
Tips Sheet: Five Gaffs to Avoid for Job Interviews 
Sylvia Henderson 

 

     Preparing for a job interview? Preparing to interview a job candidate? Here are five tips for each of you to help 
facilitate an effective interview process. 
 
 
 

For the Interviewee 
(Person Being Interviewed; Job Candidate) 
 

1. Approach the interview unprepared. 
Instead… 
     Show that you care enough about the 
organization and person with whom you interview 
by doing some research prior to your interview. 
Use the Internet and/or your local library to learn 
about the organization’s history, goals, successes, 
and—yes—mistakes. Note three or four questions 
to ask based on your research. This impresses 
interviewers! 

  

2. Skip your grooming habits on interview day. 
Instead… 
     Groom yourself to make a good impression. 
Keep perfumes or colognes to a minimum. Many 
people are allergic to—or offended by—strong 
odors. Clean and trim hair that shows (facial and 
head). Eliminate distracting jewelry. Freshen your 
breath. Manicure your nails. 

  

3. It’s a casual organization…wear jeans, t-shirt, 
and flip flops to the interview. 
Instead… 
     For the interview, wear “business casual” or a 
suit (men and women). Even casual environments 
expect you to make a formal first impression. Once 
you land the job and orient yourself to the dress 
code you can express yourself in the way that is 
most appropriate for the organization. 

  

4. Prepare your best “off-color” joke as an 
opening line to show you have a sense of humor. 
Instead… 
     Prepare a respectful, upbeat conversation-starter 
for the first few minutes of “small talk” typical of 
an interview. Your interviewer will be impressed 
with your conversational skills and you set a 
respectful tone for the rest of the session. 

  

5. Give a limp, damp handshake and plop down in 
a chair with slouched posture. 
Instead… 
     Regardless of gender (yours and the 
interviewer’s) give a firm, dry, and warm 
handshake when you first meet. Remain standing 
and wait for the interviewer—the host in this 
situation—to invite you to sit. Then sit with good 
posture throughout the interview. 

For the Interviewer 
(Person Conducting the Interview) 
 

1. Make them wait for you to show that you are in 
charge. 
Instead… 
     Show the person who interviews with you the 
respect you expect others to show to you. Be in your 
place earlier than the scheduled interview time. Look 
over the candidate’s paperwork and credentials ahead 
of time. Note questions you will ask that probe the 
job-relevant areas for which you need more 
information. Greet the candidate warmly and set 
them at ease right away. 

  

2. Look sloppy and disheveled. Look like you have a 
busy day with little time for interviews. 
Instead… 
     Freshen-up before the interview. If casual attire is 
your norm, keep a dark blazer or business sweater 
handy to wear for the interview. Dress for the 
interview with a formality you expect of the job 
candidate. You represent your organization. 

  

3. Ask personal and embarrassing questions. 
Instead… 
     Know the job-related questions you can ask. 
Check with your human resources department ahead 
of time for legal implications of questions you plan 
to ask. If the information you seek from your 
candidate has nothing to do with their qualifications 
for the job or expected performance issues, then it 
likely has no business being asked in the interview. 

  

4. Answer questions evasively or not at all. 
Instead… 
     A well-prepared candidate asks questions. Be 
prepared to explain both the positive, exciting aspects 
of your organization and industry as well as mistakes 
made and from which you learned. Show that you 
value openness and encourage risk-taking that moves 
the organization forward. 

  

5. Answer phone calls and check your computer 
during the interview. 
Instead… 
     Give your undivided attention to the interview. 
Use active listening skills to learn as much as 
possible—both spoken and unspoken—about your 
candidate. If you hire them you invest many years 
and dollars in that person. Be as sure as possible that 
you make a solid choice. 

 
Learn more about interview skills at www.SpringboardTraining.com. 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


