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TIPS FOR SUCCESSFUL INTERVIEWS

The Process
Initial interview 
Screening interview.   The first interview is often a screening interview. The purpose is to screen out those individuals who would not be acceptable for the position the firm seeks to fill.  The “screen” used may be grades, personality, practice area, experience, or any number of other factors the interviewer chooses to employ.

Selection interview. Sometimes the initial interview is a selection interview.  The emphasis, however, is to pick candidates from the class who would best fit the needs of the firm.  The emphasis here is on positive attributes.  In either case, there may be many factors at work, many of which the interviewee is totally unaware, that determine the list of candidates selected to continue down a particular firm’s interviewing path.  
Decision or Second Interviews  

The second or “call-back” interviews often involve more than one interviewer.  You may meet with several partners, one at a time, or in a group.  

Employers are establishing the answers to three concerns during the second interview: 

· Will you be able to handle the position?

· Do you have the essential motivation for the job? 

· Does the right chemistry exist between you and the firm (do you fit in the firm culture)?

Phone Interviews
More and more businesses are conducting initial interviews over the phone, both to save money and the time it takes to conduct personal interviews.  Although these are usually screening interviews, many of the factors that go into a person-to-person interview will affect the outcome.  

A phone interview may be only 5-10 minutes long, giving you even less time to make a positive impression.  Consider what will make you “appear” more professional over the phone. Your tone of voice will be important. Hesitancies, lack of warmth to the person on the other end, sluggishness—all send negative messages.  Since no visual cues exist, the voice message becomes even more important. Make your enthusiasm, smiling face, projection, and confident voice work for you.


Video Interviews
In a video conference, the viewer can only see a small part of the surroundings.  The focus is on you—there are no detractors—no looking out the window, at the clock, glancing at the desk.  The focus is on the speaker the entire time. Therefore, all of your mannerisms will be exaggerated.  Your appearance will also become more important, especially from the waist up.  Especially crucial is your eye contact with the camera (interviewer).  

Questions to Ask the Employer
Re: summer program or law clerk positions 

· What type of work will I be doing as part of the summer program?  

· Will I receive feedback?  

· Will I be working with several attorneys?  In what areas? 

· How many summer associates/law clerks is the firm planning to hire? 

· How many associate offers do you typically make?

Re: Firm (adapt for summer or associate position)
· Why do you enjoy working for your firm? 

· I read in (Martindale-Hubbell) that your client base is....., is that basically correct?  Are you looking to expand into other areas (such as e-commerce)?

· Do you foresee any major changes for the firm in the future?  

· How would you characterize the firm’s culture?  

· What is the hiring philosophy of the firm? 

· Do you anticipate more lateral hires or do you still see a value in hiring new graduates? 

· What is the firm evaluation/review system?

· How are work assignments handled?  Do they come from one person, a partner,  a group or from a section? 

· Do you have a rotation system for the first several months for associates or do they enter the firm in a specific area of law?

· What type of evaluation is given to determine partnership and when is this done?  (this question is more suitable for associate-level interviews)

DO NOT ask about salary at the first round of interviews. When you do ask about salary, couple the question with the expected hours (for summer associates) or the anticipated number of billable hours (for associates).   

Questions the Interviewer May Ask
Personal: When discussing strengths and weaknesses
· What are your perceived strengths and weaknesses?  (The interviewer is hoping you will reveal a weakness.  Make the weakness into a positive.  You might suggest that you enjoy researching almost to a fault and find yourself reading on and on in various ways as you come upon interesting points.  Now, however, you are training yourself to be more pointed in your research and sometimes you create “research maps” to help you become more focused, but also to have notes on areas that you may want to go back to later for interest.)
· Where do you want to be five years from now? or What are your long term career objectives? (The interviewer wants to hear that your goals and the firm’s are compatible.  Base your answer in terms of wanting more responsibility, looking for challenges. Be specific in listing positive goals with some backup.)
· What goals, other than those related to your occupation, have you established for yourself for the next ten years?

· Tell me about yourself.  (Have a few succinct sentence-ready which display your unique attributes, keeping in mind the specific firm with whom you are interviewing.)

· What starting salary would you expect? 

· What are your hobbies and interests? 

· What qualifications that you possess will make you successful in the law?

· Why did you decide to go to C-M? 

· Explain an accomplishment that has given you great satisfaction and explain why. (Your answer might include a project showing teamwork or individual work. Pick something about which you are enthusiastic.  Describe only one situation but include aspects of leadership, scholarship, etc.)  
· Give an example of your creativity. (This is a great opportunity to refer to your accomplishments.)  

· If you were not to become a lawyer what would you do and why?  

· Evaluate your law school career as preparation for the future. 

· How would you describe your personality?  

· What was the last 1) book you read, 2) movie you saw?   3) event you attended?  

· Give an example of your leadership skills.

· Do your grades accurately indicate your academic abilities?

· Explain your school’s grading system. (Be prepared to explain the ranking system that creates ranks by class i.e., first year full time, first year part time, etc.  If you do not understand this, come to the OCP and ask!)
· What was your most rewarding law school experience?

Firm:    

· Why are you interested in this firm? (Your answer might focus on one of the firm’s strengths or litigation areas, (i.e., “I would like to be part of a firm that does....”)  

· Why should the firm hire you? What can you contribute to our firm?

· What are you looking for in a law firm?  

· What do you want from this firm?  

· Do you have outstanding job offers?  Where?

· What salary do you expect?

· What have you learned from the other attorneys you have spoken with today?

Remember: there are usually no correct responses to these questions, BUT do not answer them in one word.  Show some enthusiasm, thought, and interest. Interviews are about you...no one can present yourself better.  Be positive about yourself...and be sure to highlight those attributes and accomplishments that set you apart.  Employers seek motivated, interested students who have researched and studied both the firm and their own career considerations. 
Also, when an interviewer asks if you have any questions, always have at least one.  If you say you don’t have any questions, this will likely be interpreted as a lack of interest in the firm.  If you are interviewing with multiple lawyers at the same firm, you may ask the same question in different interviews.  You will probably get different answers! 
Permitted Scope of Interviews
All interviews should be limited to what is relevant to the job.  By law, employers are not supposed to ask about certain areas of one's personal life--marital status, health, disabilities, or financial matters such as bankruptcy.  You should be prepared, however for the rare instance when an employer may ask, directly or indirectly, about one of these areas.  Please use careful judgment in how you answer such a question.   Our best advice is for you to attempt to redirect the conversation back to traditional interview questions and answers.  Please don't hesitate to contact us for further direction and advice if the case arises.
After the Interview
· Write a thank you note to each person with whom you interviewed, making the letter personal to the discussion you had so that your thank you notes vary from one person to the next. 

· These notes should be business-type letters that are typed and mailed within 2 days of your interview.  Unless you are completely confident in your handwriting and grammar/punctuation, do not chance a handwritten note.
· Thank you notes should not be in the form of an e-mail unless you absolutely know for a fact that the hiring decision will be made in the next 24-48 hours.  If you are specifically given that information and you know that mailed thank you notes will not reach the firm prior to a decision, then an e-mail is fine.
· The three parts of the letter should include a) thank you, b) pertinent information to the interview, 3) reiteration of interest.
Many interviewers encourage candidates to call if questions arise following an interview.

Take advantage of this offer if you think of things you want to know.  Such a call shows you are seriously considering the firm and that you are not too intimidated to call. 
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