
            

Making a Good First Impression
Think about this: Many employers are dreading the interview process as much as you are – for different reasons. Make it easy for them to hire you.

Here are some helpful tips to get you started.

When you first make contact with an employer for an interview, or with anyone in the office where you want to work, keep these things in mind:

1. Rehearse your answers out loud the day before an interview-practice makes perfect!

2. Dress like you mean business – no jeans or t-shirts
3. Show up early – this communicates that you are serious

4. Bring 2-3 extra copies of your resume

5. Bring your own pad and pens to take notes

6. Practice your firm handshake

7. Don’t forget to breathe! This helps calm you down when you are nervous for an interview.

8. Smile!



Most of us think communication is only speaking or writing. However, non-verbal language coming from your body also says a lot. Here are some examples:

Paying attention and showing respect looks like this:

· Making eye contact

· Smiling

· Nodding your head

· Sitting up / standing straight

· Facing your body towards the speaker, not off to the side

· Arms uncrossed

On the other hand – you can tell a person is not interested in you or being disrespectful when there is:

· No eye contact

· Shoulders shrugged

· Arms crossed

· Body slouching

· Eyes rolling

· Fingers tapping

· Gadgets (watches, cell phones, mp3’s being checked 

When you speak on the phone with an employer
· Speak clearly
· Be assertive – not shy (a person can tell a lot over the phone)

· Before hanging up, repeat back the plans (interview day, time, location, and the name of the person you will be meeting with) and what was discussed to ensure accuracy.
· Try not to be over eager or pushy. You will get a chance in person to sell yourself.

· Thank the employer for thinking of you.
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