
The interview is undoubtedly the most crucial part of the job seeking 

and hiring process. As a job seeker, while it is natural to be nervous, 

the interview is your opportunity to convey your qualifications, skills, 

and abilities to the interviewers and show that you are motivated and 

enthusiastic about the new position (and/or the organization). With 

that said, you always want to prepare for job interviews in advance so 

that you can verbalize your thoughts and perform at your best during 

the interviews. Here are some tips on how to prepare for job inter-

views to help you feel less nervous and anxious during the process.  

JOB INTERVIEW PREPARATION STRATEGIES  

Prior to the interviews, you should focus your preparations on three major areas:  

 The job itself. Before the interview, make sure you thoroughly understand the job you applied for. Study 

the recruitment posting and the job description for the qualifications, requirements, and typical duties of 

the position. Then, you can identify how your skills and abilities fit with what’s required. Be prepared to 

talk about what values you can bring to the position and the organization. It will also be helpful if you are 

familiar with the services provided by the department/college where the vacancy exists.  

 About you. The last thing you want to do in the interview is telling the interviewers about your life story 

and talk more than you need. Therefore, prior to the interview,  you should consider the following things to 

help you tell your story in the most efficient and effective way:  

Make a list of your greatest accomplishments and the skills you used to achieve them.  

Prepare examples that can be used to respond to the situational and/or behavioral interview questions, 

such as difficult projects or problems that you dealt with and how you resolved it, the unforgettable les-

sons learned and how they helped you improve and develop professionally, etc.  

Practice and rehearse how you will present and articulate these accomplishments and examples.  

 Materials and logistics:  

Resume. Make sure your resume is updated with your most recent experiences, qualifications, and cre-
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dentials, and you should be prepared to briefly discuss each and every of your experiences listed: 

your primary responsibilities, projects you handled, and/or any lessons learned.  

References and recommendations. Have your professional references and recommendation letters 

ready. When preparing for your professional references, be sure their contact information is updated; 

you should also reach out and advise your professional references that they may be contacted. When 

requesting for recommendation letters, it is generally helpful to provide whoever is writing your rec-

ommendation letter with the following information: the reason you are interested in the job, why you 

are a good fit, and a brief job descriptions & requirements.  

Logistics. Find out all the necessary logistic information about the interview location, including park-

ing information, public transportation, usual traffic conditions, map & directions, etc. You also want 

to read the invitation notification carefully for the check-in location & instructions and be sure to 

bring all the necessary documents. Plan enough time for travel so that you can arrive early.  

ON THE DAY OF THE INTERVIEW  

 Good first impression. In addition to arriving early for the interview, be sure that your overall appear-

ance is neat and professional in order to make a good first impression. Be polite and courteous to every-

one you encounter at the interview location. You may be nervous about the interview, but a smile goes a 

long way.  

 Be calm and focused. Answer questions concisely and confidently and engage your interviewers’ atten-

tion as much as you can. Try to stay calm and formulate what you are going to say before rushing to give 

an answer. It is okay to gather your thoughts before answering a question.  

 Non-verbal communication. Be mindful of nonverbal communication both ways, from you to the inter-

viewers and vice versa. You want to maintain good eye contact with all the interview committee mem-

bers to show that you are focused and listening to what they say. As for sitting posture, sit up straight 

confidently but comfortably to avoid being tense during the interview. Watch out for nervous gestures 

such as moving constantly in your chair or foot-tapping. Also remember that your behaviors in the wait-

ing area may be observed.   

 

The rule of thumb in succeeding in interviews is  — the more prepared you are, the more confident and calm 

you will be in the interview, and it will help you bring out your best performance.  

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on 

our bulletins: https://www.surveymonkey.com/r/2R2PNZK.   

https://www.surveymonkey.com/r/2R2PNZK

