Re-Entry Employment
SERVICE PROGRAM
Reducing recidivism through employment

Preparing For Your Interview: Do’s and Don’ts
Do’s

1. DO Follow All Directions On Your Application. Carefully read and complete all sections. Do not
write in cursive, only your signature should be in cursive.
2. DO Use Correct Grammar On Your Application. Answer all questions in complete sentences, using
proper English and correct grammar (no language used for texting or social media).
3. DO Your Research. Know as much as possible about the company you are going to interview with,
including who they are, what they do, and their mission statements. Check out the “about” section on
their website.
4. DO Dress Neatly and Appropriately. Make sure clothing is clean and pressed, otherwise, it will appear
you do not care. Dress professionally unless your recruiter tells you otherwise. It is better to overdress
than underdress.
5. DO Bring Your Information. Bring multiple copies of your resume, cover letter, and references in a
professional binder. It’s also important to bring paper and two black pens.
6. DO Prepare Questions For The Interviewer. The questions can be about the company, your
responsibilities, recent events the company has been involved with, etc. About 3-7 are good, it’s ok to
refer to your notes when asking questions - that shows you had the foresight to prepare for the interview.
Make sure your notes look neat and clean.

Don’ts
1. DON’T Arrive Too Early or Late. Arrive between 5-15 minutes early, no more or no less. The time of
day your interview is set can have a huge impact on your driving time, so be prepared.
2. DON’T Lie. This seems simple, but don’t say you know something when you clearly don’t, especially in
a technical interview. This may be the number one blunder. Again, the interviewer knows the correct
answers and will know when you don’t. It’s ok to say you don’t know, but are willing to learn.
3. DON’T Badmouth Past Employers. Even if you felt your last boss was an idiot, everyone in the
company was a jerk, you hated your job, and couldn’t wait to leave - don’t say so. It is sometimes a smaller
world than you think and you don’t know who your interviewer may know. The interviewer may also think
you may say the same things about them to others if you get the job.
4. DON’T Leave Your Cell Phone On. Don’t even turn it on mute or vibrate. Turn it off. If the interview is
not important enough for you to not answer your phone, the interviewer will feel like they are wasting
their time.
5. DON’T Smell Like Smoke. Especially if it is a position where you will have customer contact. If you
have to smoke beforehand, make sure it’s outside, wash your hands and use good, strong mints. If you
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choose to chew gum, be sure to discard it before the interview.

