
Before the Interview During the Interview Wrapping Up
Be clear about the interview goal.

BE ON TIME! Make sure you arrive to the interview on
time or early so the person you are interviewing does not
need to wait for you.
 
Bring a pen, paper, and your list of questions.
 
 Remind them of your name, thank them again for
meeting you, and make good eye contact. If meeting in
person, shake their hand firmly.

a certain academic major/minor? 
how to be successful on a potential career path? 
a person’s own experiences with mentoring? 

Are you looking to learn more about...

Prepare questions ahead of time.
**Remember to choose questions that allow people to share,
rather than respond with "yes" or "no."

Dress as you would for an in-person meeting. 
 
Try to call from a professional space where you’re sitting
upright in a chair at a desk or table.
 
Confirm meeting details and make sure you have the log-
on link.
 
Check your background. Make sure you are in a well-lit
room and your face is clearly visible. Check that the view in
the background of your screen is appropriate and not too
distracting. 
 
Try to avoid looking at yourself when speaking; it’s more
appropriate to look into the camera while you are
speaking to the other person.

Let the conversation flow. It’s okay if you don’t get to all
of your questions. Sometimes the person’s responses
lead to follow-up questions that you didn’t plan for (and
that might be more interesting!).
 
Be an active listener and give the person time to think
about their answers. 
 
Silent pauses are natural and okay.  
 
Don't read through your questions one right after
another. Conduct your interview like a conversation. Ask
follow up questions based on the person’s responses, so
that one question leads naturally into another. 

Be sure to...

Try to be flexible.

Tips for virtual meetings

Thank them for their time at the end of the
conversation. Even if it’s someone you know
really well!

"Thank you for providing the name of your
colleague. I will definitely reach out to her
and let you know if I have any issues."
"Would you mind if I contacted you in the
future with any additional questions?" 
"If so, what would be the best way to get in
touch with you—do you prefer that I email,
call, or schedule another meeting?"

Explicitly discuss follow-up and how you will
keep in touch.

"Would you mind if I ask how you think I did
during this interview?" 
"Did I come across as prepared and
engaged?"
"What were things that I did well during our
conversation? Were there any questions
that you especially liked?" 
"Do you have any suggestions for what I
could do differently in future meetings with
adults?"

Sometimes you might ask for feedback at
the end of the interview. 

"It was great to meet you."
"I really enjoyed talking with you."
"It was helpful to learn more about your field."
"Thanks for taking the time to come here and
tell me about your job."
"Can I give you my card so you can let me know
about any additional resources, or if any
opportunities for jobs/internships come up?"

Prepare Your "Elevator Speech"

“My name is ______. I am a freshman at {college/university}.”
“My name is ______. I am a second-year student in your CHEM 200
class on Thursdays.” 

“I plan to study computer science” 
 “I worked for {relevant internship/job experience} this summer.”

“I am especially interested in financial advising, and I would love to
hear more about your experiences in that career.”
“I’m interested in statistics and computer science and would like
to learn more about different types of jobs and work settings that
you know of in those areas.” 

1. Introduce yourself. 

2. Provide some brief, additional information about yourself that may
be relevant to the conversation.

3. State the purpose of the meeting. 

 

Ideas for Ending the Conversation

Ideas for questions about mentoring experiences:
Did you have a mentor(s) or important supportive adult other
than your parents in your life when you were my age? 
What are some of the ways your mentor(s) helped you out?
How did you meet the people you consider mentors in your
life?
Who did you turn to when you were trying to decide what to
study in college? When you were struggling in a course? \When
you needed advice about a difficult personal problem?

Ideas for questions about academic/career interests:
Where do you work?
What does a typical day look like in this job?
What do you like best about this career?
How did you become interested in this field/job?
What are some things that you find challenging in this career?
How do you manage these issues?
What advice would you have for someone interested in this
field?
How did you get into this job? What did you do to prepare
yourself? 
What kinds of elective courses and/or academic majors do you
think would be most helpful for succeeding in this
job/career/program?


