
1. Copy and save the job posting immediately- and then review it !!!!!!! I don’t know how
many times I’ve forgotten to do this- and then have no reference of all the tiny details of a job
except for my cover letter and some google stalking of the position. Go over the job posting in
detail. I like to put check marks next to every little thing I “qualify” for or can do that they
need. I then go through and highlight those parts that I have no experience in/don’t know
how to do.
2. Figure out how you can balance out what you don’t qualify for. Don’t panic when
preferences don’t match up to skills you don’t have. If they’re asking for someone who has
experience working with education programs in schools and you have never worked in
schools before- don’t worry. Think about other experiences you have; have you ever worked a
camp? Any instructional courses for kids that you’ve run? It may not be in a school setting-
but it is experience working with younger school-aged children which is a great point to
bring up in case they ask you in the interview about working with school programs. Think
outside the box to counter any places you may not match up exactly.
3. Write it out. After the check marks for what I match with, and for the points I don’t- I
actually write out right next to every preference and qualification an example of how I meet
that point in the working environment. It makes it so much easier in your interview to have
solid working examples of what you can and have done.
4. Questions. I make a list of at least 10 questions to ask during my interview. Having
questions prepared shows that you’ve thought more in-depth about the position and the
company. Most interviews end with the interviewer asking if you have any questions, so
being prepared is wonderful, rather than “No I think you’ve answered them all”. Some good
questions to start with are: “What characteristics will someone need to be successful in this
position?” “What is your favorite part of working for this organization? And what is the most
challenging part of working for this organization?” “ What do you see as being the biggest
hurdle or challenge for someone beginning in this position?” 
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5. Practice answering questions. I actually sit in my room alone and answer the basic
questions that I know I will be asked out loud to myself over and over until I am
comfortable with my responses. It sounds silly, but I love being able to answer the super
vague “So Caitlin, tell us a little bit about yourself before we being” question with a killer
and confident response. It sets the tone and relaxes me. 
6. Pick things you need to work on. Yes, everyone will ask you in some form what you
think is your weak point. However, make a few selections- I was once asked for 3 things I
felt I needed to work on. 3! I was definitely put on the spot and stumbled through that one
very awkwardly and uncomfortably, oops. The second I left that interview I made a vow to
have 5 items I should work on at all times in my arsenal for that question. So just to be on
the safe side, have a few options- and no, don’t pick that you are a perfectionist or take on
too much. It doesn’t make you look like you’re secretly a great employee, it makes you
look like you think you’re awesome and couldn’t think of anything else.
7. Make an interview kit. I stole a nice leather folder from my dad (haha) to bring with
me to my interviews and to carry my paperwork in. I call it my interview kit. In it, I keep 3
copies of the resume I sent in for the position I am interviewing for, 3 copies of the cover
letter I sent, a few business cards, my printed questions, and my printed out examples of
how I match what they are looking for. You never know if they may need an extra copy of
your resume, or if they decide to bring in additional person to the interview who may not
have anything on you. Feel free to reference what you’ve brought with you during the
interview, I’m not saying read directly from it word for word, but casually looking at what
you’ve brought with you is fine.


