
Congratulations! You have an interview, now is the time to put your best 
foot forward. Many of you have not interviewed for several years and your 
interviewing skills may be rusty. Initially, you should think of the inter-
view as both an information-gathering session and a sales presentation 
with you as the product. While visiting a prospective employer, you have 
the opportunity to peek behind the public image of the company and 
determine if it is the type of organization in which you see yourself work-
ing. When evaluating a potential employer, there are several points to 
consider. Will you feel comfortable working with the hiring manager and 
the rest of the staff? Does the company promote values you believe in? 
Would you be challenged and have the opportunity to grow?  You will also 
want to consider much of the information present below. Use the topics 
outlined as a guideline for interview success!
 
Interview Preparation:
•     Research company’s background, philosophies, and goals. Be able to 
incorporate some information on them into your answers as far as what 
you’re looking for in your career path, etc.
•     Know location (make practice-run prior) and be 10 minutes early if 
possible.
•     Get enough rest the night before and be sure that you eat something 
prior to the interview so that your stomach isn’t growling.
•     Have all necessary stationeries ready in hand, pen, pencil, notebook, 
calculator, business cards.
•     Have a list of questions for the interviewer prepared, not to many but 
enough to keep the conversation going and show that you have done your 
homework.
 
Dress for Success:
•     Navy/black suit men/women; no flashy ties or blouses.
•     RED can be perceived as overpowering so try to avoid that color.
•     Modest matching stockings/socks, matching shoes.
•     Hair neatly groomed, up-do for women.
•     ONE set of earrings for women, none for men.

During the Interview:
•     Greet all staff – be courteous and smile at the receptionist.
•     Make sure that you don’t look nervous in front of the receptionist.
•     REMEMBER the interview session consists of 2-way communication.
•     Know what you want and what you can offer; always remember what 
kind of environment, culture, and atmosphere you want to be and know 
your strengths to offer to the employer.
•     Firm handshake, direct eye contact (though not intimidating); project 
a positive attitude and smile.
•     LISTEN…be attentive and show interest in what’s being said.
•     Be prepared to describe your most significant accomplishments as 
they relate to the position.
•     Be specific; it’s not enough to say you like people or like to work with 
figures, show examples of how you have used these skills.
•     Speak clearly and do not over-answer the question; keep answers 
under 1-2 minutes in length.
•     Shake hands, indicating that you look forward to hearing from 
him/her soon.
•     Understand that not all hiring managers are experienced interviewers.
•     DO NOT say anything negative about current OR previous employer.
•     Make sure that your grammar is professional; do not use slang.
•     DO NOT discuss things like benefits or pay range, but answer honest-
ly if these questions are prompted of you. If asked compensation expecta-
tions, indicate you are looking for a fair offer.
•     Do not hand in a sloppy or incomplete resume.
•     Do not look sloppy, sleepy, or sexy.
 
After the Interview:
•     Be sure to THANK the interviewer.
•     CALL RECRUITER IMMEDIATELY to give feedback!
•     Send THANK YOU email to the interviewer (this includes everyone 
that is present for your interview).
•     Smile and thank the staff involved in the interview process (secretar-
ies, personal assistant, HR officers, receptionists, etc.).esenta.

Candidate Interview Prep, Resigning and Counter Offers



RESIGNING  
WITHOUT  
REGRETS

One of the first issues that can strain the relationship is 
how much notice you owe your old employer. There is never 
a convenient time to leave a job, and you shouldn’t let guilt 
about the work you’re leaving behind make you pass up a 
great opportunity. People quit all the time; somehow the 
company will survive without you.

Be Confident .

Review.

Resignation Letter.

Be Prepared.
 Schedule.

Prior to resigning and setting a start 
date with your new employer, review 
your company’s policies. The stan-
dard notice period is two weeks. 
However, some senior-level execu-
tives or project managers may be 
required to complete an extended 
notice period, especially those with 
an employment contract. Even 
though your new employer may 
want you to start immediately, it will 
most likely wait a few weeks for the 
right person.

Your Sanford Rose Associates consul-
tant can assist you with your resigna-
tion letter. Generally, it should be brief 
and to the point, simply stating the 
date of your resignation and last day of 
employment. To further avoid count-
er-offers, it’s important to state that 
your decision to leave is irrevocable. 
Additionally, there is no need to advise 
your ex-employer of the name of your 
new employer.

Prior to turning in your letter of resignation, 
make sure your desk and files are in order 
and your personal items can easily be collect-
ed, since you may be asked to leave the 
premises immediately. This is especially true 
if you are working for a large company, privy 
to confidential information or leaving to go to 
work for a direct competitor.

Schedule a time to meet with your manager and plan 
what you’re going to say and then stick to it. Since 
you never know if and when your paths may cross in 
the future, emphasize the positives and avoid the 
negative aspects of your current position. Inform your 
supervisor that you will complete any outstanding 
tasks to the best of your ability and participate in the 
smooth handover of any unfinished work.

Take a deep breath, relax and 
conduct business as usual. Make 
sure your office and projects are in 
order and try to clear up unfinished 
business. If your co-workers ask 
why you’re leaving, make generic 
statements such as, “It’s a career 
opportunity I just can’t pass up.” 
Even if you’re leaving on strained or 
bad circumstances, resist the 
temptation to criticize your ex-em-
ployer or manager. 

Resignation Complete.

You are now an outsider, which 
makes it difficult to show up for 
the next nine days (but who’s 
counting?). Your best plan 
includes staying busy, maintain-
ing a low profile and keeping your 
attitude positive and professional. 
Focus on your new opportunity 
and the fact that you’ll be out of 
here soon. Manage your transition 
well and you will have no regrets.
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THE DANGEROUS ALLURE OF COUNTER-OFFERS
Once the often-agonizing decision to leave has been made, you must plan your resignation and how you will handle your 
employer’s response.  It is important to end your relationship as professionally as possible and not to burn your bridges; you 
never know when you may need a future reference.  Compose a letter stating your last day of employment as well as express-
ing that your decision is irrevocable. 

Keep it short, simple and positive.  Avoid the temptation to recite a list of grievances.  Before you present your resignation letter, you must be com-
mitted to leaving.  Otherwise, “temporary promises and solutions” in the form of a counter-offer may entice you to stay.
Surprisingly, the very best companies rarely make counter-offers. They believe they treat their employees fairly and wish them well if a better oppor-
tunity exists elsewhere.  If you work for one of them, don’t be disappointed if you fail to receive a counter-offer.
On the other hand, most employers do not like to be fired.  Your departure may jeopardize an important project or vacation schedule, create addi-
tional workload and even negatively impact employee morale.
In order to prevent you from leaving and causing turmoil within the organization, your employer may make you a counter-offer.  Appealing to greed 
or ego, companies will offer resigning employees promotions, additional training,  more money or simply promises of future consideration.  They may 
also prey upon the employee’s conflicting emotions by creating guilt about the present (“H ow can you leave us at a time like this?”) or uncertainty 
about the future (“We hear the Justice Department is investigating them”).

Some common tactics include: 
“We haven’t given you the recognition you deserve; please give us another chance”.
“You’re too valuable for us to lose.”
“We were just about to promote you (or give you a raise), but we had to keep it 
confidential until now.”
“The grass isn’t always greener, you know.  Why take the chance?”
Counter-offers can be very flattering.  Before you fall victim to accepting one , 
here are a few things to think about:
•    Why did you have to resign before they offered to give you what you are worth?
•    Where is the additional money coming from?  Is it simply your next raise a few 
months early?
•    Is your employer “buying time” until a replacement can be found?
•    When the next opportunity for promotion comes along, will the company consid-
er you as loyal as your competitors for the position?
•    Once the word gets out, can your relationship with your co-workers ever be the 
same?
•    When an economic slow-down occurs, will you be the first to go?
•    Have the same circumstances that caused you to consider a change disap-
peared?

In fact, statistics prove that nearly four out of 
five people who accept counter-offers are 

gone within the first year – and on their em-
ployer’s terms and timing.

Although your employer may truly consider 
you to be an asset and may genuinely care 
about you, your interests are secondary to 

your boss’ career and your company’s profit.  
Counter-offers are attempts to manipulate 
you to do something that is in your employ-

er’s best interests, not necessarily yours.  You 
should hold a steady course from the begin-
ning and stick with your decision to move on 

to a bigger and brighter future.

 THE COUNTER-OFFER
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