
Step 1: Research the Company
Your objective is to be convincing
when you say, “I want to work at your
company.” Be able to talk about what
makes the company unique. Show off
your knowledge.

Step 2: Research the Interviewer
Learn about the person interviewing you by Googling their name and looking at
their LinkedIn page. Try to find an opportunity in the interview to make a connection
or comment on a part of their background.  For example, you might say “I noticed
you went to Augsburg University.  I am attending there now and love my
experience!”

Step 3: Know the Job Requirements:
What Are They Looking For?
Next you need to determine what they are
seeking in a candidate for the job.  Use the
job description and your other research to
find what they want in these areas:

Know How You Meet the Requirements
Once you have researched the company
and reviewed the job description, it is
important to think through how your
previous experiences match the job
requirements. Refer to your STAR stories
and your specific experiences that you will
discuss in your interview. Look at:

Confirm Interview Details
Confirm the interview date, time, location and who you will be meeting. Send a
formal email or call (never text). Make sure you have the interviewer's contact
information (in case of an emergency).



In-Person Interviews Phone or Video Interviews

Presenting Yourself:
Think about how you are presenting yourself

with your attire, it’s okay to overdress.

Presenting Yourself:
Prepare just as you would for an in-person

interview. Think about how you are presenting
yourself with your attire and your background.

Bring with you:
● Your “Packet” (resume, references, job

description, etc.)
● Questions to ask
● Notebook, pen
● Calendar / schedule
● Do not bring food or water.
● Do not bring anyone (if someone gives

you a ride, have them wait in the car).
● Turn your phone on silent and stow it

away.

Be ready early
● Find a place to take the call. Use a quiet,

comfortable, and private space with no
distractions. For videos, ensure a neutral
background.

o Make sure to use a laptop and do not
use your mobile phone for a video
interview.

● Test your computer camera and make sure
everything is charged. Practice looking at
the camera.

● Clear the room of people and pets. Turn off
music and TV. Close the door.

● Have the job description and your resume.
● Have your list of questions to ask.
● Have a pen and paper for note taking.
● Answer the call as yourself: “Hello, this is

Jane Doe”.

Present your best self
● Greet your interviewer kindly – firmly

shake hands.
● Use the person’s title (Mr. or Ms. and

their last name).
● Be polite, confident, and attentive.
● Listen carefully and stay engaged.

Speak slowly and clearly. It's OK to take a
moment to collect your thoughts.

● Be positive and enthusiastic
● Closing: What are the next steps? Get a

business card.
● Thank the interviewer for taking the

time to interview you. Shake their hand.

Present your best self
● Use the person’s title (Mr. or Ms. and their

last name).
● Be positive and enthusiastic, that can make

the interview feel much more engaging
over video!

● Be polite, confident, and attentive.
● Listen carefully and stay engaged. Speak

slowly and clearly. It's OK to take a moment
to collect your thoughts.

● Closing: What are the next steps?
● Thank the interviewer.

https://www.thebalance.com/what-is-a-resume-2062088


Immediately following your interview, send a Thank You note!  Hand-written is
preferred, but a formal, professional email is fine.

● Thank them for the interview
● Express your enthusiasm for the opportunity
● Reiterate why you believe you are a great candidate
● Proofread it! It must be error free!

Thank You Note Example

Dear _________,

Thank you so much interviewing me on Tuesday.  It was a pleasure to meet you
and discuss the Marketing Intern position.  I believe my project work in Marketing,
along with my strong organizational and communication skills would make me a
great candidate for the position.

I am very interested in this internship opportunity and look forward to hearing
from you soon.  Please let me know if you would like me to provide any additional
information.

Thank you again.

Sincerely,

Mohammed Marketer

Getting the Internship/Job Offer!

Congrats on getting an offer!  Communicate right away that you are excited and
accept the offer.

If you are wanting to compare two offers:

● Ask for a few days to think about the offer, only if you need to compare it to
another actual offer.

● You should talk to someone at UpTurnships if you are considering more than
one option.

● Make a decision and respond back within a few days to the hiring manager.
● Once you have accepted an offer, you should notify & decline all other pending

interviews/offers.


