THE INTERVIEW PROCESS

STRATEGIES & TECHNIQUES FOR SUCCESSFUL INTERVIEWING

) Northeastern University
School of Law

©2012



TABLE OF CONTENTS

Page

INTRODUCTION 4
PREPARING FOR AN INTERVIEW 4-7

Assessing Your Preferences, Values, Interests and Skills

Developing a Personal Marketing Plan

Researching Employers

Sources of Information on Legal Employers
ANATOMY OF AN INTERVIEW 8-11

The Greeting and Introduction

The Discussion

The Closing

Additional Pointers
INTERVIEW STYLES AND QUESTIONS 12-14
INTERVIEWING FOR DIFFERENT TYPES OF POSITIONS 15-19

Interviews for Co-op Positions

Interviews for Summer Associate and Post-Graduate Positions with Law Firms
Interviews with Public Interest Organizations

Interviews for Public Defender and District Attorney Positions

AFTER THE INTERVIEW 20
RECEIVING OFFERS AND NEGOTIATING TERMS OF EMPLOYMENT 20-21
How TO HANDLE REJECTION 21-22
CONCLUSION 22




APPENDICES

Appendix A - Law Firm On-Campus Interview Evaluation Form

Page

23

Appendix B - Law Firm In Office Interview Evaluation Form

24

Appendix C - Public Defender’s Office Interview Evaluation Form

25

Appendix D - District Attorney’s Office Interview Evaluation Form

Appendix E - Questions Frequently Asked By Interviewers

26

27 - 29

Appendix F — Sample Behavioral Interview Questions

30

Appendix G - Questions To Ask Interviewers

31

Appendix H - National Association for Law Placement (NALP) Standards
for the Timing of Offers and Decisions

32-33

Appendix | - How To Evaluate An Employer

34-35




INTRODUCTION

You applied for a job and were selected for an interview. How do you prepare?
What should you expect? How do you impress the employer? How do you assess if this is
the right job for you? Hopefully, after reading this Handbook, you will be able to answer
these questions and tackle the interview process with confidence.

What is the purpose of an interview? If you are offered an interview, the
employer has already determined that you have met the threshold requirements for the
position to which you are applying. The interviewer's objective is to assess: (1) whether
you are the most qualified applicant for the position, and (2) whether you would "fit"! into
a particular work environment. The interview will also give you the opportunity to assess

whether the position meets your professional and personal goals.

Although employers use some objective criteria to evaluate applicants,2 the
interview process is not primarily objective. Given generally equal qualifications, employers
typically make offers to applicants who they like best and those with whom they would
most like to associate professionally.

PREPARING FOR AN INTERVIEW

The key to successful interviewing is thorough preparation. Thorough preparation
involves both self-assessment and research. Self-assessment means understanding yourself
so that you can effectively articulate your goals (personal and professional) and your skills.
Research in this context means learning about the employer so that you understand the
employer's needs and objectives.

Assessing Your Preferences, Values, Interests and Skills: Developing a Personal Marketing
Plan

In order to determine if a particular employment opportunity will be a good fit for
you, you must have a clear understanding of your goals, preferred work style, the type of
environment in which you feel comfortable working, the values you consider important in
your work, the type of work in which you are interested, and your strengths and
weaknesses.

! “Fit” does not mean that you must be exactly like the individuals employed at the firm/organization, but that

your personality and work style blend well with the staff and culture of the work environment.

2 Appendices A - D contain interview evaluation forms used by law firms, public defender's offices and district
attorney's offices. These evaluation forms will give you a general idea of some of the criteria these types of
employers use when evaluating applicants.



The purpose of this phase is to become fluent in articulating your preferences,
strengths, skills and interests so that you might present yourself effectively in an interview.
You may only have a limited amount of time to sell yourself to the interviewer. It is
essential, therefore, that you develop a marketing strategy which will enable you to
effectively “put your best foot forward” within the given time constraints.

In order to do this most effectively, invest some time in developing a written outline
which you can use as a tool as you prepare for any interview.

To start, draw from your past academic and work experiences, including volunteer
and non-legal activities and employment. For each position, identify:

e the skills you were able to develop and demonstrate (e.g., attention to
detail, research, writing, problem-solving, customer service, mediation of
disputes, analysis, effective marketing of ideas, connecting others with
resources, etc.)

e what part of the job you most enjoyed

e what part of the job you least enjoyed

e what you learned

e what challenged you and the difficulties you encountered

e what elements contributed to your forming a preference for a particular
field of law, setting, or environment.

Think about your professional and personal goals and write them down. If you are
stuck in this assessment phase, come in and speak with one of the Career Services advisors.
We can help direct your self-assessment and provide you with resources to clarify your
personal and professional goals.

In addition to being able to articulate your professional and personal goals as
described above, it will also be important to present why you are the best candidate for the
specific position for which you are interviewing. Review the job description and write down
4 to 5 key skills or experiences that are required or preferred. From your own background,
come up with with at least one “story” which demonstrates your performance of the
specific skill that is sought. You may want to use the “STAR” format for this “story”: i.e.,
Situation, Task, Action, Result. Add this information to your outline.

Think about other transferable skills you have developed and any relevant
accomplishments. Also be prepared to deal with any negative aspects of your application,
such as poor course or co-op evaluations or major gaps in your professional background.
Add these items to your outline, and practice stating them so that you can easily retrieve all
the points you want to make about yourself during the interview.



Researching Employers

Before you interview with an employer, you must do your research so that you
understand the nature of the employer's work and the qualities and skills sought in an
applicant. Researching an employer thoroughly will enable you to feel more confident and
at ease during the interview. By obtaining general information about an employer's
practice, policies, philosophies and clients, you will be able to ask educated questions
during the interview. Moreover, an interviewer will be impressed by your knowledge of
and interest in the employer.

Although you will learn a great deal about an employer in the course of an
interview, the interview should not be used for the purpose of obtaining basic information.
Basic information consists of facts about the employer that you can learn from reading an
employer’s brochure, annual report or webpage. Instead, you should use the interview to
supplement your basic knowledge of an employer and to obtain the additional information
you will need to evaluate the employment opportunity.

Sources of Information on Legal Employers

» On-line Resources

There is no limit to the amount of information you can obtain on-line. Many
directories and legal newspapers can be viewed on-line and virtually every employer has its
own website which has general information about its practice, a directory of attorneys, job
openings in the organization, and other useful information.

The “Career Information Online” section on the Career Services department page of
myLaw (login and password information is on my mylaw) contains links to our office’s
audiocasts (we tape record most of our career-related programs, which includes programs
on interviewing) and our office publications. It can also link you to hundreds of legal/ law-
related websites, many of which contain actual job listings or important information related
to the job search, which can be helpful in preparing for interviews.

» Print Resources/DVDs

The Career Services/Co-op Resource Room and the Law Library contain a variety of
resources, which can assist you in obtaining information about legal employers. The Career
Services section contains resources on legal employers and the legal profession, including
books on interviewing; directories of law firms, public interest organizations, government
agencies, judges, in-house legal counsel, “insider guides” to particular employers, and
newsletters and periodicals on the legal profession.



You can request a Copy of the Resource List (which describes the career services
resources contained in the Resource Room) by emailing lawcareers@neu.edu.

The co-op section of the Resource Room contains information and job descriptions
on over 1,000 employers who participate or have participated in the Co-op Program. In
addition, copies of the Student Quality Questionnaires, which describe students’ co-op
experiences with employers, are available for review in the co-op section of the Resource
Room.

For information on what employer resources are available through the law library,
consult the law library’s catalog.

The Career Services Office has several dvds of mock interview simulations for
District Attorney and Public Defender interviews, which can be borrowed.

» People Resources

In addition to the above resources, talking with people who are knowledgeable about a
particular employer is often one of the most effective ways to obtain information.
Students who have worked for an employer on co-op, and graduates or other individuals
who work or have worked for an employer, can provide you with some of the most useful
information. In addition, professors, law school administrators, lawyers and other
individuals who are employed in the legal or business community can often provide you
with information on an employer's professional reputation.

The Alumni/ae and Development Office maintains a list of NUSL graduates on an
EXCEL spreadsheet which can be sorted geographically and by practice areas. This list is
updated monthly and is available for students’ use on myLaw under the Alumni/ae and
Development department page. Do not be reluctant to contact NUSL graduates, former
and current employees, or other contacts you may have. The Career Service Office’s
Handbook on Networking and Informational Interviewing provides useful nuts-‘n-bolts
advice on speaking with individuals for the purpose of obtaining career-related
information. The Handbook can be picked up in the Resource Room or downloaded @
http://www.northeastern.edu/law/pdfs/career-services/finalnetworkingpub.pdf.

Another way to connect with NUSL graduates is through LinkedIn
(www.linkedin.com). LinkedIn provides an online, interactive resume, where one can
describe past and current employment and educational experiences, including special
interests, law school activities, educational achievements, and awards. Once you have
created your own profile, join the NUSL group to access a network of alumni/ae and
students.



http://www.linkedin.com/

ANATOMY OF AN INTERVIEW

An employment interview generally consists of a greeting and introduction, a
discussion and a closing.

The Greeting and Introduction

An interviewer will often begin the interview with "small talk" to relax you (the
applicant) and to establish a rapport. The interviewer may ask you if you had any trouble
finding his/her office or comment on the weather or world events. Often at the beginning
of a second interview, the interviewer will describe the interview or hiring process. For
example, the interviewer may tell you with whom you will be meeting, how long the
process will take, and when a decision regarding your application will be made.

It is during the initial greeting and introduction that rapport is established and that
the interviewer develops first (and lasting) impressions of you. Studies have shown that
interviewers often make their decisions regarding applicants within the first few minutes of
the interview. Therefore, it is important that your greeting and initial comments
demonstrate your confidence and enthusiasm.

To do so, you should greet the interviewer with a firm (but not overbearing)
handshake and appear enthusiastic. A firm handshake conveys the impression that you are
confident, while a weak handshake indicates that you are nervous or unsure of yourself.
Positive rapport between you and the interviewer will also be more effectively established
if you respond positively to the interviewer's comments. Since the interviewer is trying to
help you relax, he/she will become uncomfortable if you remain quiet and nervous. If you
respond in a negative way (such as describing the difficulty you had in finding the office or
getting to the interview), the interviewer is likely to develop a negative initial impression of
you.

Remember: Your handshake and your first few comments often significantly
affect the impression which you make on the interviewer.

The Discussion

The interview is a discussion, not an oral presentation where you are allotted a
certain amount of uninterrupted time to present your case. This portion of the interview
should be viewed as a strategic conversation. The interviewer will ask you questions
related to your resume, background, personality, interests, values and career goals. He/she
will ask you why you want to work for the firm/organization, and will want to know what
special skills, interests and experiences you can bring to the position. You must articulate
your strengths and demonstrate that you are qualified for the position and would fit in well
in the firm/organization.




In order to do so, you should decide, in advance of the interview, what positive
points you would like to convey during the interview and determine how to most
effectively convey these points as discussed earlier in the section entitled, "Developing A
Personal Marketing Plan." Ideally, the interview should flow naturally like a conversation.
The more you are prepared for and at ease during the interview, the more likely it is that
the interview will feel like a purposeful conversation rather than an inquisition.

Do your best to pose and answer questions in a purposeful way so that you take full
advantage of every opportunity to convey information about yourself.

For example, consider the difference between two different responses to the
following question asked of an applicant interviewing for a summer associate position with
a large firm:

"Why do you want to work for this firm/organization?"

Answer #1 — | am interested in working for your firm because my goal is to work at a
large firm after | graduate from law school.

Answer #2 — | am particularly interested in your firm because | hope to become a
litigator and your firm has a very well established litigation department. | am also
extremely interested in product liability work and your firm has litigated a number
of complex and significant cases in this area.

Answer #1 tells the interviewer very little about you, and most importantly, does
not tell him/her why you are well suited for the position. You have not indicated why you
wants to work for that particular firm. In contrast, Answer #2 tells the interviewer about
your professional goals and interests, and demonstrates to the interviewer that you have
researched the firm and have thought about the kind of work you want to do and the type
of employer for whom you want to work.

When asking a question, try to remember to tell the interviewer something about
yourself. Consider the difference between the following two questions:

Question #1 — On what types of cases will | have the opportunity to work this
summer?

Question #2 — | am very interested in employment discrimination and | know that
your organization litigates many employment cases. Would | have the opportunity
to work on any of these cases this summer?



Question #2 does more than just ask a question. It provides the interviewer with
information about you and demonstrates to him/her that you have researched the
organization.

Be aware of your demeanor and make sure that you convey your message with
enthusiasm and confidence.

Stay focused on presenting skills and experience within the context of the particular
employer with whom you are interviewing. Make it goal to incorporate at least one or
more of the STAR “stories” from your outline which demonstrate to the interviewer how
elements from your own experience will benefit this particular employer. This simple
formula (situation, task, action, result) is a powerful tool to frame the experience of a
candidate within the context of an employer.

The Closing

The interview is normally terminated by the interviewer, and you should be aware
of the cues that indicate that the interview is coming to an end. This is the time to ask
qguestions about any important issues that might not have been addressed during the
discussion. It is also an opportunity to summarize your strengths and to communicate
important information, which was not previously discussed. Make sure that you end the
interview by reaffirming your interest in the position, even if you are still not entirely sure
that you would accept the position if offered. You will have the opportunity to evaluate a
potential offer down the road.

If you do not know what the next step in the hiring process is and when you can
expect to hear from the employer, be sure to find out this information at the end of the
final interview or in your closing meeting with the hiring partner or recruitment
coordinator.

Additional Pointers

e Be on time for the interview. It may be useful to arrive a little early to organize your
thoughts and observe the employer's surroundings. This would be a good time to read
over your outline and reconnect with all the points you want to make during your
interview.

e Dress appropriately. Even though many workplaces have become more casual, you
should err on the conservative side when dressing for an interview. Dress in formal

business attire (i.e. a business suit).

e Shake hands firmly when you greet the interviewer — not weakly or too hard.
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Express your personality — remember, employers are looking for applicants with whom
they would enjoy working.

Bring extras — extra copies of your resume, writing sample, transcript and list of
references — to the interview.

Treat the receptionist, secretary and other support staff courteously - employers
frequently ask their staff for their opinions/impressions of applicants.

Be prepared to discuss everything on your resume - employers frequently will ask you to
provide details about matters on which you have worked, and are often interested in
the specific facts of various cases. It is critical that you reread any materials you have
written to refresh your memory before the interview.

Convey an enthusiastic, confident, and positive attitude.

Be aware of your body language during the interview. Maintain erect posture. Avoid
nervous fidgeting. Maintain direct eye contact.

Thank the interviewer for his/her time and reiterate your interest in the position at the
end of the interview.

... and don’t worry if you have some interview “jitters”! That’s perfectly normal!
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INTERVIEW STYLES AND QUESTIONS

Every interviewer and interview is different. The individual personalities of the
interviewers with whom you meet will determine the nature of the interviews. While it is
impossible to identify all of the different interview styles which you might encounter,
below are descriptions of some common interview styles/questions.

e Specific direct questions - These questions are often factual questions about your
background and experience. In such an interview, you will feel as if the interviewer is
collecting facts and that the interviewer is asking you the same set of "standard"
questions which he/she is asking each candidate.

e Hypothetical or substantive questions about the law - Often the hypothetical question
will involve a moral or ethical dilemma or require you to make a difficult choice. Your
response will give the interviewer insight into your values and your ability to solve
problems. When this happens, the interviewer is usually more interested in how you
react to the question and develop your response than in the specific answer you give.
Therefore, it is essential that you take your time to respond to the question, think
through your answer carefully and answer the question in a logical and thoughtful
manner. Your goal is to demonstrate to the interviewer that you approach a problem
calmly and have the ability to solve it in a logical systematic way.

e Stress interview - The interviewer challenges you by asking difficult questions or
purposely making you feel uncomfortable. In this type of interview, the interviewer's
objective is to see how you react under pressure.

e Behavioral interviewing - Employers try to assess whether candidates possess desired
skills and qualities by asking them to discuss a past situation and their response to that
situation. Interviewers might ask you to tell them about a time when you had to
complete a project under a tight deadline or to describe a situation in which you went
beyond the call of duty and performed beyond what was expected. To respond, you
must be prepared to discuss specific examples of behaviors that demonstrate that you
have certain competencies/qualities. The types of characteristics/qualities that legal
employers may be trying to assess through this type of interviewing include decision-
making, problem-solving, motivation, communication, planning, organizational, and
interpersonal skills. The chart in Appendix F includes a list of competencies and skills
traditionally valued by legal employers and corresponding hypothetical behavioral
guestions that may reveal those traits.

e Non-directive interview - the interviewer does not pose a series of formal questions,
but instead conducts the interview like an informal conversation. In this type of
interview, the interviewer will often discuss topics generally and ask broad rather than
specific questions.  This style of interviewing may give you the feeling that the
interviewer is not really "getting down to business" or focusing. The interviewer may
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ask you a completely open-ended question such as “Tell me about yourself.” When you
are asked an open-ended question, you need to find a way to strategically
communicate important information about yourself to the interviewer during the
course of the conversation. This type of interview is a great opportunity to use the
“stories” that you have already included on your outline.

You may also occasionally be interviewed by several interviewers at once or with a
group of other applicants. Some interviews, usually screening or initial interviews, may be
conducted over the telephone. You may also encounter an interviewer who is
inexperienced in or uncomfortable with conducting interviews. When this occurs, it is
important that you assist the interviewer by ensuring that the conversation flows and by
providing the interviewer with the information he/she needs to evaluate you, even if
he/she is having difficulty asking questions to elicit such information. Each interview
situation is unique and you need to be well prepared so that you are able to handle any
type of interview situation.

Unfortunately, you may also be asked personal questions and questions about areas
into which it is unlawful for an employer to inquire (e.g., age, marital status, sexual
orientation, ethnic origin). You should consider how you would respond if you are asked
these types of questions.

Although it is impossible to anticipate every question that could be posed to you in
an interview, there are many "standard" questions which applicants are frequently asked in
an interview. Appendix E contains a list of questions interviewers frequently ask. It is
recommended that you practice responding to each of these questions before you begin
interviewing. You should also think of other questions that an interviewer might ask you,
based on your own unique background and experiences, and prepare answers to those
guestions as well.

Remember: There is no single correct answer to a question posed during an interview.

If you have spent time thoroughly assessing your personal and professional goals,
researching the employer, and developing a personal marketing plan, you will be
prepared to effectively answer most interview questions.

Although the employer spends most of his/her time asking you questions, it is not
only appropriate, but also expected that you will ask the interviewer pertinent, well
thought-out questions. If you do not ask questions and obtain information about the
employer and the position, you will be unable to thoroughly evaluate the employment
opportunity and the interviewer may conclude that you are not inquisitive, thoughtful or
enthusiastic.
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Your questions should be genuine and appropriately tailored to the specific
employer with whom you are interviewing. Even if one interviewer has answered most of
your questions, it is always interesting to see if other interviewers will answer the same
guestion(s) in a consistent fashion. In Appendix F you will find a list of sample questions to
help you formulate your own questions. These questions are "standard" so make sure that
you also ask some more imaginative questions.

Caveat: Questions about salary and benefits should not be asked until after you
receive an offer of employment. These types of questions when asked during the interview
can give the interviewer the impression that the applicant is more interested in the salary
and benefits than in the type of work he/she would perform in the position. In addition,
specific questions about working hours, minimum billable hour requirements, or other
related topics, need to be avoided until after you receive an offer, or asked very tactfully so
that you do not give the interviewer the impression that you are reluctant to make a
substantial time commitment to the job.

Most out-of-town employers do not pay traveling/interviewing expenses. However,

large law firms generally pay some interviewing expenses (including travel and
accommodations) for applicants who are called back for second interviews.
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INTERVIEWING FOR DIFFERENT TYPES OF POSITIONS

During law school, you may be interviewing for a number of different types of
positions: co-op, summer associate, judicial clerkship, fellowship, and other post-graduate
positions. Employers use different hiring criteria depending upon the type of position they
are seeking to fill. The criteria which an employer uses when hiring a student for a three-
month co-op will likely differ from the criteria it uses when hiring a student for a longer-
term, post-graduate position.

Interviews For Co-op Positions

The interview process for co-op positions is a streamlined version of the interview
process for post-graduate positions. Co-op employers generally interview applicants once.
Those located in the greater Boston area usually conduct in-person interviews, and those
located outside the greater Boston area typically conduct telephone interviews. Co-op
interviews vary in length, but are generally shorter and less in-depth than interviews for
post-graduate positions. A co-op interview may last from ten to fifteen minutes or as long
as an hour.

The specific questions posed by interviewers and applicants during a co-op
interview are, for the most part, the same as those asked during an interview for a post-
graduate position. The short-term nature of the co-op employment relationship and the
expectations of both students and employers, however, may affect the focus of the co-op
interview process. In assessing and interviewing co-op applicants, employers are primarily
interested in identifying interns who have the requisite skills, expertise, or background to
satisfy short-term needs. Similarly, students may not be interested in starting or building a
career with a specific employer, but may be interested in working as a co-op intern for that
employer in order to achieve more short-term goals. These goals might include refining
research and writing skills, gaining experience working directly with clients, advocating in
court, and earning a certain salary. Again, in approaching and preparing for the interview,
students may focus more on these short-term objectives.3

Another distinguishing characteristic of the co-op interview process is that, with the
exception of the summer quarter, employers participating in the Co-op Program are
committed to hiring only Northeastern students. Since these employers are generally
familiar with the program and NUSL's evaluation system, they do not need to be "sold on
the school." This does not mean that the co-op process is not a highly competitive one — it
is! You are competing against classmates who have extremely varied and interesting

* Caveat: Notwithstanding such a focus, students should also be prepared to answer questions about their
long-term goals and plans. See the section on "Assessing Your Preferences, Values, Interests And Skills.”
Employers generally ask these types of questions as a way of finding out more about applicants.
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backgrounds and experiences. However, the pool of applicants seeking co-op internships is
generally smaller than the pool of applicants seeking post-graduate employment.

» Telephone Interviews

As noted earlier, employers located outside the greater Boston area usually use
telephone interviews to select co-op students. If you are selected for an interview by an
out-of-town employer who conducts telephone interviews, you should call the employer to
schedule a telephone interview. Be forewarned — many employers will actually want to
interview you when you make the initial scheduling call. Therefore, you should be
prepared to conduct an interview when you return the employer's call. However, if you are
not prepared, explain that you are calling simply to schedule a mutually convenient time
for a telephone interview and postpone the interview until the scheduled time. One way to
do this is to explain to the employer that you cannot conduct the interview until a later
time because you are on your way to a class.

There are both advantages and disadvantages to being interviewed by telephone.
Advantages include that you do not have to dress up for the interview and you can have
your materials in front of you, such as a copy of your resume, a description of the position,
notes on what you would like to highlight about yourself, and/or a list of questions you
might want to ask. A major disadvantage is that you cannot pick up any visual cues — you
cannot see someone nod, smile, yawn, frown or drift. As a result, it may be more difficult
for you and the interviewer to get a sense of one another and to establish rapport.

In a telephone interview, you have only your voice through which to convey
interest, enthusiasm, and professionalism. Therefore, you should pay particular attention
to the tone and volume of your voice and your inflection —

e Speak clearly into the telephone

e Do not be too casual or too informal

e Do notramble

e Ask and answer questions articulately and concisely

Remember, since telephone interviews preclude you getting a personal sense of the
employer and work environment, you may need to ask different questions than you would
during an in-person interview in order to thoroughly assess the co-op position. Remember
to think about the differences between in-person and telephone interviews, and adjust
your interview style accordingly.

Interviews For Summer Associate and Post-Graduate Positions with Law Firms

Although you receive “co-op credit” for summer associate positions, they are different from
other co-ops, even those performed during the summer quarter. Employers who have
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formal summer associate programs hire the majority of their first year associates from
these "recruitment" programs. Therefore, unlike other co-op quarters when an employer
may or may not evaluate a student for post-graduate employment, the employer's primary
objective during the summer associate program is to evaluate each summer associate in
terms of whether he/she would be successful as a first year associate. As a result, the
interview for a summer associate position is very much like an interview for a post-
graduate position.

For both summer associate and many post-graduate positions, employers generally
conduct brief "screening" interviews either on-campus, at Job Fairs or at their offices and
then ask those applicants in whom they are interested to visit their offices for a second
interview.

P> Screening Interviews

"Screening" interviews are brief, usually 20 - 30 minutes in length. The employer's
objective in the interview is to learn more about you and your achievements, to assess how
well you would fit into a particular work environment and to evaluate your ability to
perform the responsibilities of a particular type of position. Remember, employers who
have pre-screened your resume and selected you for a screening interview have already
determined from your resume that you have some or all of the necessary skills and
experience needed for the position.

» Second Interviews or Office Visits

If you receive an invitation for a second interview, it generally means that you have
met the basic hiring criteria and that the interviewer who conducted the screening
interview felt that you would fit well into the culture of his/her firm/organization. The
second interview involves visiting the firm/organization to meet with several other
attorneys, some of whom are likely to be members of the Hiring Committee. The second
interview process is more in-depth than the screening process. It usually consists of a
series of interviews and the entire process may last several hours. Sometimes, part of the
second interview process includes being taken out to lunch by members of the firm.*

Perhaps the hardest aspect of the second interview process is its length and the fact
that you will meet with several individuals, one right after another. You will need to talk
about yourself and your background with each person with whom you meet, and you are
likely to be asked some of the same questions by many different interviewers. You must
respond to each interviewer's questions as if it were the first time you answered each
question.

* Caveat: Going out to lunch with members of the firm, although less formal than other interview situations, is
still an interview, and in most cases your lunch companions will evaluate you and report their impressions to
the Hiring Committee. Mind your manners! Don’t drink alcohol!
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In addition, you need to impress each of the interviewers with whom you meet.
Thus, you should be sure to ask each interviewer several questions. Do not assume that
you do not need to ask some interviewers questions merely because you asked other
interviewers questions. Each interviewer with whom you meet will discuss his/her
perceptions of you with the Hiring Committee (and/or write a written evaluation of you)
and recommend whether or not you should be hired. This process can be very exhausting.
However, it is critical that you remain enthusiastic and alert throughout the entire
interview process and that you treat each interview individually.

A second interview will provide you with an opportunity to obtain additional
information about the firm/organization and to assess the work atmosphere as well as the
people who work there. It is essential that you use the interview process as an opportunity
to do so.

Remember: You should be evaluating the employer and the employment opportunity
just as critically as the employer is evaluating you.

Interviews with Public Interest Organizations

Interviewing for public interest positions requires self-assessment, conducting
research on the organization, and being able to articulate why you are the best candidate
for the position(s) for which you are applying. The main difference between interviewing
for a public interest and law firm position is that a public interest employer will ask you
guestions to assess the level of your commitment to the organization’s work and your
passion for the issues on which you will be working.

You must understand the mission of the organization and the clients it serves or the
issues it seeks to protect, and be able to draw on your past experiences (i.e., co-op,
clinicals, LSSC project, volunteer/pro bono work) which demonstrate that you have the
ability and skills to do such work. It is not uncommon for applicants to be interviewed by
several people at once or in succession. Candidates will usually be asked to return to the
office for a second and /or third round of interviews. Finalists will usually meet with the
Executive Director before an offer of employment is extended.

Confidence, enthusiasm, adaptability, ability to relate to diverse groups of people,

and a genuine and demonstrated commitment to social justice are important attributes to
convey when interviewing for public interest positions.
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Interviews For Public Defender/District Attorney Positions

Interviews for public defender or assistant district attorney positions can be quite
stressful. Because the daily work of public defenders and assistant district attorneys
requires a significant amount of adversarial trial work, interviews for these positions
frequently require candidates to respond to hypothetical situations that could occur in an
adversarial courtroom proceeding.

Interviewees are evaluated on their reasoning and oral advocacy skills in situations
without the benefit of preparation. Interviewers are looking for candidates who can
demonstrate sound judgment and who can think on their feet. Second interviews
commonly consist of a panel and can last several hours. In such situations, it is important
to pace yourself and to respond to all of the panel members, not just the individual who
posed the questions.

Candidates may be asked specific substantive questions about criminal law, or the
interview may address ethical issues that may arise in the criminal justice system.
Applicants who have done a co-op at a public defender or district attorney’s office may be
asked to replicate an oral argument they used in an internship. Most likely, however,
candidates will be asked to respond to legal and other issues arising from a set of fact
patterns.

For example, the candidates may be given ten minutes to review a copy of a police
report. At the Public Defender’s Office, candidates might be required to “interview” the
client. At the District Attorney’s Office, the student might be required to “interview” the
victim. A typical next step would be to ask the interviewee to argue a pretrial motion such
as a bail hearing before a “judge.” The applicant might be asked to “cross-examine” a
witness such as a police officer. In all these instances, interviewers are looking for a
candidate’s ability to quickly spot legal issues and discuss them.
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AFTER THE INTERVIEW

After an interview it is helpful to record your impressions of the employer and the
position and to note whether you need to submit any additional materials, such as a writing
sample or transcript. You should write a letter or send an e-mail thanking the interviewer
for his/her time and reiterating your interest in the position. Try to send your thank you
note as soon as possible after the interview.

An effective thank you letter serves two primary purposes: First, it thanks the
employer for taking the time to interview you, and second, it reiterates your qualifications
for and interest in the position. Writing a thank you letter should not be perfunctory, but
should be viewed as an additional opportunity to promote yourself to an employer.

For guidance on thank you notes and samples, refer to the Career Services
publication , “Thank You Etiquette: Sample Letters, Notes and E-mails” which can be
downloaded from the Career Services website @
http://www.northeastern.edu/law/pdfs/career-services/sample-thankyou.pdf.

If the employer did not indicate when you will be contacted regarding the status of
your application, or has not contacted you once that time period or date has passed, it is
appropriate to call or e-mail the interviewer two to three weeks after the interview. After a
second interview, most employers will send you a letter or call you regarding your
application. However, after screening interviews, many employers contact only those
applicants who they wish to invite to their offices for second interviews.

RECEIVING OFFERS AND NEGOTIATING TERMS OF EMPLOYMENT °

When an employer offers you a position, it is usually by letter or telephone within a
reasonable time after the final round of the interview process. When an offer is made, it
usually is not expected that an answer be given immediately.6 However, if you are
interviewing with a judge, particularly a federal judge, you may be asked to respond
immediately or shortly after you receive an offer.

If you are unsure whether you want to accept an offer or if you are waiting to hear
from other employers, thank the employer for the offer and ask when he/she needs to
know your decision, and then indicate that you will reply to the employer within the
timeframe given. If you need additional information from the employer prior to making a

> This section is NOT APPLICABLE to the co-op process. See the Co-op Handbook and/or co-op staff for

proper co-op protocol.

6 Appendix G contains The National Association For Law Placement's Standards For the Timing of Offers and
Acceptances. These standards apply to offers and acceptances from NALP employer members, most of whom
are the larger law firms.
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decision, ask the employer if you can call or meet with other individuals within the
firm/organization. You may also find it useful to speak with attorneys from other
firms/organizations, professors, the Career Services and Co-op staffs, or friends and family
about an employment opportunity.

Deciding whether to accept a particular position is an important and often difficult
decision. Take the time to weigh all the variables. Appendix H contains a list of questions
to which you should know the answers before you accept an offer of employment. The
answers to these questions, input from others, your own perceptions and your "gut"
feelings will assist you in making your decision. Appendix H will also help you evaluate the
employment offers you receive.

Remember: When you accept an offer of employment, you are making a commitment to
an employer that you will be joining its firm/organization.

An employer will take your acceptance seriously and will expect you to honor your
commitment. Therefore, you should never accept a position if you do not sincerely intend
to work for that employer.

Withdrawing your acceptance at a later date should only be done in exceptional
circumstances. If you have accepted an offer and you are considering withdrawing it, seek
the advice of the Career Services staff before doing so. If you have an active application
with more than one employer and accept a position, it is your responsibility to advise each
of the other employers that you have accepted another position.

How 10 HANDLE REJECTION

Rejection is part of the job search process. We know that there is a difference in
knowing this intellectually and experiencing and reacting to it emotionally. While you may
be understandably disappointed, try not to become bitter and to lose your self-confidence.
An employer's reason for choosing another applicant may have nothing to do with you or
your performance during the interview. There are a number of variables that may affect an
employer's hiring decisions. Quite frequently, employers have a limited number of
positions and receive resumes from several hundred qualified applicants. A rejection may
simply mean that you were the "runner up" instead of the finalist, so you should try not to
take rejections personally. Also, you will not be right for every position and likewise, every
position will not be right for you. Therefore, some rejections may be “blessings in
disguise.”

However, if you have received feedback which indicates that you need to improve
your interviewing skills, or have a sense that you need to do so, please seek the assistance
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of the Career Services or Co-op staff who will be happy to meet with you individually
and/or conduct a mock interview and give you feedback on your interview skills.

Remember that it is important to stay calm, positive and motivated in your job
search. When receiving a rejection following an interview, take the opportunity to ask
yourself questions so that you might learn from the experience. Forge ahead with the
knowledge that you are not alone, and focus on your strengths in when applying for your
next position.

CONCLUSION

We are confident that your interviewing skills will improve once you understand the
purpose of an interview and how critical it is to be thoroughly prepared. You will gain
interview experience through the co-op process and you should reflect on prior successful
and unsuccessful interview experiences so that you can learn from them.

We cannot stress how important it is to know yourself and why you are interested
in a particular position before you go on the interview. Remember, your goal is to identify
those employment opportunities which are right for you and persuade those employers
that you are the right applicant for them.
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APPENDIX A
LAW FIRM SCREENING/ON-CAMPUS INTERVIEW EVALUATION FORM

CANDIDATE NAME: MR./MS. (PLEASE CIRCLE)

SCHOOL: INTERVIEW DATE:
INTERVIEWER:

STATUS (circle one): DEPARTMENTAL PREFERENCE:

1L 2L 3L / UNDECIDED
Offer from last summer’s job: Yes No Firm/City:

(If applicable)

Creativity, intellectual capacity and curiosity

SUMMER APPLICANTS:
Boston Area Connection: Strong Moderate Weak None
Interviewing Other Cities: Yes No If yes, where?
Interviewing Other Firm Offices? Yes No If yes, where?
EXCEPTIONAL GOOD FAIR POOR UNABLE
TO ASSESS
5 4 3 2 1 N/A
INTELLIGENCE

LEADERSHIP POTENTIAL
Ability to assume responsibility, self-starter

COMPATIBILITY
Fit with firm and its clients

PROFESSIONAL PRESENCE
Articulate, polish, poise

INTEREST IN FIRM
Enthusiasm, interest, knowledge

OVERALL IMPRESSION
Compared to other candidates

COMMENTS:

SUGGESTED CALLBACK INTERVIEWERS:

INTERVIEWER’S RECOMMENDATION: Invite No Invite
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APPENDIX B

LAW FIRM IN-OFFICE INTERVIEW EVALUATION FORM

Date: Applicant:

Summer [ ] Permanent| ] Interviewer:

Please answer the questions below as completely as possible, using examples from the
interview.

1) INTELLECTUAL AND LEGAL ABILITY. Based on the interview, how would you assess
the candidate’s intellectual and legal ability? Consider the following factors, among others:
academic record, demonstrated practical legal skills, intelligence, perceptiveness,
articulateness, leadership ability, common sense.

2.) PERSONAL AND INTERPERSONAL QUALITIES. Based on the interview, how would
you assess the candidate’s personal and interpersonal qualities? Consider the following
factors, among others: general communication skills, confidence, poise, congeniality,
assertiveness, sense of humor, well roundedness, ability to work with others.

3.) OTHER INFORMATION. Please note any other information obtained in the
interview which might be useful in evaluating the applicant. Include any information you
may have about the applicant’s specific interest in [firm], other employment alternatives,
and interest in specific areas of law.

4.) OVERALL ASSESSMENT.

Intellectual and Legal Ability: Personality/Attitude:

Exceptional [] Exceptional []
Strong [] Good []
Adequate [] Adequate [1]
Inadequate [1] Inadequate [1]

5.) DO YOU RECOMMEND THAT WE OFFER EMPLOYMENT TO THE APPLICANT?
[ 1YES
[ INO

[ 1 MAYBE, because | have the following reservations:
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APPENDIX C

PuBLIC DEFENDER OFFICE ASSESSMENT FORM

Attorney Applicant Ranking Form

Name of Applicant:
Date of Ranking:
Evaluator:

Base Score:

I. Commitment to Working on Behalf of Indigent Clients POINTS:

5 points: Criminal Defense: At least 1 year working in policy, legislative, or advocacy positions on
criminal defense issues or working with people in the criminal justice system (public defender law clerk or
investigator, amnesty international, international human rights, prisoners’ rights, researching criminal law
issues)

4 Points: Legal Public Interest: At least one year doing legal (non-criminal) advocacy work on
behalf of poor people, including civil rights, legal aid, public benefits advocacy (e.g., ACLU, NAACP)

3 Points: Non-Legal Public Interest: At least one year working with poor, disadvantaged people in a
non-legal and non-advocacy capacity (e.g., social worker, substance abuse treatment, homeless shelter,
counseling at a prison, tutoring at juvenile detention center, volunteering to work with mentally ill people)

1-2 Points: Less than 1 year in any of the above.

Subtract 1 Point: Applicant has done substantial work (at least 1 year or 2 different jobs) for organizations
that have a purpose and mission inconsistent with our mission.

Il. Litigation Experience POINTS:
5 Points: Advocacy: at least one year (1) criminal clinic; (2) trial advocacy, moot court, mock trial

experience; (3) law clerk doing any form of criminal litigation (defense).

4 Points: Advocacy: at least one year (1) civil clinic; (2) juvenile advocacy; (3) law clerk doing any form
of civil litigation.

Comments:
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APPENDIX D

DISTRICT ATTORNEY’S OFFICE INTERVIEW EVALUATION FORM

{ } Office

{ }Campus
First Interview
Applicant’s Name
Interviewer Date
Comments
EVALUATION

On a scale of one to ten, ten being the highest, evaluate the candidate as to the following:

Demeanor Ability to think on feet
Common Sense Ability to relate to community
Confidence Ability to work with people/lead others__
Agressiveness Ethical Judgment
Legal Knowledge/Skills Ability to speak persuasively/efficiently
Motivation Interest in the job

Exceptional

Second Interview Warranted

No Second Interview
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APPENDIX E

QUESTIONS FREQUENTLY ASKED BY INTERVIEWERS

Personal/Self-Assessment

e Tell me about yourself.
e Why did you decide to go to law school?
e What qualifications do you have that make you feel you would be a successful lawyer?

e Where do you see yourself on a continuum in terms of your interests in “the law” or
“being a lawyer?”

e What are your short/long-term career goals? How do you plan to achieve them?
e What would make you want to come to work versus have to come to work?

e What are your major strengths? Weaknesses?

e What would your prior employers/references say about you?

e Tell me about the two or three accomplishments of which you are most proud?
e What adjectives/words would your friends use to describe you.

e How do you spend your spare time? What are your hobbies?

e What is the most recent non-legal book you have read?

Education

e How would you describe your academic performance in college?

e Why did you decide to go to Northeastern?

e Would you explain the Co-op Program?

e Can you explain the grading system at Northeastern?

e How would you evaluate your academic performance in law school? How would you
compare yourself to others in your class?
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e Which courses do you like the best? Least? Why?

e Tell me about being a Teaching Assistant for Professor X? Legal Fellow for LSSC?
Research Assistant for Professor X?

e In what type of moot court competition did you compete? How well did you do?
e What extracurricular activities did you participate in while in college? Law school?
e What have you found most challenging about law school?

e Your evaluation in X class was much worse than your other evaluations. How do you
explain your poor performance in this class?

Emplovment-ReIated7

e Why did you switch careers from teaching/engineering/etc. to law?

e Tell me about your co-ops.

e Which co-op experience or job have you enjoyed the most? The least? Why?
e Do you work well under pressure? Give an example.

e Describe your work style.

e How much responsibility do you like in a job?

e How much independence and flexibility do you like in a job?

e Describe what would be an ideal work environment for you.

e Describe your most challenging assignment and how you handled it.

e Do you like doing research? Writing? Working with clients?

e How will you know in the first three months if you made the right choice?

"While many of these questions may be asked by all types of employers, some are more commonly asked by
private firms and others by public interest/public sector employers. Public Defender and D.A.’s offices often
include hypotheticals in the interview process. These hypotheticals generally involve ethical/moral issues.
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Are there any particular types of cases or issues on which you would like to work? On
which you would feel uncomfortable working? Is there any type of crime you would
have trouble defending?

How would you go about building a trusting relationship with a client?

What do you want to know about our firm/organization/agency?

Why are you interested in working for us? Do you have any concerns about joining us?

What qualities/skills do you have that you think make you particularly qualified for this
position?

With what other firms/organizations/agencies have you been interviewing?
Where do you see yourself in five years? Ten years?

Are you willing to travel? Relocate?

What are your ties to this community?

What is your experience working with diverse populations? Working with low-income
individuals? The disabled?

What motivates you to do this type of work? What is your commitment to this work?
What are your salary expectations?

Whom can we call for a reference?
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APPENDIX F

SAMPLE BEHAVIORAL INTERVIEW QUESTIONS

Competencies/Traits/Skills Sought

Taking ownership of assignments or
projects

Sample Behavioral Question

Talk about a time when you made a mistake and how you
recovered from it.

Team orientation

Discuss a situation in which you were on a team and
disagreed with the team leader.

Integrity/Ethics/Transparency

Describe a time when your own ethical boundaries were
tested.

Clear communication

Tell us about a time when you received an assignment or
directive that you did not fully understand.

or

Tell us about a time when someone misunderstood your
instructions.

Problem-solving abilities

What did you do the last time things did not go according
to plan?

Interpersonal skills

Describe a time when you worked with someone with
whom you did not get along.

Leadership

Discuss a time when you served as a team leader.

Client development/Networking skills

Describe how you have built relationships in the past.

Ability to prioritize

Tell us about a time when you had multiple high-
importance projects with overlapping deadlines.

Attention to detail

Describe a situation in which a detail you thought to be
unimportant turned out to be very important.

Follow-through

Discuss how you have managed long-term or ongoing
projects in the past.

Ability to handle stress

Tell us about a stressful situation you have encountered
and how you coped with it.

Motivation/Ambition

Describe a work or school situation on which your efforts
had a direct impact.
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APPENDIX G

QUESTIONS TO ASK INTERVIEWERS

e What type of work will | be doing immediately?

e What type of criteria will be used to assess my performance?

e Can you tell me more about how | will be trained and supervised?

e How would you describe the work atmosphere — collegial? Busy? Formal/informal?
e What are you looking for in an associate/staff attorney?

e How long will it be before | will be responsible for my own caseload? What is the
average caseload?

e How long will it be before | can go to court?
e How do you decide which cases to accept?

e How is your firm/organization/agency affected by changes in the economy? What areas
of practice/units are expanding/contracting?

e Does your firm/organization have a five-year plan?

e What is the management structure of your firm/organization?
e What do you feel is unique about your firm/organization?

e Why did you choose to work at this firm/organization/agency?
e What type of pro bono work does the firm do?

e In what kinds of professional organizations are the firm’s/organization’s lawyers
involved?

e Does the organization provide any type of loan repayment assistance?
e Canyou tell me a little about what it is like to practice/live in this community?

e When will | know of your decision?
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APPENDIX H

NALP PRINCIPLES AND STANDARDS

PART V: GENERAL STANDARDS FOR THE TIMING OF OFFERS AND DECISIONS

To promote fair and ethical practices for the interviewing and decision-making process,
NALP offers the following standards for the timing of offers and decisions:

A. General Provisions

1.

E

All offers to law student candidates (“candidates”) should remain open for at least
two weeks after the date of the offer letter unless the offers are made pursuant to
Sections B and C below, in which case the later response date should apply.

Candidates are expected to accept or release offers or request an extension by the
applicable deadline. Offers that are not accepted by the offer deadline expire.

A candidate should not hold open more than five offers of employment at any one
time. For each offer received that places a candidate over the offer limit, the
candidate should, within one week of receipt of the excess offer, release an offer.

Employers offering part-time or temporary positions for the school term are
exempted from the requirements of Paragraphs B and C below.

Practices inconsistent with these guidelines should be reported to the candidate’s
career services office.

B. Full-Time Employment Provisions

1.

2.

3.

Employers offering full-time positions to commence following graduation to
candidates not previously employed by them should leave those offers open for at
least 28 days following the date of the offer letter or until December 30, whichever
comes first. Offers made after December 15 for full-time positions to commence
following graduation should remain open for at least two weeks after the date of
the offer letter.

Candidates may request that an employer extend the deadline to accept the
employer’s offer until as late as April 1 if the candidate is actively pursuing positions
with public interest or government organizations. Candidates may hold open only
one offer in such circumstances. Employers are encouraged to grant such requests.

Employers offering full-time positions to commence following graduation to
candidates previously employed by them should leave those offers open until at
least November 1 of the candidate’s final year of law school. Candidates should
reaffirm these offers within thirty days from the date of the offer letter. Employers
may retract any offer that is not reaffirmed within the 30 day period.
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4.

Employers offering candidates full-time positions to commence following
graduation and having a total of 40 attorneys or fewer in all offices are exempted
from Paragraphs 1-3 of this Section. Instead, offers made on or before December 15
should remain open for at least three weeks following the date of the offer letter or
until December 30, whichever comes first, and offers made after December 15
should remain open for at least two weeks.

C. Summer Employment Provisions for Second and Third Year Students

1.

Employers offering positions for the following summer to candidates not previously
employed by them should leave those offers open for at least 28 days following the
date of the offer letter or until December 30, whichever comes first. Offers made
after December 15 for the following summer should remain open for at least two
weeks after the date of the offer letter.

Candidates may request that an employer extend the deadline to accept the
employer’s offer until as late as April 1 if the candidate is actively pursuing positions
with public interest or government organizations. Candidates may hold open only
one offer in such circumstances. Employers are encouraged to grant such requests.

Employers offering positions for the following summer to candidates previously
employed by them should leave those offers open until at least November 1.
Candidates should reaffirm these offers within thirty days from the date of the offer
letter. Employers may retract any offer that is not reaffirmed within the 30 day
period.

Employers offering candidates positions for the following summer and having a total
of 40 attorneys or fewer in all offices are exempted from Paragraphs 1-3 of this
Section. Instead, offers made on or before December 15 should remain open for at
least three weeks following the date of the offer letter or until December 30,
whichever comes first, and offers made after December 15 should remain open for
at least two weeks.

D. Summer Employment Provisions for First Year Students

1.

3.

Law schools should not offer career services to first-semester first year law students
prior to November 1 except in the case of part-time students who may be given
assistance in seeking positions during the school term.

Prospective employers and first year law students should not initiate contact with
one another and employers should not interview or make offers to first year
students before December 1.

All offers to first year students for summer employment should remain open for at
least two weeks after the date made.
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APPENDIX |

How 10 EVALUATE AN EMPLOYER OR EMPLOYMENT OPPORTUNITY

Assess what is most important to you

The Work:

— Is the work in your area of interest?

— Is the work compatible with your values?

— Is there enough variety?

— Is there a chance to develop broad expertise?
— Isit intellectually challenging?

— As much responsibility as you would like?

— Do you have control over your work?

— Is there client contact?

— How much time will you spend in court?

— What transferable skills would you gain?

Training and Supervision:

— Will there be regular constructive feedback?

— Is there in-house training? Other training opportunities?

— Are there mentoring opportunities? Formal? Informal?

— Will there be opportunities to work with more senior lawyers? Partners?
— What are career advancement opportunities?

— On what basis is admission to partnership determined?

— What does partnership entail?

Workplace Environment:

— Is the work environment congenial?

— Do people seem to enjoy working there?

— Is there a lot of staff turnover? Where do people go from there?

— Are there reasonable expectations re: Billable hours? Work hours? Caseload?

— Is the workplace diverse?

— How are people supported/not supported when working with difficult clients?
On difficult issues?

— How is good work recognized? Rewarded?

— What is the physical space like?

— Is the support staff content? Is there adequate support?

— Is there adequate technology?

— Are there part-time work options?
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Employer Reputation/Management:

— What is the reputation of the employer in the legal community?
— What is the management structure of the firm/organization?

— Do more junior people participate in the decision-making?

— Do people work independently or in teams?

— Does the firm/organization engage in long-range planning?

— How is the firm affected by changes in the business cycle?

— Is the firm’s success tied to the success of many clients or a few?

Salary:

— Is the starting salary competitive?

— Is there reasonable potential for increases in salary?

— Are raises automatic?

— Are there merit raises?

— Is there a loan repayment plan?

— Is there compensation for bringing in new business?

— What are the other benefits — medical? Dental? Life insurance? Disability?
Profit-sharing? Bar expense reimbursement? Tuition reimbursement? Paid
memberships in bar associations? Health club?

Quality of Life:

— Geographic location (cost of living, weather, culture, recreation)
— Impact on partner’s career

— Impact on family

— Opportunity for flexible work arrangements
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