
 

INTERVIEW	  PREP	  GUIDE	  
 
INTERVIEW ETIQUETTE SUMMARY (SEE THE “INTERVIEW ETIQUETTE” SECTIONS): 

• Arrive 10 minutes early. Never be late (unless it is unavoidable). 
• Dress professionally -- no wild colors. 
• Be friendly & courteous to ALL levels of staff. Companies evaluate how polite you are to 

everyone. 
• Smile! Show energy and enthusiasm! Let your personality shine! 
• Be specific with examples of your experience. Yes/no answers are not sufficient. 
• Be prepared to ask 15-20 different questions to cover yourself for multiple interviewers. 

 
PREPARING FOR YOUR INTERVIEW:  
 

Read the job description (if available): Next to each responsibility, write down specific 
examples of ACCOMPLISHMENTS related to the role from prior experiences (i.e., “Improved 
our closing process by standardizing our work papers to reduce the closing cycle from 5 days 
to 3 days”). Be able to discuss roles where you have had SIMILAR EXPERIENCE and 
RESPONSIBILITIES. 
 
Visit the company website. Be sure you understand the company’s business and industry. Do 
a Google search and read recent news articles about the company. If you have any 
questions, be sure to ask your Recruiter to answer them. MAKE A LIST of 10-15 company 
specific questions. Not having prepared questions portrays a lack of interest in the 
company to your prospective employer. 
 
Make a list of questions about the position. Every company has a different accounting 
process, varying financial reports and accounting systems, unique organizational structures, 
management styles, career paths, and etc. Ask how they process transactions and be 
sure you understand how you would do your job if you were in that role.  

 
Prepare a response for the MOST COMMON QUESTIONS: (Please ask insightful questions!) 
• Tell me about yourself (see below) 
• Describe your ideal job. (Top three goals should be addressed here!) 
• Why are you leaving your current job? (Be positive and avoid references to personal 

conflicts) 
• What was the biggest contribution you made in your most recent position? 
• What are you goals? 
• What are your strengths? (remember the job you are applying for) 
• What are your weaknesses or what areas have you been recommended to improve 

upon  
! Always state a PROFESSIONAL WEAKNESS that is NOT part of the job 

responsibilities. For example (non-tax job interview), “I do not have a significant 
exposure to corporate income tax compliance. However, I am interested and willing 
to improve my knowledge in this area if it is at all necessary for this position.” NEVER 
SITE A PERSONAL WEAKNESS. 

• What do you know about us or our company? (Be ready for this one – the game is over if 
you do not have a response.) 

• Why do you want to work here? 
• Why do you believe you are qualified for this position? 
• What is your most significant accomplishment? (Cite a professional accomplishment.) 
• What are you salary expectations?  

! Avoid giving a number. A good response is, “I am interested in hearing and learning 
more about the opportunity so that I can take into account all personal and 



 

professional factors. Compensation is NOT my motivating factor.” If you feel 
FORCED to give a number, state the salary range that your Recruiter gave you.  

 
 
 
 
 
 
 
• What do you think of your last company or boss? (Be positive) 
• Have you ever been criticized at work? How did you handle it? 
• What do you do when you have a problem that you are unable to solve? 
• What do you feel you can learn from this position? 
• How is your technical competence? 

 
INTERVIEW ETIQUETTE - APPEARANCE 

 
Clothing: A business suit is required for all interviews even if you know that a company has a 
casual dress environment. Wear conservative colors and be sure that your shoes are 
polished. Women: Traditional suit with skirt preferred. (Pant suits may be a risk: generational 
differences). 
 
Grooming (Men): Please wear a conservative style suit that reflects professionalism. Your 
hair should be trimmed and neat. Facial hair should be cleanly shaved. Do NOT wear any 
cologne – the scent could possibly irritate the interviewer(s). Be sure that your nails are filed 
and groomed. 
 
Grooming (Women): Please wear a conservative style suit that reflects professionalism. Do 
not wear too much make-up, and be conservative with facial enhancement. If you wear nail 
polish, please use a conservative color. Be sure that your nails are filed and groomed. Do 
NOT wear any perfume – the scent could possibly irritate the interviewer(s).  

 
INTERVIEW ETIQUETTE – DRIVING TO THE INTERVIEW  
 

Arrive early and beat traffic by planning to be at the interview 10 to 20 minutes early. You 
might have to complete paperwork, so early arrivals are often appreciated.  
 
Always use directions from an internet map site as a guide only. I recommend driving to the 
interview location the night before so that you are sure you will find it the next day. 

 
INTERVIEW ETIQUETTE – INTRODUCTIONS & DISCUSSIONS  

 
Introduce yourself with a firm but friendly handshake. Be sure to smile even though you may 
be nervous. Show them that you have poise and confidence. Think about how you are going 
to say hello and break the ice. Do you like the office design? Is it a great commute for you? 
Making small talk is ideal to breaking the ice and showing off your people skills. Do 
NOT say anything that can perceived as negative! 
 
Prepare a 3-4 minute response to the question, “Tell me about yourself”. During the first two 
minutes, cover as many of the hiring manager(s) hot buttons as possible. In the final two 
minutes, summarize all remaining areas of your experience you consider relevant to the 
position.   
 



 

Briefly mention any personal interests that you feel you may have in common with the 
manager (i.e.: if they have a picture of their kids in their office or portray any athletic interests, 
and etc.) DO NOT GET TRAPPED talking about these interests for more than a minute or 
two. It’s important they like you, but you still need to sell yourself. 
 
Ask interviewers to explain what a typical day is in the position. Remember, you are 
interviewing them as much as they are interviewing you! Be sure that you truly understand 
the role and expectations so that you are able to make an informed decision at a later time. 
Something to remember: Pick up on the hiring manager(s) hot buttons; sometimes H/R 
writes job descriptions but hiring manager(s) have a more realistic perspective of the role. 
This gives you a chance to sell yourself with the SPECIFIC EXAMPLES that you prepared.  

 
 
 

QUESTIONS OF THE HOUR – “PERCEPTION IS THEIR REALITY” 
 
Be sure to ask the following three questions prior to ending an interview. If you meet with 
multiple individuals, ask each one the same questions. Most candidates do NOT ask these 
questions – so set yourself apart!  
 
1. Have I answered all of your questions? This shows courtesy and interest on your 

behalf. It also provides the interviewer(s) with a final opportunity to get more information 
about you, which is always a good thing!  

 
2. What are you hesitations about hiring me? Do not ask if they have any hesitations, but 

rather what the hesitations are. This will catch them off guard, so most likely they will be 
honest with you. This allows you to respond, explain, and eliminate any misperceptions 
they might have formulated during the interview for whatever reason. This may be the 
one question asked that gets you the job!  

 
3. What are the next steps and when do you expect to make a decision? Again, this 

shows your interest in the position and may also provide insight on how quickly they are 
moving on hiring someone for the role.  

 
AVOID THESE PITFALLS 
 

1. NEVER site a concern to the hiring manager (i.e.: commute, quality of life, work hours, 
childcare, etc). If you have a concern, you can discuss it with your Recruiter. Get the job 
offer first! 

 
2. NEVER discuss money, benefits, training, hours, or dress code. It is our job to negotiate 

those for you, and you never want to over –or– under sell yourself! 
 
3. NEVER answer with a straight “No”. Always come back with, "No I have not, but…” 

 
“…I feel that my skills will allow me to make a smooth transition. I have always been 
quick to catch on and with a concentrated effort.” 
 
 “…that's an area I have been interested in for some time and would like to get more 
exposure. I can assure you that if it's necessary to do the job, then I will make the 
commitment to learn it on my own time.” 

 
 



 

SAMPLE QUESTIONS TO ASK THE HIRING MANAGER 
Use these as a guide ONLY and tailor your questions to the company and your research. 

 
Industry and Company Questions 
What are the company’s biggest challenges?   
What do you see as the best opportunities for the company to succeed? 
What are the current growth trends in the industry and how do you compare against your 
competitors? 

 
Questions for Human Resources 
Who will make the hiring decision? 
Have you experienced high employee turnover?  What are the reasons? 
Why is this position open? 
Can you tell me about the responsibilities of the job? 
What skills do you think are the most critical to succeed? 
What is the management style of the hiring manager? 
Are you expecting to have a second or third round of interviews? 
When are you looking to make a decision? 
 
Standard Questions for Hiring Managers 
What are the key responsibilities for this position? 
What are the biggest challenges in this role? 
If I were to work here, what would be my first project? 
How is the department structured? 
What specific skills are you looking for? 
 
My Favorite General Questions for Hiring Managers: 
How would you describe your management style? 
How do you motivate your employees? 
How would you describe the working relationships among member of your team? 
What do you find most satisfying about being here at this company as well as in this role? 
How do my qualifications appear compared to other candidates you are considering? 
What areas in your department do you feel need improving the most? 
 
My Favorite Culture/Financial Performance Questions for Hiring Managers: 
What is your business model?  
How is the company’s long-term strategy built for long-term success? 
What is the financial performance of ABC Company? 
What is the overall hire to termination ratio for XYZ Company?  
What is the typical tenure of your employees? 
What is the culture at your company? 
 

 


