Career Development Office

Interviewing Guidelines

Before the interview
Research:;

e The interviewer: Find out the name of the interviewer(s) and their bios or background
information.

e The firm: Find out about its practice areas, structure, pro bono work, attorneys, clients,
published cases, office locations, etc. Interviewers will not be impressed if you discuss
career aspirations in a practice area in which the firm is not involved.

e Yourself: Know yourself, your skills and your interests. If you are interested in
bankruptcy law, be able to explain your reasons and qualifications. Know where you
want to be in five years, ten years, etc. This shows that you have taken your career
seriously.

The more research you conduct about the interviewer(s) and the firm (whether it be via website,
articles, case law, networking, etc.) the more opportunity you will have in the interview to relay
your knowledge and display your interest in seeking employment with that firm. The interview
is also an opportunity to determine whether the employer will a good fit for you.

First impression

Make a good first impression. Arrive on time. Look and dress professionally. Be conservative
in your use of jewelry, cosmetics and fragrance. Bring a portfolio with extra copies of your
resume, writing sample and references. Be polite to everyone including the support staff as they
often provide feedback to the interviewers. Greet the interviewer with a smile and firm (but not
bone-crushing) handshake which shows confidence. Limp handshakes get noticed. Start or
facilitate a small conversation before the interview begins to help establish a rapport and “break
the ice.”

Practice before the interview
Anticipate potential questions and practice your responses so when you are interviewed, you will







etc. into your conversation. Do not just answer “Yes” or “No.” Try to elaborate by using specific
examples of how you have demonstrated a particular skill, etc.

After the interview

Follow-up within 24 hours with a thank you note to each person with whom you interviewed. If
you have the time, a handwritten note is preferred. If not, an individualized email or typed letter
is acceptable. In either case, make sure there are no typos. Do not send an email to one person
and ask him/her to forward it to the other interviewers. This is unacceptable by many
interviewers and often will not be forwarded anyway.

Unless you have a good reason to contact employers inquiring about an offer, such as another
offer with a deadline, do not contact them repeatedly. If you have been given a date by which a
decision will be made, it is generally appropriate to place a status call after a reasonable time.

Suggested reading
Please visit our Career Development Collection in the Law Library for great resources on
interviewing.




Career Development Office
Interviewing Workshop

PERSONAL CHARACTERISTICS

Employers will often ask you to describe yourself or to tell them a little about yourself in an
interview. Before interviewing, give some thought to the personal qualities that best
describe you, specific examples that you can relate to the employer, and how these
qualities would bring value to the employer.

Accurate Diplomatic Persevering
Adaptable Discreet Poised
Ambitious Disciplined Positive
Analytical Efficient Practical
Articulate Enthusiastic Precise
Assertive Flexible Productive
Attentive Friendly Professional
Calm Honest Persuasive
Capable Independent Realistic
Competent Innovative Reliable
Confident Inquisitive Resourceful
Congenial Intelligent Respectful
Conscientious Inventive Responsible
Considerate Logical Self-starter
Consistent Motivated Sincere
Cooperative Objective Tactful
Creative Open-minded Team player
Decisive Optimistic Tenacious
Dedicated Orderly Thorough
Deliberate Organized Trustworthy
Dependable Outgoing Versatile

Employers have also identified certain characteristics as indicators of potential success as a
lawyer. Some of these characteristics or qualities are:

Good communicator
Charisma

Team player/consensus builder

Intelligence

Personal integrity/strength of character
Client development potential

Common sense

Enthusiasm

Ambition/drive

Hard-working

Confidence/ humble assertiveness
Problem-solving skills

Creativity

Good personality
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SKILLS

Many employers have identified certain skills that are necessary for a person to be an
effective advocate. Consider the list of examples provided below and determine which
skills you possess, as well as any other skills you currently have or are developing that
make you an ideal candidate for the position. Then think of specific examples or
experiences that you can discuss with an interviewer to demonstrate how you have
displayed these skills in your past.

Listening Interpretation of data
Reasoning Public speaking
Analysis Problem solving
Mediation Negotiation

Empathy Research and writing
Organization Time management
Diplomacy Client development

Four Main Cateqgories of Skill Sets







32. Where do you see yourself in 5 years? 10 years?

33. What 2-3 accomplishments have given you the most satisfaction?

34. Have you ever had any difficulty getting along with fellow students or faculty?

35. How do you spend your spare time?

36. What kinds of books or publications do you read?

37. What is your greatest obstacle that you have had to overcome in your life/career?

38. Is there anything | should know about you that we have not covered? (say something)

Situational Interview Questions _:
Whatwouldyo X GR LMW\SHV RI TXHVWLRQV

6KRZV LQWHOOHFWXDOO\ SHUVRQ NQRZV SURFHVV WR DGGUHVV Ft
have specific experience).

Problem with this type of question is that it assumes people do what they say they will do. So
try to incorporate example if possible.
¢ How would you handle a situation where you had conflicting information with which to
make a decision?
¢ What would you do if given a project and once you get in to it you realize you need more
LQIR EXW \RX Kdih§ids? UHDFK
e What would you do if you were given a joint project to complete with a co-worker and
he/she is not doing the work that he/she is supposed to do.

Unigue Interview Questions

Used to judge creativity, judge ability to think on feet, measure ability to deal with ambiguity,

measure ability to convey an idea; keep a straight face when faced with something unexpected.

ORVW LQWHUYLHZHUYV GRQYW XVH WKHVH W\SHV RI TXHVWLRQV
e Who are your heroes and what makes them your heros?
e 11382.63 38end




Comparisons between Traditional and Behavioral Questions

=

How do you deal with an angry or upset customer? 9HUV XV «
2. WH DOO KDYH WR GHDO ZLWK FXVWRPHUV ZKR DUH DQJU\ « W}
you have had to deal with a customer.

1. What would you do if someone asked you to do something unethical? 9HUV XV «
2. Tell me about a time you were asked to do something that you felt was unethical.

1. How do you work under stress/pressure? 9HUV XV «
2. Tell me about a time you had to perform a task under a lot of stress (or about a time
when you did not handle a stressful situation well).

1. What motivates you to put forth your best effort? 9HUV XV «
2. WH DOO JHW DVVLJQPHQWY ZH UHDOO\ GRQTW ZDQW WR GR« J
happened to you and tell me how you motivated yourself to get it done.

Examples of Behavioral Questions

Action Oriented:
¢ Tell me about a time when you willingly took on more work even though you were
already busy.
e G2







Formulating Responses to Behavioral Interview Questions

You will want to utilize the STAR Method in formulating a response to a behavioral
guestion. Describe:
Situation zbriefly describe the challenge or problem faced
Task -
Action xconcrete steps taken to address situation/solv[(T)-8CID 2ETBTIF9 11.04
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