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1. Dress Appropriately
2. Arrive on Time
3. Silence your Cellphone
4. [bookmark: _GoBack]Bring your resume-and at least 5 copies for panel members
5. Bring a list of references
6. Bring a list of questions to ask
7. Know your work history and dates
8. Pay attention to the questions asked and answer all parts of the question
9. Don’t talk too much-provide a focused and to the point response
10. Be prepared to answer questions about yourself
11. Don’t bad mouthing previous employers
12. Understand the organization
13. Proper interview etiquette is important. Remember to greet the receptionist, your interviewer, and everyone else you meet politely, pleasantly and enthusiastically.
14. During the interview watch your body language - shake hands firmly and make eye contact as you articulate your points.
15. Appear interested and engaged. Don't lean back or slump in your chair. You will look too casual and relaxed. Keep your feet on the floor and your back against the lower back of the chair. Pay attention, be attentive, and look interested.
16. Create a list of up to 10 assets, including skills, certifications, experiences, professional qualifications and abilities, computer skills, and knowledge bases ready to share with the interviewer. Be sure your assets directly correlate with the skills and abilities required of the position or by the company. 
17. Show them that you are familiar with the culture and that you’ll fit in well with their community and culture.
18. Do practice interviews to feel at ease and receive feedback on your responses.
19. The interviewer’s assumption is that this is you at your best, so be ready to bring your best.
20. Say thank you and actually ask for the job. If you think you’re a good fit, then say so. If this job is your dream job, then tell them that.
Resources for Resume Help
1. www.resume.com
2. http://mn.gov/deed/job-seekers/workforce-centers/
Ramsey County - St Paul WorkForce Center
540 Fairview Ave N, St Paul, MN 55104-1707
Call: 651-642-0363 or Email: saintpaul.wfc@state.mn.us
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