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RESUME WRITING 
 
The main purpose of a resume is to help you obtain a job interview. A 
resume does not need to include everything you have done, but it should 
highlight your skills and strengths as well as your professional experiences.  

 
RESUME CHECKLIST 
HEADER 

□ Does your header contain one email, one phone number, and one 
address? (LinkedIn URL optional) 

□ Is your email appropriate? 
□ Have you set up your voicemail with a professional message? 
□ Is your name slightly larger and bold? 

 
INVENTORY YOUR EXPERIENCE (pg. 5) (Not all of these will apply to you)  

□ Education, Trainings, Certifications 
□ Research, Relevant Coursework, Projects 
□ Previous Employment (Experience), Internships 
□ Military Experience 
□ International Experience 
□ Community Service, Volunteer Work 
□ Activities, Campus Involvement 
□ Leadership Experience, Honors, Awards 
□ Technical Skills 
□ Languages (not including English-if applying in the U.S.) 
□ Professional Associations 

 
ORDERING YOUR EXPERIENCES (pg. 7) 

□ Are your most relevant experiences (paid or unpaid) to the top and 
left of your resume? 

□ Did you use section headers related to YOUR experiences (paid or 
unpaid)? 

□ Do you have more than one item in each section? If not, can you 
combine sections? 

□ Are your bullet points formatted similar to the examples in the Career 
Center Resume & Interview Guide? 

□ Do your bullet points include transferable skills as well as job duties?  
□ Are the job duties you’ve included relevant to the position you are 

applying for? 
□ Have you exaggerated any of your experiences? If so, revision is 

recommended. Honesty is very important. 



4 
 

 
FORMAT 

□ Have you used a template? If so, it is typically recommended to start 
over with your own original document. 

□ Have you double-checked grammar and spelling? 
□ Are you on one page? This is the standard for undergraduates. If you 

are on two pages, you might want to check with a Career Center 
advisor or faculty member. 

□ Have you included your high school or activities from high school 
(recommended to remove after the end of your sophomore year)? 

□ Did you use a font size of 10 or larger?  
□ Is your main font a consistent size (you could include larger section 

headers)? 
□ Are your dates aligned?  
□ Have you used a consistent format for all of your dates (12/2018, Dec. 

2018, or December 2018)? 
□ Are you utilizing white or neutral paper (or resume paper, if possible) 

and black text? 
□ Have you left off pictures, graphics, and color text/lines (if you’re not 

in a design-oriented field)? 
 
PROOFING 

□ Have you had someone else review your resume? 
□ Have you used the Career Center Resume & Interview Guide to view 

examples? 
□ Does your resume appear balanced on the page (not a lot of white 

space on the left or right sides)? 
□ Is your degree and GPA (if you wish to include/ typically if it’s 3.0 or 

higher) listed correctly according to KSIS? 
□ Have you used capitalization/punctuation/bolding/italics consistently? 
□ Have you used different action verbs (at the beginning of each bullet 

point)? (pg. 9-10) 
□ Did you change your bullet points or move your sections to tailor your 

resume to the position? (pg. 7) 
□ If you are applying for Federal positions on usajobs.gov are you aware 

that your resume could be different? Have you researched the 
differences? 

□ ARE YOU PROUD TO PRESENT THIS DOCUMENT TO AN EMPLOYER OR 
GRADUATE SCHOOL? 
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INVENTORY YOUR EXPERIENCE 
Catalog your experiences and what you have been involved in over the past 
3-4 years. Customized your document to emphasize college experiences. 
Do not include anything from high school after your freshman/sophomore 
year of college. Consider the following categories for things you might 
include: 

• Education, Trainings, Certifications 
• Research, Relevant Coursework, Projects 
• Previous Employment, Internships 
• Military Experience 
• International Experience 
• Community Service, Volunteer Work 
• Activities, Campus Involvement 
• Leadership Experience, Honors, Awards 
• Technical Skills 
• Language Proficiencies 
• Professional Associations 

IDENTIFY AND COMMUNICATE YOUR SKILLS 
Examine your experiences and determine what special skills, abilities, and 
knowledge you have gained from them. Communicate this information 
through bulleted, action statements.  

• Begin each bullet with an action verb 
 See a list of action verbs on pages 9-10 

• Make sure you are using the correct tense. Use present tense 
(develop) for current experiences, and past tense (developed) for 
previous experiences 

• Use brief, yet descriptive phrases to show how you have acquired 
and/or utilized your skills, abilities, and knowledge 
 

WRITING EFFECTIVE BULLET POINT STATEMENTS 
Use strong action verbs to describe relevant job transferable skills, and/or 
outcomes or accomplishments. 
 
ACTION VERB TENSE 
Jobs/Activities you are currently doing = present tense (develop). 
Jobs/Activities you did in the past = past tense (developed). 
 
PERIODS?  You can use periods at the end of your bullet point statements 
or not, as long as you are consistent.  
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TRANSFERABLE SKILLS:  
Examples: Communication, teamwork, problem solving, organization, 
analytical, technical, selling 
 
OUTCOME/ACCOMPLISHMENT STATEMENTS: 
Examples 

• Recognized by supervisor for work ethic, timeliness, and resolving 
unique customer concerns efficiently. 

• Promoted to Kitchen Lead upon recognition of work ethic, 
timeliness, and ability to collaborate with a team of 5-7 employees. 

• Received a raise after one year of service based on work ethic and 
leadership in the server role.  

• Recommended a change to mailings from paper to electronic which 
was implemented resulting in $600 decrease in expenses per 
quarter. 

  
The following questions can serve as stimuli in identifying and writing 
your achievements: 
 

1. Did you solve a recurring problem for your area, department or 
section? 

2. Did you suggest any new procedures or programs for the 
company? 

3. Did you make any job easier or more efficient? 
4. Did you train anyone? 
5. Did you implement a new procedure or system? 
6. Did you do a job with fewer people? 
7. Did you do a job in less time than before? 
8. Were you asked to do a special project? Take on new 

responsibilities? 
9. Did you exceed your targets, goals or objectives? 
10. Did you receive any awards or special recognition? 
11. Did you do anything for the first time at the organization? 
12. Did you save the company money? 
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What could be the result or benefit of what you did?  
 
Perhaps you 

• Increased productivity 
• Improved performance 
• Reduced time  
• Increased efficiency 
• Improved reliability 
• Reduced costs 

 

 
• Reduced waste 
• Streamlined workflow 
• Improved safety 
• Improved working conditions 
• Increased sales 
• Created something new 
• Improved the customer 

experience

TAILOR YOUR RESUME 
It is important to match your skills with the employer’s needs. In order to 
make your resume stand out, you must tailor your resume to the position 
you are applying for. 

• Utilize the job description; analyze it and identify key skills that the 
employer is looking for. 

• Make sure to incorporate the desired skills that you have within 
your action statements. 

• Do not simply state that you have these skills; use examples to 
SHOW how you have demonstrated them. 

 

ORGANIZE YOUR RESUME 
You want the information on your resume to be easily accessible. An 
employer should be able to find the information most relevant to the job 
description in the first 6-30 seconds.   

• Name and contact information is always listed first. 
• Objective statements are optional and if used should be brief and 

specific. 
 
 
 
 
 

• Within your education section, you might also list study 
abroad/international experience and/or certifications that apply to 
your major. 

You may want to use an objective statement for a career 
fair to be clear regarding the type of position (full-time, 
internship, etc.) and the time frame e.g., (Summer 2016). 
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• Your experience section should include significant experiences, 
particularly those most related to your field; they do not have to be 
paid positions. Consider: jobs, internships, leadership positions, 
activities, volunteer work, significant class projects, etc. 

• Prioritize your resume; the most relevant information should 
always be toward the top. 

Additional Tips: 
• Length should be one page for most undergraduates. 
• Capitalization, punctuation, bolding, dates, etc. need to be 

formatted consistently. 
• Never exaggerate your experiences. 
• Add numerical details when you can; this will help to quantify your 

experiences. 
• Avoid excessive white space. 
• Your resume needs to be error free—no typos, grammatical errors, 

etc.  
 See pages 11-33 for resume examples 

  

Be sure to upload your resume to your Career 
Center Account for employer viewing. 
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ACTION VERBS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



10 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



11 
 

RESUME EXAMPLES 
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PREPARE YOUR REFERENCES 
When selecting references, be sure to ask people who are willing and able 
to provide positive, specific feedback. 

• Always ask if they are comfortable serving as a positive reference; 
never assume. 

• References should be listed on a separate piece of paper with the 
same header as your resume. 

• Information should include: reference name, job title, company 
name, address, email, and phone number. 

 
 See the references page example on page 35 

 

 

APPLY FOR THE JOB 
Submitting your application materials might seem like a small task 
compared to creating it, but everything connected to your resume is a 
reflection of you.  In order to make a good impression 

• Carefully follow the instructions in the job listing. 
• If submitting via mail, use professional paper and envelopes. 
• If submitting via email, the subject line should include the job title 

or reference number. Include a short cover letter in the body of the 
email, and send your resume, references, and cover letter as 
attachments. Consider submitting your resume as a .pdf file to 
ensure your formatting is retained. 

• If submitting via an online system, copy and paste text from 
resume into data fields to ensure correct spelling. 

  

Be aware that electronic applicant 
tracking systems (ATS) may search key 
words to pre-screen your resume. Use 
key words from the job description in 
context; do not just include them as a 
list of skills. 
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REFERENCE PAGE EXAMPLE 
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CURRICULUM VITAE (CV) 
 
CVs are commonly used by individuals with graduate degrees who are 
applying for positions in academia or research. The goal of this document is 
to construct a scholarly identity, thus the focus should be on teaching 
experience, research, and publications. 

WHAT TO INCLUDE 
CVs may vary based on the emphases of different disciplines, so make sure 
that you refer to recent examples from people in your field. Common 
categories to include are:  

• Education, research projects 
• Teaching experience, academic and related employment 
• Publications, presentations, recognitions, awards 
• Professional associations 
• Departmental and community service 

FORMAT YOUR CV 
There is not one set format for CVs. The most important consideration 
regarding format is to be clear, concise, and consistent.  

• Content will determine length; there are no page restrictions, but 
everything on your CV should be purposeful. 

• When writing descriptions, use detailed yet brief action statements 
such as those used for resumes, or short summary paragraphs. Use 
one style consistently throughout.  

• Formatting should enhance readability, not hinder or distract. 
• Include references either as a section or as a separate page. 

 See the references page example on page 35. 

ORGANIZE YOUR CV 
The most important information should come first on your CV. The type of 
position determines the importance of information. For example, research 
experience is more relevant when applying to a research university than 
when applying to a liberal arts school that gives priority to teaching 
experience. Give careful consideration to the position description and what 
the organization values when organizing your CV.  

 See pages 37-43 for CV examples. 
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CV EXAMPLES 
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COVER LETTER 
 
Applications for professional positions often require both a resume and a 
cover letter. Your cover letter should not simply restate your resume in 
paragraph form; it should connect your skills and experiences to the job 
description.  
 

USE THE JOB DESCRIPTION 
Just as you tailor your resume, you should always tailor your cover letter by 
using the job description. Identify three main skills the employer is seeking, 
and communicate how you have demonstrated or developed these skills 
through your experiences.  
 

ORGANIZE YOUR COVER LETTER 
Cover letters should be kept to one page, and have a standard, three to 
four-paragraph structure.  

• Use the same header as your resume. 
• Always try to address the letter to a person; avoid using “To Whom 

It May Concern” if possible. 
• Paragraph 1: Briefly introduce yourself, how you found out about 

the position, why you are interested, and what skills you can 
contribute. 

• Paragraphs 2 & 3 (if needed): Describe why you are the best 
candidate, examine the job description and highlight your skills as 
they relate to the position. 

• Paragraph 4: Restate your skills in a summary statement, indicate 
when you will follow-up on your application, provide your contact 
information, and thank the employer for his /her time and 
consideration. 

 See pages 46-48 for cover letter examples. 
 
 
 
 
 
 
 
 

When it is not possible to follow up on 
your application, consider changing 
your conclusion to resemble the 
example on page 48. 
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COVER LETTER EXAMPLES 
 
  



47 
 

  



48 
 

 

 
  



49 
 

NETWORKING 
 
Networking is talking to people about your career goals and experiences. 
Networking is not asking someone for a job. 

DEVELOP A PLAN 
• Identify people you will contact and decide how you will connect 

with these individuals. 
• Create a list of contacts: mentors, professors, advisors classmates, 

previous employers, etc. 
• Search for people with your desired position using a professional 

social networking site like LinkedIn.com.  
• Determine your preferred mode of communication. 

COMMUNICATE WITH A NETWORKING CONTACT  
When seeking to connect with a networking contact, you may want to send 
a networking letter to set up an informational interview.  

 See the networking letter example on page 50. 

The purpose of an informational interview is for you and the employer to 
exchange information and get to know one another without reference to a 
specific opening. During an informational interview, make sure to 

• Have specific questions about the field and the company; you will 
need to do some research on the company. 

• Have a resume with you in case the employer asks for a copy, 
otherwise you can follow up with an email and send an electronic 
version. 

• Send a thank you within 24 hours of the interview. 
 See the networking thank you example on page 51. 

Sample Questions: 
• What path led you to the position you are in today? 
• What kind of preparation is needed for this job? 
• What do you like/dislike most about your current position? 
• Can you describe your company’s culture? 
• What are the top three things you spend your time doing? 
• Who else do you recommend I talk to? 
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NETWORKING LETTER EXAMPLE 
 
  January 5, 2018 
 
James Denison 
Account Manager 
P & R, LLC 
555 Lions Drive 
Kansas City, MO 64444 
 
Dear Mr. Denison: 
 
Dr. Thomas Martinez, a Finance professor here at Kansas State 
University, suggested I connect with you regarding the finance 
industry in Kansas City.  I will complete my Bachelor’s in May 
and am hoping to learn more about P & R, as well as your 
personal career path.  
 
I would appreciate the opportunity to introduce myself over a 
cup of coffee, through a 10 minute phone conversation, or 
during a short meeting at your office.  I will follow up with a 
phone call this Friday. In the meantime, feel free to contact me 
at (785) 555-5555 or msall@k-state.edu. 
 
Sincerely, 
 
 
 
 
Mark Salling 
1234 College Street 
Manhattan, KS 66502 
(785) 555-5555 
 

4 spaces 
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Samantha White 
555 Bluemont 
Manhattan, KS 66502 
 
July 15, 2018 
 
 
Mr. Kade Tyde 
Associate Vice President 
Tran Corporation 
555 SW 10th St. 
St. Louis, MO 63127 
 
 
Dear Mr. Tyde: 
 
Thank you for the opportunity to meet with you regarding 
your role at Tran Corporation. It was very helpful to hear 
your perspective on the current job market and your ideas 
about Tran’s global positioning.  
 
As we had discussed, I am including my resume for your 
review and/or to pass on as you see fit. I certainly 
appreciate your time and consideration in meeting with me, 
and I look forward to continued communication. 
 
Sincerely, 
 
Samantha White 
swhite@k-state.edu 
www.linkedin.com/samwhite 
 

 
 
 

NETWORKING THANK YOU EXAMPLE 
 
  

If sending via email, 
exclude all the contact 
information and begin 
with the greeting, 
which can be slightly 
more informal: Hello 
Mr. Tyde  
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CREATE YOUR 30 SECOND INTRODUCTION 
This is an introduction that provides the person you are talking to with key 
information about you. It is often given in response to the question “Tell 
me about yourself.” This should be conversational, not rehearsed. Include 

• Your name, year, and major 
• How your skills/experiences relate to the position, or would benefit 

the employer 
• What you are looking for  

 
 
 

 

 

MAINTAIN AN APPROPRIATE ONLINE IMAGE 
You can utilize social media to not only promote yourself professionally, 
but also to find out about job opportunities and stay connected with 
professional contacts. 

• Always represent yourself online as you would in person; some 
employers will search social networking sites, Google, etc. to 
obtain information on job candidates.  

• Be aware that some social media information might be accessible 
even if you think it is secured. 

• Communicate what type of position you are looking for. 
• Interact with companies you are interested in. 
• Connect with recruiters when possible. 
• Follow professional associations and organizations. 
• Utilize LinkedIn as a tool to maintain and build professional 

connections. 

 
 
 
 
  

Take advantage of when employers are on-campus: 
networking nights, informational sessions, etc. 

Join groups using LinkedIn to meet alumni in your 
field.  The KSU Alumni Association has an alumni 
group. There are also informal alumni groups. All 
are good resources for networking. 
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INTERVIEWING 
 
The interview is a critical aspect of a successful job search. You must be 
able to effectively sell yourself and your skills to a prospective employer.  

HOW TO PREPARE 
Before the interview, you will want to prepare by researching the employer 
and practicing your interview skills. You will also want to plan appropriate 
interview attire.  

RESEARCH THE EMPLOYER 
Review the company website, literature and press releases, visit with 
current employees, or contact a career advisor or professor. Research the 
following areas 

• Locations 
• Products and services 
• Mission of the company/organization 
• Major failures and accomplishments  
• Financial records 
• Reputation 
• Major competitors 
• Office culture and  structure 

PRACTICE INTERVIEWING 
Review your skills and experiences, and practice answering interview 
questions aloud: 

• Schedule a mock interview with your Career Center advisor. 
• Participate in employer mock interviews. This is a great way to 

practice without the pressure of having a job on the line. 
• Practice with a friend or family member. 
• Practice interviewing in professional attire to realistically simulate 

an interview experience. 
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DRESS TO IMPRESS  
How you choose to visually present yourself makes a lasting impression. 
Here are some tips to help you dress appropriately for your interview: 

For Women 
• Suits: Wear a conservative pant or skirt suit in a neutral color; the 

skirt should be at least knee-length. Make sure clothing is not too 
tight or too loose 

• Blouses: Keep it simple. Avoid flashy colors and styles, low-cut 
necklines, strapless, halters, sheer, and tank tops 

• Shoes: Flats or low heels up to 2 inches are appropriate. If you 
cannot walk normally in them, do not wear them. Avoid bright 
colors, sparkles, and prints. Pair with plain tights or stockings. 
Avoid bold patterns and lace 

For Men 
• Suits: Wear a dark colored, two-piece suit; jacket and slacks should 

not be contrasting colors. Dark blue, gray, brown, black, or muted 
pin-stripes are all acceptable  

• Shirts: A white or light colored button-down shirt with a collar is 
appropriate. It should always be ironed. Wear a plain white t-shirt 
underneath light colored dress shirts 

• Ties: Ties are a non-negotiable. Always wear a tie. Keep it simple, 
conservative, and complimentary to your suit 

• Shoes: Wear brown or black dress shoes; match your belt and 
shoes. Socks should cover your calf and match your suit color; no 
white athletic socks 

General Tips  
• Avoid excessive jewelry, make-up, cologne, or perfume.  
• Make sure you are clean and well-groomed: shoes are polished, 

fingernails trimmed, conservative nail polish, clean shaven, hair is 
styled appropriately. 

• Instead of a casual purse or backpack, carry a professional bag or 
portfolio. 

• Dress one step above the office culture.

Expectations regarding appropriate interview attire can 
sometimes vary by industry/organization. If you have questions 
about what is appropriate, ask for a second opinion and/or talk 
to your Career Center advisor. You can also view sample 
interview outfits on the Career Center website. 
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DAY OF THE INTERVIEW CHECKLIST 
• Know how to get to your interview location and arrive 10 minutes 

early.  
• Take a pen, notepad, and other relevant documents (extra 

resumes, references, letters of recommendation, writing samples, 
portfolios, etc.). 

• Turn off your cell phone and all other electronic devices. 
• Your interview starts as soon as you enter the building. While in the 

waiting room, smile and ask the names of everyone you meet, 
including the receptionist. 

• During the interview you should smile, refer to the interviewer by 
name, give a firm handshake, and make appropriate eye contact. 

• Show your interest and excitement for the job to the interviewer. 

INTERVIEW FORMATS 
Interviews may be conducted in several different formats.  

VIRTUAL/PHONE INTERVIEW- Skype/Zoom 
Employers often use these interviewing methods to screen candidates for 
on-site interviews: 

• Prepare just as you would for an on-site interview. 
• Be sure you are in a quiet location and will not be interrupted- 

remove animals and people. 
• Check your background. 
• Make sure your signal is strong. 

Virtual
• Dress exactly as you would for an on-site interview. 
• Maintain eye contact with the camera, not the screen. 

 
Phone  

• Keep your resume close by and take notes. 
• Speak directly into the phone.
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GROUP INTERVIEW  
Employers will interview a group of candidates at the same time in order to 
get a sense of your leadership potential and style.  

• Observe the group dynamics and try to offer valuable input; if you 
are unsure of what is expected from you, ask for clarification from 
the interviewer. 

• Treat others with respect; avoid overt power conflicts, this will 
make you look uncooperative and immature. 

PANEL INTERVIEW 
A panel involves only one interviewee, but multiple interviewers.   

• Shake the hand of each interviewer. 
• Bring extra copies of your resume. 
• When answering a question, begin by looking at the person who 

asked the question; also make eye contact with the other panel 
members. 

• Thank everyone at the end, send individual thank you notes. 

ON-SITE INTERVIEW  
The on-site interview occurs at the company’s location and is often the 
final step in the interview process. It is also your final opportunity to 
evaluate the company and determine if it is the right fit for you. Don’t be 
afraid to ask your contact within the company (this is typically the person 
who conducted the initial interview) some of the following questions: 

• Who will I be meeting with?  
• Will there be any other activities scheduled? 
• What more can I do to prepare myself for this visit? 

DURING THE INTERVIEW 
You are being evaluated on two things while interviewing: what you say, 
and how you say it.   

WHAT YOU SAY  
The behavioral style interview is one of the most commonly used; it is 
based on the idea that your past performance predicts your future 
behavior. Behavioral interview questions are open-ended inquiries that 
may start out with the following phrases: 

• Tell me about a time… 
• Describe a situation in which… 
• Give me an example… 
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Interviewers are looking for specific examples from your experience. Your 
answers can come from work, classroom, personal, and volunteer 
experiences.  

 See pages 61-62 for a list of behavioral interview 
questions as well as common and academic interview 
questions. 

Answering Behavioral Interview Questions 
 
The STAR (L) method is a great way to answer most interview questions. It 
sets up the basics of a story composition. 
 
Situation: Set the scene for your example – provide some brief context.  
• Task: Describe the specific task you work on in more detail (remember 

to stay focused on the question). 
• Action: Explain what YOU did, what YOUR specific role was, or what 

step YOU took in the situation. 
• Result: Share what happened as an outcome of your effort. 
• Learned: Describe what concepts you’ll apply the next time you are in 

this situation – what did you learn from this experience that is 
applicable to future work?  

 
Question: Tell me about a time when you faced a challenge as a team 
leader. 
 
Situation: Last spring, I was a site leader for an alternative spring break 
trip that traveled to the Calcasieu Parish in Louisiana to learn about the 
root causes of homelessness in the area and actively work on a Habitat 
for Humanity site.  
• Task: Each day for a week, we were to live in a cabin on a camp 

ground, cook for ourselves, and use van transportation with our 
advisor to travel to the Habitat for Humanity site. When we arrived, we 
learned that we would not be needed on the Habitat site for full days. 
Our team of student participants were investing their own money and 
spring break time into this trip to learn about this important social 
justice issue, so I needed to figure out an alternate plan. 

• Action: I worked with our team advisor to identify food pantries in the 
area and reached out to a few of them. We served with a food pantry 
site in the afternoons after leaving the Habitat site. 
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• Result: We were able to serve the community as volunteers in two 
different ways and this expanded our knowledge of how poverty and 
homelessness was being addressed in this community.  

• Learned: When planning for a trip like this, it is a good idea to confirm 
contacts and the itinerary before departures by emailing and/or calling 
the contact you will be working with. I also learned how to be an 
adaptable group leader and to maximize potential opportunities. 

 
ASKING QUESTIONS 
Toward the end of the interview, you will be asked if you have any 
questions. Do your research on the company; demonstrate interest and 
initiative by having questions prepared. They should be things you 
genuinely want to know about the company. Do not simply ask something 
generic for the sake of asking. If you have questions regarding what you 
ought to ask the employer:  

 See pages 63-64 for a list of questions you can ask. 

HOW YOU SAY IT 
It is important to keep your body language open and positive while 
interviewing. Here are some tips to keep in mind:   

• Use a firm handshake.  
• Remember to have direct eye contact. 
• Keep your facial expressions relaxed. 
• Stand tall and sit tall.       
• Pay attention and nod attentively. 
• Remember to smile. 

Be sure to 
• Listen intently to the interviewer and ask questions. 
• Use gestures to emphasize main ideas or key words. 
• Take a brief pause before you respond to each question. 
• Use a positive tone of voice, and speak at a volume that all can 

hear, yet not too loudly. 

Be sure not to 
• Fold your arms across your chest. 
• Fidget or play with objects on the table. 
• Chew gum or eat/drink. 
• Dwell on mishaps or negative experiences. 
• Inquire about salary and benefits, unless introduced. 
• Share negative stories about your previous employment. 
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AFTER THE INTERVIEW 
FOLLOW-UP WITH A THANK YOU 
Interviewers expect it! Use the most appropriate method from the 
following: 

• Thank you letter: You can either type the thank you letter or 
handwrite a thank you note. Send in the thank you note within 1-2 
business days of your interview 

• Email: If your correspondence with the employer before the 
interview has been via email, then it is acceptable to follow-up with 
a thank you note via email within 1-2 days of your interview 
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THANK YOU LETTER EXAMPLE 
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INTERVIEW QUESTIONS 
COMMON INTERVIEW QUESTIONS 

• Tell me a little bit about yourself. 
• What are your greatest strengths?  Weaknesses? 
• How would you describe your best day? 
• After attending this school, what single most important statement 

conveys your experiences while enrolled? 
• What do you think determines an individual's success in a work 

situation? 
• Do you consider yourself a leader or a follower?  Why? 
• Do you prefer working with others or by yourself?  Why? 
• How do you work under pressure?    
• Why are you interested in this organization?  What about this job 

do you find the most attractive?  Least attractive? 
• What are your short-term goals?  Long-range plans? 
• What major problem(s) have you faced in the workplace? 
• How long would it take for you to make big contributions? 
• What do you consider to be your most significant accomplishment? 

Why? 
• Tell me about an accomplishment you are most proud of and why.  
• What will be the most difficult aspect of making the transition from 

college to your career?  Why? 
• Are you willing to relocate?  To travel?   
• What would your references say about you? 
• Why should we hire you? 

 
BEHAVIORAL INTERVIEW QUESTIONS 

• Describe how you organize your work day and week. 
• Give an example of your leadership experience.   
• Give an example of a time when you were able to communicate 

with another person or group, even though they may not have 
liked what you were saying. 

• How do you ensure someone understands what you are saying? 
Give an example. 

• How do you measure success? Give an example. 
• Give examples of some of decisions that you have had to make 

rapidly and those that took more time. 
• Describe a major project in which you needed help. What did you 

do? Why did you ask particular people to help? 
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• Describe a situation where you had to adapt to an initially 
uncomfortable environment. 

• Tell me about a time when you had a personality conflict or 
disagreement with a co-worker. How did it resolve? 

• Tell me about a time when you had to manage multiple projects 
simultaneously. 

• Describe a situation in which you were able to use persuasion to 
successfully convince someone to see things your way.  

• Describe a time when you were faced with a stressful situation that 
demonstrated your coping skills.  

• Give a specific example of when you used good judgment and logic 
in solving a problem.  

• Give an example of a time when you set a goal and were able to 
meet or achieve it.  

• Tell me about a time when you had to use your presentation skills 
to influence someone's opinion.  

• Give a specific example of a time when you had to conform to a 
policy with which you did not agree. 

• Describe how you learn a new technical skill.  
• Describe the most significant technical report or presentation you 

have completed.  
• Tell me about a time when you had to go above and beyond the 

call of duty in order to get a job done.  
• Tell me about a time when you had too many things to do and you 

were required to prioritize your tasks.  
• Give an example of a time when you had to make a split second 

decision.  
• What is your typical way of dealing with conflict? Give an example.  
• Tell me about a difficult decision you made this last year.  
• Give an example of a time when something you tried to accomplish 

failed.  
• Give an example of when you showed initiative and took the lead.  
• Tell me about a recent situation in which you had to deal with a 

very upset customer or co-worker. 
• Give an example of when you motivated others.  
• Tell me about a project that you delegated effectively.  
• Tell me how you handled an ethical dilemma. 
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ACADEMIC INTERVIEW QUESTIONS 
• Tell us about your dissertation. 
• How does your research relate or compare to what has been 

written already? How did you contribute to the field?  
• What has been the most difficult challenge you have faced? 
• If you were going to begin again, what changes would you make in 

your dissertation?  
• What are your future research plans? What resources do you need 

to conduct that research?  
• What is your most important publication? Do you have plans for 

others? Why don't you have any publications?  
• What makes you a good teacher?  
• What’s your teaching philosophy? 
• What about teaching has been challenging? Enjoyable?  
• How would you teach a survey course in your field?  
• What special seminars could you offer?  
• Having not taught a large lecture course, how would you?  
• What would be your favorite course to teach?  
• What are your strengths outside of the classroom, such as in 

volunteer/community service projects?  
• What contribution can you make to the department? 
• Why are you interested in this school?  
• If you have more than one job offer, how will you decide? 
• What limitations might you have in the selection process? 

QUESTIONS YOU CAN ASK 
• What specific skills or personal characteristics do you believe are 

important for successful performance in this position? 
• What are the things you like most/least about working here? 
• What qualifications are most important to a person’s advancement 

within your company? 
• What type(s) of training programs will be made available to me as a 

new employee? 
• What do you consider to be the biggest challenge(s) I would face if 

I am hired? 
• What would a typical day be like? 
• How often will my performance be evaluated? 
• Why are you looking to fill this position? Is it a newly created 

position?  
• Can I let you know why I want this job? 
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• How do you typically make a decision? 
• What has been your career path in the organization? 
• What will be the measurements for my success in this position? 
• What business problems keep you awake at night? 
• What would you consider to be exceptional performance from 

someone in the first 90 days in this position? 
• What is your vision for your department over the next two to three 

years? 
• What are your organizational values?    
• When can I expect to hear from you on your decision? 
• How would you describe your organizational culture? 

 
 
IMPROPER/ILLEGAL QUESTIONS 
Improper interview questions are those that do not pertain to the nature of 
the job or to the applicant’s ability to perform that job, or those which are 
not asked of every candidate. They are illegal when the information is used 
in a discriminatory manner to make a hiring decision. Federal, state, and 
sometimes even local laws exist which prohibit employment discrimination 
based on race, religion, national origin, sex, citizenship, and disabilities. The 
following are examples of some of the specific areas that employers cannot 
ask or inquire about during an interview:  

• Race: Any question related to complexion, color of skin, or other 
inquiries directly or indirectly indicating race or color 

• Religion: Any question related to religion or religious preferences 
or affiliations 

• National Origin/Citizenship: Questions related to your nationality, 
lineage, ancestry, national origin, birthplace, descent or parentage 

• Disabilities: General inquiries about disabilities or health conditions 
that do not relate to job performance 

• Arrest Record: Employers cannot ask you if you have ever been 
arrested but they can ask you if you have ever been convicted of a 
crime that is reasonably related to the performance of the job 

• Family Obligations:  Questions regarding marital status, family 
plans, children, elder care 
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Unfortunately, there are no easy answers to improper and illegal interview 
questions. Should you be asked a question on one of the above topics, you 
may tell the employer that you are uncomfortable answering because it 
may reveal your membership in a protected group. If you prefer a less 
direct approach, you might instead try one of the following strategies:  
answer in brief and move on to a new topic area, or ignore the question 
altogether and redirect the discussion to a new topic area.  

If you’ve encountered questions from an employer that fall into these 
categories, we encourage you to share your concerns with the Career 
Center.   

For a more extensive overview of prohibited employment practices, visit 
the Equal Employment Opportunity Commission website.  
http://www.eeoc.gov/laws/practices/index.cfm  
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ADDITIONAL RESOURCES 
 
PROFILE STATEMENT/PERSONAL STATEMENT/TEACHING STATEMENT 
http://www.k-state.edu/careercenter/students/gradstudents/index.html 
 
SALARY NEGOTIATION 
http://www.k-state.edu/careercenter/students/salaryinformation/ 
salaryjoboffersnegotiation.html 
 
ADDITIONAL EXAMPLES 
Check out our online version of the guide, which includes additional 
examples. http://www.k-state.edu/careercenter/students/resumesandcvs/ 
writearesume


