PHONE INTERVIEWS
· Clear the room and close the door.
· Land line is better than a cell phone.
· Take notes during and after the call.
· Keep your resume handy.
· Enunciate

· Avoid “um” and “uh”.
· Give short but complete answers.
· Do not interrupt the interviewer.
· End with a “thank you”.
BEFORE THE INTERVIEW

· Look in the mirror.
· Research the company.
· Know their flagship products.
· Get the position qualifications and description.
· Identify your relevant skills.
· Practice giving answers to standard questions.

· Why UCLA

· Why be an Actuary

· Describe your worst boss

· How long will you stay here

· Describe yourself and your best qualities

· Attach a reference letter to your resume.
· Find the restroom to wash and dry your hands.
INTERVIEW ETIQUETTE
· Never arrive late or too early.
· Use a breath mint.
· Shake hands firmly when they initiate it.
· Keep eye contact but don’t stare.
· Think about body language.
· Turn negatives into positives.
· Avoid being defensive to comments or questions.
· Emphasize accomplishments and not responsibilities.
· Be unique.
CLOSING QUESTIONS HELP SELL YOU

· Never ask about salary or benefits.
· Ask about a typical day.
· What are the advancement opportunities?

· Ask about the corporate culture.
· What employee qualities are the most valued?

· Ask “what keep you employed here?”
