Phone Interview Preparation
1) Research the company and the job prior to any interviews.  

2) Keep the energy up.  Talk with a smile on your face ( so it shows through in the conversation.

3) Cut out all distractions such as cell phones, pagers, call waiting, pets, other people, etc.  
4) Have your resume in front of you throughout the conversation.
5) Have the job description and company notes in front of you so you can target your responses.
6) Be prepared to take notes during the conversation.
7) Let the interviewer lead the discussion.  
8) Have some questions noted that you would like to ask (If time is allowed).
9) Avoid getting off subject when answering questions.  Make sure your answers are concise, while still answering the questions.  Be sure that you think about your past assignments so that you can describe them clearly and concisely, including details regarding methodology, challenges, problems, achievements, etc.
10)  Close the interview with thanking the interviewer for their time, expressing your interest in the position and summarize why you feel you are a fit for the position (based on what was discussed).
****Remember to always send a thank-you letter after any interviews.  Thank-you letter can be sent via email or mail.  Your letter should thank the interviewer for their time, express your interest in the position, summarize how your credentials match the job opportunity and that you look forward to moving forward in the process.
