor describe your work?

« Describe a workplace challenge you faced and how you handled it

= Tell me about a time you worked in 2 team environment and you encountered conflict. How did you handle i?

= Describe an experience involving a deadline. What methods did you use and were you able to accomplish the
task on time?

= Dascribe a time you went above and beyond the call of duty in order to get a job done.
« Give an example of your ahbility to manage or supervise others.

» Describe a situation in which you had to deal with a very upset customer or co-worker, How did you handle the
situation? What was the outcome?

» Tell me about a time when you wish you had done more planning. What happened? How could it have been
avoided? What did you learn from this experience?

CAREER GOALS

+ What are your long-range career goals? How are you preparing yourself to achieve them?
= \What are your short-range career goals?

= \What characteristics do you possess that will make you successful in your career?

« Whao or what influenced you most with regard to your career objectives?

QUESTIONS TO ASK EMPLOYERS

+ Do you have a detailed description of the position for which | am being considered?

* What is a typical day like?

= Why do you like working for this companyforganization?

= \What are some of the challenges you think a new person In this pesition would face?

= What are your department goals for the next two to three years? What are the long-term goals?
+ What outside influences affect vour company’s growth?

= What are some common characteristics of successful employees within your company?
* What is the greatest challenge facing your staff (department) now?

= VWhat types of assignments may | expect the first six months on the job?

+ \What type of training is available?

= What has been your caresr path within this company?

+ |5 relocation likely or reguired?

+ What are your expectations for new hires?

» How ig one evaluated for this position?

« When can | expect to hear from you?

« Prepare specific guestions for each position/company (e.g. “¥'m interested in knowing more about the new
product line that your company just launched.”)

Career Services, www.careerservices.calpoly.edu
California Polytechnic State University, San Luis Obispo
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The Savvy Networker

Liz Ryan, Yahoo! HotJobs

Y ou know enough to bring a list of questions to a job interview. When the interviewer asks you, "So, do you
have any questions for me? the last thing? You want to say is "No." But that could be the best option if you're
at a loss for words, because some interview questions are better left unasked.

Here are 10 highly unsuitable interview questions that should never make an appearance, unless you don't want
the job:

1. "What does your company do?™

This was a reasonable interview question in 1950 or in 1980, before the Internet exsted. Today, it's your job to
research any company you're interviewing with before setting foot in the door. We need to show up for a job
interview knowing what the employer does, who its competitors are, and which of its accomplishrments (or
challenges) have made the news lately.

2. "Are you going to do a background check?™

It is amazing how many job candidates ask this quastion, which provokes alarm on the part of the interviewer,
instead of the more general, "Can you please tell me a little about your selection process, from this point on?"
Lots of people have credit issues that cause them worry during a job search, or aren't sure how solid their
references from a previous job might be. If you're invited for a second interview, you can broach any sensitive
topics from your past then. Asking "Will you do a background check?" makes you look like a person with
something to hide.

3. "When will | be eligible for a raise?”

Companies fear underpaying people almost as much as they fear overpaying them, because a person who's
underpaid vis-a-vis his counterparts in the job market is a person with one eye on the career sites. Instead of
asking about your first raise before you've got the job, you can ask (at a second interview) "Does your
organization do a comventional one-year performance and salary review?"

4. "Do you have any other jobs avallable?”

A job search requires quick thinking about straight talk, and if a job is far below your abilities, you're better off
saying so than beating around the bush with this guestion. You don't have to take yourself out of the running;
you can say, "The job sounds interesting, but frankly | was earning 30% more and supernvising people in my last
job. Could you help me understand the carser path for this role?" That's the cue for the interviewer, if he or she
is on the ball, to highlight another job opening that might exist.

5. "How soon can | transfer to another position?”

Y ou're broadcasting "I'm outta here at the first chance” when you ask this question. If you like the job, take the
job. If it's not for you, wait for the right opportunity. Almost every employer will keep you in your seat for at
least one year before approving an internal transfer, so a job-search bait-and-switch probably won't work out
the way you'd hoped.

6. "Can you tell me about bus lines to your facility?"
Get online and research this yourself. It's not your employer's problem to figure out how you get to work.

7. "Do you have smoking breaks?"

If you're working in retail or ina call center, you could ask about breaks. Everyone else, keep mum if your need
to smoke intrudes so much on your work life that you feal the need to ask about it, ask your best friend or
significant other for smoking-cessation help as a new-job present. Lots of companies don't permit smoking
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anywhere on the premises, and some don't like to hire smokers at all. Why give an employer a reason to turn
you down?

8. "Is [my medical condition] covered under your insurance?"

This is a bad guestion on two counts. You don't want to tell a perfect stranger about your medical issues,
especially one who's deciding whether or not to hire you, Ask to see a copy of the company's benefits booklet
when an offer has been extended. This is also a bad question from a judgment standpoint; no department
managers and only a tiny percentage of HR people could be expected to know on a condition-by-condition basis
what's covered under the health plan. Amyway, your pre-existing condition wor't be coverad under most
corporate plans for at least a year,

8. “Do you do a drug test?"
If you have a philosophical objection to drug tests, wait until they ask you to take a drug test and tell them about
your objection. Otherwise, your question sounds like, "I'd fail a drug test," so don't ask.

10. "if you hire me, can | wait until [more than three weeks from now] to start the job?"

Employers expect you to give two weeks' notice. If you're not working, they'd love to see you more quickly. If
you ask for tons of time off before you start working — unless you have a very good reason -- the employer
may think, "How serious is this candidate about working?" In any case, a start-date extension is something to
request after you've got the offer in hand, not before.

Liz Ryan is a 25-year HR veleran, former Forfune 500 VP and an inlernationally recognized expert on careers
and the new millennium workplace. Confact Liz af liz@ asklizryan.com or join the Ask Liz Ryan online
commuiily at www.asklizryan/group.

The opinions expressed in this column are solely the author's.

Alzo on Yahoo! HotJobs:

Recruters offer keys to success in 2009
10 great cities for salary growth

& hot jobs for college grads

Find a new job near you

Copyright & 2007 Yahoo! Inc. All ights reserved.
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How to Answer the Toughest Interview Questions
O Yahoo! HatJobs Exclusive
By Caroline Levchuck

You know theyre coming: Those seemingly unanswerable questions that pop up during job interviews.
You can't clamup. And you don't want to stutter and stammer, So what's a job sesker to do?
The ‘Future’ Question

Otherwize known as the "big picture” question, the future question goes something like thig: "Where do you see yourself in five
yaars?"

The best tactic: Talk about your values.

Don't get too detailed about your specific career plan. Instead, discuss things that are important to you professionally and how you
plan to achieve them. If growth iz a goal, mention that. You can also talk about challenge, another value thal employers prize in their

employees.

The “Salary” Question

host people will tell you that whoever answers this question first loses. But that's not necessarily true.

Whaen an interviewar asks your salary requiremant, try first to gently deflect the question by inquiring about the salary for the position.

if the interviewer presses you for a number, give a range. To decids on a range, think about the salary you want, your salary at your
most recent position and the industry-standard salary for the job,

The bottom line: The salary question iz one of the most important, so you should prepare for it in advanca and plan what to say.
The Why' Question
There's a fine line between boastfiul and confident. And you need to leam it.

When an interviewsr asks you why they should hire you, you're golng to have speak confidently and honestly about your abilities. But
you should aveid sounding overly boastiul.

Alm for earmest and prepare by practicing. That's right: Stand in front of the mirror and acknowledge your abilities and
accomplishments to your reflection. Tell yourself: | have a very strang work ethic. | have integrity. | have excellent industry contacts. |
agaressivaly pursue my goals,

it's sometinmes hard to praise yourself, but after a few sessions you'll sound sincere.

The Seemingly Silly Question

If you were a tree, what kind of tree would you be? What if you were a car? Or an animal?
These type of quastions can bring your interview to a screeching halt.

First, don't panic. Pause and take a deep breath. Then remind yourself that there's no “right" answer to these questions. The job isn't
hinging on whether you chooge to be a spruce versus an oak.

Interviewers usually ask these questions to ses how you react under pressure and how wall you handls the unexpectsd. I's not so
impartant what type of tree (or car, or animal} you choose as that you explain your choice in 8 way that makes you look favorable.

So, be a spruce — because you want to reach new heights in your career. Or be an oak — because you plan to put down roots at the
company. Either way, youll get it right.
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An Interview Strategy: Telling Stories
A Job Interview Iz Not an Interrogation

By Joa Turmar

¥ you read many books on job intenviews, yvou'll notice that some feed yvou lists of interview questions that you should learn answers
to. But an interview is not an interregation; it's a conversation. Thus, | believe the best way to prepare for an inferview is b come
armed with a muititude of small stories about both your business and personal life.

Conversation Wins the Job

Competency-based interviews, as opposed to traditional interviews, have become more comimon today. In a traditional interview, the
interviewar will ask vou guastions focused on whether you have the skills and knowledge needed to do the job. A competency-based
interview goes further by asking you additional questions about your character and personal attributes that can better determine
whether you fit their corporate culture. These are called "behavioral competencies "

A compatency-based interviewer wili spend about half the interview on your job skills, and about half on your behavioral
competencies. He or she will be looking for evidence of how you have acted in real situatlons in the past. So having your stories
ready to go, and discussing them during 8 conversation between two equals, plays very well for thia type of interview.
The Interviewer's Priorities
An employer wants to find out:

* Are you an asset or llability? In othar words, will you either make money or save meney for the company?

* Are you a team player? Will you fit into the corporate hierarchy or be fike sand in the gears? Can you take and give (if
approprista) orders?

* Will you fit inta the company cultura? They dont want prima donnas.
¥ our Story Stratogy

The best way for an interviewer to get answars to the questions above is for you, the interviewee, o take the Initiative. You should
have savaral personal stores that you can tell as examples of your successes, and each story should last between 30 to 20 seconds.

You should start by developing your stories around these areas:

¢ Examphes of when you either made money or saved maoney for your current or pravious employer.

® A crisks in your life or job and how you responded or recovered from it

# Atime whera you functioned as part of a team and what your contribution was.

= Atime in your career or job where you had 1o overcoma stress.

* Atime in your job whera you provided successful leadership or a sense of diraction.

& A failsre that occumed in your job and how you overcame it.

* Any seminal events that happened during your career to cause you to change direction and how that worked out for you.
Actions spaak louder than words. Your actions in the past — relayad in story form — will tell @ company much more than any generic

response. Your stories will give the intarviewer the tangible examples he or she sasks, and they will convey a very strong sense of
your individuality, making you stand out more.

As a recruiter, Joa Turmer has spenl the past 15 years finding and placing top candidates in some of the best jobs of their cansers
Discover more of his job-search insights by visiting www jobchangesecnals.com.
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Interview Preparation

Successful Interviewing

BEFORE THE INTERVIEW

Attend an Interview Skills Workshop at Career Services

View the “Interview Skills Online Workshop® on the Career Services website.
W careersenvices. calpoly.edu

View additional interviewing resources available in the Career Resource Center,
Building 124, Room 117

Research the position, the organization and the community

Find “insider” information which might include company mission statement, r
strategic objectives, and corporate values /

Know the information on your resume [

Create a list of the skills/qualities you have to offer an employer that relate to [
the position for which you are interviewing (organization, leadership, computer
knowledge, dependability, flexibility, etc.)

Think about one or two weaknesses and what you have done to successfully |
overcome them [

Be prepared to describe personal, workplace, and education related challenges |
you overcame. Consider examples relevant to the employerfjob whan possible

Research salary information so that, if asked, you have a reasonable range in mind
Prepare guestions o ask the employer (refer to the following pages)
Practice, practice, practice

DURING THE INTERVIEW

Artive early
Meet the interviewer with a firm handshake, a friendly smile and a polite greeting

Don't speak negatively about your peers, faculty, former employers or other companies

Use body language to show interest (appropriate posture and eye contact)

Listen attentively to the questions; ask for clarification if necessary

Give complete answers, use specific examples, and cite accomplishments whenever possible
Use projects, photos, descriptions, statistics and testimonials to support your claims

Answer gquestions with honesty and sincerity; be yourself

Be aware of the time allocated

Ask about the next step in the process

Thank the interviewer and collect a business card

Conclude the interview on a strong, positive note

AFTER THE INTERVIEW

+ Forward any requested materials promptly

Take a moment to make some notes after each interview
WWrite and send a thank you letter within one to two days to everyone who interviewsed you

if you have not heard from the company within two to three weeks, contact the interviewer and inquire
about the status of the position

Keep a record of all interviews, correspondence and subsequent follow-up
Be persistent and maintain an optimistic outlook
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PROFESSIONAL IMAGE

+ Take time to be well groomed; moderate makeup, light or no parfume or |

aftershave. ironed clothes. polished shoes [

« Dress in business attire: for males the usual dress is a suit or sports coat |
and slacks; for females it is a suit or pantsuit

Select shoes, handbags, briefcases and watches that are conservative

and coordinate - avoid flashy jewelry and accessories |

* Bring a portioiioffolder with extra copies of your resume

= Be courteous to everyone you meet receptionists, zecretaries and others
» Be confident, poised and enthusiastic

« Be professional and use professional language

THE TELEPHONE INTERVIEW
» Conduct your interview in a place that is free of distractions and background noise, and where you will have good
reception if you are using a cell phone
» Be prepared by keeping resume and notes by the telephone
= Clarify and write down the name(s) of the interviewer(s) to whom you are speaking
Speak clearly and directly into the telephone
Exhibit personality and energy through voice tone and inflection
» Take notes

BEEHAVIORAL INTERVIEWING STRATEGIES

Employers use behavioral interviews to evaluate a candidate's experiences and behaviors so they can determine the
applicant’s potential for success. Behavioral questions will center around skills, qualities, and abilities important for
success on the job. For example, if teamwork is important to a job, they might ask "Tell me about a time you worked on a
team and you encountered conflict, How did you handle it?®

= Utilize the STAR technigque in answering behavioral questions: State the Situation, the Task assigned, Action taken,
and the end Result. Below is an example of utilizing the STAR technique to answer the teamwork question above:

Situation/Task: "| was working in a team of five in my Services Marketing class. We were analyzing
survey data to determine the effectiveness of customer service for a local retailer. One of our team
members continually failed to show up for group meetings or turn in assignments.”

Action you took: “After talking with other group members, | approached the team member to find
out more about their lack of participation. After finding out that they had a family illness they were
dealing with, we worked out a plan for them to contribute o the project, but on a smaller scale.”

Result you achieved: "Our team bonded after understanding the team member's situation. The team
member, after our discussion, contributed significantly to the assignment. We received an A on the
project!”

= Review the job description and relate your experiences and skills 1o the postion
+ Select situations and experiences in which you have demonstrated the behaviors important to the current job

+ Be detailed and specific in discussing how you contributed fo the success of the project, siluation, or event
described

CAREER SERVICES _;'EE.! reer Sel

Division of Student Affairs
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Mastering the Interview
By Sean Bosker

Thea job interview is your proving ground, the place where you must demonstrale why you are the best person for the job. Making that
powerful statement that yow're the bast of all the candidates requires the three Ps; Preparation, Presentation and Perception.

PREPARE PREPARE PREPARE

When you walk into an interview, the mone prepared you are, the better the chances are that youTl succeed. Memarize everything you
pul on your resume and cover letter and be prepared to explain each em. But you should also be ready to talk about more thamn just
yoursaelf. Get to know your fulure employer.

Warran Davis, the Director of Recrulting and Employment for RadicShack, emphasizes this point. "Your resume and apolication are
fair garme. Candidates should study themselves and the company with whom they're interviewing."

Read indusiry rade magazinas, visit the company web site, and do a company search on Yahoo! Finance to find current news about
your prospective employer. Be prapared to demonstrate what you know about the company and the industry,

Michele Stagg, the Director of Human Resources at Banana Republic, says she is consistently impressed whan candidates work their
skibs into the contest of company news, "Tha more an informed candidate can tie past expenence to the requirements of the job they
are interviewing for, particularly in tarms of what the company is doing, the better,”

Ancther important part of preparation i making sure you look the part. Choosing what you wear is 50 imporiant that it deservas ifs
own article - Intarview in Styla.

PRESENTATION IS PARAMOUNT

Keep in mind that you are marketing yourself to everyona you meet The more people you leave with a good impression, the better
your chances are of baing remembered. Project yourself as someone wha is thoughtful, helpful, and prepared,

Effactive presentation includes being in the right place, at the right time. ¥ you're late for the interview, you could inadvertently tell
your interviewer that youw're not right for the job.

Wiith 35 years of experience in HR, Pater Ackerson, Specialist Leader at Deloitte Consulting, has besn directly involved in hiring
hundreds of candidates. When it comes to job interviews, he's seen it all. *There’s nothing worse than getting a call from somecne
whao is hung up in fraffic or went to the wrong office,” he explains.

Onoa you arrfive, introduce yourself to the receplionist and tum off that cell phone. "Having s phone go off during an interview is a real
turn off,” says Ackerson.

According to psychologist Albert Mehrabian, mana than half of our communication is nonverbal or body language. Stagg agrees.
“Body language ts excephionally important. Positive, upright and open body language shows self confidence end interest.” During
introductions give a firm handshake and then take a seat facing the inferviewer.

Whean you go over your resume focus on your accomplishments instead of reiferating job descriptions. Presenting yoursalf as an
active problem solver will show an employer that you can contribute and succeed in the role. Stapg agrees that this tachnigue can
make a fantastic impact. "Give very specific examplas of your qualfications. i you have qualifications in financial analysis, give
examplas of projects you worked on whene your analysis was necessary. Describe your axperiences that tie in to your skills or
quzlifications. Even better, tell me how those will help you meet the requirements of the role you might fill in aur company.”

PERCEFPTION IS KEY

The bast way to know if your interviewer is getting what he needs i to ask questions. Susan Vobejda, the VP of Marketing at
HotJobs elaborates, "When your interviewer asks you a complicated question, don't lmunch into your answer straightaway, Make
cartain you understand what iz being asked," A clarifying question, or restating the gquestion in your own words saves you from
wasting your inferviewer's time, and demonstrates that your are a careful listener. Asking the right questions can also demonatrate
your ehility to think strategically, and help you decide if the position s right for you. To that end, Stagg sugoests ending the interview
with this guestion: “VWhat are you looking for in a candidate to fill this role?" if the anawer turns out to be something that doasn't match
your expectations, then you need to speak up.

Many candidates are so intimidated by the interview, they forget that the interviewer has a stake in seelng the candidate succeed.
Peter Ackerson describes his attitude going into an interview as ona of "hopeful skeplicism." They don't want you to fail; they want

you to show tharm why you will succoed with their company. The soonar they hire you, the sconer the search can end.

Copyright £ 2007 Yahao!. Al nghts resacved.

California State 4-H Interview Manual 60



Yahoo! Hotlobs - Minor Matters That Make Your Interview hn;};fﬂmlj.nbs,}fahoﬂ.mmfjDhsmkerftml&fm'ﬁcle_primmml?id=M.1'n...

YAHOO! hotjo s Print

Minor Matters That Make Your Interview
O Yahoo! HotJabs Exclusive
By Erin Hovanec

Preparing for an interview can be stressful - and lime-consuming. You can spend days researching a company, brainstorming
answers to trick" questions and preparing your portfolic.

With =0 much to da, it's easy to forget the practical detalls that ean distinguish a successfil intenview from a tragle one.
This article focuses on the minor matters that job seekers oftan overook before they sit down in the Interview hot seat.
Getting Y our Interview Gear Ready

Lay out your clothing in advance. You don't want to be frantically searching for a missing sock or clean shirt on the day of the
Interview.

Make sure your outfit is clean and neatly pressed and take care of other time-consuming choras {polishing vour shoes, trimming your
nails) the day befora the interview if possible.

Also, gather all the ether important materials you'll reed for the interview in one place. where you will be sure not to forgst them. You
might include copies of your resume, references and directions.

Just Call Me “Dragon Breath"
Your parents wera right: You don't do s well on an emply stomach.

Make sure you eat before the interview. You dont nead to have a huge meal. In fact, a heavy meal or one loaded with carbs can
make you feal sluggish and lethargic. But a light meal or snack will ensure that your stomach doesn't start rurmiling loudly just as
youre about to discuss your most brilliant accomplishment,

¥ your inberview isn't until fater in the day, steer clear of stinky bards, such as onions and garlic.

Whztever you plan to eat before the interview should be followed by soms mouthwash and a good brushing,
Have Interview, Will Travel

The day of the big interview is not the time to try out @ new shorteut or investigate an unfamillar area.

Make sure you know how to get to your interview in advance. Make a practice run the day before if necessary.
Ao, find out exactly where you'll need to go when you arrve at the company.

If you're lucky, you'll walk threugh the front door and find the receptionist waiting. if you're not so lugky, youTl need to find your way to
Lot &, Building 8, Floor 10, Suite D, Room 125 - so be sure you know how fo get there.

Eyes and Ears Are Everywhere
When it comes to interviewing, a lite paranola can be a good thing.

Your interview staris in the parking lot, so be conscious of your surroundings. Any onlooker could be one of your interviewers. Act
accordingky.

Be courteous and professional to everyone you meet, from the security guard to the receplionist, i you make small talk with
sirangers, be positive and pleasant, This isn't the time to complain about the “furny smell in the lobby™ or a long wait for an alevator.

Lastiy, turn off your call phone,
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How to Deal With Interview Stress

By Cavaling Levohuck

To many job seekors, "strass™ is synonymous with "job interview.”

Job seekers stress over landing an interview, Then they stress aver preparing for It And then they stress over what o wear, what 1o
say, if the interviewsr will like them and more.

But tha worst stress of all ofien occurs during the interview. This is the séress that can cause you to blow it. it can make you freezs,
panic, chatier aimiessly, lose your train of thought or perspire profusely.

So how can job seekers keep cool when it counta? Relax. A few simpis
techniques can help calm frayed nerves and sooth interview jitters.

Early Warning

Tirming I= everything: Dont cause yoursalf undue stress before a big interview.
Arrive about 10 minutes before the interview is scheduled to begin,

I you amrive too early, you'll si and walt and worry. And if you arrive too labe, you may find yoursalf racing in the door, your heart
already pounding from a last-minute dash.

A tan-minute, pre-interview break will give you an cpportunity to catch your breath and acclimate to your surrcundings. It's enough
tirne, bul not too much time.

Picture This
Yaou can make your dream a reality. Lsa your imagination to stay calm during 2 job interview.

Visuakzation is 2 relaxation technique in which you create a mental image of a stressful or chalienging sifuation. Then you imagine
yourself succeading in the situation. By deing 2o, you're mentally preparing to handle the event in real life.

“You can practice visualization in the days, hours or evan minutes before an interview. Simply closs your eves and breathe desply.
Picture yoursalf greeting the interviewsr confidently and answaring tough questions with aase.

Practice succeading in vour imagination, and soon you'll be doing it in reality
Relax
A ralaxed job candidate Is a confident job candidate.

Show the interviewer that you're caim, composed and in comemand during an interview. He's likaly to assume that you'll be rack-solid
an the job foo,

Use thege tips to stay relaxed during an interviaw:

Breathing desply and slowly (and quietly. of coursa).
Sit up straight and don't cTOSS Your legs of amms.
Speak slowly and pause for breath often,

Keaps vour hands and jaw relaxed; no clanching.

L B

= Smile — it really i3 contagious!
Pause, Don't Panic

In every intanview, there comas a moment that doesnl go according to plan, There's an awkward silence. You stumble owver your
words. You flub a tough question.

Daon't panic, Mow's the time to put your reliation skills mto overdnve.
It's rriech easier to control fear and panic as it starts to build than to calm yourself down once they've begun (o spiral cut of contral.

When you feel yoursalf starting to panic and loee focus, pause. Tell yoursell silenlly thal you can do this. Take a deep breath,
Refocus. And then resume intanviewing,

A quick ten-second pause can be all you need to regain your composure and get back in control. And the interviewer likely won't even
notice,
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