
 

 INTERVIEWING 

An interview is merely an exchange of information between an applicant and a potential 

employer. Simply put, after reviewing the applicant’s résumé, the employer will have 

determined that the candidate possesses credentials and abilities that match the hiring 

needs of the organization, and the interviewer will want to know whether the candidate 

measures up to his or her credentials and will be a good "fit" with the hiring organization. 

Therefore, as a candidate, you should also use the interview to decide whether the 

position truly interests you, and whether the environment is one in which you will thrive 

and be comfortable.  

INTERVIEW STREAM: Preparation and practice are essential to effective 

interviewing. Career Services offers “Interview Stream,” a virtual interview program 

designed to replicate an in-person interview. You can replay your interview and 

even send it to professors and Career Services for review. Interview Stream is 

available through Symplicity (https://law-barrylaw-csm.symplicity.com/students).  

For more information, visit Career Services. 

PREPARATION 

LEARN ABOUT THE EMPLOYER: Familiarize yourself with the employer's size, structure 

and areas of practice, community involvement, prominent clients, high-profile cases and 

current news items. Other facts that you may want to research are the employer’s 

diversity policy, pro bono policy, and salary ranges. The following are sources of pertinent 

information about employers: 

 The employer's website, résumé, brochure or annual report 

 LexisNexis and Westlaw 

 NALP Directory (www.nalpdirectory.com) 

 Martindale Hubbell Directory (www.martindale.com) 

 Vault.com  

 Careers.findlaw.com 

LEARN ABOUT THE INTERVIEWER(S): Review the respective biographies of lawyers 

who work with the employer, including where they went to school, their practice areas, 

their publications (if any), professional affiliations, how long he or she have been 

practicing, etc. If you are returning for a callback interview, ask the recruiting coordinator 

for the names of the attorneys with whom you will be meeting.  

https://law-barrylaw-csm.symplicity.com/students
http://www.nalpdirectory.com/
http://www.martindale.com/
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LEARN ABOUT YOURSELF: After reviewing the employer's information, make a list of 

accomplishments or strengths that make you attractive to the employer. Evaluate your 

strengths, and think of specific examples that will illustrate those strengths. Do not limit 

yourself to legal job experience. Many skills developed in non-legal jobs are transferable 

to the legal profession. You also should know your résumé, and be prepared to answer 

questions about any item on it. 

WHAT TO BRING: Gather any application materials the employer has requested, such as 

a writing sample, a transcript or a list of references. Proofread your writing sample 

carefully. Have extra copies of your résumé.  

DEVELOP AN AGENDA: Take charge of your own interview. Prepare a five-point agenda 

beforehand, highlighting key points about yourself that you want the interviewer to 

remember. Points may include that: 1) you are an excellent writer; 2) a foreign language 

skill (if relevant to employer); 3) you ran the New York Marathon last year (to show 

discipline); 4) you are able to work without extensive supervision; or 5) you are 

committed to a particular city (i.e., family ties, etc.). 

PRACTICE, PRACTICE, PRACTICE: Few people are "naturals" at interviewing. Since 

interviewing is generally an art, the more you do it, the better at it you will become.  

THE INTERVIEW PROCESS 

DURING THE GREETING 

The greeting sets the tone for the remainder of the interview process. Therefore, 

there are certain rules which should be followed from the onset: 

BE PUNCTUAL: Arrive ten minutes in advance so the employer does not have to 

wait and also so that you can focus your thoughts before you are required to speak.  

OFFER FIRM HANDSHAKE: Offer the interviewer a firm, professional handshake. 

WAIT TO SIT DOWN: Wait until the interviewer invites you to sit down.  

ATTENTION TO GROOMING: Be careful with using too much perfume or cologne.  

Hair should be neatly trimmed and combed. Be conservative.  

DRESS FOR SUCCESS: Refer to the above section on Professionalism for tips how to 

dress for success. 

SMILE AND ESTABLISH EYE CONTACT: Eye contact is extremely important, 

especially in the legal profession. Refrain from looking down, to the side or at the 

ceiling as an interviewer may think that you are not being forthright.  
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BE CONSCIOUS OF MANNERISMS AND POSTURE: Do not fidget or use your 

hands excessively or squirm in your chair. Sit up straight and do not slouch. 

FINALLY, RELAX: Since you should have already prepared thoroughly, enter the 

interview in a relaxed state. 

DURING THE DISCUSSION  

During this phase of the interview, try to remember that it is simply an exchange of 

ideas and information between yourself and another human being. It is a 

conversation between two people in order for both sides to determine whether this 

will be a good fit or not. 

MAINTAIN EYE CONTACT: Rule applies throughout the stages of the interview. 

REFRAIN FROM BASHING YOURSELF AND OTHERS: Your focus should be on the 

experiences and skills you obtained from a position. 

KNOW YOUR RÉSUMÉ: Be prepared to talk about everything on your résumé and in 

your writing sample (if submitted). 

BE ASSERTIVE - NOT ARROGANT: Assertiveness and decisiveness are admirable, 

but arrogance is not. Strike a balance to achieve a pleasant two-sided conversation.  

SHOW YOUR PERSONALITY: Maintain a sincere and enthusiastic demeanor. Be an 

active listener; respond by occasionally nodding or interjecting relevant information 

when appropriate. 

DO NOT INTERRUPT THE INTERVIEWER: Do not speak over or interject in the 

middle of their dialogue. If the interviewer needs to take a call or answer a question, 

quietly observe and make a mental note of the atmosphere. 

DO NOT RAISE PERSONAL ISSUES: A potential employer does not want to hear 

excuses for problem areas in your résumé or background. The employer wants to see 

that you have thought through both the question and the situation itself.  

DEAL WITH DIFFICULT QUESTIONS. BE RESPONSIVE, NOT EVASIVE: If asked 

about grades and your GPA is less than stellar, acknowledge, respond quickly and 

move on to a strength rather than a weakness. Answer each question by relating an 

anecdote that highlights a skill you possess. 

DO NOT BRING UP SALARY BEFORE THE INTERVIEWER DOES: Ask relevant 

questions about opportunities for advancement, not money. Salary should not 

become an issue until a firm offer has been made. 
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DURING THE CLOSING 

GIVE THANKS: Shake hands and always thank the interviewer for his or her time. 

ASK WHEN YOU CAN EXPECT TO HEAR BACK: You may re-emphasize your 

interest in the position, and inquire about the timeline for making a final decision. 

REQUEST A BUSINESS CARD: Prior to leaving, be sure to ask for a business card 

from each interviewer. This helps you to remember names and proper spellings, and 

will assist you in the future when writing thank you notes. 

TAKE NOTES: Immediately following each interview, take notes on specific 

information discussed and/or general impressions of the potential employer. This will 

assist you when writing thank you notes, and also when making a final decision. 

AFTER THE INTERVIEW 

EVALUATE THE EMPLOYER: Record impressions of the organization and people you 

met. Make a note of any additional information the employer requested. When you 

are weighing your options, be sure to revisit your strengths, your lifestyle preference 

and your long-term goals.  

WRITE THANK YOU NOTES: Thank you letters reaffirm interest and express your 

appreciation to the interviewer for taking the time to consider you.  

FOLLOW-UP: A follow-up phone call, letter, or e-mail can clarify the status of your 

application and demonstrate your continued interest in the position. Note that 

repeated and persistent telephone calls or e-mails will cause the opposite effect. 

QUESTIONS THAT MAY BE ASKED DURING INTERVIEW 

PERSONAL: 

 How would you describe yourself? 

 Why do you think you will succeed as a law clerk/lawyer? 

 Why should we/shouldn’t we hire you? 

 What is the greatest obstacle you've faced in your life? 

 What do you consider your greatest weakness? Strength? 

 Use three words to describe yourself. 

 Is there a question you came prepared to answer that we did not ask you? 

 Do you have any questions for us? (See page 50.) 
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LAW SCHOOL: 

 Why did you decide to go to law school? 

 Who is your favorite/least favorite professor or class? Why? 

 Should we be concerned about your class rank/grades? 

 Do you find it hard to manage your time between school and work? 

 Has law school prepared you for the practice of law? 

 Have your ideas of being a lawyer changed since law school? 

PREVIOUS JOBS: 

 How would a previous employer describe you? 

 How did you get your last job? 

 What did you gain from that experience? 

 How do you function in a fast-paced work environment? 

 How would you describe the ideal and least effective supervisor? 

 What problems have you encountered in previous jobs? 

 What is the most interesting job you've ever had? 

COMMITMENT: 

 What do you know about our firm/organization? 

 Who else are you interviewing with? 

 What do you consider to be a positive work environment? 

 What practice area do you see yourself in? 

 What are your salary expectations? 

GOALS: 

 Where do you see yourself in five years? 

 What personal goals are you seeking through a legal career? 

 If you weren't in law school, what would you be doing right now? 

 What long-term satisfaction do you expect to obtain from a legal career? How do 

you expect to balance work and personal life? 

ETHICS: 

 How do you feel about lawyers advertising or soliciting clients? 

 Is there any type of work you would not feel comfortable doing at our firm?  
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 How do you think your ethical standards compare with others in your class? 

QUESTIONS YOU MAY ASK DURING INTERVIEW 

Carefully select questions ahead of time to avoid giving the impression that you did not do 

your homework or are not interested. Some sample questions are: 

 What type of supervision and evaluation are given to a summer clerk? 

 Are attorneys involved in outside activities (local bar associations, pro bono)? 

 How are new attorneys trained? Are there formal in-house training programs? 

 How soon does a new attorney have direct client contact? 

 Describe a typical day for you. 

QUESTIONS YOU SHOULD NOT ASK 

Any question that you could answer yourself through simple research should not be 

asked. Do not raise problem areas in your applications by posing questions that can wait 

until an offer has been made. You should also avoid asking questions about salary, 

benefits, billable hours (i.e. how hard do you work?) or vacation and leave policy. 

 TOP 12 REASONS PEOPLE DO NOT GET HIRED 

1. Candidate demonstrates a lack of integrity or honesty in person or on paper. 

2. Candidate's application materials contain grammatical or typographical errors. 

3. Candidate lacks motivation, does not answer questions asked. 

4. Candidate lacks genuine interest in the city or the employer. 

5. Candidate is neither articulate nor engaging and fails to make eye contact. 

6. Candidate is unprepared, lacks basic knowledge about the potential employer. 

7. Candidate is arrogant and more focused on the money and prestige. 

8. Candidate exhibits irresponsible behavior and reveals tendency to "goof off." 

9. Candidate does not handle criticism well, is quick to criticize or blame others. 

10. Candidate lacks social awareness or knowledge of current events. 

11. Candidate lacks confidence or poise. 

12. Candidate has a wimpy handshake. 
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PHONE INTERVIEW GUIDE 

At times, employers may use telephone interviews to identify, recruit and screen 

candidates in order to narrow the applicant pool and limit the number of in-person 

interviews. Telephone interviews can also minimize expenses associated with interviewing 

out-of-town candidates. From a candidate’s perspective, you should conduct the telephone 

interview in the same manner as an in-person interview, with a focus on certain additional 

factors. For example, you should: 

 Keep your résumé at your disposal for easy reference; 

 Have a pen and paper ready to take notes; 

 Refrain from eating, drinking, smoking or chewing gum during the interview; 

 Find a quiet place to talk, free from interruptions and background noise; 

 Have a list of accomplishments and any points you want to bring up accessible; 

 Enunciate clearly and slowly; 

 Thank the interviewer at the close of the conversation and ask if it would be 
possible to meet in person; 

 Follow up with a thank you letter. 

 

 


