


BEFORE THE INTERVIEW 
 
Research the company:  
This element of the interview is often overlooked.  

 Researching an industry and company will allow you to more fully demonstrate your enthusiasm for the job.  
 Researching the company and industry will help you become knowledgeable about the critical skills and abilities 

employers are seeking. You will therefore be able to talk about your skills and experience in the context of that specific 

organization.  
 Finally, researching the company helps you to determine if this is the kind of place where you want to spend 40 hours a 

week.   
Interviewers are impressed when you have conducted thorough research about their organization and when you ask informed, 
intelligent questions about the industry, organization and position. 
 
Prepare and practice: 
 
The interview requires that you can articulately and convincingly speak about your skills, knowledge, experience and education. 
In order to do this, it is a good idea to sit down and take an inventory of your accomplishments and successes. Use the attached 
“Accomplishment Inventory” to begin to think about how each of your experiences has helped you develop a specific skill. 

 



Sell yourself: 
 



SKILLS AND ACCOMPLISHMENT INVENTORY 

 
Keep an ongoing, recorded history of your accomplishments. You can use this document as an easy reference tool when you need to 
write or talk about tangible EXAMPLES of your skills and competencies 

 
Instructions: 

 
 In the left-hand column is a list of the TOP TEN SKILLS EMPLOYERS MOST DESIRE (Job Outlook 2005, National 

Association of Colleges and Employers). There are MANY SKILLS listed here, but it is not a complete list. Add 
whatever you don’t see.   

  
 In the right hand column, list a specific event, assignment, task, accomplishment, job, experience, etc…. that 

you feel CLEARLY DEMONSTRATES that you possess the skill listed.   
  

 Fill in what you can, but don’t feel overwhelmed! This is to be done over a period of time and used throughout 
your job search process. Keep in mind that the goal of this exercise is to connect your accomplishments to skills 
that are being sought by employers.  

 
  

 In order to be able to provide evidence of the skill 



 
Interpersonal skills (relates well to others)  
-Express feelings appropriately  
-Understand the feelings of others 
-Interact effectively with peers, superiors and subordinates -Make 
commitments to people 
-Teach or convey information to others. 
-Analyze behavior of self and others in group situations  
-Work under time and environmental pressure. 
-Demonstrate effective social behavior in a variety of settings 
and under different circumstances. 
 
 
 
 
Strong work ethic: 
 
-Demonstrate a willingness to go above and beyond the call of 
duty. 
 -Persist with a project when faced with challenges or failure.  
-Exert high level of effort and perseverance toward goal 
attainment.  



 
Flexibility/Adaptability: 
 
-Adapt one’s concepts and behavior to changing conventions 
and norms.  
-Analyze and learn from life experiences.  
-Recognize when a project cannot be carried out or your approach needs 
to change.  
-Take risks. 
 
 
 
 
 

 
Computer Skills:  
-Uses computer resources to acquire information.  
-Uses computer to organize or manage data. 
-Employs electronic res



INTERVIEW ATTIRE 
 
General Guidelines:  

 Pay particular attention to your fingernails, breath and hair. One of the most terrible scenarios for an interview is to 

attempt to conduct an interview made even more difficult due to poor personal hygiene.  

 Clothing and shoes should be in good repair and should fit properly.  

 Dress should reflect the level of professionalism of the organization or profession. Dress the part.  Limit cologne/perfume –

wash hands after applying fragrances.  

 No cellular phones, beepers, beeping watches etc. should be left active in an interview.  

 Select apparel, jewelry, hairstyle, etc. that do not detract from your professional image. The interviewer's attention should 

be focused on what you say and your qualifications. 

 Make sure your hair is clean, neat and professionally styled. Avoid styles that cover more than your forehead or one that 

you have to brush back. 

 Remove facial and body piercings other than single ear jewelry for interviews; Visible tattoos should be covered.  

 Apparel should be clean and neatly pressed.  

 Apparel should fit well and remain in place while sitting and/or walking.  

 
Guidelines For Women:  

 Suits should be well tailored and stylish (pants or skirt are acceptable).  

 Preferred colors are gray, light gray, black, and navy. 

 A conservative skirt hemline, preferably knee length is desirable.  

 Blouses should be made of cotton or silk and preferably long sleeved. Soft colors are 

preferable (white, cream, lemon or pale blue.)  

 The color of your shoes should match your clothes.  

 Shoes should be made of leather, pristine and polished with a conservative medium to low 

heel (and comfortable if you will be walking during your interview).  

 Always wear hose to interviews. Wear plain-style, non-patterned hosiery and select colors that 

flatter your coloring. For traditional industries, wear a neutral color. For other industries, you 







Financial questions: 
 Why would two companies merge? What major factors drive mergers and acquisitions?  

 What are some common anti-takeover tactics?  
 What is a LBO? Why leverage up a firm?    
 Why might a company choose to issue debt vs. equity?  

 What could a company do with excess cash on the balance sheet?  

 How would you calculate a firm’s WACC? What would you use it for?  
 What is the Beta and where would you go to find a firm’s Beta? How and why would you unlever a beta? 
 What is the CAPM?  
 How do you calculate the firm value for the firm below?  

o Shares outstanding 100,000 
o Stock price $20 
o 





 Describe the opportunities for training and professional development.  
 Are there opportunities for advancement within the organization?  
 Describe a typical first year assignment.  
 What are the responsibilities of the position?  

 What are the most challenging aspects of the job?  

 What is the departmental structure?  
 How would you describe your organization’s culture?  
 What initial training will I recei? gL


