
1. Rehearse the answers to questions that you will be asked in the exit interview.  It is always obvious who has practiced and who hasn’t.  Practice out loud.
2. First impressions are often lasting ones.  Greet the interviewers with a handshake and a smile. (
3. Look your best because it signals success.  See the professional attire section.  Convey the message that you are competent, professional, and serious.

4. Check your body language.  Remember, non-verbal communication says more than verbal.  Sit tall (don’t slouch) and be relaxed.  Use gestures, facial and hand, as appropriate.  Make good eye contact.

5. Use the interviewer’s name when talking.

6. Avoid verbal clutter.  Business consultant Marian Woodall says, “Poor communicators tend to talk in paragraphs.  Successful communicators talk in short sentences and even in bulleted items.”  Don’t back yourself in a corner, however.
7. If you can’t answer the question simply say that you have drawn a blank and would like to come back to the question.  Don’t ramble on and say nothing.

8. If the question is unclear, ask for it to be repeated.

9. Speak with enthusiasm, not a monotone voice.

10.Enjoy the interview.  It is one more step toward you landing a job!

