Job Seeker Playbook – Fall 2025
Welcome to the Job Seeker Playbook – Fall 2025! 
This guide is designed to help you navigate every step of the job search journey and interview process with confidence and clarity. 
From understanding yourself through the CIV Analysis (Competencies, Interests, and Values) to mastering in-person and virtual interview etiquette, preparing thoughtful answers, and asking the right questions, this playbook equips you with practical tools to stand out. 
Whether you’re exploring career options, preparing for a first interview, or refining your approach for a new opportunity, these strategies will help you align your skills, motivations, and values with the right role and company.
CIV Analysis: Competencies, Interests, and Values
The CIV Analysis helps you understand yourself and how you fit with roles, teams, and companies. By clarifying your Competencies, Interests, and Values, you can confidently articulate your strengths, motivations, and priorities in interviews or career planning.
1. Competencies
What it is: The skills, strengths, and abilities you bring to the table — what you do best.
Exercise:
· List 5–10 skills or strengths you’ve demonstrated in past jobs, school, or projects.
· For each, give an example of when you successfully used it.
· Highlight the ones most relevant to the roles you want.
Example:
· Competency: Project management
· Example: Led a cross-functional team to deliver a project 2 weeks ahead of schedule

Write Your Competencies Below:

2. Interests
What it is: The activities, tasks, or industries you enjoy most and want to focus on in your career.
Exercise:
· Write down 5–10 tasks, subjects, or roles that energize you.
· Rank them in order of personal preference or excitement.
· Look for patterns that indicate your ideal work environment or role type.

Example:
· Interest: Analyzing data and creating reports
· Why: I enjoy turning numbers into actionable insights

Write Your Interests Below:

3. Values
What it is: The principles or conditions that are most important to your happiness and success at work (culture, mission, work-life balance, etc.).
Exercise:
· List 5–10 values that matter most in a workplace.
· Rank them in order of importance.
· Consider how each potential employer aligns with these values.
Example:
· Value: Continuous learning
· Why: I thrive in environments that encourage growth and skill development

Write Your Values Below: 


Other Job Seeker Suggestions:
1. Research deeply before the interview.
Learn everything you can about the company’s mission, culture, and recent news. If you know who you’ll be meeting, look them up on LinkedIn to understand their background, communication style, and shared interests.
2. Prepare your stories and CIV analysis.
Reflect on your Competencies, Interests, and Values (CIV) what you do best, what you enjoy most, and what matters most to you in the workplace. Align those with the company’s culture and the role. Use the STAR method (Situation, Task, Action, Result) to demonstrate your impact.
3. Tailor your answers.
Customize responses to show how your skills, CIV, and career goals align specifically with the company’s priorities and vision.
4. Ask thoughtful questions.
Show curiosity about the team, leadership style, success metrics, and growth opportunities — not just salary or perks. Smart questions show preparation and genuine engagement.
5. Show enthusiasm and professionalism.
Be confident, approachable, and authentic. Employers notice positive energy and genuine excitement about joining their team.
6. Follow up with gratitude.
Send a thank-you email within 24 hours — or even better, a handwritten note to stand out and make a lasting impression.
7. Reflect after each interview.
Take a few minutes to note what you learned about the company, what felt aligned with your CIV, and how you can improve next time.
Mindful Mistakes:
1. Winging it.
Preparation shows professionalism. Don’t rely solely on personality — research and rehearsal matters.
2. Speaking negatively about past employers or teammates.
Even if things ended poorly, frame experiences as learning moments. Keep the tone positive and forward focused.
3. Over-talking or interrupting.
Listening shows confidence. Let interviewers finish their thoughts — thoughtful responses make a stronger impression.	Comment by Denise Fritsch: Typo? 
4. Giving generic answers.
Avoid one-size-fits-all phrases. Specific, authentic stories are far more memorable.
5. Focusing only on what’s in it for you.
Show genuine curiosity about how you can contribute to the organization’s goals — not just what you can gain.
6. Forgetting body language.
Posture, eye contact, and tone communicate as much as your words. Confidence and warmth go hand in hand.
7. Neglecting to follow up.
Failing to send a thank-you note, or express appreciation can make you seem disinterested — gratitude always leaves the right impression.
Virtual Interview Etiquette: How to Make a Great Impression Online
1. Test your technology ahead of time.
Ensure your camera, microphone, internet connection, and any required software are working properly.
2. Choose a professional environment.
Pick a quiet, well-lit space with a clean, neutral background. Minimize distractions and background noise.
3. Dress appropriately.
Treat a virtual interview the same as an in-person interview — professional attire shows respect and seriousness.
4. Maintain eye contact and good posture.
Look at the camera when speaking, sit up straight, and avoid slouching — your body language still matters online.
5. Have materials ready.
Keep your resume, job description, notes, and CIV Analysis (Competencies, Interests, Values) within reach to reference naturally.
6. Be mindful of timing and engagement.
Join the call a few minutes early, mute notifications, and focus completely on the conversation.
7. Follow up thoughtfully.
Send a personalized thank-you email — and consider referencing something specific from your virtual discussion to stand out.
Virtual Interview Best Practices
1. Test your technology early.
Log in ahead of time to ensure your camera, microphone, and connection work smoothly. Technical issues can signal unpreparedness.
2. Eliminate distractions.
Silence notifications, secure pets, and minimize background noise to maintain focus and professionalism.
3. Stay fully engaged.
Give your full attention to the interviewer — avoid checking emails, messages, or other screens.
4. Speak clearly and at a steady pace.
Virtual audio can distort sound, so enunciate and avoid rushing your words.
5. Use good lighting.
Sit facing a light source that illuminates your face evenly and avoids glare or shadows.
6. Be mindful of body language.
Maintain good posture, smile, and use natural gestures to convey confidence and engagement.
7. Follow up with gratitude.
Send a prompt thank-you note or email to reinforce professionalism and appreciation.
Congratulations on landing your interview! 
That’s a big step — and it means your resume, experience, or story already stood out. Now it’s time to shine in person. The best way to stand out from the crowd is not just with polished answers, but by asking thoughtful questions that show you’re engaged, curious, and ready to add value.
Here’s a guide to help you prepare — the 15 questions every job seeker should be ready to answer, followed by 10 smart questions to ask your interviewer.
15 Questions Every Job Seeker Should Be Ready to Answer
1. Can you walk me through your background and what led you to apply for this role? Be ready to tell your story clearly and connect your experience to the opportunity.
2. What attracted you to our company and this position specifically?
Show genuine interest — mention what excites you about the organization or its mission.
3. Why are you considering a new role right now?
Focus on growth, opportunity, and alignment — not dissatisfaction.
4. What’s most important to you in your next role — growth, stability, culture, pay, or flexibility?
Be honest about your priorities while showing you understand balance.
5. Tell me about a recent accomplishment you’re proud of.
Pick an example that highlights skills relevant to the job you’re pursuing.
6. What’s one challenge you’ve faced at work and how did you handle it?
Use the STAR method (Situation, Task, Action, Result) to show resilience and problem-solving.
7. How do you stay organized and manage priorities in a busy role?
Share your systems, tools, or habits that keep you effective.
8. What type of leadership style helps you do your best work?
Demonstrate self-awareness and flexibility in how you collaborate.
9. How do you like to receive feedback from managers or peers?
Show that you’re open, receptive, and value continuous improvement.
10. What does your ideal work environment look like?
Describe the culture and setting where you thrive — and align it with theirs.
11. Do you prefer working independently, collaboratively, or a mix of both?
Show balance — most roles require both autonomy and teamwork.
12. Tell me about a time you had to learn something new quickly — how did you approach it?
Prove your adaptability and curiosity with a real example.
13. What are you looking for in terms of career growth over the next 2–3 years?
Highlight ambition while staying realistic about progression.
14. What’s something you’ve done that made your team or workplace better?
Show initiative, leadership, and the ability to positively influence others.
15. If offered this position, what factors would influence your decision to accept?
Be prepared to discuss what truly matters — values, culture, impact, and growth.
10 Smart Questions to Ask in an Interview	Comment by Denise Fritsch: Can we add a clarification that it’s great to have a list of questions but don’t actually ask more than 2 or 3 tops? 
1. How would you describe the company culture and what makes it unique?
(Shows interest in values and workplace environment.)
2. What are the top priorities for this role in the first 3–6 months?
(Demonstrates focus on performance and contribution.)
3. How does the company measure success for this position?
(Reveals accountability and goal orientation.)
4. What qualities have made others successful in this role or on this team?
(Shows willingness to learn and adapt.)
5. How does your organization support employee growth and career development?
(Signals long-term interest and engagement.)
6. What are the biggest challenges or opportunities facing the team right now?
(Shows curiosity and problem-solving mindset.)
7. How does the company encourage collaboration and communication across teams?
(Assesses teamwork and internal structure.)
8. How would you describe the leadership or management style here?
(Gives insight into compatibility with leadership.)
9. What upcoming goals or initiatives is the company most excited about?
(Shows forward-thinking and interest in the organization’s future.)
10. What are the next steps in the hiring process and when should I hear back?
(Shows enthusiasm and professionalism while closing the conversation confidently.)
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