
FORMAT OF AN INTERVIEW
Although the length may vary, most interviews have four standard stages:

01 Greetings & Introductions
• Introduce yourself and shake hands with each interviewer
• Goal of the interviewer is to utilize small talk to make you feel comfortable, calm and more relaxed
• Make a strong first impression with your manners, body language and smile

02
Question & Answer Period
• Interviewer may begin with a brief description of the job duties and they may ask you to tell them a little bit more 
about yourself (give a brief overview of your background and be sure to connect this closely with the company and 
the position)
• Questions will be asked to determine if you can do the job and how you will fit into the culture of the organization
• Communication and interpersonal skills will be tested through the question & answer process
• Listen closely and answer all questions effectively to clearly demonstrate your fit for the role (Use STAR method)

03 Opportunity for YOU to Ask Questions

• Prepare 3-4 questions to ask the interviewer that demonstrate your understanding of the position and the company
• Ask questions about potential projects, training, supervision, performance evaluation or corporate goals
• Use questions to highlight the skills that make you suitable for the position and to demonstrate the amount of 
research you have done on the company
• Do not ask self-serving questions, such as “What will my salary be?” or “Can I have 2 weeks’ vacation in July?”  
These types of questions should be asked at the time a job offer is extended

04 Wrap-Up
• Interviewer may discuss what happens next, such as timelines for hiring and future interview dates
• Offer your list of references if the interviewer doesn’t request it
• Demonstrate your enthusiasm for the position and express interest in the company
• Thank the interviewer for meeting with you, shake hands and ask for a business card

AFTER THE INTERVIEW
Finally the interview is over and you have done everything you can to secure a job offer from the employer, right? WRONG! 
Here are some tips on what to do after you leave the interview room:

• Immediately following the interview, write down the interviewer’s name (if you didn’t obtain a business card) and 
your thoughts about the company and position - this will help you keep organized if you are applying to multiple 
jobs

• Send a Thank You note/email to the interviewer within 24 hours

• If the employer falls behind on the hiring timeline that was discussed with you during the interview, follow up 
with a phone call to inquire about the status of the position

• If you do not get the job, ask for some feedback from the employer so that you can be better prepared for the 
next job interview you obtain




