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Preparation 

 Know your schedule to determine a time 

that fits your needs and those of the 

company inviting you to interview.   

 Know yourself by being able to effectively 

communicate your VIPS (values, interests, 

personality type, and skills), strengths, 

weaknesses (in a positive light), special 

talents, and short/long term goals.     

 Carefully complete company applications 

and forms.  These documents are samples of 

your work and demonstrate your ability to 

follow directions.  Refer to past applications 

to more easily complete new ones.   

 Contact your References to let them know 

about upcoming interviews.  Supply them 

with the position descriptions of the jobs for 

which you are applying.  (Refer to the 

Resume Construction Guide for details).   

 Thoroughly research the organization prior 

to your interview.  If you do not find 

answers to all of your questions, ask at an 

appropriate time during the interview. 

Interview Etiquette 

OFFICE HOURS: 

Fall & Spring Semesters 

Monday—Thursday 8:30am-5:00pm 

Friday 8:30am-4:00pm 

Drop-In Hours: Mon-Thu, 1:00-3:00pm 

Resume Blitz: Fri, 12:30-2:30pm 

Summer 

Monday—Thursday 8:00am-5:30pm 

Friday Closed 

Changes are posted on the Career Center 

website & front door 

LOCATION: 

573 Huger St (Behind Capers Hall) 

 Corner of Hagood Avenue & Huger Street 

CONTACT: 

843-953-1617 

www.citadel.edu/career 

careercenter@citadel.edu 

Providing the education and                  

resources that enable Citadel               

students to make informed 

decisions about their career goals. 

Interviewing 

How to Develop Your Skills 
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Don’t be caught off-guard!  Do not wait until 

you are asked to set up an interview to prepare for 

it!  There are a number of things you can do in 

advance to get ready.  Some invitations will come 

when you least expect them.  See tips below and 

refer to the Career Planning Guide for details on 

what to do Before, During and After an Interview!  

 Bring at least 2 copies of your most current 

“error-free” resume on resume quality 

paper. Bring more if you know you will be 

meeting with several representatives.    

 Dress appropriately and avoid wearing 

strong fragrances. Appropriate dress for on-

campus interviews: blazer for upperclass 

Cadets, duty for underclass Cadets, and 

business for CGC students. Cadets may wear 

blazer or dark suit for off-campus interviews.  

(Remember to wear proper uniform when 

leaving/returning to campus).   

 Arrive 10-15 minutes early.  If you are 

unfamiliar with the organization’s location, 

be sure to allow plenty of time to get there 

and if possible, do a test run a few days 

ahead to confirm the route. 

 Be polite and professional to everyone you 

see from the moment you arrive to the 

moment you leave.  You are being evaluated 

at all times by everyone who sees you. 

 At the end of the interview, ask about the 

next steps of the process as well as when 

and how you will hear from them if it has 

not already been shared. 

 Within 24-48 hours of your interview, send 

a personal thank you to the interviewer(s).  

Send an email immediately and a letter by 

mail by the next day. (Refer to the Resume 

Construction Guide for details).   
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Do You Know What You Look and 

Sound Like When You Interview? 

 View 500+ practice questions for free! 

 Practice to improve upon your verbal and non-

verbal communication skills. 

 Access InterviewStream through your hireLINK 

(online job board) account. 

 Once you have finished your interview, you 

may provide a self-assessment to OR request 

an assessment from a mentor, advisor, friend, 

family member or the Career Center. 

STAR Technique 

SITUATION:   Describe what took place. 

TASK:  What did you have to do? 

ACTION:  What did you do? 

RESULT:  How did the situation turn out? 

▪ Find Practice Interview Questions in the 

Career Planning Guide on our website.  

Conduct an online search of the profession, job 

title, industry, and your major to find more. 

▪ Prepare written answers and then practice 

saying them out loud.  Try doing this in front 

of a mirror to view your facial expressions and 

other body language (for example, crossed 

arms give a negative impression vs. arms at 

your side make you appear more positive).  

▪ Practice with a friend.  Give each other 

feedback on your responses and delivery.  An 

interviewer will not only listen to what you 

have to say, but will also pay close attention to 

your facial expressions and other body 

language to determine your interest and focus. 

Behavioral interviews are used by employers so they may learn about your thought process 

regarding past experiences.  How you handled a situation in the past is often a predictor of how 

you will handle a similar situation in the future.  A potential employer will ask you to “describe a 

time when” you had a tough decision to make, worked with others, had to change your plan, etc.   

The STAR technique is an approach to help you best respond to these types of questions.  

Employers know that we do not always achieve the desired results.  What they want to know is if 

the results were less than ideal, how did you handle things and what did you learn that you can 

apply to a similar situation should they hire you?   

Below are some examples of Behavioral Interview Questions; more may be found via the Career 

Planning Guide on our website.  For each situation, answer the 4 STAR questions. 

1. Describe a time when you faced conflict with 

someone.  How did you resolve it? 

2. Tell me about a time when you had  to persuade 

someone. 

3. Tell me about a time when you came up with a 

creative solution to a problem. 

4. What was the most difficult problem you have 

ever faced at work or in school? 

5. Tell me about a time when you took on a 

leadership role? 

6. Describe a time when you had to juggle multiple 

priorities.  What was the outcome? 

7. Give me an example of a time when you 

helped solve a problem in a group. 

8. Describe a situation in which you had to 

research and analyze a problem. 

9. Describe a time when you had difficulty 

communicating your thoughts clearly. 

10. Give me an example of a time when you 

worked effectively under pressure. 

11. Share an example of how you motivated 

classmates or others you have worked with 

at a job. 

12. Describe a time when you failed.  What was 

the outcome? 

Practice 
The best way to prepare for a job or graduate school interview is to practice.   

Be Prepared to Answer... 

 Tell Me About Yourself:  Explain your path with brief facts, but not your life story.  Express vision and 

passion for their organization, the industry, and area of focus.  Know what they seek in employees and 

design your answer accordingly. 

 What Do You Know About Us?:  Research their company, vision/mission, and the job; know it 

beyond what is provided on their website.  Share how you can contribute.  Prepare INTELLIGENT 

questions about their past, present and future. 

 How Do You Handle Issues?:  Describe a problem you have encountered and how you resolved it.  

Give details and focus on how you turned a negative into a positive.  When asked about hypothetical 

situations, pause to think through your response & be confident and enthusiastic; do not show doubt. 

 Why You?:  Consider 3 strengths you have over other candidates.  Share examples that relate to 

their company.  Be confident.  Ask for the opportunity. 

https://www.myinterfase.com/citadel/student
http://www.citadel.edu/root/images/Career_Center/interviewstream.pdf
http://www.citadel.edu/root/images/career_center/c3cpguide.pdf
http://www.citadel.edu/root/images/career_center/c3cpguide.pdf
http://www.citadel.edu/root/images/career_center/c3cpguide.pdf

