HOW TO PREPARE FOR A PBI INTERVIEW
DURING THE INTERVIEW: NONVERBAL COMMUNICATION SKILLS
Messages are conveyed during the interview not only by what you say but by how you say it.  Positive nonverbal communication will reinforce your verbal message.

· Greet the interviewer with a firm handshake and introduce yourself. 
· Always be positive; avoid negative words and phrases as much as possible. 

· Maintain good eye contact at all times. 

· A good interviewer will make a serious attempt to build a positive rapport with you, usually through small talk about weather, current events, sports, etc. at the beginning of the interview.  Be certain that you participate in the conversation; don’t just smile and nod.
· Be enthusiastic about the position, the organization, your skills, and how you can contribute to the organization’s success. 

· Smile! A pleasant and relaxed smile will keep both you and the interviewer at ease. 

· Try to minimize: 
· Irritating Habits – such as tapping your pen, twirling your hair, looking away from the interviewer, moving your legs, or drumming your fingers.
·  Filler Words – such as “ummm,” “like,” y’know”
· Sit comfortably, maintain good body posture. 

OTHER TIPS FOR SUCCESSFUL INTERVIEWING
· Always listen carefully to the question, ask for clarification if necessary and make sure you answer the question completely. 

· Remember that it is impossible to control all aspects of an interview. If you encounter a question you are unprepared for, do your best and then move on. 

· View the interview as a give-and-take, two-way conversation where you are gathering valuable information to help you make the best career choice possible. 

· Don’t try to dominate the interview.  Let the interviewer guide the questions.  View each interview as an opportunity to learn and refine your interview skills. 

· Do not expect to receive a job offer during the interview.  A decision will not be made until all candidates have been interviewed and a second interview with a higher level official may be necessary.  Generally, you will be contacted by Human Resources.
· You will be given the opportunity to ask the interviewer a few questions, and should use this as an opportunity to demonstrate your knowledge of and interest in the organization and position. 
· You may have the opportunity to make closing remarks in your interview. Touch on qualifications that you did not have a chance to discuss, and inquire about the next stage in the process. Restate your enthusiasm for the organization and position, and thank the interviewer for his or her time. 
