SET for Life


How to Make a Good Impression When Applying for a Job

· Be more than punctual; be early. 

· Fill out your application with care, reading instructions first. Print neatly; look up words you can't spell. Sign your name clearly. 

· Inform yourself about the company.

· On shaking hands, wait for the employer to offer his/her hand, be firm but not too vigorous.

· Be attentive, polite, smile sincerely and show your best manners. Be cordial and sincere.

· Be personally clean and fresh, hair washed and neatly styled.  Wear clean, conservatively styled clothes, neat and clean shoes. Dress according to the type of work you are seeking.

· Listen carefully to questions asked.

· Don't show a hint of insecurity. Avoid too much movement with your hands. Look directly at the interviewer. Don’t look at the clock.

· Don’t bring in your personal problems. Act mature and considerate.

· Be prepared to accept a reasonable rate of pay. Discuss chances for advancement and future pay increases.

· Be ready to go to work at once, if necessary.

· Speak frankly, sincerely, definitely and honestly. Show self‑confidence and show interest in the job.

· Hold your head up; speak so that every word is heard and avoid slang, hip talk and profanity.

· Try to convince the interviewer of your worth.  Refer to positive experiences with past employers and your good school record.

· Discuss the pay and fringe benefits, as well as promotions. Don't get "'stuck" in a job because you forgot to discuss details.

· If rejected, don't lose your confidence or make excuses. 

· Take advantage of the many free services of your Alaska Job Center Networks: testing, placement, information on apprenticeships and job training, vocational guidance, etc.
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