
Interview Preparation Workbook
Use this preparation workbook to help you get ready to ace the interview and

practice your skills.

Instructions: Think through your experiences - your education, work experience,
leadership/community activities - and come up with a number of “stories” to share
during your interview. When thinking of which stories to tell, focus on the following
competency areas:

● Leadership
● Adaptability and resilience
● Analytical and problem-solving skills

Section 1:
Demonstrate Fit and Passion for the Position, Company & Industry

The majority of interviewers will ask you to “tell your story” by asking one of the
questions outlined below. The intent is to understand your career path/progression,
your interest and ability in the field, and your particular interest in that company or
position. This is an excellent opportunity for you to market yourself by focusing on
how your skills and experience relate to the position for which you’re being
considered.

Answer one of the following questions using bulleted lists to outline your response.
1. Tell me about yourself.
2. Walk me through your resume.
3. Describe your experience/background.
4. Give me a brief summary of your experience.
5. Lay out your career path to date.

Quick tip!
● Explain the why/rationale of career decisions.
● End with expressing interest and passion for the position, company, and

industry.
● Relate your skills and experience to the position for which you are

interviewing.

Your Turn: Write your response in bullet points in the space below.



Section 2:
Behavioral Questions and the STAR Response

The majority of interviews will ask you to respond to behavioral questions, in which
you will walk your interviewer through “stories” that illustrate how you have behaved
at work in the past. These questions will focus on both high points in your career or
college education, as well as challenges that you’ve encountered. The intent is to see
how you’ve behaved in various situations, as this is often a good predictor of how you
will behave in similar situations in the future. To answer these questions, you should
use the STAR technique:

Situation: Provide background to the story and set the stage in one or two bullets.

Task: Explain the goal, plan, or objective in one or two bullets.

Action: Specifically state what you did in at least four bullets. You should include
more “I” statements than “we” statements to ensure that your interviewer
understands what role you played in the situation.

Result: Describe the impact of your actions in quantitative (if possible) measures in
two to three bullets.

Quick tip!
● Demonstrate your competitive edge throughout the interview.
● Stay focused on answering the question asked.
● Provide specific examples.

Examples

Example Response #1:

Tell me about a time when you led a team to solve a business problem.

Situation
● Asst. Marketing Manager at large beverage company
● Beverage just launched wasn’t selling well because of low brand awareness

Task
● I managed the brand and recognized the need to increase the market share,

sales, and brand awareness

Action
● Formed a team including sales and advertising
● Identified goal for team



● Set regular meetings for team and set timeline for achieving goal
● Because it was important to gain a variety of suggestions from the

departments, I led brainstorming sessions at the meetings to solicit ideas on
how to increase brand awareness.  As a result of the meetings, the team
decided which avenue to pursue to increase brand awareness

● Based on the proposed solutions, I set up a detailed schedule and delegated
tasks to team members to ensure timely completion

● Checked in with the team members weekly to review their status and answer
questions they may have

● At times, we revised our strategies to meet the real situations.

Result
● Successfully implemented the strategy - encompassed detailed market

research and events focused on the target market
● Increased the market share from 5% to 12% and increased a thousand more

channels to sell our products

At times, interviewers will ask questions that focus on the negative. When answering
these questions, focus on what you learned, how you fixed the mistake, and how you
did things differently in the future as a result. Demonstrate resilience, self-awareness,
and an ability to learn from your mistakes.

Example Response #2:

Give me an example of a time when you had to work with a difficult person.

Situation:
● Research coordinator for a group summer internship project
● The first meeting with our project sponsor, a senior finance operations officer

with a reputation as a hard taskmaster, did not go well due to
miscommunications and style differences

Task:
● Because his buy-in and support were key to the success of the project, I

needed to smooth things over and learn how to successfully work with his
style and meet his expectations for my area of the project

Action:
● Contacted some of his former subordinates for advice on working with him as

a manager
● Based on manager feedback and former subordinates’ advice, I redrafted the

project proposal and sent it to my manager for vetting prior to our next
meeting

● I set up a detailed project schedule and regular meeting times with clear
agendas, so that he could more easily monitor progress and make
suggestions



● I set up practice presentations with his former subordinates, so that the team
and I could anticipate and address his questions and concerns in advance

Result:
● Successfully reduced tension and was able to successfully complete the

project on time
● Project sponsor overcame his initial reservations and turned him into a

champion for the group
● By taking a positive and proactive approach, attracted the attention of the

Global VP of HR, who attended the final project presentation and
complimented the group on our ability to work together

Your Turn:  Answer one question in each of the following categories. Write your
response in bullet points in the space below.

Leadership

● Give me an example of a time when you had to motivate a group of people to
get a job done.

● Please give me an example of a time when you had to challenge someone in
authority.

Situation

Task

Action

Result



Adaptability and Resilience

● Tell me about a time when you encountered an unexpected challenge in your
work.

● Describe a time when you had to accomplish a task without clearly defined
steps or objectives.

Situation

Task

Action

Result



Analytical and Problem Solving Skills

● Tell me about a time when you weighed the pros and cons of a number of
solutions in order to come up with the right decision.

● Give me an example of a time when you came up with a creative solution to a
work-related problem.

Situation

Task

Action

Result



Section 3:
Function-Specific Questions

You should also be prepared for function-specific questions related to the position for
which you are interviewing. Read the position description for cues on what skills the
position requires. In addition, refer to the Department of Labor’s Occupational
Information Network, O*net (http://online.onetcenter.org) for a detailed breakdown of
typical job duties and industry trends, check out the Career Information Guides
available from the GBCC, and/or conduct informational interviews with alumni and
classmates who work or have worked at the company and/or in the field.

Section 4:
Talking About Your Weaknesses

During an interview, you may be asked to discuss weaknesses in your work style.
Interviewers generally use this information to assess a person’s level of
self-awareness, as well as their ability to manage these difficulties in their work.

Example question: What is a weakness of yours?

Quick tip!
● Don’t list something that is crucial to succeeding in the job.
● Don’t use clichés (e.g., I work too hard, I’m a perfectionist).
● Be sure to describe what you are doing to develop in this area and address the

weakness.

Example Response

I feel that one of my development areas is that I would like to be more confident
when presenting to large groups.  To improve this, I’ve enrolled in Managerial
Communications here at the Carlson School and also joined Toastmasters.  In
addition, I volunteer to present in my groups whenever possible and have even
presented at a professional conference.  By the end of the semester I will have spent
more than 100 hours working on my communication skills.  I’m already becoming
more comfortable and I look forward to bringing these new skills to this position.

Your Turn: Write your response in bullet points in the space below.

http://online.onetcenter.org


Section 5:
Other Typical Questions

Following are examples of some of the other typical interview questions you may be
asked.

1. What is one of your major accomplishments?
2. Where do you see your career five five years from now?
3. What is the worst job or worst project you’ve ever had?
4. Why would you be the best person for this position?
5. If I were to talk to your peers or supervisor, what would they tell me about

you?

Section 6:
Final Questions

Recruiters will typically ask you if you have questions at the end of the interview. It is
crucial to have questions! Your inquiries should cover any questions that you have
and be relevant to the position, company, and industry. You should also clarify the
next steps in the process.

Quick tip!
● Have at least 4-8 questions ready for all interview situations.
● Don’t ask questions about things you would have known if you visited the

company website or attended an information session.

Your Turn: Ask relevant questions and clarify next steps in the process. Provide at
least 4 of your questions below.

1.

2.

3.

4.



Section 7:
Closing

Following are some typical questions that employers may ask at the end of the
interview; however, even if you are not asked these at the close of the interview, take
the opportunity to summarize your experience as it relates to the position, and
express your interest in the position and company.

Quick tip!
● Often, a good time to use your closing is after asking your final question at the

end of the interview
● If you are not asked a specific closing question, keep your answer brief

(approximately 30 seconds – 1 minute)

Example Questions:
● Is there anything else you would like to add?
● Why should we hire you?
● Why are you the best candidate for the position?
● Is there anything else we should know about you?

Example Response

I think you’ve gotten a good sense of my skills and abilities throughout this interview,
and hopefully I’ve conveyed how excited I am about Company X and this position.  I
know that this position requires someone with strong skills in all areas of brand
management.  Throughout my career and education, I have a proven track record of
successfully coordinating many different aspects of managing a brand, from market
research, to sales, advertising, and promotion, through purchasing and distribution.  I
also feel like my strong background in finance makes me a particularly strong fit for
the position, as it’s given me a solid foundation of analytical skills.  I’m excited about
some of the emerging strategies at Company X (for example…), and I’m eager to take
on this challenge in the Brand Manager role.

Your Turn:  Write out a sample closing in bulleted points in the space below.


