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Mock Interview Reminders

Before your mock interview you must complete the attached mock interview 

pre-work packet and bring it with to your interview. You will be discussing the packet with your interviewer. The packet takes 1 hour - 1½ hours to complete so make sure to schedule time to complete it. 
Your deposit will be refunded after your complete your interview.  STUDENTS CANCELLING THEIR MOCK INTERVIEW THE DAY OF THEIR APPOINTMENT WILL FORFEIT THEIR $20 DEPOSIT.
Students can cancel or reschedule their mock interview up until 12:00 pm the day before their scheduled mock interview date without losing their deposit.

Dress code for your mock interview is business professional.

The mock interview will last approximately one hour  - ½ hour interview and ½ hour feedback session of the interview.

Optional: You can select a certain job for your mock interview.   If desired, please bring a copy of the job description to the mock interview. Selecting a specific job will give the interviewer a better idea of how to ask questions that will be tailored to the job qualifications.
Please bring a copy of your resume on the day of the mock interview. 
The mock interview will be recorded; the Business Career Center will provide the DVD’s.

Date: ​​​​​​​​​​​​​​​​​​​​​______________________          Time: ______________________
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	Student Name:
	
	Date:
	

	Major:
	
	Interviewer:
	



Part One: 

Tell Me About Yourself & General Interview Questions
Whether you are asked “tell me about yourself,” “walk me through your resume,” or “tell me about your background,” your response can be the same – what are you all about?
Limit your response to 2-3 minutes.  
Tell me about yourself / Walk me through your resume / Tell me about your background:
*Make sure to spend the most time on the area you feel the recruiter should know the most about*

The template is in no particular order, so organize your response in a way that works best for you.

Example: I grew up in a small town in South Dakota where I graduated with 32 people in my class. This gave me great opportunities for leadership experience in sports and other extra curricular activities. From there I came to the Carlson School of Management to pursuer a degree in Human Resources. I became interested in HR during my psychology class in high school because we did a section on how HR is related to psychology, but it falls into the business category rather than counseling. This past summer I completed a HR internship working for a trucking and manufacturing company, where I conducted a wage and benefits survey and helped pilot a new software program for record keeping. Your company seems to be offering an internship that will help develop my HR skill in compensation analysis, which is why I am very excited to be meeting with you today.  
Education: (Education/Any relevant education after high school/Study abroad)
Work Experience: (Relevant Experience in Chronological Order (first to most recent)

Briefly describe your relevant experiences – typically what is on your resume. Be sure to include what type of company you worked for and a sentence to highlight what you did there.

If you divulge too much detail about your work experiences, you might find it difficult or redundant to answer the questions you are asked later in the interview.  Stick to a one or two sentence highlight of your most impresive experience. )
Interesting Facts: (Unique Facts (Optional) – this section can go anywhere: Are you from a town of 50 people?  And how have you transitioned to Minneapolis life? Have you won any special awards? Have you traveled the world? What about you is distinct or memorable?)
General Interview Questions

Education:
How did you decide to pursue a Carlson School of Management degree and your concentration? What do you hope to gain with it?

· #1

Extra Curricular Activities:

In what activities are you participating and how did you select those activities?  

· #1

· #2

· #3
Work Experience:

What were your most impressive specific contributions, accomplishments or achievements in your previous positions?  State the accomplishments in dollars, percentages or numbers if you can.

· #1

· #2

· #3
Personal Background:

What is your competitive edge or distinctive difference?  (Be specific; avoid cliches like “hard worker, reliable and good communication skills.”)  These are also your strengths! (these can also be highlighted at the end of the interview during “The Final Sell” or to answer “why should we hire you questions”)
· #1

· #2

· #3
What are two mistakes that you have made and how did you overcome them?  What did you learn from them and how did you ensure that you didn’t make them again?

· #1

· #2

Of what accomplishment are you most proud?  

What does it mean to be a leader?  What detailed examples of leadership would you give if an interviewer asked?

· #1

· #2

· #3
Give two examples of teams that you have worked on.  Be sure to include any problems encountered along the way and the outcome. 

· #1

· #2

Part Two:
Identify Your Skills  - Behavior Based Interviewing
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The majority of your response should be focused on the results you saw and not the situation itself. Giving the interviewer results will allow them to compare you to other candidates.

Situation:

Describe the situation.

Task:


Describe the assignment you were given in relation to this situation.



Think of skills and knowledge that were called on to address the task.  

Action:


These are activities you engaged in to complete the task.  For example, you 




were assigned as a leader of a cross-functional group responsible for




developing a new job description format.  Explain how you used facilitation




skills to achieve consensus within the team. 

Result:


This is the outcome of the task and action stated in quantifiable term




If possible.

Before addressing skill sets:

Know the reasons why you want to work for their company. This will help you tailor your answers the questions with the information the recruiter is interested in. This is why it’s extremely important to prepare for each interview separately…each recruiter is looking for something different.
Skill Examples

· Analytical
· Problem Solving
· Leadership
· Decision Making
· Communication
· Change Management
· Teamwork
· Organizational
· Time Management
· Creativity
· Unique contribution
· Adaptability
Example #1:

Skill to be addressed:   Change Management




Situation:

"As a plant generalist, one of my wellness program objectives involved




organizing and conducting a day for the 250 production employees in the




plant to have their blood pressures checked.  Just 50 employees signed up




on their own--a disappointing turnout.

Task:


I decided to hold a second drive with the goal of attaining a 50% 




participation rate in the program.

Action:


I had worked hard to establish credibility with the line so I decided best way to




increase participation was to recruit face-to-face.  I went out on the floor and 




explained the benefits of the program, making sure that I answered all of




the workers questions.  I explained that results were for their information




only and guaranteed complete confidentiality.  As an inducement to attend




I decided to serve a variety of 'heart-smart' refreshments.

Results:

My efforts resulted in a 300% increase in attendance over the first attempt;




about 200 employees participated in the program.  The big turnout was




especially rewarding because wellness activities were a new concept in the




plant.  People distrusted the first program due to lack of information about its




purpose."

Example #2:
Skill to be addressed:   Decision Making




Task: 

Specifically, I had to forecast future cash flows.

Action:
I looked at historical statements of cash flow and used marketing information as well as expert judgment to determine estimated future cash flow information.

Result:
I determined that future cash flows would grow incrementally by 3% each year for five years, based on empirical data and expert judgment.  These figures were within ½ of a percentage point of the full time employees’ forecasts.  My manager was very satisfied with my work.

Example #3:
Skill to be addressed:   Time Management




Situation: 
In my statistics class last semester, we were assigned to groups of four to complete a 
research project on a topic of our choosing.  My group chose to study the effect of flexible schedule programs on organizational commitment.  With this project, we were required to write a paper on our statistical analysis and present our findings to the class.

Task: 
During the last and most important week before our project deadline, one of our group 
members had to return to his home country to attend to his sick father.  He was to be responsible for the presentation that we had planned to assemble during that week.  In addition, another group member’s computer crashed – destroying all new additions to our 25 page paper.  Needless to say, we needed to respond quickly to ensure our project would be completed in time with the unexpected changes in our plans.

Action:
I set up a meeting for the three of us to meet face-to-face to discuss and divide the remaining work.  I focused on creating our presentation to allow the other members to focus on re-revising our paper.  Throughout the week, I followed up with everyone more than usual to ensure things were running smoothly and to keep motivation up during this high pressure week.  

Result: 
The group really pulled together and leveraged everyone’s best talents.   In the end we received an A on the project and presentation.  I was really proud of the work we did and more importantly our ability to unite and respond to the catastrophe.  

Remember that your total response shouldn’t be more than about 3 minutes.
Practice #1:
Skill to be addressed: 







Situation:



Task:




Action:



Results:



Practice #2:
Skill to be addressed: 







Situation:



Task:




Action:



Results:
Practice #3:
Skill to be addressed: 







Situation:
Task:

Action:

Result:

 




   Part Three:
Giving Your Final Sell
While this question is not always asked in interviews, it is important for you to sell yourself in the interview.  You may also use this response to close out the interview as your “Final Sell.”  

Key Strengths or Skills: __________________________________________________________
____________________________________________________________________________________________________________________________________________________________
Work Experience:  ______________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Education (out of the box education such as study abroad or other unique experiences):________ ______________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________
Other: ________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________
Position Description: 
See Yourself in Merchandising:
General Management—Buyer Internship

SEE YOURSELF AS A MERCHANDISING INTERN:
As a Buyer Intern you’ll work cross-functionally within the organization to drive your project to completion. You’ll gain exposure to product development, packaging innovation, multicultural marketing, private label development, import and sourcing initiatives. In addition, you’ll participate in the day-to-day activities of a Buyer, developing business strategies, marketing plans and merchandise assortments to drive profitable sales. From electronics to apparel to food and toys, you’ll see how our Buyers make key financial decisions for their businesses that provide our guests with great value, quality and style. You’ll participate in team meetings, interact with senior leadership and contribute to key department initiatives. At the end of the day it’s your project, and we expect great things!
SKILLS WE’RE LOOKING FOR:
• Interns must be enrolled in business school at the time of the summer internship.
• Interest in a career in general management or brand management
• Entrepreneurial spirit with strong analytical, decision-making, and organizational skills
• Creative problem-solving and risk-taking skills
• Ability to balance strategic thinking and attention to detail
• Superior leadership skills with enthusiasm, initiative and a passion for results

Example:
I have a consistent history of leadership in activities, at school and in the workplace.  Also, I am great at grasping the scope of a project, seeking the key aspects that need to be worked on, planning the project, and seeing it through to completion.  This is exemplified by my experience as project manager for the 1st Annual Spring Carnival and Fundraiser for the AMA club. I feel I have the capability to influence others to think in a strategic manner to get the job done. This is backed up by the excellent education I am earning at the Carlson School.  And that’s why I would be an asset to _______ Company.

                                                                  Part Four:
Questions To Ask the Interviewer

You want to show the interviewer that you have done your research on their company. Asking the interviewer specific questions about the company at the end of the interview is a great chance to showcase what you know. You should prepare 3-5 questions to ask the interviewer at the end of the interview. Make sure that you are asking for information that you can not find on the website or through an informational brochure.

Job Interviewing for:  IT Internship

Example:

I noticed that your company has just expanded their operations into China. What are the major challenges the IT department is facing during this expansion?

List your questions here:

#1:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
#2:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
#3:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
#4:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
#5:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Part Five:
Questions or Specifics to Address in Mock Interview

List any questions or concerns you would like to discuss about the interview process:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List any interview questions that you feel are hard to answer:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Notes:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Instructions:


Develop a “STAR” scenario (Situation, Task, Action, Result) for each of these skills/abilities.  Draw from your background – education, work experience and leadership/community activities.





Determine your goal job or internship.  On the following worksheets, list 3 - 4 skills and abilities that an employer would most likely be looking for when hiring someone for your goal job.  (Use informational interviews, career information guides in the Business Career Center, job description, company information, the BCC website and other career related references to identify these skills.)








Mock Interview Pre-Work Packet





Other Examples of transferable skills:


      adaptability, analytical skills, change                     �      management/implementation, conflict 


      management/resolution, creativity, critical �      thinking, customer/client service, decision �      making, ethical thinking, influence, �      innovation, judgment, leadership, people  


      management, presentation/communication, �      problem solving, project management,  �      relationship building, risk-taking, teamwork 











The mock interview program is open to all undergraduate students.  This program gives students the opportunity to conduct a practice interview with a Human Resources Industrial Relations (HRIR) Master’s student and receive immediate feedback on their interviewing skills.  





This preliminary preparation is crucial to your job search. Recruiters report that students frequently don’t know how to “tell their stories” or respond to behavior-based questions and how to communicate their competitive advantage.








Some of the areas that recruiters evaluate students on include:





Impact of the candidate's "story" or positioning statement 


Candidate's knowledge of the company and interest in the position 


Candidate's ability to respond to behavior-based questions and grasp the “STAR” technique


Candidate's ability to articulate strengths and areas for development 


Candidate's skill in stating his/her competitive advantage i.e. "Why should we hire you?" 


Quality of the questions asked by the candidate








We have designed this “pre-work” packet to assist you in preparing for a successful job search.  This list of questions will help you organize your thoughts so that you may interview in a clear and effective manner.





You must complete the following series of questions and show them to the Mock Interview Coach the time of your appointment.  
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