
 

BUSINESS CAREER SERVICES 

MOCK INTERVIEW PROGRAM GUIDE 
 

Congratulations – you’ve taken an excellent step in your preparation to find the “right” job! This opportunity will 
enable you to begin fine-tuning your interview skills. 
 
During this experience you will complete a 20 minute interview followed by a 30 minute feedback with a 
Business Career Services staff member.  Please use this guide to help you prepare for the mock interview as 
you would for a “real” job interview. 

 

Getting Started… 
 

Introduction 
 

The interview is the most important step in your search for employment.  You will want to be as thoroughly prepared for your interview 

as a successful salesperson is during a sales call.  When you are face-to-face with an interviewer, you are a salesperson…  selling 

yourself!  You have chosen to practice your “sales pitch” in a mock interview.  Interviewing is like anything else, the more you practice 
the better you become.  Congratulations on taking the first step to becoming an effective interviewee! 
 

Mock Interviews:  More than “Just Practice” 
 
Practice is a very important part of the career search process.  Your mock interview will be an opportunity to practice an interview, but 
it will be much more than “just practice.”  You will be expected to prepare and present yourself in the same way you would for an actual 
interview. 
 

Sign Up for the Mock Interview 
 
In order for you to obtain the optimum benefits from this experience, you are required to follow the guidelines listed below: 
 

1. Meet with your Career Coordinator to discuss your options and have them schedule a mock interview for you.  Sign up for an 
appointment online, stop in Business Career Services in 1320 Gerdin Business Building or call 515-294-2542. 

 
2. Submit a resume and job description (via e-mail or drop off in the Business Career Services’ office) at least 24 hours prior to 

your scheduled mock interview.  The job description can be any job that you are interested in.  You can view job descriptions 
for your major on CyHire.  Failure to submit a resume and job description may result in cancellation of the mock interview 
appointment. 

 
3. Be prepared to “stay in character” for the duration of your interview.  Just as in a real interview, there will be no opportunity to 

start over. 
 

4. Note mock interview date, time and room location. 
 

5. The entire process will take approximately 1 hour; be sure to schedule enough time. 
 

6. If there are areas of difficulty in your background or answers you would like to practice, please provide this information before 
the interview.  Otherwise, the questions will be at the interviewer’s discretion. 

 
7. If you would like the interview recorded, please tell your Career Coordinator and bring a flash drive to the interview to save the 

video. 
 

8. Cancellations and no-shows:   If you must cancel a mock interview, call Business Career Services (294-2542) as soon as 
possible.  If you miss your interview, you must e-mail a letter of apology to the Career Coordinator.  Business Career Services 
staff may suspend your privileges within the office until the letter of apology has been received.   

 
9. Resources to assist in your preparation:   This packet and the Business Career Services’ website 

(www.business.iastate.edu/careers) has helpful interview tips and suggestions.  The Business Career Services’ library also 
has many interview related books available to check out for up to 3 days. 

 

Before Your Mock Interview…  
 
Know Yourself!   Know who you are and what you have to offer.  Questions will be drawn from some basic categories.  Use your 
experience and abilities to come up with supporting examples from each category. 
 

 Career objectives 

 Type of job sought 

 College preparation 

 Geographical concerns 

http://www.business.iastate.edu/careers/students/schedule-an-appointment/


 Knowledge of the organization 

 Personal qualifications 

 Reasons for your career choice 

 Activities and interests 

 Special skills 
 

 
Practice your responses to standard interview questions and behavioral questions.  Based on the idea that what you have done in the 
past is a predictor of your future workplace behavior.  The recruiter will be expecting specific examples of a Situation/Task, Action, 
Result (STAR). 
 

Situation 
 

Task 

 What was the situation/circumstances? 
 

 Who was involved? 
 

Action 

 

 How did you handle that situation? 

 What did you do/say? 
 

Result 

 

 What was the outcome? 

 How did the person respond? 

 
Dress Professionally and Look the Part! 

 
You may want to bring a professional pen and note pad in a leather portfolio to jot down your interviewer’s name, notes, etc. and to 
hold the key questions you want to ask.  In a real interview you would want to bring extra resumes, a copy of your transcripts, and 
reference page. 
 
Have several questions prepared to ask the interviewer! 
 
Be prepared to close the interview with a brief statement about how you will fit into the organization and why you would be the best 
match for the job! 

 
Remember the basic interview etiquette 

 
 Start with a good handshake, and introduce yourself 

 Maintain good eye contact.  Show interest in what is being said through your “body language” 

 Don’t fidget!  Do try to control nervous habits 

 Make sure you know the interviewer’s name and pronounce it correctly  

 
Interview knockout factors 

 
 Lack of knowledge or skills necessary to do the job… not qualified  

 Poor personal appearance 

 Not prepared for the interview… no research on the company 

 No confidence or poise… fails to look the interviewer in the eye 

 Unable to express ideas clearly 

 Only interested in the best dollar offer… instead of interest in the job 

 Makes excuses during the interview, evasiveness, hedges  on answers 

 Negative about past supervisors or other experiences. 

 Poorly defined career goals:  Career goals may be difficult for you to formulate in a non-technical field.  When you don’t set 
clear goals for yourself you are actually limiting your employment opportunities.  You appear to be unfocused and willing to 
take any job.  The better focused your career objectives, the more doors will open for you. 

 Asks few or poor questions about the job.  

 No real enthusiasm in the company/industry/field.  Often you may be very interested, but if you do not show it, or say that you 
are interested in the company and the position, the interviewer will never know. 

After Your Mock Interview… 

 
 After the mock interview, you and your interviewer will review the video together, if recorded.  The remaining time will 

be spent providing feedback, answering your questions, and developing an action plan. 

 Just like a real interview, you should formally thank interviewers for their time.   Email a thank you note to your mock 
interviewer.  

 

Helpful Interviewing Tips… 

 
General Questions 

 
 Tell me about yourself? 

 What course did you like best?  Least?  Why? 



 What qualifications do you have that will make you successful in this position? 

 What do you like about our company/organization? 

 Do you prefer working by yourself or with others? 

 What are your strengths?  Weaknesses? 

 What interests you about our product or services? 

 Do you consider yourself to be a team player?  Why? 

 What have you learned from your mistakes? 

 
Behavior Based Interview Questions 

 
Organizational skills 

Tell me about a big project you had to plan for school or work. 

Ability to set priorities 
Describe a situation when you had several things to do in a limited time, such as study for exams. 

Ability to delegate 
Tell me about a big project you were in charge of something and had to let others help you. 

Interpersonal skills 
Tell me about a time when you’ve had to deal with members of the public. 

Being a team player 
Tell me about a time when you helped resolve a group problem. 

Ability to deal with people 
Tell me about a time when you had to work closely with someone in a position above (or below) you. 

Technical skills 
Tell me about the most difficult work or school problem you have ever faced. 

Ability to apply knowledge 
Tell me about a situation in which you had to apply some acquired knowledge of skill. 

Knowing limitations 
Tell me about a time when you had to learn something new in a short time. 

Commitment 
Tell me about a time when you had to finish a job even though everyone else had given up. 

Service 
Tell me about contributions you’ve made to a community or school organization. 

 

Questions You Could Ask Your Interviewer 

 
 What kind of training will I receive?  

 How much growth and development opportunity is given to new employees? 

 What kinds of assignments might I expect to be working on? 

 What do you like best about your job/company/organization? 

 Is there a lot of team/project work? 


