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Seven Essential Items to Bring to an Interview 
 

 

Besides bringing your best self – a well-dressed, confident, smiling version – add 
the following items to your interview survival kit: 
 

i. Contact Information and Directions. Know where you need to go 
and how to get there days before the interview. Write down all contact 
information, including the interviewer’s name and position. 

ii. Notebook and Writing Utensil. At some point, you may need to fill 
out paperwork. Rather than borrowing a pen or pencil, bring your own! It’s a 
small demonstration of your ability to think ahead. It also allows you to take a 
few notes during the interview. 

iii. Questions. During your research, come up with a few  questions to 
ask the employer. Prepare answers to popular questions too. Bring these with 
you, but put them away during the interview. 

iv. Multiple Copies of Your Resume. Having extra copies of your  
resume can steer the conversation towards your strengths and experiences. It 
also saves the interviewer from embarrassment if he or she forgot or lost the 
original copy. Along with your resume, print the job description. 

v. References. Gather  at least three relevant references to give to the 
hiring manager after the interview. 



vi. Portfolio. Depending on the job, your interviewer may expect a few  
work samples, either in digital or print form. Consider compiling a “leave 
behind” as well. 

vii. A Single Bag. Find a briefcase, folder  or  bag to store the other  six 
items: you’ll come across organized. Carry a few emergency items too like 
water, a cellphone, jewellery, grooming tools and so on. 

 

 

Gathering References for an Interview 

 
Take initiative and assemble a letters of recommendation folder before your next big 
interview. Although it can feel uncomfortable asking this of someone, it may make 
the difference between getting the job and losing the opportunity. 
 

Who to Ask for a Reference 

Typically, new employers check three references per prospect, meaning you must 
put your best three forward. Choose from acquaintances, old professors, customers, 
community members and/or previous supervisors/managers. Of these people, they 
need to confirm who you are, where you worked and your relationship to them, 
among many other minute details. Keep in mind that the investigation does not end 
with a letter and that employers may contact these individuals afterwards. Always 
inform them of the job you have applied to and the qualifications the employer 
seeks. 
 

How to Ask for a Reference 

When you leave a job, never do so in a manner that “burns bridges” — that is, to 
leave in a fashion that eliminates the chance of a positive referral. Other than this, 
recommendations are now easier to obtain thanks to social media websites like 
LinkedIn. Simply view a profile and request a recommendation. Note that some 
employers check the ratio of references to connections as well as the social history 
between you and your referrers. 
 

Anatomy of a Good Reference 

 

◊ Introduction — Name, Position, Relationship; 
◊ Context — Who the reference is for and the relationship to that individual; 
◊ Judgement — Assessment of skills, qualifications and/or past performances; 
◊ Examples — Past projects/contracts, workplace challenges/successes, etc.; 
◊ Call-to-Action — Clear, persuasive referral statement that allows for further 

discussion. 
 

Edit your references for comments that may hurt your credibility as well as for 
anything that reads too informally. Ensure all information pertains to your career  
— not your lifestyle. Lastly, just like your resume, check for spelling and grammar. 



How to Answer These Tough Interview Questions 
 

 

The interview questions you’ll face this year have been around for decades. Just 
because the questions are predictable, though, does not mean your answers should 
be. Use vivid examples that show off your personality and skill, finding a positive 
spin for every negative question thrown your way. Think about the following before 
your next big interview: 
 

◊ “Why should I hire you?” If you cannot answer this question with precision, do 
more research. This question requires you to align your qualifications with the 
job description. It asks you to demonstrate your understanding of the business’ 
needs and to prove you can rise to the challenge. 

◊ Explain to me XYZ as you would to a ten-year old child. Regardless the line of 
work, you’ll encounter a few complex concepts. This question tests your ability 
to breakdown technical data and communicate efficiently. 

◊ Describe your biggest failure.  This question is much worse than its relative, 
“What are your greatest weaknesses?” When talking about weaknesses, be 
honest and positive; always mention how you’ve improved. Same with this 
question — contextualize the situation. Was it a risk? Did you learn from it? 
Was it your fault? Did you recover from the incident? Developing the story 
attaches a positive ending to a bad experience. 



◊ What did you dislike about your last job? Again, research helps answer this 
question. If you explain a pet peeve that insults your new employer, you’ve 
done yourself a great harm. Avoid blatantly negative remarks. 

◊ What would your references say about you? Careful not to toot your own 
horn. Do, however, touch upon areas your previous employer may forget to 
mention. Talk about the strengths you displayed in your last position and how 
you got along with others. 

 

 

 

Role Reversals: How to Ask an Interviewer Questions 
 

 

Posing unique, well-informed questions illustrates your initiative, competency and 
ability to think critically. Often, a few thought-provoking questions have the power 
to influence an interviewer’s impression. This is because good questions reflect 
research, dedication and creativity, while bad questions suggest a lack of interest 
and/or a general ignorance. 
 

Note: Most of the sample questions below are open-ended. Avoid overly tough, 
inappropriate or controversial topics. As well, implement some of the company’s 
accepted terminology (jargon) into your questions.  
 

◊ The job description defines the position’s responsibilities and expectations, but 
could you describe a typical week here in the office? 

◊ What successes have previous employees experienced in this position? 

◊ How many others work in this department? Could you please outline the 
management structure in-place? 

◊ Are there opportunities for advancement in the workplace? 

◊ How does this department fit into the organization’s five-year plan? 

◊ In the past, how have major corporate decisions been handled? 
◊ What are the various ways employees communicate with one another? 
◊ What is the company’s policy on seminars, workshops and training? 

◊ What equipment am I expected to use (i.e. computer software)? 
◊ How frequently do you conduct formal and informal reviews? 
◊ How does the company plan to keep an edge on its competition? 

 

 

 

Common Types of Interviews 
 

 

Screening Interviews 
Employers often screen candidates over the phone before conducting in-person 



interviews. This gives recruiters a chance to preview an applicant to determine if he 
or she fits the job’s full profile. Body language does not count here, so note that the 
first impression rests entirely on one's ability to communicate verbally. 
 

In-Person Interviews 
When brought into the office, candidates should expect one of three situations: the 
one-on-one interview, the panel interview or the group interview. Most know of the 
first situation, but the latter two can be stressful new experiences. Essentially, 
several decision-makers host panel interviews to collect interpretations and 
eliminate biases concerning one applicant. Group interviews, on the other hand, 
gather a handful of candidates for simultaneous questioning to reveal leadership 
and/or teamwork potential. 
 

Second Interviews 
Sometimes companies ask to see a candidate again before making the final decision. 
At this point, interviews can last the better part of a day and may involve multiple 
individuals, including HR representations, managers, supervisors and other office 
heads. Like the in-person interviews above, these may come in different forms. 
 

◊ Behavioural-Based Interviews: Assuming past performances can predict a 
person’s future actions, interviewers examine a candidate’s work history by 
posing “what would you do?” and “what did you do?” questions. They look for 



answers within a context – situation, task, action and result. 
◊ Task-Oriented Interviews: Candidates must finish a task to prove their 

creative and analytical abilities. This may be a hypothetical or physical 
challenge. 

◊ Stress Interviews: The interviewer puts the candidate in the hot seat to test 
how he or she reacts under pressure. Stress tactics include awkward silences, 
unwarranted interruptions and argumentative or antagonistic questions. 

 

 

 

 

 

 

FlexStaf-IT is a Canadian-based organization that connects qualified I.T. 

personnel with companies offering short- or long-term contract 

assignments, permanent placement positions, and fully managed end-to-

end I.T. project solutions.   


