
10 interview dos and don'ts
10 interview dos and don'ts are essential guidelines for anyone preparing to
enter the competitive job market. Knowing what to do and what to avoid can
significantly increase the chances of making a positive impression on
potential employers. This article provides a comprehensive overview of
crucial behaviors and strategies that candidates should adopt or steer clear
of during interviews. By understanding these key points, job seekers can
approach interviews with confidence, demonstrate professionalism, and improve
their overall performance. From punctuality and attire to communication and
follow-up, each aspect plays a vital role in shaping the interview outcome.
The following sections will outline the most important dos and don'ts to keep
in mind when preparing for and participating in job interviews.

Preparation and Research

Professional Appearance and Punctuality

Effective Communication

Body Language and Attitude

Follow-Up Etiquette

Preparation and Research
Proper preparation and thorough research form the foundation of a successful
interview. Candidates who invest time in understanding the company, its
culture, and the job role demonstrate genuine interest and initiative. This
section covers the essential dos and don'ts related to interview preparation.

Do: Research the Company and Role
One of the most important 10 interview dos and don'ts is to thoroughly
research the company and the specific position before the interview. Knowing
the company’s mission, values, recent achievements, and challenges enables
candidates to tailor their responses effectively. It also allows them to ask
informed questions, showing engagement and enthusiasm.

Don't: Arrive Unprepared or Ignorant
Failing to research the company or role is a major interview mistake.
Candidates who appear uninformed may be perceived as uninterested or



unprofessional. Avoid generic answers that could apply to any job. Instead,
customize responses to align with the company’s goals and the role’s
requirements.

Do: Practice Common Interview Questions
Rehearsing answers to frequently asked interview questions helps build
confidence and clarity. Practicing responses related to skills, experience,
and behavioral scenarios ensures candidates can articulate their
qualifications smoothly and effectively.

Don't: Memorize Responses Word-for-Word
While preparation is key, rote memorization can lead to robotic or unnatural
answers. Interviewers appreciate authentic and thoughtful responses. Focus on
understanding your key points and conveying them naturally rather than
reciting memorized scripts.

Professional Appearance and Punctuality
First impressions heavily influence interview outcomes. Dressing
appropriately and arriving on time are non-negotiable dos in the 10 interview
dos and don'ts. This section explains how to present oneself professionally
and respect the interviewer’s time.

Do: Dress According to the Company Culture
Choosing attire that matches the company’s dress code shows respect and
awareness. For corporate roles, formal business wear is typically expected,
while creative industries may allow for a more casual but neat appearance.
When in doubt, err on the side of professionalism.

Don't: Wear Inappropriate or Distracting Clothing
Avoid clothing that is too casual, revealing, or flashy. Distracting
accessories or poor grooming can detract from your qualifications and
professionalism. Clean, well-fitted, and conservative clothing generally
makes the best impression.

Do: Arrive Early
Arriving 10 to 15 minutes early demonstrates punctuality and respect for the
interviewer’s schedule. It also provides a buffer to manage unexpected delays



and to compose oneself before the interview begins.

Don't: Arrive Late or Rush In
Being late creates a negative first impression and may suggest poor time
management skills. Rushing into the interview can increase anxiety and reduce
focus. Plan your route and timing carefully to avoid these pitfalls.

Effective Communication
Clear and confident communication is a critical component of successful
interviews. How candidates express their thoughts and interact with
interviewers plays a significant role in demonstrating suitability for the
job. This section outlines communication-related dos and don'ts.

Do: Speak Clearly and Confidently
Use a steady voice and articulate your answers thoughtfully. Confidence
conveys competence and helps establish rapport. Pausing briefly to gather
your thoughts before answering can improve clarity and reduce filler words.

Don't: Interrupt or Ramble
Interrupting the interviewer or veering off-topic can be perceived as
disrespectful or unfocused. Keep answers concise and relevant to the
questions asked. Listening carefully and responding appropriately are key
interview skills.

Do: Use Positive Language and Examples
Highlight achievements and strengths using concrete examples. Positive
language reflects enthusiasm and optimism, which interviewers value.
Emphasize how your skills and experiences align with the role’s requirements.

Don't: Speak Negatively About Previous Employers
Criticizing past employers or colleagues can raise red flags about
professionalism and attitude. Maintain a neutral or positive tone when
discussing past experiences, focusing on what was learned rather than
complaints.



Body Language and Attitude
Non-verbal cues and overall demeanor significantly influence interviewer
perceptions. Exhibiting the right body language and attitude can reinforce
verbal communication and convey professionalism. This section discusses
important dos and don'ts related to non-verbal behavior.

Do: Maintain Eye Contact and Smile
Consistent eye contact shows confidence and engagement, while a genuine smile
helps establish a positive connection. These behaviors signal attentiveness
and friendliness, important traits in any professional setting.

Don't: Slouch or Avoid Eye Contact
Poor posture or avoiding eye contact can imply disinterest, insecurity, or
lack of confidence. Sitting up straight and making comfortable eye contact
helps project a professional image and builds trust with the interviewer.

Do: Show Enthusiasm and Interest
Demonstrating genuine enthusiasm for the role and company through your tone
and expressions can make a strong impact. Being engaged during the
conversation encourages a dynamic and positive interview atmosphere.

Don't: Exhibit Negative or Defensive Behavior
Crossing arms, fidgeting excessively, or showing irritation can create an
unfavorable impression. Stay calm, composed, and open-minded throughout the
interview to maintain a professional attitude.

Follow-Up Etiquette
Following up after an interview is a crucial step that many candidates
overlook. Proper follow-up reinforces interest and professionalism. This
section outlines the dos and don'ts related to post-interview communication.

Do: Send a Thank-You Note
Sending a brief, polite thank-you email within 24 hours expresses
appreciation for the opportunity and reiterates enthusiasm for the position.
This simple gesture can differentiate candidates in a competitive job market.



Don't: Be Overly Persistent or Pushy
While follow-up is important, excessive emails or calls can annoy
interviewers and damage your chances. Allow reasonable time for the employer
to make decisions before reaching out again.

Do: Reflect on the Interview Experience
Use the follow-up period to assess your performance and identify areas for
improvement. This reflection prepares candidates for future interviews and
helps refine their approach.

Don't: Assume the Outcome or React Prematurely
Avoid jumping to conclusions about the hiring decision or sending multiple
messages seeking immediate feedback. Patience and professionalism during this
stage demonstrate maturity and respect for the process.

Summary of 10 Interview Dos and Don'ts
Incorporating these 10 interview dos and don'ts into your preparation and
conduct can greatly enhance your chances of success. Key dos include
researching the company, dressing professionally, arriving early,
communicating clearly, maintaining positive body language, and sending a
thank-you note. Conversely, avoid arriving unprepared, dressing
inappropriately, being late, speaking negatively, displaying poor body
language, and following up excessively. Understanding and applying these
guidelines ensures candidates present themselves as competent, respectful,
and enthusiastic professionals during every stage of the interview process.

Frequently Asked Questions

What are the top 3 dos during a job interview?
The top 3 dos are: 1) Research the company beforehand to understand its
culture and values, 2) Dress appropriately for the position and company
culture, and 3) Maintain good eye contact and body language to show
confidence.

What should I avoid saying during an interview?
Avoid negative comments about previous employers, discussing salary too
early, or sharing irrelevant personal information. Also, refrain from using
slang or overly casual language.



How important is punctuality for an interview?
Punctuality is very important. Arriving on time shows respect for the
interviewer's schedule and demonstrates your reliability and professionalism.

Is it okay to ask questions at the end of an
interview?
Yes, it is encouraged to ask thoughtful questions at the end. It shows your
interest in the role and company and helps you determine if the job is the
right fit.

Should I bring copies of my resume to the interview?
Yes, bringing several clean copies of your resume is a good practice. It
shows preparation and allows you to provide them to interviewers who may not
have a copy.

How can I avoid appearing nervous during an
interview?
Practice deep breathing, maintain good posture, prepare answers in advance,
and focus on the conversation to help reduce nervousness and appear
confident.

Is it okay to use my phone during an interview?
No, using your phone during an interview is considered unprofessional. Make
sure your phone is on silent or turned off before the interview starts.

What is a common mistake to avoid in an interview?
A common mistake is not doing enough research about the company, which can
make your answers seem generic and show a lack of genuine interest.

How should I follow up after an interview?
Send a thank-you email within 24 hours, expressing appreciation for the
opportunity, reiterating your interest in the role, and briefly highlighting
why you are a good fit.

What is an important 'don't' regarding body language
in interviews?
Don't cross your arms, avoid eye contact, or fidget excessively, as these can
convey disinterest, nervousness, or defensiveness.



Additional Resources
1. Mastering the Interview: Top 10 Dos and Don'ts for Success
This book offers a comprehensive guide to navigating job interviews with
confidence. It breaks down the essential dos and don'ts every candidate
should know, providing practical examples and tips. Readers will learn how to
present themselves effectively and avoid common pitfalls that can cost them
the job.

2. Interview Excellence: 10 Key Dos and Don'ts to Land Your Dream Job
Focused on delivering actionable advice, this book highlights the ten most
critical behaviors to adopt and avoid during interviews. It includes
strategies for answering tough questions, managing body language, and
building rapport with interviewers. The author shares insider insights from
hiring managers to help readers stand out.

3. Winning Interviews: The Essential Dos and Don'ts You Must Know
Designed for job seekers at all levels, this book outlines the fundamental
interview practices that lead to success. It emphasizes preparation,
communication skills, and professionalism, while cautioning against common
mistakes. Real-life anecdotes illustrate how following these guidelines can
make a difference.

4. Nail Your Next Interview: 10 Dos and Don'ts for Job Hunters
This practical guide focuses on the mindset and behaviors that influence
interview outcomes. It details ten critical dos and don'ts, including how to
research the company, dress appropriately, and handle difficult questions.
The book also offers tips on follow-up techniques to leave a lasting
impression.

5. Interview Smart: Top 10 Dos and Don'ts for Career Success
Interview Smart equips readers with essential knowledge to approach
interviews strategically. The book covers best practices such as punctuality,
honest communication, and effective storytelling. It also warns against
behaviors like oversharing or appearing disengaged, ensuring readers make a
positive impact.

6. The Interview Playbook: 10 Dos and Don'ts to Impress Employers
This title serves as a step-by-step manual for excelling in interviews by
mastering key dos and avoiding common errors. It provides checklists, sample
answers, and advice on non-verbal cues to help candidates feel prepared and
confident. The playbook approach makes it easy to implement the lessons
immediately.

7. From Nervous to Noteworthy: 10 Interview Dos and Don'ts
Targeted at nervous interviewees, this book offers calming strategies
alongside essential dos and don'ts to boost confidence. It addresses how to
manage anxiety, maintain composure, and communicate clearly. The author
combines psychological insights with practical tips to transform interview
experiences.



8. Essential Interview Etiquette: 10 Dos and Don'ts for Professional Success
Focusing on etiquette, this book teaches readers how to conduct themselves
professionally before, during, and after interviews. It covers topics such as
timely communication, respectful behavior, and appropriate dress codes. The
dos and don'ts outlined help candidates build a strong professional image.

9. The Job Interview Survival Guide: 10 Dos and Don'ts to Get Hired
This guide prepares job seekers to survive and thrive in competitive
interview environments. It emphasizes the importance of preparation, active
listening, and positive attitude, while cautioning against overconfidence and
unpreparedness. Practical exercises and tips ensure readers leave interviews
feeling empowered.
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https://www-01.massdevelopment.com/archive-library-002/pdf?docid=CYj20-2596&title=10-interview-dos-and-don-ts.pdf
https://www-01.massdevelopment.com/archive-library-407/files?dataid=SmH01-0729&title=illinois-institute-of-technology-bookstore.pdf
https://www-01.massdevelopment.com/archive-library-407/files?dataid=SmH01-0729&title=illinois-institute-of-technology-bookstore.pdf


considering what options you have, this book will help you to gain clarity to make your move -
regardless of what it is. There's no need to wait. Learn everything you need to know to get through
the process and find the right job for you.
  10 interview dos and don ts: Adulting For Dummies Gencie Houy, 2022-10-25 Learn to
adult even better than your parents Even though it’s tougher than ever, this adulting thing doesn’t
come with instructions! The moment you turn 18 you’re expected to be a master of everything from
personal finance to household chores, even if you’ve never done any of these things before. It’s no
wonder that a lot of people just like you are looking for a guide to adulthood that doesn’t assume you
magically learned how to do laundry and invest in a 401(k) on your eighteenth birthday. In Adulting
For Dummies, Gencie Houy, independent living educator at Texas Tech, walks you through every
critical part of adulting on your own. From basic life and household tasks to managing your finances
and health, you’ll learn how to achieve your goals in each area of your life that matters to you. You’ll
also discover how to balance the different parts of your life so you don’t get overwhelmed in any one
area. The book also offers: Advice on navigating the modern dating scene and communicating with
family members, friends, and romantic partners Guidance on budgeting your money and saving up
for a house (yes, it’s still possible!) Easy strategies for keeping your home in order and in good
shape No one said being an adult is easy. But, with help from your friends at Dummies, it doesn’t
have to be impossible. Grab a copy of Adulting For Dummies today!
  10 interview dos and don ts: Career Essentials: The Interview Dale Mayer, 2011-05-11
Today's economy is tighter and more complex than ever before. With no time or money for mistakes,
companies need to find the 'right' person for every position quickly and efficiently. To have reached
the interview stage is a feat in itself. Now it's critical that you not only get through the interview but
that you dominate the competition. If this is the job you want, there is no room for errors, not when
there are hundreds of solid candidates lined up behind you. This book details the many different
kinds and styles of interviews, in addition to the steps to take before, during and after the interview
for maximum effectiveness. Tough questions will be asked in an interview. You need to answer them
and ask a few hard questions of your own. The skills and techniques you will learn here will stay
with you throughout your life to be utilized in multiple situations, helping you to enjoy a rewarding
career. This is the 3rd book in the Career Essential series, and it covers all the 'essential'
information you need to know about interviewing successfully and so much more. Like all the books
in this series, the information presented here is concise and clearly laid out in an easily accessible
style so it's fast to read and easy to follow. Good luck!
  10 interview dos and don ts: Leadership Awareness and Development Program Russell L.
Kaiser, 2018-08-31 Organizations must develop, operate, and sustain a basic leadership curriculum
if they want to develop future leaders. Russell L. Kaiser, chief of the Freshwater & Marine
Regulatory Branch of the Environmental Protection Agency, wrote this instructional guide to help
you continually evaluate and strengthen your program and people. The guide will help you build a
stronger strategic vision and purpose, create a coaching/mentoring culture, build a network of
exceptional leaders, boost the number of promotable employees, and boost morale and productivity.
By the end of the program, each participant will have a self-development plan with accountability
measures that will allow for each individual to further build upon his/her professional competencies.
In addition, individuals will understand how their leadership styles complement their organizations
values, culture, mission, and vision. Filled with assessments, critical thinking exercises, program
evaluations, and a variety of tools to promote learning, this is a must-have resource that will have a
profound effect on individuals, company culture, and operational performance.
  10 interview dos and don ts: Збірник тестів з підготовки до ЗНО 2020: англійська
мова Драб Н. Л., Лобецька І. М., Костюк Т. О., Посібник розроблений для підготовки школярів
до зовнішнього незалежного оцінювання з англійської мови. Учні можуть самостійно
підготуватися до виконання тестових завдань. Матеріал посібника укладено відповідно до
чинної програми з англійської мови для середньої школи. Посібник містить 6 комплексних
тестів і ключі до них. Посібник може використовуватися як для самостійної роботи, так і для



класної роботи, індивідуальних занять з учителем.
  10 interview dos and don ts: Med School Confidential Robert H. Miller, 2025-09-23 Med
School Confidential from Robert H. Miller and Daniel M. Bissell uses the same chronological format
and mentor-based system that have made Law School Confidential and Business School Confidential
such treasured and popular guides. It takes the reader step-by-step through the entire med school
process--from thinking about, applying to, and choosing a medical school and program, through the
four-year curriculum, internships, residencies, and fellowships, to choosing a specialty and finding
the perfect job. With a foreword by Chair of the Admissions Committee at Dartmouth Medical School
Harold M. Friedman, M.D., Med School Confidential provides what no other book currently does: a
comprehensive, chronological account of the full medical school experience.
  10 interview dos and don ts: Збірник тестів з підготовки до ЗНО 2021: англійська мова
Драб Н. Л., Лобецька І. М., Костюк Т. О., 2020-01-09 Посібник розроблений для підготовки
школярів до зовнішнього незалежного оцінювання з англійської мови. Учні можуть самостійно
підготуватися до виконання тестових завдань. Матеріал посібника укладено відповідно до
чинної програми з англійської мови для середньої школи. Посібник містить 20 комплексних
тестів і ключі до них. Посібник може використовуватися як для самостійної роботи, так і для
класної роботи, індивідуальних занять з учителем.
  10 interview dos and don ts: Handbook Of Reporting And Communication Skills V. S. Gupta,
2003 This Handbook Is Designed To Meet Every Need Of The Students Of Journalism And Other
Disciplines Who Wish To Acquire Communication, Reporting And Editing Skills.
  10 interview dos and don ts: The Motivated Job Search: 2nd Edition Brian E. Howard,
2018-07-01 Book one in the Motivated Series by Brian E. Howard./b?brbriIf you're conducting a job
search for a professional position or considering such a job search, you should read this book. Brian
Howard provides a thorough, approachable guide to each of the components of a job search that will
help you be the selected candidate./b/ibrbriThe Motivated Job Search - Second Edition This book
provides the informational steps to conduct a job search, but more importantly strategic insight from
someone who is actively engaged in front line recruiting. These strategic insights include: •using the
psychology of persuasion; •understanding the mind and motivations of an employer; •maximizing
the use of accomplishments/ •optimizing your LinkedIn profile; •and six unique tactics that will
create differentiation from other job seekers.
  10 interview dos and don ts: Research Skills for Journalists Vanessa Edwards, 2016-03-02
Research Skills for Journalists is a comprehensive, engaging and highly practical guide to developing
the varied skillset needed for producing well researched, quality journalism across a range of
platforms. Illustrated with original interviews and case studies, the book guides readers through a
clear understanding of sources of news, as well as illustrating the skills needed to undertake
successful digital and non-digital research and to conduct interviews for a variety of media. It
examines the skills needed for basic data journalism and presents an in-depth exploration of the
different research skills specific to producing print and online text, as well as those for broadcast
and multimedia journalism. Key research skills explored in the book include: Developing digital
research skills, including researching through search engines, messages boards, discussion groups
and web forums, social media, apps, and using user generated content Working with data, including
sourcing, auditing and analysing data, data visualisation and understanding the importance of
accuracy and context Essential non-digital research skills, including telephone technique, using
libraries and working with librarians, understanding copyright, working with picture libraries and
research services, and producing freedom of information requests Working directly with people to
research stories, including the power of persuasion, tracking down great contributors, managing
and protecting sources, planning and managing interviews, and interviewing vulnerable people
Researching for multimedia production of stories, including researching a radio story, podcast or
video story, and planning for outside broadcasts. Research Skills for Journalists also explores
specialist research skills needed for working overseas and investigates new areas, which could be
used for journalism research in the future. The book is illustrated with original contributions by



journalists from a variety of backgrounds; including veteran investigative journalist John Pilger,
pioneering data journalist Simon Rogers and The Bureau of Investigative Journalism’s
award-winning reporter Abigail Fielding-Smith. It is an invaluable guide for students and
practitioners of journalism to the skills needed for finding and developing original news stories
today.
  10 interview dos and don ts: Principles of Risk-Based Decision Making In c. ABS Consulting,
2002-02 Principles of Risk-Based Decision Making provides managers with the foundation for
creating a proactive organizational culture that systematically incorporates risk into key
decision-making processes. Based on methodology adopted by a number of organizations including
the federal government, this book examines risk-based decision making as a process for organizing
information about the possibility for unwanted outcomes in a simple, practical way that helps
decision makers make timely, informed management choices that minimize harmful effects on safety
and health, the environment, property loss, or mission success. Citing practical examples, charts,
and checklists, the authors break the risk-based decision making process into five key components:
establishing the decision structure, performing the risk assessment, managing sufficient risks,
monitoring effectiveness of adopted risk controls through impact assessment, and facilitating risk
communication. They examine each component in detail and outline available decision analysis and
risk assessment tools that aid in each of these risk-based decision making functions. This book also
walks readers through eight project management steps—from scoping a risk assessment to
evaluating the recommendations—the components of each, and the importance of these steps to the
success of a risk assessment. Special features include a table for applying the risk-based
decision-making process, a hazard identification guidesheet, an example of human error, an acronym
list, and a glossary.
  10 interview dos and don ts: Play-by-Play: Sportscast Training 1st. Edition Al Epstein, Lou
Riggs,
  10 interview dos and don ts: The Consultant Interview Sara Watkin, Andrew Vincent, 2012
Covering the whole preparation process for your consultant interview, this is the only book you will
need to succeed. This book presents a medically focused guide on how to prepare for the interview,
how to behave in the interview and finally how to put oneself in the best possible position to be
appointed in a consultant job.
  10 interview dos and don ts: Multimedia Reporting Richard Scott Dunham, 2019-08-02 This is
the first book to apply multimedia tools to economic and business storytelling. By examining the
journalism essentials as well as the advanced multimedia skills, it helps readers use the latest
technological tools to integrate multimedia elements into traditional news coverage. It also explains
how to tell stories solely through multimedia elements. The new language of online journalism
includes writing for digital platforms, writing blogs and writing for social media and involves a wide
range of multimedia skills, like video, audio, photography, graphics, data visualization and
animation. Multimedia journalism allows a two-way communication with the audience that was not
possible in traditional “legacy” media, and this textbook is replete with links to useful tutorials,
examples of award-winning multimedia stories, and advanced digital resources, offering journalists a
road map to the brave new world of digital reporting and editing.
  10 interview dos and don ts: The Insider's Guide for New Teachers Sara Bubb, 2003-12-16
Writing in an accessible, engaging style, Sara Bubb tackles all the essential 'need to know' topics for
trainee or newly qualified teachers from the perspective of someone actually involved in training or
teaching. This book features illuminating anecdotes and answers questions posed by individuals
already in the process of studying or teaching. It covers the whole spectrum of experience - from
meeting the standards to gaining qualified teacher status (QTS), to managing relationships at
college and school. Maintaining a practical focus throughout, the book is peppered with handy
checklists, case studies and useful tips. This will be an indispensable handbook for any trainee
teacher needing advice and information.
  10 interview dos and don ts: Personnel Literature United States. Office of Personnel



Management. Library, 1993
  10 interview dos and don ts: Diagnostic Interviewing Daniel L. Segal, 2025-02-26 A
cornerstone of the professional therapeutic relationship and a vital prerequisite to effective
treatment, the diagnostic interview sets the tone for interventions that follow. This welcome update
to the authoritative textbook includes coverage of foundational and advanced skills and strategies
for effective clinical and diagnostic interviewing. Completely revised and updated to correspond to
the DSM-5-TR and to reflect the latest innovations in theory and evidence-based practice, this
instructive book offers a wealth of useful interviewing strategies and techniques. Specific
interviewing approaches are discussed for diverse settings and diverse clients across a variety of
presenting problems and mental disorders, as well as keys to ensuring that the interview process is
effective and clinically sound. As with its predecessors, this volume emphasizes the value of the
interview as the foundation for treatment planning, intervention, and the healing therapeutic
relationship. Among the topics covered: Ethical and professional issues. Interviewing strategies,
rapport, and empathy. Presenting problem, history of presenting problem, and social history. The
mental status examination. Consideration of neuropsychological factors in interviewing. Specific
disorders including depressive disorders, bipolar disorders, anxiety disorders, obsessive-compulsive
and related disorders, trauma and stressor-related disorders, dissociative disorders, somatic
symptom disorders, eating disorders, sexual dysfunctions and gender dysphoria, substance use
disorders, personality disorders, and schizophrenia spectrum disorders. Special populations,
including children, older adults, interviewing in health, medical, and integrated care settings, and
interviewing individuals at risk for suicide. Previous editions of Diagnostic Interviewing have been
used in the training and education of diverse mental health professionals including psychologists,
psychiatrists, social workers, marriage and family therapists, and professional counsellors. This
Sixth Edition will continue this tradition, aiding students, new practitioners, and seasoned clinicians.
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