
Preparing for Your Campus Leadership Interviews
Planning Ahead

As you prepare for your interviews for the GEM Program and the Leadership Certificate Program, it’s important to realize that an interview for a campus leadership position is just as important as one for a job or internship.  In this handout, you will see some references to internship and job interviews rather than the GEM and Leadership Certificate Programs.  Preparing for either type of interview requires the same amount of research, individual preparedness, and professionalism.  
To prepare for your interviews, do one of the following:

1. Attend a Resume Review Day, resume workshop, and/or interview workshop at the Career Center.
2. Sign-up for a practice interview session in the Career Center.  The Career Center regularly brings interviewing experts to campus to practice interviewing with GCSU students.      
3. Study possible interview questions and become well acquainted with the experience you have included in your resume.  Develop several specific examples of your experience that you can speak to during an interview.  Several sample questions are available in the Career Connection Resource Library.  Sign on or register for Career Connection at: www.myinterfase.com/gcsu/student.
The Day Before

Not sure what to do in the 24 hours before your interview? Relax. Preparation is definitely the key to a successful interview. Here are a few last minute tips to help you get yourself together before the interview.
1. Do not party and drink the night before the interview. Not only do alcohol and smoke aromas linger, but the physical effects can last as well.  You want to impress the interviewer, not overwhelm them.
2. Know where the interview will be located.  Drive or walk by to see how long it will take you to get to the location. Check the gas tank or shuttle schedule to minimize delays on the day of the interview.

3. If you haven’t researched the organization and its purpose, visit their website ASAP!

4. Review your organization research and your resume. 
· Make notes on the skills you acquired in each job or activity. 
· Come up with a short list of why your skills and experience is a match for the opportunity. 
· Prepare a small list of questions about the organization and opportunity.
· Brainstorm the kinds of qualities the organization 
· Think about what makes you stand out from other job candidates.
5. Lay out your clothes and pack at least one copy of your resume, paper, and a pen. Use a professional portfolio or bag to carry your material.
· Avoid perfume/cologne and smoking before the interview. Several people are allergic to certain perfume and cologne scents.  
· Carry a small portfolio which can hold your resume and a pen. Women, this will help avoid carrying a purse.

· Do not wear sunglasses (on your face or on your head) during the interview.
Interview Day

1. Eat a balanced breakfast to boost your energy.

2. Review your resume and notes.

3. Practice answering potential questions aloud. This will help you feel comfortable with the process.

4. Be prepared for the “ice breaking” small talk around the day’s events.  This could be current events, the weather, etc. 
5. Schedule to arrive at the interview location 10-15 minutes prior to your scheduled interview.

Ten Minutes Before

1. Arrive with time to stop by the restroom for any last minute touch-ups. Check for animal hair, shoulder flakes and static cling. If you get sweaty palms, this is a good time to wash and dry your hands.

2. Be courteous to all support staff and people you meet along the way.  You never know who is providing input to the selection process.

3. While you are waiting for the interview to begin, people watch and pick up clues to organization’s culture. Observe how people dress and interact with one another. How diverse is the workforce? Will you feel comfortable here?

4. Still nervous? Try taking slow, deep breaths to help you relax.
During the Interview

1. A firm brief handshake with eye contact and a smile is important to start the meeting.

2. Sit in the chair in a straight position.

3. Try not to convey nervousness. Playing with items on a desk, swinging legs, or cracking knuckles will distract from your presentation.

4. Maintain eye contact with the interviewer(s).

5. Don’t interrupt the interviewer. Listen to the questions carefully and do not respond until the question is asked.

6. Speak with confidence and enthusiasm.

7. It’s appropriate to pause before answering a question.  Pull from your experience and knowledge as best you can so that you show confidence in your answer.
8. Take your time answering questions; be thoughtful in your answers. It is also appropriate to ask politely for question clarification.
9. Remember to ask them what the next step is and when you can expect to hear from them.

10. Be yourself!
Things to Avoid

1. Do not sit until the interviewer offers a seat.

2. Do not take notes during an interview unless the interviewer has provided information you will need later such as a company website, a telephone number, email address, etc.
3. Do not smoke, chew gum, or eat breath mints during the interview.

4. Do not listen in on telephone conversations or inspect documents on an interviewer’s desk.

5. If someone enters the office during the interview, you do not need to stand. It is only appropriate to stand if you are introduced to the person who has entered the room.

6. Do not call an interviewer “sir” or “madam”. Use the interviewer’s name in the interview, but don’t overdo it.

7. Do not criticize others, including past employers or associates.

8. Do not give one or two word answers. Answer questions thoroughly without overpowering the interview.

9. Do not ask “Will I get to be in the program?”

10. For the future:  Do not discuss salary until later in the process.  
11. Sharing jokes or being overly humorous during an interview could cast doubt on the seriousness of your candidacy. You should be reserved, because after all, the interview process is formal.
After the Interview

1. Take some time to write down some impressions of the interview. List the names of people you met. Did you forget to mention something about your background that you would like to include in a thank you note?

2. When you arrive home, write a thank you note or e-mail to the people you met.

3. Evaluate the interview. What questions were most difficult? Make notes for yourself about how you can improve your interviewing skills before the next interview.

4. If you still haven’t heard from them by the date they gave you, go ahead and contact them
Dress for Success Tips

You never have a second chance to make a first impression.  Whether you’re doing a mock or real interview, interviewing for a campus leadership position, looking for an internship at a career fair, or visiting a company’s information table, you want to make a strong first impression.  For campus leadership positions, take your appearance seriously and dress differently than you would for class.  

Definitely make sure you avoid the following:

· Baseball caps

· Flip flops and sandals

· Short skirts or shorts

· Ratty, faded jeans

· Casual denim jackets

· Messy hair and appearance

Men

· Basic business professional attire includes:  Long sleeved button down shirt in a neutral color, pressed slacks – not twill khakis, polished leather shoes and belt, trouser socks that match your pants, and a tie.

· If you choose to be more formal, choose a business suit in a conservative color such as black, navy, gray, or brown.  Avoid busy patterns or bright colors.  A light pin stripe is acceptable.

· Tie with a conservative pattern and color to match the suit.
· Simple leather belt that matches your shoes.
· White shirt with sleeves that extend one-quarter inch beyond the suit jacket.

· Dress socks in a color that complements the suit (not white athletic socks!)  

· Leather lace up shoes, recently shined, in a color that complements the suit.  

· Shave or trim beard for a neat appearance.  

· Remove noticeable piercings that may cause interviewer to judge you unfairly.

· Limit jewelry to a watch and wedding or class ring.

Women

· Basic business professional attire includes:  Professional slacks or skirt in black, navy, brown, pinstripe, etc that coordinates with a sweater set, jacket, or button down shirt.  Most of all, make sure the clothing isn’t too tight, too low cut, or too casual.  

· If you choose to be more formal, choose a business suit in gray, medium to dark blue, burgundy, or black.  Conservative and subtle checks and plaids are also acceptable. Choose a classic suit that fits well.  Too short and too tight is not acceptable.
· Skirt-hem should be no shorter than the knee and no longer than just below the knee.
· Classic closed toed pumps with a mid-height heel and little or no decoration.  

· Wear make-up but style should be light or neutral.

· Limit jewelry to a watch, wedding or class ring, small earrings, and/or a simple, classic necklace.  

· Hairstyles should be classic and not distracting to the interviewer.

· Carry a purse or a briefcase, but not both.

All Genders

· Shower and wash hair the morning of the interview.

· Hair should be neatly trimmed.  Clean and trim nails.  Attire should be clean and pressed.

· If it jingles, flashes, or dangles, don’t wear it!  Avoid strong colognes and perfumes.

· Remove piercings that may cause an interviewer to judge you unfairly.

Business Fashion Standards
Business Dress:  Business suit for men and women, almost always appropriate for an interview or other career related events.  It’s always better to be over dressed than underdressed.
Semi Casual:  A dress, skirt, or pants with blouse for women; jacket or sweater optional.  Sport coat, dress slacks, and tie for men.  
Casual Dress:  For men, khakis or other similarly styled pants, collared shirt or sweater.  For women, a dress or skirt and blouse and/or sweater.  Small heels or flats for women; loafers for men.  
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