1. Make sure there are no spelling and grammatical errors or errors on dates and education on any
marketing material.
2. In preparation for the interview, research the company, company’s website as well as Linked In
proﬁles of the interviewer and other key people in the organization.
3. Make sure you have complete directions to the company and have the interviewer’s contact
information ahead of time. Also, feel free to drive by the company so you know exactly where
you’re going and how long it will take you to get there.
4. When sending a resume always include a cover letter to let the interviewer see who you are and
what strengths and skills you bring (oﬀer) to the position.
5. The day of the interview isn’t the time to look for the dress or sport coat you are sure is hanging
somewhere in your closet. Have everything laid out and coordinated the night before.
6. Be sure to show up 10 minutes before the interview. Showing up too early may rush the
interviewer or possibly suggest desperation on your part.
7. Last minute primping or wardrobe changes should be done before entering the oﬃce.
8. Family and friends are not appropriate to accompany you to the interview.
9. Bring several copies of your resume along with a notebook, pen and prepared questions for the
interviewer.
10. You always want to make a great ﬁrst impression - stand straight, smile, make eye contact and
have a ﬁrm (not bone crushing) handshake. Leave your phone, food, water bottle and gum behind.
11. Arrive enthusiastic and energized.
12. Know the position you are interviewing for and the responsibilities expected.

© JumpStarttheJobSearch 2017

13. Be prepared to answer questions about yourself, your career goals and why you’ll be a good
ﬁt for the company. Answers should be succinct, articulate, and focused.
14. Be ready to talk about why you left your last job. The answer should be concise and clear.
15. Never bad mouth or say anything negative about your past employer. NEVER!!
16. Stay interested and engaged during the interview.
17. ALWAYS have questions to ask the interviewer. A lack of questions is one of the employer’s
hot buttons and may signal a lack of interest, intelligence, and enthusiasm.
18. ALWAYS ask if the employer has any other questions since this might be the perfect
opportunity to add information about you not discussed.
19. If you want the job, ask what it will take to get it.
20. Be sure to get all business cards and email thank you notes to every person you met with
within 24 hours.
21. Leave a lasting impression with the same good posture, smile, eye contact and ﬁrm
handshake. Be sure to remain engaged even on your way out. Also, thank or acknowledge
additional people you have met i.e. receptionist.
22. If the interviewer contacts you via phone or email, get back to her/him ASAP!!!!!!!
23. Know your value proposition and how you will deliver ROI to your new employer.
24. Be prepared with success stories to illustrate your proven ability to add value.
25. Ask not what the company can do for you, but what you can do for the company.
Thank you JFK!
* Statistics show that given 2 candidates with equal skill level, the job oﬀer will go to the candidate who possesses conﬁdence,
energy, enthusiasm and authenticity.
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