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What to Take to the Interview? 

à Professional looking portfolio or briefcase and a pin  
à 
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Skills and Personal Qualities 

à What skills or personal qualities do you possess that will help make you 
successful in today’s job market? 

à Tell me a little bit about yourself. 
à Why are you interested in working for this company? 
à What is your major strengths/weakness? 
à Where do you see yourself in three years? 
à Why have you chosen this particular field? 
à What are your salary requirements? 
à Give me an example of a problem you encountered either in school or at work, 

and explain   how you solved it. 
à 



5/2021 
 
Inquiry Area 
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DURING THE INTERVIEW 
 
First Impressions Count! 
 
Employers are looking for: 

à An introduction and greeting 
à A firm handshake 
à Eye contact 
à Appearance and dress appropriate to the organization and an interview 
à After you are escorted to the interview room, stand until offered a seat. 

 
Virtual Interview 

à Sign-in 15 minutes early 
à Look into the camera (good eye contact) 
à Make sure microphone and camera is on  
à Don’t be looking around the room, it will appear you are distracted 
à Speak clearly and pronounce your words 
à Dress appropriate to the organization and an interview 

 
Do’s and Don’ts 

à Speak slowly and clearly and don’t be afraid to pause for a moment to collect your 
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After the Interview 
 
Follow-Up 

à Ask the interviewer for a business card or contact information for a virtual 
interview 

à Promptly send a thank-you note within 24 hours.  Keep it brief, but reiterate your 
interest in the positio
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Sample Thank You Letter 
 

2900 Joy Lane   
Anytown, NY 23465  

Mr. Garth Ledbetter 
Blue Sky Communications, Inc. 
5555 W. Highway Terrace 
Peace, OH 88888 

Dear Mr. Ledbetter,  

Thank you for interviewing me yesterday for the marketing position. I enjoyed meeting you and 
learning more about your marketing plans and strategy for achieving your objectives.  
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ACCEPTANCE LETTER  
  
2005 North Spruce Street Pine Bluff, Arkansas 71601  
  
June 30, 2013  
  
Mr. Kenneth Stone Division Manager Alltel Communications 1111 West Capitol Little Rock, 
Arkansas 72202  
  
Dear Mr. Stone:  
  
I am writing to confirm my acceptance of employment as a computer specialist for Alltel 
Communications at the monthly salary of $______.   The work is exactly what I have prepared to 
perform and I feel confident that I can make a significant contribution.     As we discussed, I will 
report to work at 8:00 a.m. on July 10, 2005 and will have completed the medical examination 
and drug testing by the start date.  Additionally, I shall complete all employment and insurance 
forms for the new employee orientation.   
  
I look forward to my future association with Alltel Communications and working with you and 
your fine team.   I appreciate your confidence in me and I am very happy to be joining your staff.    
  
Sincerely,  
  
  
  
Mary Doe  
  
 
REJECTION LETTER  
  
1202 Georgia Street Chicago, Ill 71221   
  
June 30, 2013  
  
Mr. John Brown Sales  
Marketing Division  
Walgreens 
 1500 North Shore Drive  
Detroit, MI 69807  
  
Dear Mr. Brown:  
  
Thank you for your employment offer for the position of Sales Manager with Walgreens.  I valued 
our discussion about the position responsibilities, as well as the career possibilities within the 


