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GET STARTED

IS IT LUCK OR TALENT? 

You	have	likely	heard	the	expression,	“You	make	your	own	luck,”	and	people	talk	
about	being	in	the	right	place	at	the	right	time.	But,	what	role	does	good	fortune	
really	plan	in	career	success?
While	luck	is	indeed	a	career	factor,	hard	work	and	dedication	play	important	roles	
as	well.	 The	 harder	 you	work,	 the	 luckier	 you	will	 be.	 Luck	 can	 be	 de	 ned	 as	
preparation	meeting	opportunity	and	putting	yourself	in	the	position	to	succeed.	
Luck	may	launch	your	career	but	hard	work	will	help	you	sustain	it.	Luck	is	being	
smart	enough	to	keep	yourself	valuable	by	staying	current	and	ahead	of	the	curve	
in	your	eld.	Getting	the	job	of	your	dreams	means	being	in	the	right	place	at	the	right	
time.	Luck	can	also	be	about	who	you	know	and	how	you	work	your	connections.	

RESEARCH YOUR JOB TITLES & EARNINGS	

First,	you	have	to	know	what	your	occupations,	or	job	titles,	are.	It	is	very	likely	that	
what	you	are	training	for	has	more	specific	job	titles,	or	even	optional	occupations,	
that	you	will	be	qualified	to	pursue.	The	two	most	common	ways	of	researching	
your	job	titles	are:	www.onetcodeconnector.org	|	www.bls.gov	

RESEARCH THE JOB MARKET 

First,	you	have	to	know	what	types	of	companies	will	hire	you.	If	you	only	look	for	work	
in	a	specific	area,	you’re	limiting	yourself	and	not	thinking	about	the	various	areas	you’re	
qualified	in.
It	is	imperative	to	your	success	that	you	research	the	potential	companies	and	learn	about	
your	eld	of	interest.	You	need	to	know	what	people	find	interesting	or	rewarding	in	their	
field	and	what	the	problems	and	issues	are	that	surround	particular	positions.	No	one	will	
hold	your	hand	in	this	process;	you	must	figure	out	what	types	of	companies	are	out	there	
utilizing	your	talents.	You	must	stay	up-to-date	on	industry	news	to	speak	intelligently	to	a	
prospective	employer.	

RESEARCH YOURSELF 

Google	 yourself	 because	 your	 interviewer	 will.	 Increasingly,	 employers	 look	 online	 at	
employee	prospects	before	they	offer	an	interview.	Anything	that	will	turn	your	prospective	
employer	 off	 needs	 to	 be	 removed	 from	 the	 internet.	 This	 includes	 photos,	 language,	
unprofessional	 email	 addresses,	 etc.	 Also,	 remember	 we	 live	 in	 a	 very	 “Social	 Media	
Friendly”	society.	Anyone	can	view	your	Facebook,	LinkedIn,	or	any	other	online	forum	to	
create	their	own	“	first	impression.”

Rule of thumb when you are unemployed: “When you don’t have a job, your job is to actually find a job.” 

Search	40+	hours	per	week	and	a	job	is	bound	to	follow.	Hard	work	always	pays	off	
Spend	your	time	wisely	and	focus	on	what	works.
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WHERE AND HOW TO APPLY 
1.	Start	by	researching	and	developing	a	list	of	potential	companies	that	peak	your	interest.	Expand	on	this	list	and	add	others	you	would	
be	 interested	 in	working	 for.	 Look	 them	up	online	 and	 review	 their	Human	Resources/career	 sections.	 Submit	 resumes	online	when	
appropriate	or	email	the	contact	provided.	When	a	contact	or	system	for	applying	is	not	included	online,	see	#2	below.

2.	Use	the	phone.	Call	every	company	you	are	interested	in	working	for	and	ask	the	receptionist	if	they	are	hiring.	Whether	they	are	hiring	
or	not,	ask	who	the	appropriate	contact	would	be	at	the	company	and	for	their	phone	number	or	email.	Send	a	cover	letter	and	resume	to	
that	contact.	Even	if	they	are	not	hiring,	they	may	have	some	tips	on	how	to	improve	your	resume/cover	letter	when	applying	to	the	next	
company.

3.	Review	Indeed,	Simply	Hired,	Monster,	Career	Builder,	and	other	job	boards,	but	don’t	limit	your	search	to	these.	Virtual	job	fairs	have	
become	popular;	you	can	research	these	online	and	submit	your	resume	only	once	for	multiple	companies	to	review.

4.	Create	a	LinkedIn.com	account.	LinkedIn	is	a	great	way	to	get	involved	in	online	networking	and	view	job	postings	that	are	exclusive	to	
the	site.	Utilize	your	account	to	follows	companies	in	which	you	would	like	to	work,	specifically	following	recruiters	within	those	companies.

A Tip For You:

	
Try	to	look	at	sales	in	a	new	light.	Not	all	sales	
positions	 are	 cold	 calls	 or	 pushing	 products/
services	 no	one	wants.	Before	 you	 say	 no	 to	
a	sales	position,	think	about	it	in	further	detail.	
Often	the	best	money	is	made	by	sales	agents	
within	 a	 company	 and	 can	 likely	 be	 selling	
services	to	someone	who	requires	them	for	their	
company.	When	 this	 happens,	 you	develop	a	
relationship	based	on	need.	Business	leaders,	
many	of	whom	started	out	 in	 sales,	believe	 if	
you	 can	 succeed	 in	 sales,	 you	 can	 succeed	
almost	anywhere.

Sales	 is	 often	 viewed	 as	 the	 training	 ground	
for	 business	 standouts	 of	 tomorrow.	 Why?	
Because	 sales	 are	 all	 about	 understanding	 a	
product	 or	 service	 in	 depth,	 teaching	 people	
about	 it,	and	showing	 those	people	how	 they	
would	 benefit.	 No	 matter	 where	 your	 career	
may	 go,	 the	 communication	 and	 persuasion	
skills	developed	in	sales	will	be	crucial	to	your	
success.	 No	 job	 is	 truly	 recession-proof,	 but	
sales	careers	come	close.	Sales	professionals	
increase	an	organization’s	 revenue,	so	 they’re	
less	likely	to	be	laid	off	in	times	of	struggle.

0202



NETWORKING 
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This	step	is	crucial	to	your	success	in	finding	a	job.	Most	positions	filled	today	are	through	
personal	contacts	and	networking.	The	best	jobs	rarely	make	it	to	the	web.
If	you	want	 to	work	 in	 the	 industry	you	need	 to	be	around	 individuals	 that	already	do,	
building	your	brand	in	the	process.	This	is	also	an	opportunity	to	get	involved.	Volunteer	and	
add	substance	to	your	resume.	If	you	actually	sit	on	the	board	of	an	industry	association,	
often	the	president	will	pass	down	job	opportunities	to	the	board	members.	You	can	join	
the	association	kickball	or	flag	football	team.	In	the	end,	you	will	build	relationships	and	
create	a	personal	 set	of	 contacts	with	mutually	beneficial	 career	 interests.	You	should	
network	with	everyone.	If	you	are	unemployed,	make	sure	everyone	you	know	is	aware	
that	you	have	graduated	and	are	now	looking	for	a	job.	
Connect	 with	 F.I.R.S.T.	 Institute	 to	 stay	 up-to-date	 with	 Employment	 Opportunities,	
Internship	Opportunities,	Guest	Speakers,	and	Events.	We	welcome	you	to	post	status	
updates	and	photos	about	your	career	progress	and	achievements,	recent	projects,	etc.	
on	our	Facebook	page.	

www.first.edu
www.facebook.com/FIRST.EDU	
https://www.facebook.com/groups/firstcareerdevelopment/

DON’T WAIT TO START NETWORKING. 

Don’t	wait	until	after	you	graduate	or	already	lost	a	job.	Effective	networking	means	creating	
contacts	and	relationships	while	you’re	still	in	college	or	employed.	In	any	association,	you	
make	it	your	own	and	are	wholly	responsible	for	the	experience	and	contacts	you	receive.	

BEING CLUELESS 

Make	sure	you	know	why	you	are	going.	Do	you	want	a	job?	Are	you	looking	for	contacts	or	
a	mentor	to	provide	guidance?	As	soon	as	someone	starts	talking	with	you,	you	have	to	hold	
up	your	end	of	the	conversation.	Don’t	forget	business	cards.	Spend	a	few	extra	dollars	to	
print	professional-looking	cards	on	good,	quality	paper.	

DON’T BE POMPOUS. 

You	need	to	listen	to	what	everyone	else	is	saying.	People	help	by	offering	advice.	They	are	
not	interested	in	hearing	how	much	you	already	know.

DRESSING DOWN. 

Look	sharp	at	networking	events.	Mind	your	manners,	shake	hands	firmly,	stand	up	straight,	
make	eye	contact,	and	show	respect	in	any	way	you	can.	A	networking	event	can	be	a	dress	
rehearsal	for	a	job	interview,	but	no	one	will	help	you	get	your	foot	in	the	door	if	you	give	the	
impression	that	you’ll	slough	through	it	once	it’s	open.	

BEING A WALLFLOWER 

Men	and	women	with	contacts	and	power	meet	many	people;	they	remember	only	those	who	
stand	out	from	the	crowd.	Be	assertive	and	act	like	a	leader	but	don’t	go	overboard.	You	want	
to	convey	self-assurance,	not	obnoxiousness.	Treating	your	networking	relationships	like	a	
short-term	fling.	Follow	up	every	conversation	with	a	thank	you	note,	email,	or	call.	Let	your	
contact	know	whether	their	suggestions	panned	out	or	not.	When	your	job	searches	ends,	
inform	 the	person	who	has	helped	you.	You	may	 think	your	networking	 is	done,	but	your	
paths	will	likely	cross	again.	

NETWORKING MISTAKES 

There	 is	 etiquette	 to	 follow	 with	 regard	 to	 networking.	 You	 must	 act	 professionally	
and	express	a	genuine	 interest	 in	people	you	meet.	At	an	association	event	that	offers	
educational	 value,	 do	 limit	 alcohol	 consumption	 to	 no	 more	 than	 two	 drinks.	 Always	
remember	that	every	networking	event	can	result	in	the	creation	of	a	position	for	you	by	
someone	that	believes	in	you.	
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RULES OF SUBMITTING YOUR RESUME 

It	may	seem	tedious	but	every	resume	you	send	out	needs	to	be	customized	to	the	job	description	and	a	cover	letter	should	always	be	included.	
Edit,	edit,	edit.	Every	email,	cover	letter,	resume,	and	thank	you	note	are	a	representation	of	you.	Don’t	make	mistakes.	

RESUMES



RESUME: RECORDING	ARTS	&	SHOW	PRODUCTION



RESUME: DIGITAL	FILMMAKING	&	VIDEO	PRODUCTION



RESUME: GRAPHIC	DESIGN	&	WEB	DEVELOPMENT
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COVER LETTER EXAMPLE TEMPLATE

 »  Connect yourself with the job 

 »  Connect with the recipient 

 »  Demonstrate you’ve done your homework 

 »  “Flesh out” your resume 

 »  Impress with your style and clarity 

 »  Provide specific skills and programs in which you are trained 

 »  If you know the name of the Hiring Manager, address them directly 

 »  Keep it brief, but informative 

 » Use proper grammar, punctuation and SPELLCHECK Use the traditional 
                 “Me-You-We” model as a guide: 

You must send a customized cover letter with every copy of 

your resume, whether it is electronic or a hard copy. Your 
cover letter serves to: 
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PORTFOLIO

Not	enough	can	be	said	about	portfolios.	Many	people	do	not	realize	the	importance	of	having	a	good	
portfolio.	It’s	more	than	just	a	collage	of	content	that	plays	for	a	few	minutes.	It	is	your	statement	as	
an	artist,	showing	whoever	sees	it,	this	is	what	you	do	and	the	kind	of	person	you	are.	There	are	a	lot	
factors	that	contribute	to	the	“feel”	of	your	portfolio.	

WHAT NOT TO DO 

Never	include	any	tutorial	material	on	your	Portfolio.	

WHAT TO DO 

»	Content	is	very	important	and	so	is	presentation.	
»	Show	the	range	of	skills	you	have	learned.	It	should	include...	and	you	want	to	convey	your	in-depth	
skills	and	technique	of	editing....	
»	 Graphic	 Design	 &	Web	 Development	 students	 should	 include	 a	 solid	 set	 of	 ideas	 that	 are	 well	
executed.	It	is	easy	for	the	interviewer	to	recognize	what	software	does	what	effect.	You	need	to	write	
down	your	ideas,	make	storyboards,	and	get	organized.	

GIVE IT STRUCTURE! 

Make	sure	your	Portfolio	is	laid	out	nicely.	Do	something	that	looks	professional	and	shows	you	didn’t	
just	slap	it	together.	Your	portfolio	should	look	and	feel	like	your	personal	website	and	printed	business	
cards,	presenting	itself	as	a	complete	package.	
Try	to	develop	a	strong	theme.	Your	work	may	be	varied	which	is	good	because	it	shows	the	viewer	you	
can	do	many	things.	However,	be	sure	to	develop	a	strong	binding	element.	This	will	show	you	have	
focus	and	maturity.	Please	remember	to	include	contact	details.	Don’t	assume	that	because	you	have	
given	a	business	card	with	the	portfolio	that	this	is	enough	-	you	have	to	assume	that	the	portfolio	will	
be	viewed	by	someone	who	doesn’t	have	any	other	information	about	you.	

PERSONAL WEBSITE 

A	 presence	 on	 the	 web	 is	 important.	 You	 can	 direct	 potential	 employers	
to	 your	 site	 through	 your	 social	 networks,	 portfolio,	 and	 business	 cards.	
Website	templates	are	fully	functional	websites	designed	with	multiple	pages	
and	navigation.	They	make	it	quick,	convenient,	and	affordable	to	maintain,	
update,	 and	 tweak	 your	 website.	 You	 can	 create	 a	 free,	 easy-to-design	
website	at	www.Wix.com	or	Develop	a	Vimeo/YouTube	page	to	host	demo	
reels	and	LinkedIn	for	professional	networking.	

BUSINESS CARDS 

Your	business	cards	should	have	the	same	look	and	feel	as	your	website	-	
same	font	treatments	and	colors.	You	should	include	all	basic	information:	
	 	 »		First	and	Last	Name	

	 	 »		What	Service	You	Offer	/	Title	Phone	Number	

	 	 »		Email	Address	and	Website	Address	

We	recommend	creating	and	printing	your	business	cards	at	
www.VistaPrint.com.	
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GETTING AN INTERVIEW

Brand	Yourself.	Control	the	way	you	project	yourself	to	the	world.	Who	are	you	and	what	are	your	strengths	and	weaknesses?	To	answer	this,	you	must	first	
assess	your	skills	as	they	will	identify	your	strengths.

SECURING AND PREPARING FOR AN INTERVIEW



PREPARATION

FOR THE JOB INTERVIEW

At	last,	the	opportunity	you	have	been	waiting	for:	an	actual	meeting	with	a	real	person!

After	you	receive	the	call	for	an	interview,	start	preparing.	Thoroughly	research	the	company’s	website	and	try
to	find	them	on	LinkedIn,	Facebook,	and	Twitter.	Look	at	their	most	current	postings	so	that	you	can	speak	intelligently.	Sometimes	just	
understanding	and	speaking	the	industry	lingo	can	land	you	a	job	when	it	is	entry	level.	

You	should	have	at	least	five	questions	prepared	and	ready	to	ask	about	the	job	or	company	at	the	end	of	your	interview.
Questions	can	be	about	your	team,	the	company,	or	responsibilities.	This	is	not	the	time	to	ask	about	salary,	vacations,	or	benefits.	You	must	
wait	on	the	interviewer	to	bring	these	items	up	once	you	are	actually	offered	the	position.	You	can	ask	how	decisions	are	made	and	commu-
nicated,	if	teamwork	is	emphasized,	whether	there	are	established	career	paths	for	employees,	and	what	the	organization’s	priorities	are	for	
the	next	ten	years.	Other	good	questions	to	ask	are	why	the	position	is	available	and	how	long	the	last	person	held	the	position.	According	
to	Kent	Kirch,	Global	Director	of	Recruiting	at	Deloitte,	interviewers	are	more	impressed	with	your	questions	than	any	selling	points	you	try	
to	make.	It	tells	the	interviewer	you	thought	about	this	interview	before	you	walked	in	the	door	and	gives	you	a	strategic	edge.

Be	prepared	to	answer	the	following	questions	and	have	your	answers	scripted	and	committed
to	memory.	Note	that	you	should	keep	all	answers	within	60	seconds	in	length.	The	longer	you	speak	without	interruption;	the	less	attention	
the	interviewer	is	giving	you.	

Tell me about yourself.	You	should	have	an	elevator	speech	prepared	for	this	exact	moment.	It	should	be	no	more	than	thirty	seconds	in	
length,	or	about	the	time	it	takes	to	ride	in	an	elevator.	It	should	state	who	you	are	and	what	you	do	that	can	benefit	the	company	-	much	
like	a	verbal	business	card	or	tagline.	You	can	include	one	or	two	things	that	are	relevant	to	the	job	description	and	highlight	how	your	skills	
match	the	posting.	This	should	also	suffice	for	a	question	stated,	“What	can	you	contribute	to	this	company?”	

What are your greatest strengths?	Have	two	or	three	in	mind	and	be	able	to	tie	them	into	positive	characteristics	that	would	be	required	
by	the	job	you	are	interviewing	for.

What are your weaknesses?	Take	these	and	spin	them	into	positives.	Always	put	a	positive	spin	on	what	you	cannot	do.	If	you	lack	a	skill	
or	knowledge	about	a	program,	emphasize	how	quickly	you	learn.	Give	an	example	of	a	time	when	you	were	able	to	get	up	to	speed	in	a	
similar	situation.

What did you accomplish and when did you last work in a team project?	This	is	a	good	time	to	show	the	interviewer	you	are	a	team	
player	and	to	present	your	demo	reel.

How do you handle stress?	The	best	answer	is	to	say	it	makes	you	a	better	worker,	even	if	it	doesn’t.
Good	verbiage	is	“I	thrive	in	stressful	situations”	and	give	an	example.	



HOT TIPS 

ON HOW TO TAKE AN INTERVIEW  

You	only	get	one	chance	to	make	a	first	impression.	
The	 clothes	 you	 wear	 on	 an	 interview	 give	 the	
reviewer	clues	as	 to	what	kind	of	person	you	are	
and	 how	 you	 will	 fit	 into	 the	 company	 culture.	
We	 suggest	 researching	 the	 dress	 code	 of	 the	
company	where	you	will	be	having	your	 interview	
and	then	shoot	for	the	high	end	of	the	company’s	
code.	 If	you	are	ever	 in	doubt,	wear	a	black	suit,	
white	shirt,	and	close-toed	black	shoes.	It	is	better	
to	be	overdressed	 than	underdressed.	Everything	
must	be	clean	-	from	your	hair	to	your	nails.	Jewelry	
should	be	simple	and	classic	such	as	a	formal	watch,	
pearls,	or	cuff	links.	Perfumes	and	colognes	should	
be	nonexistent	 -	 just	 skip	 them	altogether.	Cover	
all	tattoos	and	take	out	any	visible	body	piercings.	
You	 should	 bring	 your	 cover	 letter,	 resume,	
references,	letters	of	recommendation,	demo	reel,	
pen,	notepad,	and	cash	 for	parking.	Know	where	
you	 are	 going	before	 you	 leave	 home	and	be	 on	
time.	When	you	are	offered	an	interview,	make	sure	
you	get	all	of	 the	basics	such	as	what	time	to	be	
there	and	directions	to	the	location.	Arrive	at	least	
fifteen	minutes	early	as	many	employers	consider	
this	to	actually	be	on	time.	You	are	too	low	on	the	
totem	pole	wait,	you’re	not	even	on	the	totem	pole	
to	keep	people	waiting.	Be	flexible.	Be	prepared	to	

MEETING THE INTERVIEWER. 

Hold	your	resume	and	anything	else	you	have	brought	to	
the	interview	in	your	left	hand.	This	frees	up	your	right	hand	
for	a	handshake	and	will	also	ensure	your	right	hand	is	dry	
and	free	of	perspiration.	When	the	 interviewer	 introduces	
themselves,	 repeat	 their	 name	 so	 you	 can	 more	 easily	
commit	it	to	memory.	Wait	for	the	interviewer	to	offer	you	a	
seat	before	you	sit	down.	

DURING THE INTERVIEW. 

Do	 not	 bring	 up	 salary	 until	 they	 do.	 You	 should	 always	
have	 a	 range	 in	mind	and	 this	 information	 can	be	 found	
at	www.salary.com.	Negotiation	comes	later	with	a	formal	
offer	of	employment.	Don’t	ask	what	they	can	do	for	you;	
tell	what	you	can	do	for	them.
What	you	should	be	selling:	Yourself,	your	confidence,	your	
ability	 to	communicate,	 that	you	have	your	stuff	together	
with	 clearly-defined	 career	 goals,	 your	 leadership	 ability,	
enthusiasm,	and	positive	attitude.	Remember	to	focus	on	
your	 positives	 -	 every	 answer	 is	 a	 chance	 to	 sell/market	
yourself.	 Do	 not	 talk	 about	 your	 personal	 life.	 Interview	
goals	 are	 to	 ensure	 you	 are	 understood	 and	 to	 make	
the	 best	 presentation	 of	 your	 talents.	Never	 provide	 one	
sentence	answers	to	interview	questions.	

wait	while	the	interviewer	is	in	a	meeting.	Sometimes	things	happen	that	
can’t	 be	 helped.	 If	 you	 are	 going	 to	 be	 late	 for	 your	 next	 appointment,	
call	and	say	so.	Also,	be	prepared	for	the	secretary	to	come	out	and	say,	
“Listen,	I	know	you	had	an	appointment,	but	my	boss	just	can’t	make	it.	
Will	you	please	leave	your	resume	and	reel?”	Ask	if	there’s	someone	else	
who	can	see	you	or	 if	you	can	schedule	another	appointment	now.	No?	
Okay.	Leave	your	reel	and	be	nice	about	it.	Mind	your	manners.	Don’t	chew	
gum,	 smoke,	or	 swear	and	DO	 turn	off	your	 cell	 phone.	Please	be	nice	
to	administrative	assistants.	Assistants	will	be	sure	to	tell	their	boss	who	
comes	 in	and	 is	 rude	or	 treated	 them	poorly.	Rudeness	says	something	
about	you.	That	person	you	perceive	as	a	stone	wall	is	there	for	a	reason	-	
someone	wants	them	there.	



BE PREPARED TO LISTEN. 

You	should	talk	no	more	than	half	the	time	and	it	is	optimal	if	you	talk	only	one	third	of	the	time.
Don’t	get	comfortable.	Do	not	say	anything	negative	to	hurt	your	chances	before	the	final	decision.
Don’t	buy	into	the	myth	that	you	should	be	yourself	during	an	interview.	If	you	think	you	are	not	under	the	strictest	scrutiny,	you	are	going	to	slip	up.	If	you	
appear	too	relaxed,	you	may	unintentionally	create	the	impression	you	don’t	really	care	whether	you	get	the	job.	

WHAT NOT TO DO. 

Avoid	fillers	such	as	“um”	or	“like”.	No	sexist	or	racial	slurs.	Avoid	slang	and	overused	words.	Don’t	fidget,	mumble,	 lie,	complain,	or	seem	needy	or	
desperate.	Only	answer	 the	question	that	 is	asked	of	you	to	avoid	rambling.	Questions	you	do	not	have	to	answer:	Anything	that	has	discriminatory	
implications	regarding	age,	color,	disability,	gender,	national	origin,	race,	religion,	number	of	children,	etc.	



As	soon	as	you	hear	the	words,	“Tell	me	about	a	time	when...,”	you	should	be	aware	your	interviewer	
is	probably	using	a	behavioral	interviewing	technique.	This	technique	uses	your	experiences	and	
behaviors	as	an	indicator	of	your	future	success.	If	you	can	demonstrate	through	examples	that	
you	accomplished	something	before,	the	interviewer	will	have	a	tendency	to	believe	you	can	do	it	
again.	
Preparing	your	stories	is	one	of	the	most	beneficial	exercises	you	can	do	to	become	focused	before	
your	interview.	If	you	say	you’re	good	at	something,	be	able	to	prove	it	with	a	story.	You	should	be	
able	to	back	up	anything	you	put	on	your	resume	or	say	in	an	interview	with	a	story.
Here	 are	 just	 a	 few	 potential	 questions	 even	 though	 exact	 questions	 you	might	 be	 asked	 are	
virtually	limitless:	
	
 »  Tell me about a time when you failed. What happened and how did you recover? 

 »  Tell me about a time when you succeeded. Give specific examples. 

 »  What is your process for multitasking? 

 »  Describe a time when you experienced... 

Don’t	automatically	trigger	a	negative	response.	Avoid	the	following:	

1.	Lack	of	focus.	Relate	answers	you	give	for	one	question	back	to	another.	Ask	for	clarifying	
or	follow-up	questions.	This	will	show	you	are	confident	and	thinking	about	the	whole	picture	
instead	of	enduring	an	interrogation.

2.	Averting	your	eyes.	Make	eye	contact.	Interviewers	distrust	those	that	will	not	look	them	in	
the	eyes.	If	you	are	uncomfortable	looking	into	someone’s	eyes,	look	at	their	“third	eye,”	just	
above	and	between	the	person’s	two	eyes.	

3.	Slang	or	street	speak.	This	just	doesn’t	have	any	place	in	most	business	environments.	

4.	Deception.	Little	lies	leave	a	big	impression	and	it	is	a	major	complaint	among	recruiters	
when	a	candidate	is	not	completely	truthful.	This	includes	not	being	completely	forthcoming	
with	relevant	information,	embellishing	accomplishments,	hiding	jobs,	or	leading	the	process	
on	with	no	 intention	of	ever	 following	through.	Building	trust	during	the	 interview	 is	key	to	
getting	an	offer.	

RECOGNIZING 

INTERVIEW TECHNIQUES PET PEEVES TO AVOID



WHAT IS THE INTERVIEWER REALLY THINKING? 

If	I	were	having	an	interview	with	you,	what	would	I	be	looking	for?
In	the	first	few	minutes,	I	would	be	gathering	some	first	impressions	about	you	as	a	person.	Do	you	
make	good	eye	contact?	How’s	your	handshake?	How	do	you	look?	Do	you	seem	comfortable?
Whether	I	ask	you	directly	or	indirectly	I	am	trying	to	find	out	several	things	about	you:	

»  What area within the company might suit you best? 
»  Are you resilient enough to succeed in digital media? 
»  Are you willing to work hard? 
»  Can you take criticism? 

»  Do you seem to get along well with other people? 
»  Oral and interpersonal communication skills 

»  Teamwork 

»  Flexibility 
»  Computer skills 

»  Proficiency in the field of study 
»  Written communication 

»  Leadership ability 

»  Work experience 
»  Manners and attire 

»  Preparedness 

» Your delivery of answers, confidence, and poise
»  Overall packaging 

Interviewers	will	ask	different	questions	to	get	at	 the	answers	 in	 their	own	particular	
way.	They	may	want	to	know	what	your	parents	do	for	a	living	to	discover	what	might	be	
special	in	your	upbringing	that	has	influenced	your	creativity.	Do	you	have	a	resume?	Is	
your	reel	with	you?	Hard	to	believe	but	some	people	have	actually	made	appointments	
without	having	their	reels	available.	If	you	don’t	have	your	reel,	cancel	your	interview.	
No	excuses;	they	will	understand.

Don’t	worry	about	being	a	little	nervous.	Nervousness	is	expected	and	also	flattering	
because	 it	means	 the	 interview	 is	 important	 to	you.	At	 the	end	of	 the	 interview,	 the	
interviewer	will	likely	suggest	next	steps	but	never	leave	an	interview	without	asking	if	
they	are	not	offered.	Simply	ask	“What’s	the	next	step	from	here?”	Try	to	get	some	kind	
of	answer	so	you	know	where	you	stand	and	when	to	follow	up	with	them.	Last	thing:

On	the	way	out,	say	“thank	you.”	



Within	24	hours	you	should	send	a	thank	you	email	to	your	interviewer.	This	is	where	you	will	
stand	out	among	other	candidates	for	sure.	You	can	follow-up	by	phone	but	should	wait	ten	
days	to	do	so,	no	matter	how	hard	that	can	be.	

AFTER
THE INTERVIEW 

COMMON REASONS FOR REJECTION 

	 »		Not	having	any	questions	for	the	interviewer	
	 »		Unprofessional	appearance	
	 »		Indifference/no	enthusiasm	
	 »		Excessive	nervousness	
	 »		Know-it-all	attitude	
	 »		Little	eye	contact,	lack	of	poise	or	confidence	
	 »		Lack	of	research	on	the	company	
	 »		Poor	communication	skills	
	 »		Did	not	relate	skills	and	strengths	to	the	job	
	 »		Poor	manners	
	 »		Misrepresented	qualifications	

DOES	IT	PAY	TO	SCHMOOZE?	
Yes,	in	today’s	communication-driven	world,	just	about	everybody	has	to	do	it.	One	of	the	best	ways	to	
keep	enhancing	your	qualifications,	and	fortifying	your	brand,	is	to	build	a	network	of	talented	people	to	
think	and	grow	with.	To	make	this	easier,	we	ask	that	you	think	of	schmoozing	for	what	it	is	-	networking	
-	and	everyone	has	to	do	it.

HOW TO GET FEEDBACK ON YOUR INTERVIEW SKILLS 

The	best	time	to	ask	an	interviewer	for	feedback	is	when	they	tell	you	the	
company	is	not	interested.	If	you	are	lucky	enough	to	get	a	phone	call,	
use	this	opportunity	to	ask	for	feedback.	If	you	receive	an	email,	follow	
up	within	24	hours.	Do	not	put	the	interviewer	on	the	spot	by	questioning	
why	you	weren’t	offered	the	job.	Accept	you	weren’t	successful	and	ask	
a	 constructive	question.	Ask	how	you	could	 improve,	what	 your	weak	
areas	were,	and	if	the	interviewer	has	any	specific	interviewing	advice	for	
you.	Be	sure	to	ask	with	the	right	intent	-	tone	matters.	There	should	be	
no	hint	of	you	wanting	to	argue	a	point	about	your	candidacy	or	that	you	
feel	angry	or	injured.	

Some	 companies	 are	 hesitant	 to	 offer	 feedback	 but	 it	 will	 never	 hurt	
to	 ask.	 When	 you	 have	 shown	 evidence	 of	 being	 prepared	 and	 truly	
interested	in	the	job	and	have	followed	proper	interviewing	etiquette,	you	
will	get	feedback	the	easiest.
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