	INTERVIEW DO’S


1. Dress appropriately and be well groomed.

2. Know where you’re going and allow extra time to get there early.

3. Research the company and know what they do, also prepare some questions for the end of the interview.

4. Know your strengths and weaknesses.

5. Have extra copies of necessary papers (extra cover letter and resume for the interviewer and yourself) and bring a pen so that you can fill out any forms or take notes.

6. Have a positive attitude.

7. Be aware of your body language.

8. Be honest, professional, courteous and respectful.

9. Exhibit poise, self-control, and confidence (believe in yourself).

10. Try to overcome nervousness and be calm.

11. Act naturally and maintain eye contact.

12. Be pleasant and friendly. 
13. Thank the employer for the opportunity and have a firm handshake. 
14. Listen very carefully and speak clearly (avoid one-word answers).

15. Appear genuinely interested.

16. Focus on the job and on your positive qualities.

17. Listen carefully to the interview so that you understand the questions.

18. Prepare relevant questions that you will ask the interviewer.

19. Remember to smile!

20. Thank the interviewer for his or her time as you leave, holding out your hand for a handshake.

21. Send a thank-you note after the interview.

	INTERVIEW DON’TS


1. Bring other people to the interview.

2. Be late.

3. Don’t come unprepared.

4. Don’t chew gum or smoke before or during your interview.

5. Don’t fidget your hands or an object.

6. Don’t lounge in your chair.

7. Interrupt the interviewer while she or he is talking.

8. Criticize former employers.

9. Mention personal, domestic or financial problems.

10. Don’t be too critical of yourself, apologize for your weakness or blame others for them.

11. Don’t appear overanxious.

12. Use negative body language.

13. Limit your time for the interview.

14. Talk too much.

15. Be overconfident.

16. Don’t be impatient.

