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(0 O Prepare papers for your interviewincluding extra copies of yourresumel] job reference lists’ reference letters
(I legal pad for taking notes’ and any other information that you may wish to have with you.During Your Job
Interview(] Arrive 10 to 15 minutes early.Don’ t take any chances that you might beeven one minute late. Treat all
people you encounter with professionalism and kindness. Thatreceptionist or secretary or maintenance man may
offer his or heropinion of you to the boss.It will count.Dont let the employerS casual approach cause you to drop
your mannersor professionalism.You should maintain a professional image.Don’ taddress the interviewer by his
or her first name unless you are invited to[J

Don’ tchew gum or give off smell like smoke.Don’ t take cell phone callsduring an interview[]

If you carry a cell phonel] turn it off during theinterview to be sure it doesn’ tring.Don’ tever interrupt the
interviewer.even if you are anxious andenthusiastic about answering the question.Be aware of your non.verbal
behaviors——sit straight.smile as often asyou can’ maintain eye contact but don’ t stare the interviewer down[]
leanforward but not invading the interviewer’ S space.Sit still in your seat[] avoid fidgeting and slouching.
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