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TYPICAL SCHEDULE 
FOR A  

DAY-LONG COMPANY VISIT 

 
 
 
 

8:30 – 9:15 a.m. Candidate arrives at Office/Human Resource Department 
 
 
9:15 – 10:00 a.m. Human Resource interview (and/or testing – could last one  

hour) 
 
 
10:00 – 11:00 a.m.  Facilities tour (usually conducted by Human Resource 

representative assigned as the day’s host) 
 
 
11:00 – 11:45 a.m.  Interview I 
 
 
11:45 – 12:30 p.m. Interview II 
 
 
12:30 – 1:45 p.m. Lunch with Human Resource and/or selected others, usually 

a young hire from the candidate’s alma mater 
 
 
1:45 – 2:30 p.m.  Interview III 
 
 
2:30 – 3:15 p.m. Department Head Interview 
 
 
3:15 – 3:45 p.m. Human Resource Department / Wrap-up / Travel Expenses



 

SECOND INTERVIEW CHECKLIST 
 
 
 
 

Suit (cleaned and pressed) ____    Extra Resumes        ____ 
   

Shirt/Blouse (freshly laundered) ____    Work Samples      ____ 
 

Tie (cleaned and pressed) ____    Correspondence from Company    ____ 
 
Clean socks/hosiery  ____    Company Literature      ____ 
 
Comfortable Dress Shoes ____    Directions to the different locales     ____ 
 
Travel Alarm Clock  ____    Transcripts       ____ 
 
Toiletries    ____    Name(s) of persons you are meeting____ 
 
 
 
 
 
 
 
Hotel Reservations confirmed ____  
 
Airline Tickets   ____ 
 
Driver’s License (to Rent Car) ____ 
 
Extra Cash    ____ 
 
Major Credit Card   ____ 
 
Knowledge of Time Zone  ____ 
 
Miscellaneous Items: 
 
__________________________ ____ 
 
__________________________ ____ 
 
__________________________ ____ 
 
__________________________ ____ 

 



 

QUESTIONS LIKELY TO BE ASKED BY INTERVIEWER 
 
 
1. What interests you about our company? Product/Service? Geographical location? 

 
2. What academic course do you feel has given you the greatest insight into your specific area? 

 
3. How do you go about solving a problem? 

 
4. What was the toughest decision you have had to make in the last year? Two years? 

 
5. What kind of constructive criticism would you give yourself? 

 
6. In what areas do you see yourself needing further development? 

 
7. What are your specific career interests? 

 
8. What long term satisfaction do you wish to get from your career? 

 
9. What do you do in your spare time? 

 
10. What do you know about our product/service? 

 
11. How do you define success? How will you know when you’ve achieved it? 

 
12. What has been your biggest achievement since beginning college? 
 
 
QUESTIONS LIKELY TO BE ASKED BY INTERVIEWEE 
 
 
1. How often do performance reviews occur? Who conducts these interviews? 

 
2. What will I be involved with in the first six months? 

 
3. Will I be working with more than one person on projects? If so, what is the average number 

on a team? 
 

4. What does the “training period” consist of? How long does it last? 
 

5. Do you anticipate any new products or services within the next year? Three years? 
 

6. In which area does this organization put the greatest emphasis? 
 

7. What would you say is the common denominator with your employees? 
 

8. How many individuals did you hire from the Class of 2006? 2005? 
 

9. Do you anticipate an increase/decrease in hiring over the next few years? 
 

10. What do you offer your employees in terms of professional development? 
 

(Other questions may be found in “How to Come Out First in the Second Interview” article at 
the end of this packet as well as in our “Career and Job Search Guide”) 



 

Worksheet 
 

 
Points Interviewee needs to get across to Interviewer: 
 
 
1. Positive characteristic/behavior: 
 
 
 
 
 
 
2. Specific example of when, where, and how I exhibited this positive 
behavior: 
 
 
 
 
 
 
 
 
3. How does this positive characteristic/behavior and specific experience 
relate to my success in                                                  (particular company    
and                                              (overall field i.e. banking industry)  ? 
 
 
 
 
 
 
 
 
 
 
 
 



 

In a study involving over 37 companies, researchers came up with 
approximately 15 characteristics that are assessed in a second 
interview. Please list, in order of importance, and compare with the 
correct answers found at the bottom of the page.  
 
 
          Your Answers           Correct Answers 
 
1.  Appearance                   _________  _________ 
 
2.  Assertiveness          _________  _________ 
 
3.  Disposition          _________  _________ 
 
4.  Enthusiasm          _________  _________ 
 
5.  Extraversion          _________  _________ 
 
6.  Grades           _________  _________ 
 
7.  Initiative           _________  _________ 
 
8.  Leadership          _________  _________ 
 
9.  Loyalty           _________  _________ 
 
10. Maturity          _________  _________ 
 
11. Motivation          _________  _________ 
 
12. Verbal Communication        _________  _________ 
 
13. Punctuality          _________  _________ 
 
14. Work Experience         _________  _________ 
 
15. Written Communication        _________  _________ 
 
 
 
 
Answers: 1-10 ; 2-4 ; 3-14 ;4-8 ; 5-15 ; 6-13 ; 7-3 ; 8-6 ; 9-5 ; 10-7 ; 11-2 ; 12-1 ; 13-9 ; 14-12 ; 15-11



 

 
Street Address 
City, State, Zip Code 
Date 
 
 
Name 
Title 
Company Name 
Address 
 
Dear __________, 
 
Thank you for arranging a most pleasant and productive day of 
interviews on ________________. All of the people with whom I 
spoke provided a wealth of information on the opportunities in         
   (position)    at    (company)    , which has proved very helpful. As a 
result, my interest in joining your organization has heightened. 
 
As requested, I have enclosed my expense report and have attached 
all necessary receipts. If you have further questions, please do not 
hesitate to call me at    (phone number)    or e-mail me at    (e-mail 
address)   . 
 
Several people asked about my written communication skills so I am 
enclosing some samples. I am looking forward to hearing from you 
soon. 
 
Thank you again for your time and consideration. 
 
Sincerely, 
 
 
YOUR SIGNATURE 
 
(your name typed) 
 
Enclosure 
 
 



 

 
How to Come Out First  
In the Second Interview 

 
 
 
 
Making a favorable first impression on a prospective employer may get you a second 

interview. But what do you do for an encore? 
Clearly, you had to do something right the first time around to be invited back. So, if you 

gave concise answers to the interviewers’ questions; explained how you could apply your 
skills to the position; and were well mannered, well dressed, and well prepared, then by all 
means, give a repeat performance. 

Just keep in mind that you will be meeting with more people, probably at corporate 
headquarters, perhaps over the course of a day. 

In this scenario, the people conducting the interviews—your prospective peers and 
superiors—will be primarily interested in whether you can do the job and work well with 
them. To prove that you can, focus on your internship and work-related experiences and 
offer examples of your competence and compatibility. 

You also will need to demonstrate that you’ve done your research—that you know who 
the company is and what it does, and have some idea about what the job would entail. That 
will confirm your interest in working for the company, which is a major factor that employers 
consider when they make their hiring decisions. 

Although a series of individual interviews is the most common format for the second 
interview, some companies may arrange for you to meet with several staff members 
simultaneously. Success in this situation often hinges on the same strategies you would use 
in individual interviews. In a group interview, you must be able to: 
• demonstrate awareness of the company and its goals 
• elaborate effortlessly on your resume 
• maintain a positive attitude, and 
• make good eye contact (first with the person who asks a question, and then with the 

others in the interview 



 

 


