Back to Non-Verbal Communication

Directions: During your interview, up to 90% of the impression you will make is not included in your resume, nor will it be spoken by you.  The majority of your overall success in an interview will come from the way you conduct yourself in the interview.  Some important things to remember:

	The Confident Interviewee…
	The Unemployed…

	Sits and Stands with their back straight
	Slouches in their chair, hunches when they stand.

	Shakes hands with a firm, but not painful grip.
	Squeezes too hard in a handshake; or has a limp handshake.

	Looks the interviewer in the eye when speaking.
	Avoids eye-contact with their interviewer.

	Speaks at an appropriate volume during the interview.
	Whispers, or speaks in a low voice during the interview.

	Arrives to the interview a few minutes early.
	Arrives to the interview late.

	Dresses professionally in conservative clothes, jewelry and hair design.
	Dresses too casually.

	Speaks in the Formal Register of Language
	Speaks in the Casual, or even Intimate Register of Language

	Wears complimentary jewelry
	Wears too much/too large jewelry

	Wears conservative, flattering makeup
	Wears too much makeup

Wears no makeup

	Styles hair back/up and off the face
	Wears hair in the face, covering the eyes

	Is clean and well groomed
	Is dirty

	Wears an appropriate amount of fragrance
	Wears too much fragrance

	Can hold a conversation on many topics
	Is not comfortable conversing

	Is willing to elaborate on their experiences and goals
	Gives too many one-word answers

	Is honest and forthcoming
	Lies/deceives

	Expresses confidence 
	Brags

	Smiles engagingly
	Does not smile

	Speaks clearly
	Mumbles

	Brings pen and paper
	Fumbles around in bag for utensils

	Reserves judgment or complements others
	Speaks ill of former employers/coworkers

	Has a prepared copy of their Resume on hand
	Has no resume

	Sits with hands in lap or holding pen/paper
	Puts hands in pockets

	Addresses interviewer according to title
	Addresses interviewer informally

	Irons/Cleans clothes before coming
	Has dirty or wrinkled clothes

	Eat before/after the interview
	Eat during the interview

	Silence their cell phone/pager
	Answer calls during the interview


