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Employers typically want to know three things

CAN YOU DO 
THE JOB? 

WILL YOU DO 
THE JOB?

WILL YOU FIT IN 
WITH THE 

ORGANIZATION? 

Remember this!



The Application

• Use personal contact information
• Review positions salary– don’t list a preferred salary outside the position’s step-range
• Do not use abbreviations (unless industry standard) 
• Do not copy-and-paste from your employer’s job description or repetitive answers
• Do give specific examples
• Do not give one-word answers (unless instructed)



Cover Letter

• Even if it’s not required, submit one
• Length

• 1 page
• Purpose

• Demonstrates your written communication skills

Generic
Incorrect agency name, job title, etc.
Misspelling, grammar or punctuation errors
Current work contact information

ü Spell & Grammar Check
ü Customize!

• agency & address
• correct job title

ü Personal contact info



Resume

• Even if it’s not required, submit one
• Purpose

• Provides supplemental details to verify job experience
• Familiar format for hiring managers to quickly review

• Length
• 1 page is recommended
• 2 pages if senior in your career

• Highlight employment and skills relevant to the position 
you are applying for



Resume - sample

To save space for 1 page resume, only list 
position title/ employer/ dates for older 
positions or less relevant 
(but shows you didn’t have a significant gap in employment)

Young in career – list education at top
Senior in career – can be listed later since less 
relevant than work experience

Consider key skills that are relevant to the 
position you are applying for



Prepare for the Interview

• Re-read the job announcement
• Research the organization

• Anticipate questions
• What would the hiring manager ask for this position to understand your qualifications, 

experience, motivation, etc. 

• The first and last questions are usually the same…
• First: Please briefly describe your background as it relates to this position at this agency.

• Last: Do you have anything else to add for the panel’s consideration?



Types of Interview Questions

Experience Based
prepare grant of easement document

draft final plans

install pipeline

Decision Making/ Problem Solving
If… then…

how you’d apply standard specifications

utility conflict during construction (changed site condition)

Competency Based
supervisory

presentation skills

project management

Behavioral (Situation) Based angry customer

difficult situation



Practice

Assume 5 minutes or less per 
answer

Practice controlling nervous 
ticks (umms, twirling hair, tapping foot)

Then practice… with yourself, 
friend, coworker, partner



Interview Basics
• Be on time
• Dress appropriately

• Business casual (as a minimum)
• Don’t over-scent yourself

• Upon entering: make eye-contact, greet & shake 
hands

• Before exiting: thank & shake hands
• If it’s an external panel, save agency or job-specific 

questions for the next round



Virtual Interview Tips

Test Your Device
meeting platform (Zoom, Teams, 
etc.)

camera & microphone

internet connection

Set the Stage
Adjust lighting

Remove background distractions

Silence other electronics

Dress appropriately



The Actual Interview

Keep track of time Do the math… 30 minutes, 10 questions = 3 min/question
If you start to ramble, stop yourself

Listen carefully to understand each 
question

Organize your response

Answer the question
Sell yourself, honestly
Be confident
Do not digress – read the audience for non-verbal cues

For situational questions
Give specific examples from your experience
If you can’t, then demonstrate your ability to think through the 
situation



The Final Interview
• This interview is for “fit”. Do you “fit” the…

• Team?
• Work Culture?
• Near-term assignments?

• Dress appropriately
• Upon entering: make eye-contact, greet & shake hands
• Before exiting: thank & shake hands



The Job Offer
• Research the Total Compensation

• Salary
• Vacation/Sick/Leave accruals
• Retiree Income (Pension, Social Security, Deferred Comp, 401k, etc.)
• Retiree Medical
• Other benefits: 

• Improved commute
• flex schedules
• telework
• wellness program
• upward mobility/ promotional opportunities



The Job Offer

• What is negotiable?
• Starting step in salary range     

(if justified by current position)

• Starting accrual level for 
vacation (if justified by current position)

• Telework (if position allows, and usually after a 
probationary period)

• What is not?
• Salary range
• Sick leave accrual
• Benefits different from the 

MOU



Next Time
If you were not offered the 
position, ask for feedback



Questions


