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JOBSEEKER’S GUIDE TO GETTING THE JOB OFFER 
 
What you do before, during, and after the job interview can significantly affect whether you are 
offered the job. This guide is designed to help you maximize your chances of being offered the 
job you want.  
 
Just as the purpose of the résumé is to get you an interview, the purpose of an interview is to 
get you a job offer. The interview helps the decision-maker identify your qualifications for the 
position and also assess things like personality, cultural fit, and your ability to do the job. 
 
Before the Interview 
 
First, let’s examine things you can do before the interview to improve your chances of securing 
a job offer. 
 
Research the Company 
 
Before you apply for a position, you should research the company. Not only will this help you 
tailor your résumé and cover letter for the job, but it will also help you identify the real hiring 
decision-maker(s) — especially if the job posting directs you to apply to the human resources 
department.  
 
At a minimum, you should: 

 Review the company’s website. Pay particular attention to the “About Us” page — and, if 
it’s a publicly-traded company, look at the information for investors. You’ll find a wealth 
of information about the company’s people, performance, and plans in the company’s 
reports. 

 Google the company. Conduct both a regular Google search and a search on Google 
News (http://news.google.com/). The Google News search will identify any recent news 
articles featuring the company. You can also set up a Google Alert 
(http://www.google.com/alerts) for the company, so that you will be notified via email 
when there is something new about the company online. 

 Assess the company’s social media presence. Check out their Facebook business page, 
company page on LinkedIn, and/or Twitter account. They may also have a company 
Google+ page, Instagram account, or Pinterest boards. Take the time to look at what 
the company posts on its social media accounts. This will help you get an idea of the 
company culture and might give you a clue as to how the employees dress, as well as 
what kind of community involvement the company supports. 

 Check out the company on Glassdoor.com. On Glassdoor, you’ll be able to get “inside” 
company information from employees and folks who have interviewed at the company. 
There is no charge to join the site, but the site uses “crowdsourcing” to collect data, so 

http://news.google.com/
http://www.google.com/alerts
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you will be asked to provide information on previous or current employers to add 
(anonymously) to the Glassdoor database. 

 
Also, once you have been contacted for an interview, ask for the name of the person who will 
be interviewing you (if it’s not the person who contacted you to set up the interview).  An easy 
way to do this is to ask, “Who will be conducting the interview?” You can also ask, “Will anyone 
else be participating in the interview?” 
 
Make sure you get the correct spelling of the interviewer’s name. Conduct a Google search on 
this person and look him or her up on LinkedIn. If you are going to be interviewed by a 
committee or group, ask for the names of all participants, if possible. 
 
Picking Your Interview Time 
 
When you are contacted to schedule the interview, sometimes you may be offered a choice of 
interview times. Which time is best? The answer depends on how interviews are being 
scheduled. Ask the interviewer. If interviews are being conducted in a single day or on 
consecutive days, choose the earliest slot you are offered. Surveys reveal that hiring managers 
who try to interview a large number of candidates in a short period of time suffer from 
“interview fatigue.” That means that, by the end of the day, the interviewer is tired and the 
interviews all start to run together. Consequently, you have a better chance of making a 
positive, memorable impression if you interview relatively early in the process. 
 
However, there is one exception. If the interview dates are separated over several days (for 
example, a Friday and Monday), your best bet is to choose the earliest slot available on the last 
day interviews are being conducted.  
 
Ask how much time to set aside for the interview. There are few things worse than having an 
interview go exceptionally well and the interviewer offers to show you around (or introduce you 
to the people who would be your co-workers), but you have to leave to go back to work or go 
to another appointment. Make sure you set aside sufficient time for the interview and any 
associated tasks (paperwork, testing, tours, etc.). 
 
Also, speaking of paperwork, make sure you arrive early for your interview — at least 10 
minutes early. (But don’t show up an hour early. If you get to the company more than 30 
minutes early, wait in your car.) 
 
Dress for Success 
 
The easiest guide for choosing interview attire is to dress “appropriately.” From your company 
research, you should have a feel for what employees of the company wear. You want to 
demonstrate that you understand company culture, so if employees wear casual attire on a 
daily basis, you may choose to wear slacks and a jacket instead of a suit.  
 
In general, however, you want to “overdress” rather than “underdress.” At a minimum, men 
should wear dress slacks, a sport coat, and tie. If you choose a suit, blue or dark gray is 
preferred over black. Shirts should be white or a light color, and chose a tie in a conservative 
pattern and color. Wear brown or black dress shoes that have been recently polished. 
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For women, dress slacks or a skirt are preferred over a dress, and a conservative suit is 
appropriate in most situations. You can choose a colorful blouse or one bold accessory 
(necklace, earrings, or bracelet), but understated is usually better. Choose conventional shoes 
— comfortable, in good condition, a neutral color, and with a small heel. 
 
You want the interviewer to remember you for your interview, not for your outfit. 
 
What to Bring to the Interview 
 
You can increase your chances of being offered the job by being prepared for the job interview. 
This extends to what you bring to the interview. 
 
Bring a few extra printed copies of your résumé with you and bring a copy of your cover letter. 
You should have also prepared a page of reference contacts. These individuals should have all 
agreed to be listed as a reference, and you should notify them that you are interviewing so they 
can be ready to expect a call. Also bring along a printed copy of the job posting. 
 
Prepare a list of questions to ask the interviewer — 3-5 questions is usually sufficient. Often, 
interviewers will ask if you have any questions for them. The wrong answer is, “No.” 
 
These should be questions that demonstrate you’ve done your homework on the company — 
not “Does your company do business internationally?” but instead, “I saw in your annual report 
that you are targeting emerging markets in Europe. How will this position contribute to the 
development or support of these new customers?” 
 
Bring along anything the interviewer requested that you bring to the interview. This could 
include a portfolio, writing sample, or any other pre-interview “homework.” You may need to 
bring along identification documents, either to get into the building (if there is a security desk) 
or to submit along with your job application.  
 
You should also pack a notepad and pen, so you can take notes during the interview. A notepad 
in a leather or faux-leather portfolio can also provide a place to store the résumé copies, 
references page, list of questions to ask, and other documents. Bring along your brag book if 
you have created one. 
 
Finally, consider bringing breath mints. Be sure to finish chewing and swallowing the mint 
before the interview. 
 
In the Interview 
 
The interview is where you get your chance to shine. Aside from the answers to the questions 
you’re asked, there are a few key things that will help you secure the job offer. 
 
Remember that everyone you meet at the company is potentially assessing you, so be polite 
and courteous to each and every person you interact with at the company. Be mindful that 
even the receptionist may be asked how you treated her. A little courtesy goes a long way. 
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Make sure you have the contact information (especially email address!) for anyone who 
interviews you. The easiest way to get this is often to ask for a business card. This way, you 
have the proper spelling of the person’s name (in case you didn’t have it before), his or her 
exact job title, and phone and email contact information. This is especially important if a second 
interviewer joins the meeting and you didn’t know this person would be participating in 
advance. It’s often most natural if you ask for the card at the beginning of the interview, when 
he or she is introduced to you. Simply say, “It’s great to meet you. Do you have a business 
card?” 
 
In the interview, be sure to specifically express your interest in working for the company. Don’t 
be too forward or aggressive, but after you’ve had a chance to learn more about the job and its 
requirements, it’s fine to say something like, “The more I learn about this job and the better I 
get to know the company, the more I know I’d like to work here!” 
 
Be prepared to give a “closing statement.” If you’re given the opportunity near the end of the 
interview, be ready to summarize (in 90 seconds or less) why you think you’d be a good fit for 
the position. Bonus points if you can incorporate some fact or tidbit that came up in the 
interview that particularly resonated with the interviewer. Although you want to prepare this 
closing statement in advance (and practice it several times), you don’t want it to sound canned 
or rehearsed. 
 
Ask if there is anything else you can provide to the interviewer to assist in the hiring decision. 
This could include a list of references (you, of course, have this ready to go!), work samples, a 
90-day plan (what you’d do in your first 90 days on the job), etc. Find out the best way to get 
this information to the interviewer and when he or she wants it. 
 
At the end of the interview, don’t be shy about asking what the next step is. You want to know 
if there is another round of interviews and, if so, when it will begin. Ask if it’s okay for you to 
follow up with your interviewer if you haven’t heard from him or her. (This is especially 
important to request if the next step in the process hasn’t been defined or if there is no definite 
timeline for additional interviews or a hiring decision.) Ask how many candidates will advance to 
the next round of interviews. Do they have a specific start date in mind for the position? And 
finally, inquire about how they’d like to be contacted for follow-up — do they prefer phone or 
email?  
 
After the Interview 
 
When you are one of many candidates being considered, what you do after the interview can 
set you apart significantly and increase your chances of being offered the job. 
 
The first — and most important — thing to do is to send a follow-up note. The etiquette for 
thank-you letters after the interview has changed as email takes a larger role in communication 
during the hiring process. Surveys reveal a wide disparity of preferences among hiring 
managers about whether a handwritten or emailed note is best. However, what hasn’t changed 
is the need to send a thank-you note. It’s a must. 
 
If you have decent penmanship and access to preprinted thank-you cards (no flowers or 
animals, please!), and can handwrite a note immediately after the interview, go for it. Just 
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make sure you mail it right away so that it arrives the next day, or within 2-3 days of the 
interview. Make sure you address the card correctly so that it will be received directly by the 
interviewer. Be sure to spell the interviewer’s name correctly! And double-check the card to 
ensure you didn’t spell anything wrong. 
 
If your handwriting could use some help, or you wouldn’t be able to mail a card promptly, email 
is also acceptable for sending a thank-you message. Just make sure you address the email to 
the right person. For a subject line, you can use something like, “Great to Meet You Today” or 
“Thanks for Meeting with Me Yesterday.” (Again, spelling counts here, too!). Do not send the 
thank-you email from your work email address, but do send it from a professional email 
address—not cutiepie38@hotmail.com. 
 
What should you write in the thank-you note? The best post-interview thank-you notes are brief 
and to the point.  
 
Cover these four points: 

1. Address the person by name. (Ms. Jones or Mr. Smith, not “Bob” or “Nancy,” unless the 
interviewer directed you to use his or her first name.) 

2. Thank them for their time and the opportunity to interview for the (name of position). 

3. Mention one thing from the interview that especially resonated with you, or mention an 
issue (or answer a question) that you felt you didn’t address properly in the interview. 
But don’t take an apologetic tone. Instead, say something like, “I wanted to clarify what 
we talked about regarding curriculum development. I should have emphasized that I do 
have experience in lesson planning and creating course outlines, having prepared a 
comprehensive course syllabus as part of my graduate class on Classroom Management. 
I would be happy to forward you a copy of these materials for your review, if you’d like.” 

4. Confirm the “next step” from the interview, including what action you will take — or 
what you’re expecting from the interviewer. 

 
Sample Thank-you Note 
 
Dear Mr. Jones, 
 
Thank you for the opportunity to meet with you today to discuss the ABC Company’s job 
opening for a Senior Sales Consultant. The plans the company has for expanding into the 
European commodities market sound incredible, and I think I could be a great asset to the 
team in this position.  
 
Two things I wanted to emphasize are my language fluency and cultural competence. Having 
spent two semesters in Belgium during college (and returning there twice for trips in the 
meantime), I possess the specific understanding of this market that the position requires.  
 
As we discussed in the interview, I look forward to hearing back from you on Monday and hope 
that I am selected to participate in the second round of interviews. I really think I can make a 
significant impact on your international sales in this role. Thanks again for taking the time to 
meet with me. 
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Sincerely, 
 
 
Jane Doe 
 
Follow-Up with Your References 
 
After writing your thank-you note, you should also immediately contact anyone you had 
provided to the company as a reference. Let the person know about your interview and how it 
went and prepare them to answer any questions that might have come up during the interview. 
For example, if the interviewer was particularly interested in a project you worked on with a 
colleague, let him or her know that so they will be prepared to answer any questions the 
interviewer had about that work. Ask the reference to let you know if he or she is contacted for 
a reference check.  
 
How — and When — to Follow-Up with the Interviewer 
 
Sometimes, the interviewer won’t know the specific timetable or process for moving forward 
towards a job offer. Other times, the promised time for the “next step” will come and go, and 
you’re left wondering if you didn’t make the cut or if another candidate received the offer. The 
only way to find out if you’re still in the running is to follow-up, but you don’t want to look like a 
pest, either. 
 
Here’s how to handle some specific situations: 
 

 You were told the next step would happen by a certain date, and that date 
has passed. What to do: At the end of the interview, you asked the HR person or the 
hiring manager how he/she would prefer to be contacted. Follow his/her wishes. If the 
individual wanted to be contacted by email, draft a message that re-introduces you and 
reminds him/her of when you interviewed (and for which position). State that you were 
anticipating hearing from him/her by (date), and you were following up to inquire about 
the status of the hiring process. Have they postponed the next step — and, if so, are 
you still being considered as a candidate? (Follow the same process if following up by 
phone.) 

 

 You promised to follow up on a certain date. What to do: If you made a promise 
in the interview to contact the interviewer on a certain date, make sure you do it! This is 
often used as a test by an interviewer — can the applicant follow instructions? This is 
especially important if you were asked to send something after the interview (for 
example, to write a sample report or submit a writing sample). 

 
 You’ve completed several interviews and are waiting on a job offer. What to 

do: Often the hiring process takes longer than anticipated — and the most common 
delay happens between the last round of interviews and when a candidate is selected 
for a job offer. In some cases, the decision may come down to two finalists, and one 
person is offered the job first. If he or she declines, you may then be offered the job. 
Don’t be pushy or sound desperate at this stage. Instead, be confident and helpful. A 
follow-up call or email at this point asks one simple question, “Do you need anything 
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else from me to help you make the hiring decision?” You may preface that with, “I know 
you’re busy, and I don’t want to take up too much of your time, but I wanted to make 
sure you had everything from me that you needed.” 

 
Also, stay in contact with your references during this time. Check in with them and see if the 
interviewer or a reference check company has contacted them. This will often give you a clue 
that the hiring process is moving forward. (But keep in mind, not all companies — or 
interviewers — check references.) 
 
Get the Offer 
 
The hiring process isn’t over until it’s really over. Remember, no matter how well the interview 
went, the job isn’t yours until you receive an offer, accept it, and it’s approved. While it’s rare 
for an offer to be rescinded after it’s made, it does happen. 
 
So if you are offered a job verbally, ask for the offer in writing. The offer letter should spell out 
the requirements of the position and the terms of employment, including salary, benefits, 
reimbursement of expenses, and any conditions of agreement (for example, hiring conditional 
on a successful background check or credit check). 
 
If you follow these guidelines, you will not only increase your chances of securing the job offer, 
but you’ll also increase your confidence as you understand the process. While you won’t get 
offered every job you interview for, remember that you only need one job offer, if it’s the job 
you want! 


