
INTERVIEW WORKBOOK



Section One

GETTING 
READY...
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1. What is the company you are interviewing with:

3. What is the position you are interviewing for?

5. Who will make the decision to fill the vacant role?

7. List out three simple ways you think you can solve the hiring managers problem

2. What do you know about this company from news articles, public reports, 
other resources, etc.?

4. What do you know about this position from friends, family, insiders or other 
sources?

6. What kind of problems does this vacant role currently create for the hiring 
manager
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8. What is the time and location of your interview?

Time and Date

Location

9. What are you planning to wear to the interview

10. What items are you planning to bring to the interview



Section Two

PLAN 
OUT YOUR 
ANSWER TO 
QUESTION 1
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Components of a great answer

Brief introduction of yourself

A few key skills or experiences you picked up in each role

Overview of any stretch assignments or special projects

Any key training courses, certifications, or awards

A brief closing statement with a few personal details

Education

Current job/role

A timeline that demonstrates increased 
responsibility over time

A background that includes experience that will make 
you successful in the target job

Description of jobs/roles you have held in the past

01

10
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Introduce Yourself

Current Role

EXAMPLE:

Hi, thanks for taking the time today. My name is Alexander Hamilton and I am very excited about 
the opportunity to talk today and hopefully join your team.

EXAMPLE:

I’m currently employed as the treasury secretary for the United States of America. In this role 
I’m responsible for developing fiscal policy for the Federal government and managing a complex 
network of financial institutions. I have a staff of over 100 hard working employees spread 
across 13 colonies. I was personally selected by George Washington and I’ve been serving in this 
capacity for over 18 months. 
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Education

Description of roles held in the past

EXAMPLE:

I was raised on the island of St. Kitts and attended the local St Kittian high where I graduated 
number one in my class and was proud to be captain of the debate team. 

After graduating I was accepted into King’s College in New Jersey where I studied philosophy, 
government, and finance. I had a dual minor in public speaking and music theory. I graduated 
from Princeton early and with a GPA of 4.0. 

I also have participated in a variety of post graduate continuing education classes in subjects 
such as military leadership and democratic political theory. 

PRIOR ROLE 1:

EXAMPLE:

After graduation my first job was to serve as a junior revolutionary. My responsibilities included 
developing networks of like minded individuals, writing and delivering fiery speeches, and 
crafting revolutionary propaganda for public consumption. 
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During this time I was able to develop my own unique writing and speaking style that was 
very well received by my fellow americans. I was recognized as one of the brightest minds 
of my generation and was very successful in helping to build momentum for a burgeoning 
revolutionary sentiment in the new world. I learned how to navigate complex political 
situations, to craft easy to digest statements for the masses and began to form my own views 
and opinions about what the best options for forming an entirely new country. 

PRIOR ROLE 2:

EXAMPLE:

After my successful time as a junior revolutionary I was hand picked to serve as General George 
Washington’s personal secretary. This was a very complex and demanding role that I loved very 
much. I was responsible for all correspondence to and from the continental armies. 

I helped craft multi-layerd strategies on both the military and political front. I served a chief 
speech writer for the military and also performed various functions to further the revolutionary 
cause. This time in my career was incredibly impactful. 

I learned valuable leadership lessons directly from General Washington, began to understand 
the importance of the military in the fight for independence, and I also learned how to deal with 
tremendous pressure as the weight of my role had direct influence on the lives of thousands of 
soldiers and citizens. 
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PRIOR ROLE 3:

EXAMPLE:

Following my time with general Washington I was promoted ahead of my peers to be a command-
er of my own section of troops. This was an incredible job, and I greatly enjoyed the immense 
leadership challenge and the opportunity to employ all of the lessons I had previously learned 
thought my career. 

As commander I had the responsibility of making countless life and death decisions on a daily 
basis. I was in charge of over 2000 heavily armed professional soldiers as well as a contingent of 
volunteer militiamen. 

My time in command helped me further hone my public speaking skills, my ability to make quick 
and high quality decisions, and cemented my desire to dedicate my life to our new county. 
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Current Role

Additional Differentiators

EXAMPLE:

As Secretary of the Treasury I am responsible for forming and executing fiscal policy for the 
entire United States of America. I have worked successfully to consolidate state debt at the 
federal level, ensure a strong and resilient national currency, and oversaw the creation of a 
network of diverse and complex physical banks. As a result I have gained knowledge in such 
areas as international monetary regulations, states rights vs federal control issues, and land 
use and planning best practices. 

EXAMPLE:

Along the way I have also received numerous military awards including the rank of Major 
General, I wrote and published many well received books and federalist papers, and learned to 
negotiate complex interpersonal relationships. I have also become very knowledgeable in the 
art of dueling.
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Tie it all together

EXAMPLE:

Despite my humble beginning in St Kitts, my hard world, command of speech, and passion for 
our country have enabled me to succeed at every challenge I have been asked to tackle. I have 
risen quickly through the ranks, delivered excellent results at every step of the way, and can 
be counted on to handle the most complex problems of a young nation. As a result I am very 
confident I am the right candidate for your open position, and I am very excited about joining your 
team. 

Read each part of your answer all together as one complete answer. How long 
is it? Less than five minutes is probably too short. If your answer is over eight 
minutes you may be at risk of going too long. But remember, it you go long on 
one question make it the one where you are the expert and can set a great 
first impression 

Practice read through time
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Checklist
Does this answer show increasing responsibility throughout your career?

Do you indicate what skills you learned in each role you held?

Does your answer include components that will be applicable to the role you 
are interviewing for?

Do you include a few numbers in your answer? Dollars you were responsible 
for or number of people you managed 

Is each step in your career deliberate? Are you using words like selected, pro-
moted, chosen?

Does your answer sound like a “ logical march to victory”



Section Three

THINKING 
THROUGH 
QUESTIONS 
2-8
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Step One
In the following blank space write down your Accomplishment Bullets. These should 
be the moments that would make the highlight reel from throughout your career. 
They can be from work, school, clubs, teams… any moments of which you are incredi-

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.
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Step Two
In the following blank space write down your Accomplishment Bullets. These should 
be the moments that would make the highlight reel from throughout your career. 
They can be from work, school, clubs, teams… any moments of which you are 
incredibly proud

Bullet 1

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

END OR RESULT
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Bullet 2

Bullet 3

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Bullet 4

Bullet 5

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Bullet 6

Bullet 7

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Bullet 8

Bullet 9

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Bullet 10

Bullet 11

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Bullet 12

Bullet 13

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Bullet 14

Bullet 15

BEGINNING OR SITUATION

BEGINNING OR SITUATION

MIDDLE OR ACTIONS

MIDDLE OR ACTIONS

END OR RESULT

END OR RESULT
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Step Three
Now brainstorm subjects or topics that you think could come up in your interview

1. Customer Service

2. Problem Solving

3. Diversity and Inclusion

4. Driving Sales

5. Working with teams

6. Dealing with Stress

7. Dealing with Complex Issues

8. Handling

9. Working with difficult people or customers 

10. Leadership Experience

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.
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Step Four
For each of the potential questions identified in step 3, map out which of your accom-
plishment bullet stories you would use to answer each one. 

FOR EXAMPLE:  Question 1: 3,7,8

QUESTION 1

QUESTION 3

QUESTION 5

QUESTION 2

QUESTION 4

QUESTION 6
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QUESTION 7

QUESTION 9

QUESTION 11

QUESTION 14

QUESTION 8

QUESTION 10

QUESTION 13

QUESTION 12
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Question 15

Question 17

Question 19

Question 16

Question 18

Question 20
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Step Five
Think about the two basic kinds of questions Experiential and Situational.

For a question that begins with “ tell me what you would do” which of your accom-
plishment stories could you repurpose into a future looking hypothetical answer?

Accomplishment stories you can use for situational answers

FOR EXAMPLE:  instead of saying “ this one time at band camp” try 
instead “ if I were to ever go to band camp again, here is what I would 
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Step Six
Think about what makes the position you are interviewing for different that the ones 
you have had in the past. If you are seeking a promotion this could mean leading sev-
eral people instead of just yourself. 

Are your answers “ at the appropriate level”? 
Are you demonstrating the correct perspective?
Are you answering from the job you have? Or are you answering from the job you 
have?
Which of your accomplishment stories do think think speak from the “ highest level” 

Which of your accomplishment stories speak from the “ lowest level” ie well below 
the level of the job you want


