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The interview process can seem like a challenging undertaking.  Interviews themselves can take on
many forms, and with organizations being diverse, there could be plenty things that an interviewer
needs to consider and prepare for prior to the big day. This checklist serves as a framework for things
to consider in order to prepare for interviewing. 

Start with Developing Your Confidence

Understand  the Structure of the Interview

Research the Company

Understand & Practice using the STAR technique

Prepare your documents & materials

Research the Org & Understand relevant industry trends

Practice controlling body language, tone, & energy

Showing your brand

You have to believe that you are capable of presenting and conveying your ability in
a way that is compelling & believable to the audience.

This will play a significant role in how you prepare for the interview. If practice
makes perfect, then knowledge makes practice effective!

Knowing about the organization and what is said about the organization will help
you craft the right messaging in the interview as well as ask the right questions.

This technique gives interviewers an easy framework to process & answer interview
questions, which could helpful in high pressure moments of the interview.

Take the time to think about what you need to prepare and bring to the big day. 
 These details can help with making a good impression!

This is especially important if there are technical components to the work you do. 
 Research trends so that you can answer questions the with competence.

Interviews can be stressful for many.  Being mindful of these components will allow
you to give off confidence and competence to the interviewers.

Your reputation and the impression you make are important.  It is important to be
genuine to who you are while still making an impression that reflects the career
you've built!
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One of the most important parts of executing your interview well is having confidence.  We're not saying
you need to have an unrealistic sense of accomplishment or pride about yourself, however you should
have an attitude of self-worth.  Despite the outcome of the interview, just know that your value goes far
beyond getting this job.  Your dignity as a person can not be voided if you do not get this job & it can't be
exalted if you do. Practice positive affirmations early and often throughout the interview process.  

Before your interview & the day of the interview give yourself about 5 minutes to say these affirmations
to yourself.  You can do say these affirmations anywhere between 1 to 3 times per day.  These can be
used in conjunction with other tools such as prayer, medication, and personal time.  Google "positive
affirmations" for ideas on other affirmations.  The purpose of this exercise is to build your confidence &
rid any negative thoughts that get in the way of you performing well for your interview.

INTERVIEW 
STRATEGY

Getting positive feedback from people you trust whose opinions you value will help build confidence.
Too often we are our worst critic so meeting with people within your support circle or coaches can help
give perspective that is objective.  These people can help take some of the anxious energy and burden's
that you face going into the interview. 

Start with Developing
Your Confidence

Here are a few positive affirmations to practice

I am confident in the presence of others.

I will speak with confidence and self-assurance.

Even outside my comfort zone, I will be comfortable in the presence of others.

I believe in the person I am becoming.

I have a positive attitude and optimism about my future.

Meet with supportive people or a career coach

Family Members Significant Other

Professors Ministers

Friends Professional
Network

Here are some ideas for people who could be in your support circle

Supervisor
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The interview process can have many different methods of screening.  Employers want assess if
candidates have the skills, experience, ability to adapt, and overall fit with the demands of the
organization.  With that, the interview process will be structured in a way that meets the organizations
needs to assess the fit for each candidate.  

Understand the Structure &
Type of Interview

Here is a list of the types of possible interviews

Screening questions are focused on seeing how you react in certain situations.  Like the name
sounds, employers want to see how you behave to determine your fit in the role. 

Behavioral Interview

This interview type is focused on determining your technical skillset and/or logic.  Companies or
roles that have a specialize technology or skill requirement will need to assess if candidates are
able to execute the demand of the role. 

Case Interview

May consist of behavioral or other screen modalities but is executed through electronic means
such as zoom or interview stream. These modalities may or may not be in realtime.

Video & Phone Interview

These are helpful for candidates to learn about the job function, organization structure & culture
prior to the formal screening process.  More often, informational interviews are helpful for
candidates to determine if they are actually interested in this role.  

Informational  Interview

Will consist of multiple stakeholders related to the role.  Panels test the candidates ability to
communicate and work with diverse stakeholders who have a unique interest on the work this
role will serve

Panel  Interview

This screening process consists of multiple candidates interviewing at the same time for the same
or related positions within the organization.  This will test the candidates ability to standout while
also showing the interpersonal skills to interact in a group professionally. 

Group  Interview

This interview type is mostly to determine interpersonal fit with the candidate and
stakeholders in the organization.  This is helpful for learning about the organization
culture & overall scope of the role outside o the formal screening process. 

Informal  Interview

This is often a screening modality that is often neglected.  Employers want to determine
candidates social skills and professionalism in a public setting. 

Restaurant/Social  Interview

Many organizations will have multiple types of interviews on a single day, or have multiple
interviews to screen candidates prior to hiring. It is important to be prepared for all of the
different interview types to adequately prepare. 

Multiple  Interviews
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Researching the Company

It is important to know about the organization including the culture, structure, services, clients, and so
much more.  Much of this information can be found on the company's website and social media
platforms.  However, this content is controlled by the organization so know that the information and
image is going to be what that organization projects for itself. It is important to research what is said
about the company from a more objective perspective. This can be from news outlets, or you can get
perspective from stakeholders via informational interviews & online materials.
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Things to consider researching

Recent News

Mission & Goals

Organizational Structure

Major projects, services, and programs

Technical resources, skills, machinery, etc

Prepare your documents & materials
Sometimes we focus on all of the big things surrounds the interview process such as the research,
preparing for questions, and the presentation, however, the small things are crucial too.  We've listed
some items that you might need to prepare or be mindful of for your interview.

Having multiple copies of your resume to pass out

Technology such as laptop, mouse, clicker, usb drive for any presentation related material

Bring a bottle of water just in case they do not offer you any

Bring mints, altoids, or breath refreshment items that are not distracting

Hand sanitizer is a good to have given that you may be shaking many people's hands

Any printed materials that highlight your skills or significant projects you've accomplished

Bring a padfolio to hold your documents & materials

Bring your business cards if applicable
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During the interview process you will be asked many behavioral based questions.  What employers are
looking to learn from these questions are how the interviewee responds in certain situations.  They want
to know what your KSA's are and how they are leveraged in specific situations.  Use the STAR technique
to give context for how you solve the problems that are presented in each question.  

The S.T.A.R. Technique
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INTERVIEW
STRATEGY

SITUATION

TASK

ACTION

RESULT

Begin to paint the scene of a past experience.  This can be a past project or event.  Give the
details so the employer understand the context of the scenario. What  is the problem?

Describe your role & responsibility in the situation.  If it is a project what were things that
you needed to accomplish? What needed to be done?

At this point we know the problem and your role in the problem, now tell us what you did
to solve the problem.  Explain the steps you took to solve the problem.

It's time to land the plane.  What was the outcome of the steps you took to solve the
problem?  Use metrics if you're able.  How did people use the new product, service,
program? How was it perceived?

Key things to consider when using
the S.T.A.R. technique

Brainstorm previous past experiences before your interview so you can have scenarios
readily available to answer the question

If you are struggling to think of a scenario in the middle of an interview don't be afraid to
ask for a minute to process the question

Be relatively concise, you don't have to inundate the interviewers with unnecessary details 

Be sure to highlight your role. It's easy to go straight into the ACTION part of the question
but it is important to tell your involvement in the SITUATION

Be sure to practice many different types of behavioral questions to get practice using the
framework effectively and processing questions quickly
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Below is a list of behavioral questions.  There are plenty that you can download online.  Be sure to
practice using the S.T.A.R. technique appropriately based on the category of the question.

Behavioral Questions
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Talk about a time when you had to work closely with someone whose personality was
very different from yours.

Teamwork

Give me an example of a time you faced a conflict while working on a team. How did you
handle that?
Describe a time when you struggled to build a relationship with someone important.
How did you eventually overcome that?

Tell me about a time when you made sure a customer was pleased with your service.

Customer Service

Describe a time when you had to interact with a difficult client. What was the situation,
and how did you handle it?

When you’re working with a large number of customers, it’s tricky to deliver excellent
service to them all. How do you go about prioritizing your customers’ needs?

Describe a long-term project that you managed. How did you keep everything moving
along in a timely manner?

Time Management

Give me an example of a time you managed numerous responsibilities. How did you
handle that?

Tell me about a time you had to be very strategic in order to meet all your top priorities.

Tell me about a time when you had to rely on written communication to get your ideas
across to your team.

Communication Skills

Give me an example of a time when you were able to successfully persuade someone to
see things your way at work.

Tell me about a successful presentation you gave and why you think it was a hit.

Tell me about your proudest professional accomplishment.

Motivation & Values

Describe a time when you saw some problem and took the initiative to correct it rather
than waiting for someone else to do it.
Give me an example of a time you were able to be creative with your work. What was
exciting or difficult about it?
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Consider the following when doing research

Recent news that gives perspective about the organizational climate

No matter what field you go in, employers are looking for the best talent available to fill that role.
Talent professionals need to have the skills and experience but also be striving to become experts in
their relative profession.  It is important to research and understand the relevant industry trends
which could be a variety of knowledge areas or technical skill set areas.

Research the Organization &
Understand Relevant Industry Trends

What is the mission & goals of the organization and possibly even the department
this position is housed

Find out what are the best practices, technical knowledge, skills about the role
through professional organizations, journals, and articles 

Understand the organizational structure and reporting lines  through website
information

Find salary information through public archives and websites such as Glassdoor

Informational interviews will also be helpful for organizational climate as well as
helpful to learn about industry trends that would be relevant for the role

Practice controlling 
body language, tone, & energy

These are factors to consider since much of our communication is done through our non-verbals.  Just
as important as the things you say are how you say it.  The best way to become mindful or these non-
verbals is to practice and get feedback from others. 

Practice with a
partner to get

feedback

Use webcam 
& online

interview tools

Meditate, Pray, or
find quiet time to

de-stress

Find ways to have fun
& get your mind off

interviewing
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Within the interview employers are screening to see if candidates have the skills and experience to
execute the job at hand.  As you might know, there is significance in the interpersonal qualities a
person brings into the workplace including their personality, world view, emotional intelligence, and
so much more.  Personal Brand is a helpful framework for candidates to consider when thinking
about how they present themselves in their world of work.

INTERVIEW
STRATEGY

In the interview it is hard to fully understand someones reputation.  It takes time to build one.  Employers
will lean on how you contextualize your responses to behavioral questions.  Outside of the interview your
personal brand reflects your reputation in that you've shown the people you work with that you are
trustworthy and reliable in the various aspects of your work.  
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Showing your Personal Brand

The Reputation you build

The Impression you make

Things to consider with building your reputation
Communication Skills

Leadership Ability

Project Management & Execution

Relationship Building

Your ability to convey simple & complex messages through appropriate channels in a way
that is understandable to the receiver

Your ability to step up and provide a solution in moments where there is a need.  In group
dynamics you rise to the occasion to address a concern for many.

Your ability to execute deliverables in an expected time frame that meets the team or
organizations demands

Your ability to develop and maintain individual relationships that contribute to the
productivity of the organization

The NACE competencies for career readiness are helpful to consider when developing your
personal brand.  Take a look on the next page.

Whether we like it or not, we judge a book by its cover.  And on top of that, we do it rather quickly.  
This is the impression you make, and during the interview it is important to be mindful of what
that looks like to others.

Eye Contact Firm
Handshake

Clear
Communication

Attitude & 
Disposition
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The National Association of Colleges & Employers (NACE) has provided attributes  that help job
seekers develop & articulate competencies relevant for every organization and industry.  These
competencies are important because it gives you context for how to articulate your brand in a
way that reflects the needs of an organization.  It is also a helpful tool for career development
to help job seekers identify gaps in their brand and therefore strive to improve in those areas.

CAREER
READINESS

Critical Thinking &
Problem Solving

Analytical, Decision Making, Overcoming Barriers,
Solution Driven, Interpretation, Data and Fact Focused,
Demonstrates originality, Inventiveness

Oral & Written 
Communication

Articulate thoughts and ideas clearly, Effective with
translating ideas in written and oral form, Displays
Political and Business Acumen, Public Speaking Skills,
Leverage details for internal and external stakeholders

Teamwork &
Collaboration

Build & Manage relationships with colleagues and
customers from a variety of backgrounds and
viewpoints.  Work in team structure, able to negotiate
and manage conflict

Digital Technology Leverage existing technology & adapt to emerging
technology ethically and efficiently.

Leadership Use awareness & self-assessment skills to take
initiative.  Leverage others strengths for achievement. 
 Ability to coach and develop others.  Manage emotions,
and conflict.  Able to motivate, organize, prioritize, and
delegate work.

Professionalism &
Work Ethic

Demonstrates accountability and effective work habits. 
Demonstrates integrity and ethical behavior, acts
responsibly with the interests of the organization.
Receptive to learning from mistakes.

Career Management Identify and leverage one's skills, strengths, knowledge,
and experiences relevant job function, organizations
needs, and career goals.  Able to identify areas for
professional growth.

Global &
Intercultural

Fluency

Identify and leverage one's skills, strengths, knowledge,
and experiences relevant job function, organizations
needs, and career goals.  Able to identify areas for
professional growth.
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We work 1 on 1 with clients in a virtual capacity
Sessions are individualized to support each clients needs
Coaching involves guiding, advising, teaching, explaining,
providing counsel and more
We are product driven so our focus is help clients deliver
actionable results

ABOUT OUR 
SERVICES
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Interview
Preparation

Session

$200 each
per session

About our Coaching Services.

Here's our strategy to Interview Preparation

Identify your core strengths

Gap analysis with the job description

Research the profession, company, & industry

Develop a game plan & "Practice, Practice, Practice!"

50% Discount
for ALL 

VA Ready
Students

Email us today at lenorecoaching@gmail.com


