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Preface
We understand that the idea of

embarking into a new phase of life is

daunting, hence, we hope that this eBook

will help them especially in planning their

career and what to do during their job

hunting journey.

This eBook is designed to guide

DUE50032 Communicative English 3

students not only to ace this subject, but

also on the practical aspect of job

hunting.

It is hoped, that this eBook will of benefit

to those in need.

XOXO
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01
LIFE AFTER 

GRADUATION

What Next?

“If you fell down yesterday, stand up today.” —H.G. Wells1
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Finally!

Graduated?

Your study time is over and now you can take a 

break from student life and you might want to relax 

and enjoy your free time after all the hard work of 

studying in polytechnic for 3 years. 

All the hard work, all the sacrifices, all the sleepless 

nights, struggles and downfalls will pay off.

You have spent the last three or more years 

studying for your diploma in polytechnics, 

completed all your exams and handed in all your 

coursework. Now, your time at polytechnic is over 

and it is time to have a think about what you want 

to do next. 

Once the graduation celebrations are over and the 

initial euphoria has worn off, you might find 

yourself feeling a little lost about which direction to 

head in.

2
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After Your Diploma: To Work or 
to Study?

OPTION 1: Heading into the workforce

If you are looking for a stable income and gaining industry 

experience, getting a job after your diploma is the way to go. 

Employers welcome diploma holders with a proven track record, 

especially those valuable industry experience through internships 

or part-time jobs.

Polytechnic graduates command better salaries and jobs as show in 

the Graduate Employment Survey 2018. Close to 90 per cent of the 

graduates received full-time, part-time, temporary and freelance 

offers within half a year of graduation.

As much as the prospects are great for diploma holders who 

choose to work right away, it is more important for you to figure 

out where you want to be in your career for the long term and join 

the right company and team to take you to greater heights.

3
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After Your Diploma: To Work or 
to Study?

OPTION 2: Choosing to further your education

If you are set on furthering your studies, check the admission 

criteria in the universities of your choice, be it locally or abroad. 

You might also get credit exemptions from your degree 

programme if you choose a field of study closely related to your 

diploma.

If you are looking to do a course which is different from your area 

of expertise from your polytechnic education, be sure to research 

in detail and take your time to decide.

4
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After Your Diploma: To Work or 
to Study?

OPTION 3: Planning your Hustle: Working and Studying 

in between

Want to get the best of both worlds in terms of industry experience 

and education pursuits? This can be the way forward if you join a 

work and study scheme, or plan well to work on a part-time basis, 

go freelance or even start your own entrepreneurial pursuit, while 

working towards a degree, be it full-time or part-time.

Let your employer know and work out how you can manage your 

studies and work effectively. Time management is key, and you 

would also need support and understanding from your loved ones 

and co-workers.

Do not be afraid to consider all the options and keep an open mind, 

knowing that these paths are not inferior to each other. 

Consider where your strengths lie, and what are the trends in your 

industry of choice. At the same time, choose a manageable option for 

yourself and that will be your best strategy after a diploma!

5
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NOTE!
If you decide to start your career right after your diploma, it is 

good. But, have you ever meet any of your seniors who are still 

unemployed even after a while since diploma graduation, even if 

they have a good CGPA for their diploma.

Well, here are some of the reasons:

As our current job market is shifting and experiencing layoffs, most

of the companies are moving to remote work in order to combat

the coronavirus pandemic (COVID-19). Therefore, many individuals

are wondering, “Am I going to be employed during this uncertain

time?” In chaos, anxiety and uncertainty it’s normal to be

discouraged from developing a strong job search.

6
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After considering all the said issues. You might want to

sit down and prepare yourself for a new exciting

career journey. Here are some tips to help you search for

the right job.

8
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QUESTION RESPONSE

What do you want to do?
List 3 jobs you might like to do.

1.
2.
3.

List 3 places you would want to 
work.

1.
2.
3.

List 3 of your skills that you think 
would interest an employer.

1.
2.
3.

List 5 places where you can find 
out about job opportunities.

1.
2.
3.
4.
5.

List 5 people who can help you to 
find a job.

1.
2.
3.
4.
5.

Talking to people you know about their jobs

Visiting an employer

Taking a tour at a company

Looking on the internet

Job Search 
Plan

Ways to find out about 
jobs

PRACTICE 1

Step 1: Your Job

Step 2: Your Employer

Step 3: Yours Skills

Step 4: Job Postings

Step 5: Your Contacts

9



SLIDESMANIA.COM

02
Synthesizing Job 

Advertisements

Where to search for job vacancies?

10
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“
1. Search Engines

Using job search engines to look for openings is a good strategy. There 

are so many sites that we can look for job openings. It is important to 

focus your efforts on a few that are most likely to feature the kinds of 

jobs that you are interested in. Otherwise, you could spend all of your 

time combing through site after site, rather than actively applying for 

jobs and preparing to interview.

Your Resources for Job Advertisements

11
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“2. Networking

Networking is the best way to find a job because it makes you a 

recommended member of a much smaller pool. The job you want may 

not be advertised at all.  They can provide referrals or insider 

information about companies you might be interested in working for.  

Your network can give you advice on where to look for jobs or review 

your resume.

3. Career Fair

A career fair or job fair or career expo is a recruiting event in which 

employers and recruiters meet with potential employees and where 

job seekers find more about job openings at potential employers. You 

can network with both employers and other job seekers in your 

industry. Even if you do not wind up with a job, you can gain inside 

information about numerous industries and expand your network. 

4. Newspapers

With the advancement of technology, newspapers are no longer an 

effective way to search for a job since most people do not even read 

newspapers anymore, let alone use them to look for jobs. But fear not, 

there is no harm to look for job vacancies in the newspaper especially 

your local newspapers

12
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What should you consider when 
browsing through job 
advertisements?
Choosing a suitable job advertisement requires a deeper

thought than just picking out a random job

advertisement for the sake of job hunting process.

Therefore, you might want to sit down and ask yourself

these questions:

Now, let’s take a look of what you should consider when

browsing through a job advertisement.

Are you UNDERQUALIFIED for the job?

Are you truly QUALIFIED for the job?

Are you truly OVERQUALIFIED for the job?

13
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Information in a Job 
Advertisements

Company Name

Company Background Position/ Job Title

Requirements

Qualifications

Job Descriptions/ Responsibilities

Qualities/ Attributes

Benefits

Contact Person

Company Address/ Location

14
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“
Company’s 

background

Position/job title

Job Descriptions/Responsibilities

Requirements

Qualification

Benefit

Action to be taken

15
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HI THERE. READY FOR YOUR NEXT PRACTICE?

16
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“ PRACTICE 1
1. Where would you find job advertisements?

1.

2.

3.

4.

2. What would you expect to find in a job advertisement? 

1. Name of company 

2.

3.

4.

5.

6.

7.

8.

9.

10.

17
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PRACTICE 2

1.What are the positions advertised in the job advertisement?

_____________________________________________________________________________

2.What is the academic qualification needed for senior/junior quantity 

surveyor position?

______________________________________________________________________________

3. If you would like to apply for an admin clerk/ HR  assistant, you must 

possess certain languages. State the languages.

_____________________________________________________________________________

4. Where is the location of the company?

_____________________________________________________________________________

5. If you would like to apply for the position, what should you do?

_____________________________________________________________________________

18
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03
JOB RELATED ENQUIRIES

To script or not to script?

19
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“Job Hunting Process

Understanding JOB 
ADVERTISEMENTS

Filling in 
APPLICATION 

FORMS

Writing a high 
impact RESUME

Writing a good 
COVER LETTER

Nail the 
INTERVIEW

session

Let’s take a look at the cycle for job hunting process below.

These are the steps which you are going to go through while 
searching for the right and your dream job after graduation.

20
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Prepare for Job Enquiries
Once you have found a suitable job advertisement, then what is

the next thing that you can do?

Or you just wait for a miracle to happen itself without putting

any effort at all?

Well, do not just wait at home. You can start your effort by

having a chit chat session with the Human Resource people.

Why? It is to gather information about the company as well as

the position itself.

To look for a job vacancy, you can make enquiries on the 
telephone or go in person to where the jobs may be available. 

For this purpose, appropriate communication skills are 
important. 

You should plan a good impression of yourself by using a 
pleasant tone which shows confidence and enthusiasm. 

In addition, you should be prepared with a list of key questions 
to find out how suitable the job is before making an 

appointment for interview. 

Relevant questions asked in a polite manner would greatly 
improve the opportunity of obtaining an interview and will 

eventually help in securing the job if the interview is successful.

21
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Well, once you decide to have a chit chat session with the Human Resource people, you 

need to know some of the important things which you can consider before making the 

call

How to Enquire??

22
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How to Enquire?

Jim: Good morning. My name is Amirul Fitri, and I’m calling to enquire 
about that job you advertised.
Personnel: Oh, yes! What did you want to know?
Jim: Well, I just wanted to ask a couple of questions.
Personnel: Go ahead, please.
Jim: Well, first of all, I wonder if I'd need to speak any other languages.
Personnel: Well, we'd prefer someone who knew some French.
Jim: Oh, that's fine. And then I wondered if I'd need any knowledge of 
electronics.
Personnel: No, you wouldn't. We'd give you all the necessary training.
Jim: Oh, right. Thank you. I'll send in an application then. Goodbye.
Personnel: Not at all. Goodbye.

(adapted from https://ndla.no)

EXAMPLE OF PHONE CONVERSATION

23
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POP QUIZ!

1.Why is Jim phoning the company?

____________________________________________________________________

2.What does the woman at the information desk say?

____________________________________________________________________

3.Which department is he put through to?

____________________________________________________________________

4.How many questions did Jim have?

____________________________________________________________________

5.What were the questions Jim wanted to ask?

____________________________________________________________________

6.What answers did he get to his questions?

____________________________________________________________________

Let’s check your understanding! Answer these questions about the 
dialogue.

24
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04
RESUME

How to prepare a high impact 

resume?

25
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Why do you need a 
resume?
A resume is a:

● A marketing tool

● To obtain an interview, NOT a job

In short, it is your very first impression!

There are 3 types of resume:

● Chronological

● Functional

● Combination

26
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It is very easy to create a resume with many 

websites offering free resume templates that you 

can download and edit offline. 

You can also create a resume by using online 

platforms. Below are some great resume building 

websites that are free:

• https://resume.io/app

• https://novoresume.com

• www. zety.com

28
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RESUME GUIDE

There are some guidelines that are usually 

followed and which are recommended for fresh 

graduates: 

● The length of your resume should be within two 

A4 pages only. 

● Select and put important and relevant 

information only in your resume. 

● Use active verbs to show that you approach 

things actively rather than passively.

30
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RESUME GUIDE

● Make sure to have a proper structure of your 

resume. Pay attention on the headings, 

subheadings and bullet points to help segment 

your information. 

● Make sure your layout is clear and consistent.

● Proofread and double check your resume 

before submitting. Never let one small mistake 

affect your chances for an interview session. 

31
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CHRONOLOGICAL

SAMPLE RESUME

32
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FUNCTIONAL

SAMPLE RESUME

33
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COMBINATION

SAMPLE RESUME

34
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COMBINATION

SAMPLE RESUME

35



SLIDESMANIA.COM

36



SLIDESMANIA.COM

RESUME CHECKLIST
Contact Information

•Did I include:

•Personal information like  proper name, permanent address, 
phone number, and a professional email address

•Did I consider the possibility of my resume being scanned? 

•If yes - did I follow the guidelines for scanner friendly resumes? 
Did I consider necessary changes if I am planning to send resume 
electronically?

Objective

•Does my objective accurately describes my interests? 

•Does it focus on what I am offering to  the employer, rather than 
what I hope to gain?

Education

•Did I list the official/proper name of my degree and major?

•Did I include the name of my institution?

•Did I list the month and year I earned my degree or expect to earn 
it?

•Did I list my GPA if 3.0 or higher or if it is specifically required by 
my potential employer? 

37



SLIDESMANIA.COM

RESUME CHECKLIST
Experience

• For each job I list, did I include the organization’s name, city 
and state, my job title, and the dates of employment

• Did I keep dates to the right side of the page, putting more 
emphasis on job title or employer (focusing more on what I 
did rather than how long)?

• Did I list relevant duties and accomplishments, quantifying 
them when possible?

• Did I start each phrase with an action verb?

• Did I use the appropriate verb tenses (present for current 
jobs, past for all others)?

Activities/Programmes Involved

• Did I include any significant and relevant course projects?

• Did I include the course name, semester taken and 
descriptions of my role/accomplishments (written as the jobs 
descriptions are, starting each phrase with an action verb)?

• Did I include any campus or community activities that 
demonstrate time management, volunteerism, leadership, 
and communication skills?

38



SLIDESMANIA.COM

RESUME CHECKLIST

Appearance/Format

• Did I list the most important and relevant information 
first?

• Did I use an appropriate font and size (10-12 point)?

• If two pages, did I list my name and “page two” on the top 
of the second page?

• Did I spell check my resume and have at least three 
people proofread it to make sure there are no spelling or 
grammatical errors?

• Was I consistent with punctuation and the format in 
which I wrote dates (spelled out months, abbreviated, 
used numerals)?

• Did I use a consistent format for my resume throughout 
the entire document?

• Did I list my jobs, projects and activities within a 
consistent format?

Skills & Strengths

• Did I include relevant skills (computer, communication, foreign 
languages, etc.)?

• Did I list specific skills rather than general statements/claims?

• Did I include my relevant personal attributes? Am I being honest 
in stating my personal attributes?

39
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05
COVER LETTER

Writing your Cover Letter 

40
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A good cover letter
will introduce yourself in a 

memorable, personal way during a 

job application.

41
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WHAT IS A COVER LETTER
A cover letter is document sent with your resume to 

provide additional information on your skills and 

experience.

Employers use cover letters as:

• a way to screen applicants for available jobs

• to determine which candidates they would like 

to interview.

There are two types of cover letter:

• Solicited Letter - letter written in response to a 

job advertisement or a referral

• Unsolicited Letter - letter which you write to 

inquire about the possibility of a job opening or 

vacancy.

42
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PREPARING YOUR COVER 
LETTER

Make sure that you give enough information 
to interest the reader. Don’t overwhelm them 
with irrelevant information. 

Do research the company, and address the 
letter to a specific person. 

Answer an ad if you have 50% of the skills or 
background that the ad requires. 

Mention the person who referred you if 
appropriate. 

43
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COVER LETTER FORMAT

44
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COVER LETTER SAMPLE

45
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Writing the Opening Paragraph

I am applying for the position of Site 
Supervisor advertised in The New Straits Times
on 16th February 2016. 

I am applying for the position of Site Supervisor 
advertised in The New Straits Times on 16th 
February 2016. 

I understand from Encik Airil
Rizman, who is an accountant with 
your company, that you will shortly 
be opening a position for an 
Accounts Executive. I would like to 
be considered for that position. 

47
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“Example for Body Paragraphs 

I expect to graduate from Politeknik Port Dickson in December
2016 with a Diploma in Electronic Engineering (Computer). I
know how to operate computer software such as Microsoft
Office 2010 and how to set up a local area network system.
During my six months practical training at Inspiratronics Sdn
Bhd has taught me the importance of being hard working and
systematic. My diploma programme has included several
courses in programming and maintaining such as Electronic
Computer Aided Design (ECAD)Computer System Diagnosis
and Maintenance and Programmable Logic Controller (PLC) &
Automation.

My previous work experience at Tetuan Farizah, Esther & Co
as a secretary for two years has taught me the knowledge of
current legal practices and terminology as well as experience
of providing efficient administrative and secretarial support
to lawyers and legal executives. Whilst working in my current
role I have developed the necessary communication skills
required to liaise effectively with the courts, local authorities,
solicitors and the police. I possess excellent organizational
and time management skills and also fully understand the
need for accuracy and complete confidentiality when
handling legal documents for submission to clients or
opposing counsel.

48
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“Examples for Closing Paragraphs

As you can see from the enclosed resume, my qualification and
experience closely match your requirements for the position of
Marketing Executive. I look forward to an interview at your
convenience. I can be reached at 012 2345555 or 06 6622046.

I hope my qualifications, work experience, skills in technical
drawing and the additional information on my resume indicate
to you my genuine interest in working for your company. I am
available for an interview at any time convenience to you. I can
be contacted through my email hakimi_ppd@yahoo.com.my or
016 6789934.

***State your expected salary only if you are asked to do so.

Some job advertisements ask the applicant to state his/her expected

salary, and so this must be done. Instead of stating the exact salary

you expect to earn, it is better to give a range. For example:

• As a diploma holder, I expect my salary to be around RM1200-

RM1500.

• With five years experience as a Charge man, I expect a salary

between RM4000-RM5000.

• My present salary is RM1000 but with three years experience, I

would expect to receive a higher salary in my next position.

49
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“Examples for Closing Paragraphs

As you can see from the enclosed resume, my qualification and
experience closely match your requirements for the position of
Marketing Executive. I look forward to an interview at your
convenience. I can be reached at 012 2345555 or 06 6622046.

I hope my qualifications, work experience, skills in technical
drawing and the additional information on my resume indicate
to you my genuine interest in working for your company. I am
available for an interview at any time convenience to you. I can
be contacted through my email hakimi_ppd@yahoo.com.my or
016 6789934.

***State your expected salary only if you are asked to do so.

Some job advertisements ask the applicant to state his/her expected

salary, and so this must be done. Instead of stating the exact salary

you expect to earn, it is better to give a range. For example:

• As a diploma holder, I expect my salary to be around RM1200-

RM1500.

• With five years' experience as a Chargeman, I expect a salary

between RM4000-RM5000.

• My present salary is RM1000 but with three years' experience, I

would expect to receive a higher salary in my next position.

50
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“WRITING UNSOLICITED COVER LETTER
Since the aim of both unsolicited and solicited letters is to 

secure an interview, the content of both letters is nearly 

the same. 

The major difference is in the opening paragraph.

In an unsolicited letter, you want your prospective 

employer to read on, so your opening paragraph must be 

persuasively written. 

For example: 

Having obtained a Diploma in Journalism and some 

invaluable experience as a reporter, I believe I have much 

to offer your company. I am enquiring as to whether you 

have any suitable vacancies at The Sun. 

51
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“SAMPLE PHRASES TO INCLUDE IN YOUR 
FINAL PARAGRAPH 

Strong cover letter closings are enthusiastic and confident.

“I am very excited to learn more about this opportunity and 

share how I will be a great fit for XYZ Corporation.” 

It is always a good idea to explain what you find attractive 

about working for the company and how you intend to 

bring your skills and passions to the table

“I believe this is a position where my passion for this industry 

will grow because of the XYZ opportunities you provide for 

your employees.” 

By adding this  to your conclusion, you will be able to add 

some flare and excitement to your cover letter.

“If I am offered this position, I will be ready to hit the ground 

running and help XYZ Company exceed its own expectations 

for success.”

52
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“SAMPLE PHRASES TO INCLUDE IN YOUR 
FINAL PARAGRAPH 
Remember, the main highlight of your cover letter would be how 

your potential employer will benefit from your experience and 

qualifications. 

“I would appreciate the opportunity to meet with you to discuss how 

my qualifications will be beneficial to your organization’s success.” 

Your  “call to action” statement is IMPORTANT . Remember, the 

purpose of your cover letter is to land an interview.

“I will call you next Tuesday to follow up on my application and arrange 

for an interview.” 

“I believe that I can make positive contributions to ABC and I look 

forward to discussing my capabilities in more detail. I am available for 

a personal interview at your earliest convenience. Thank you for your 

consideration.

“I would like to meet with you to discuss your opportunity in more 

detail and will call next week to see when your schedule might allow 

time for a brief meeting. Thank you for your time.”

53
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EXAMPLE OF COVER LETTER BODY
Dear Sir / Madam

Application for an Administrative Position

I am writing to inquire if there is a vacancy in the Administrative 

Department. With my relevant working experience and educational 

background, I believe I am qualified for the position in your 

company.

2. I am a fresh graduate of Politeknik Merlimau Melaka,  

specialized in Business Administration.

3.   I am  proficient in languages and know how to use various 

computer software for handling documents. I am attentive to 

details, I am able to work with people in any levels.

4. In the summer vacation last year, I work for a large food 

company as an administrative assistant. In this summer job, I 

contributed to setting up proper work procedures for workers  in 

Jakarta  to follow, and revised the HR system for the headquarters 

in Sungai Besi.

5. At present, I am studying an MBA at the  University of Malaya to 

further upgrade my knowledge in the field and plan to take other 

language course to enhance my language skills.

Enclosed,  please find my resume for your reference. My contact 

number is 1234-7777. Feel free to contact me if you would like to 

meet me for an interview. I look forward to hearing from you soon.

Yours faithfully

(adapted from https://hk.jobsdb.com/)
54
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COVER LETTER CHECKLIST

• Is my cover letter consistently formatted, with 1” margins 
and font size between 11-12pt and only ONE PAGE 
length? 

• Did I personalize the cover letter to describe my interest 
in the position and company? 

• Did I double check that the cover letter is addressed to 
the correct contact, company, and that the company 
name is correct throughout the document?

• Is my cover letter error free including correct grammar, 
spelling and punctuation? 

• Did I select my most relevant experiences to present my 
background to meet the reader’s needs? 

• Did I specifically address my ability to perform the job 
they are hiring for? 

55
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Task 1 : Write the elements of a cover letter using the 
following information below.

Application Date Employer Contact Information Salutation Signature

Subject Heading Complimentary Close Middle Paragraph Final Paragraph

Name First Paragraph Applicant’s Address Enclosure

Your address

Post Code, City

State

1. ___________________

Date 2. ____________________

Name

Title / Position    

Company Address

Post Code

State

3. ___________________

Dear Mr./Ms. Last Name: 4. _____________________

Application for the Post of _________________ 5. ______________________

The first paragraph of your letter should include information on why

you are writing and where did you get the information about the job.

Mention the position you are applying for. Include the name of a

mutual contact, if you have one. Be clear and concise regarding your

request. Convince the reader that they should grant the interview or

appointment you requested in the first paragraph.

6. ______________________

The next section of your cover letter should describe what you have to

offer the employer. Make strong connections between your abilities

and their needs. Mention specifically how your skills and experience

match the job you are applying for. Remember, you are interpreting

your resume, not repeating it. Try to support each statement you

make with a piece of evidence. Use several shorter paragraphs or

bullets rather than one large block of text.

7. ______________________

Conclude your cover letter by thanking the employer for considering

you for the position. Include information on how you will follow-up.

State that you will do so and indicate when (one week's time is

typical). You may want to reduce the time between sending out your

resume and follow up if you fax or e-mail it.

8. _____________________

Yours Faithfully/ Yours Sincerely

9. _____________________

Handwritten Signature (for a hard copy letter)

Typed Signature (for an e-mail application)

10.______________________

(________________________)

Encl: Resume

11. ______________________

12.______________________
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06
JOB INTERVIEW

Demonstrate the Ability to Handle

Job Interviews
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A job interview is a selection process used by

organizations to help determine whether a job

candidate has the necessary knowledge, skills, and

abilities to do the job. It may also be used to see if there

is a good fit between the applicants and organization

from a standpoint of culture and values

58



SLIDESMANIA.COM
SLIDESMANIA.COM

PREPARE! PREPARE! PREPARE! 

WHAT TO DO BEFORE A JOB 
INTERVIEW?

Take time to analyze the job!

• Study what the company is looking in a candidate

• Start identifying and listing the skills, knowledge and

professional qualities critical to the job

• Then, list down your assets and match them to the

job description!

Find as much as you can about the 

company 

• Helps you prepare to answer questions related to

company

• You can prepare questions to be asked to the

interviewer

• You can decide if the company and its culture would

be a good fit for you
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READ

Reviews

How to research the company

check out the company website, 

specifically the “About Us” page.

read articles about the company 

in industry magazines or websites

check out company reviews from 

clients, and from current and 

former employees.

WEBSITE
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PREPARE! PREPARE! PREPARE! 

WHAT TO DO BEFORE A JOB 
INTERVIEW?

Search and practice answering common 

interview questions

• Take the time to practice answering interview

questions you will probably be asked.

• Some favorite questions:

• Why do you want to work with our

company?

• Can you work under pressure?

• What are your strong points?

• What are your weak points?

• What salary are you expecting to make?

• Why we should hire you instead of others?

• Be prepared to share information on your

involvement in activities, clubs and work

experience.
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PREPARE! PREPARE! PREPARE! 

WHAT TO DO BEFORE A JOB 
INTERVIEW?

Practice Interview

• Take the time to practice answering interview

questions you will probably be asked.

• Some favorite questions:

• Why do you want to work with our

company?

• Can you work under pressure?

• What are your strong points?

• What are your weak points?

• What salary are you expecting to make?

• Why we should hire you instead of others?
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Take  a look at these common interview questions and 

think about how you would answer them. 

1. Tell me about yourself: 

This is the ice breaker question. Start by providing a 

short statement by mentioning about your background 

(name, academic qualification) and things you have done 

and jobs you have held that are related to the position 

you are applying for.  

2. What experience do you have in this field? 

Mention the information which are specifically related to 

the position you are applying for. What if you do not 

have any experience related to the position? Do not 

worry, tell about anything close to it.
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3. Do you consider yourself successful? 

The trick to answer this question is to specifically 

mention yes and then briefly mention why. 

4. What do you know about this organization? 

To answer this question, you have to study and research 

on the company background. Find out where they have 

been and where they are going. Try to find any relevant 

current issues and the major players of the organization.  

5. Why do you want to work for this organization?

Be careful when answering this question. Make sure to 

relate your academic qualification with the position and 

the skills which you can offer to them. They would want 

to know what and how can you contribute to them. 

6. Are you a team player? 

Undoubtedly, you are a team player. Prepare examples 

of situations, activities or programs that show you are a 

team player. Focus on specific incidents where you 

perform for the good of the team rather than for yourself
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7. Explain how you would be an asset to this 

organization 

It gives you a chance to highlight your best points as they 

relate to the position being discussed. Give a little 

advance thought to this relationship. 

8. Why should we hire you? 

Point out how your academic qualification, skills and 

experience meet the organization needs. 

9. What irritates you about co-workers or previous 

company? 

Be careful, this is a trap question. Do not talk bad about 

your co-workers or your previous company. A short 

statement that you seem to get along with folks is great.

10. What is your greatest strength? 

Mention about your skills, attributes that can benefit the 

position and the company. 

11. Where do you see yourself five years from now? 

This is a tricky question. Explain your career goal and 

what you can do to achieve it. 
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12. What is more important to you: the money or the 

work? 

Of course, money is always important, but the work is 

the most important. 

13. What would your previous supervisor say your 

strongest point is? 

Explain about your positivity and skills. Loyalty, Energy, 

Positive attitude, Leadership, Team player, Expertise, 

Initiative, Patience, Hard work, Creativity, Problem solver.

14. Tell me about a problem you had with a 

supervisor 

This is a test to see if you will speak ill of your boss. If you 

fall for it and tell about a problem with a former boss, 

you may well below the interview right there. 

15. Tell me about your ability to work under 

pressure.

You may say that you thrive under certain types of 

pressure. Give an example that relates to the type of 

position applied for. 
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16. Are you willing to work overtime? Nights? 

Weekends? / Would you be willing to relocate if 

required?

You should be clear on this with your family prior to the 

interview if you think there is a chance it may come up. 

This is a straight loyalty and dedication question. The 

answer is always yes.

17. Do you have any questions for me? 

Be prepare to ask question at the end of the interview 

session. For example, how soon will I be able to be 

productive? And what type of projects will I be able to 

assist on, are examples. 
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PREPARE! PREPARE! PREPARE! 

WHAT TO DO BEFORE A JOB 
INTERVIEW?

Prepare Your Interview Attire

• Regardless of the type of job you're

interviewing for, that first impression should

be a great one.

• When dressing for an interview for a

professional position, dress accordingly in

business attire.

• If you're applying for a job in a more casual

environment, such as a store or restaurant, it's

still important to be neat, tidy, and well-

groomed, and to present a positive image to

the employer.
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3 TIERS OF INTERVIEW 
ATTIRE

SMART CASUAL 

From https://cultivatedculture.com/what-to-wear-to-an-interview/
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3 TIERS OF INTERVIEW 
ATTIRE

BUSINESS CASUAL  

From https://cultivatedculture.com/what-to-wear-to-an-interview/
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3 TIERS OF INTERVIEW 
ATTIRE

BUSINESS FORMAL

From https://cultivatedculture.com/what-to-wear-to-an-interview/
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3 TIERS OF INTERVIEW 
ATTIRE

BUSINESS FORMAL
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TIPS!

• Check your interview attire the day before and check for stains, 

tears or any missing buttons

• Make sure that your interview attire is clean AND well ironed

• Avoid body piercing jewelry (except for women’s earring)

• Avoid using (strong) perfume, cologne, and aftershave

• For the men, trim your facial hair; make sure that your beard 

and/or mustache is well-trimmed and neat. Avoid stubble that 

looks like a few days of growth

• Wear clothes that fit

• Do not wear flashy jewelry or watches. 
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PREPARE! PREPARE! PREPARE! 

WHAT TO DO BEFORE A JOB 
INTERVIEW?

Get Ready for Your Interview

• Prepare your portfolio. Your portfolio should

contain:

• Copy of your resume

• Relevant certificates

• A list of questions to ask the interviewer

• Small notebook to scribble important 

details

• Make sure you know what NOT to bring 

including your cellphone (or at least turn your 

phone off), gum, or anything else beyond 

yourself and your credentials.
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THE DOs & THE DONTs

WHAT TO DO DURING AN 
INTERVIEW

• Practice interview etiquette

• Watch your body language

• Shake hands firmly 

• Make eye contact as you articulate your 

points

• Pay attention

• Be attentive

• Look interested

Toward the end of the inteMrview, let the 

recruiter know that you believe the job is an 

excellent fit and that you are highly interested.

You'll know if the interview went well if it runs 

longer than 30 minutes, you discuss salary, or you 

get an invitation to a second interview.
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WHAT TO DO DURING AN 
ONLINE INTERVIEW
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