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From fipplicatien te fippeintment:
Hew te Stand Cut and Get Hined

Getting an interview is an
achievement. Getting the job
requires preparation, confidence,
professionalism, and  effective
communication. In today's
competitive job market, employers
are not only looking for
qualifications but  also for
candidates who can present
themselves  professionally  and

communicate effectively.

This guide will help you prepare
before, during, and after your

interview.
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PARTI: BEFORE THE INTERVIEW

. Create a Powerful Resume

Your resume is your first interview.
Checklist:

e Keep it clear and concise

Tailor it to the specific job

Highlight relevant achievements

e Use professional formatting

e Remove unnecessary information
Reflection Question
What makes you different from

hundreds of other applicants?
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What ro research ?

2. Research the Company
Employers expect candidates to know basic
information about the organization.
Learn About:
« Company mission and values

Products or services

Recent achievements

Company culture

Industry trends
Be Ready to Answer:

"Why do you want to work here?"

3. Research the Interviewer

If possible, learn about: '
e Their role
 Their department
e Their professional background

This helps create meaningful conversations and

demonstrates genuine interest.

4. Prepare Your Success Stories
Use the STAR Method

S-Situation
T-Task
A-Action
R-Result

Example

Situation: Our team faced a project deadline.

Task: | was responsible for coordinating



5. Prepare Questions to Ask
Good candidates ask thoughtful
questions.
Examples:
e What does a typical day in this
role look like?
e How is success measured in this
position?
e What training opportunities are
available?
e What are the biggest challenges
in this role?
e What opportunities exist for

growth and promotion?

Avoid:
Asking only about salary, leave, or

holidays at the beginning.

6. Manage Interview Anxiety
Simple Techniques:

e Deep breathing

e Positive self-talk

e Practice with friends

e Mock interviews

e Visualization exercises
Remember:

Preparation reduces nervousness.

Contactus
Jor Full Guidance,
Jfrom Application to

Selection



Parat 2 During The Interview

1. Dress Professionally Avoid:
Recommended: X Shorts

* Clean and neat clothing X Flip-flops
X Torn jeans

X Overly casual
clothing

e Business casual attire

* Professional grooming

2. Make Strong Eye Contact
Eye contact shows:
Confidence

Interest

Respect

Tws’rwor’rhiness

Practice:
Maintain natural eye contact while listening

and speaking.

3. Communicate Clearly

Employers value candidates who can:
Hold conversations

Express ideas clearly.

listen Actively

Speak respectfully

Professional Language:

Instead of:

"Yeah, | guess so."

Say:

"Yes, | would be happy to contribute in that

drea.
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® Turn your camera on

Choose a quiet location
e Check your internet connection
e Remove distractions
Avoid:
e Coffee shops
* Noisy environments
e Multitasking

5. Never Bring Your Parents/Mentor
Employers want to evaluate you, not
your family members.

Professional independence is a key

workplace expectation.

6. If You Don't Know an Answer

Do not panic.

Try:

"I don't have direct experience with
that situation, but | can share a similar
experience."

OR

"That's an interesting question. May |
take a moment to think about it?"

This demonstrates adaptability and

honesty.

7. Ask Intelligent Questions

Towards the end, ask your
prepared questions.

Good Example:

"How do successful employees
typically grow within the
organization?"

Less Effective Example:

"How soon can | take vacation

leave?"

8. End Strong
Before leaving:
Ask:
"Is there anything else | can
provide to demonstrate that | am
a strong candidate for this role?"
Also ask:
"What are the next steps in the
hiring process?"
Finally:
Express enthusiasm.
"Thank you for the opportunity. |
am very interested in contributing

to your team."



After the interview

1. Send a Thank-You Email
Send it within 24 hours.

Include:

Appreciation

Interest in the role

Reference to something discussed
Sample Closing:

Thank you for your time today. | enjoyed
learning more about the position and
remain very excited about the opportunity

to contribute to your team.

2. Respond Promptly

If contacted:

Reply quickly

Be professional

Be courteous

Even if you are no longer interested,

communicate respectfully.

3.Follow Up Professionally

If the employer provides a timeline,
wait until that period has passed.
Then send a polite follow-up
message.

Avoid:

Repeated messages every few

days.

THE TOP 10 INTERVIEW MISTAKES TO AVOID
. Arriving unprepared

2. Not researching the company
3. Dressing inappropriately
4. Poor eye contact
5. Using unprofessional language
0. Bringing parents (o the interview
7. Turning off the camera in virtual interviews
8.Asking only about benefits and vacation
9. Failing to ask questions
10. Forgetting to send a thank-you email
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Top 10 Interview mistakes

1. Arriving unprepared
2.Not researching the company
3. Dressing inappropriately
4. Poor eye contact
5.Using unprofessional langunage
O. Bringing parents to the interview
7. Turning offthe camera in virtual interviews
8.Asking only about benefits and vacation
O.Failing to ask questions
10. Forgetting to send a thank-you email




[nterview success formula

PREPARE + RESEARCH +
COMMUNICATE + FOLLOW UP =
SUCCESS

Remember:
Employers hire qualifications, but
they select people. Your
communication, attitude,
professionalism, and preparation
often determine who gets the job.
Discussion Questions

1.Why is eye contact important

during an interview?

2.How can researching a
company improve your
performance?

3.What does the STAR method
help candidates do?

4.Why should candidates ask

questions during an interview?

5.Which interview mistake do
you think is most damaging

and why?
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WE PROVIDE FULL INTERVIEW GUIDANCE

e Resume writing
e Resume Checks

e Mock Interview
e Job Guidance and
Search

e Interview and Softskills

&) fayazbookegmail.com
® 4919941414671

Naval Hospital Road
Chenni 600003
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