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YOU’RE UNIQUE! 
 
Content:  

• Tell me about yourself 
• Accomplishments 
• Abilities 
• Attributes 
• Perceptions 
• Interview Questions 
• Six Tips for Interview Success (have the client watch the “tips” video)  
• Resume  
• Cover Letter  
• Day before the interview 
• Seven Tips for Job Success 

 
 

1. TELL ME ABOUT YOURSELF  
 
Most people will spend a lot of time creating the perfect resume and cover letter, 
however they often overlook the importance of verbal preparation. “So, tell me about 
yourself” is something you are sure to hear during your job search. It is important to be 
able to deliver a strong introduction of yourself that is interesting, informative and 
makes them want to learn more about you—in less than two minutes! 

 
 
2. ACCOMPLISHIMENTS 

 
What’s your biggest achievement?  
 
 
What do you do better than anyone else? 
 
 
 
 
 



3. ABILITIES 
 
What roadblocks have you successfully navigated? How did you do it? Could you teach 
someone else?  
 
 
 
What gaps (knowledge, skills, abilities) have you discovered, and how are you addressing 
them? 
 
 
 
What are your professional values?  
 

 
 
 
 
 
 



4. ATTRIBUTES 
 
What are your unique attributes or your work style? How do you solve problems or get 
results?  
 
 
Do you prefer to work in groups? Or on your own? Why? How do you manage working in 
one scenario when you prefer the other? For example, can you be a self-starter even if 
you prefer collaborative group work?  
 
 
 
5. PERCEPTIONS 
 
How do you think your manager or supervisor would you describe you? How about your 
colleagues?  
 
 
Do you have written testimonials about your accomplishments? Reviews? 
Recommendations  
 
 
 
6. INTERVIEW QUESTIONS 
 
 

1. Tell me about yourself...  
2. How did you hear about us and this position?  
3. Why do you want to work here?  
4. Tell me about a challenge that you have faced at work and how you have overcome it.  
5. Where do you see yourself 5 – 10 years from now?  
6. Why did you leave your last job?  
7. What are your strengths?  
8. What are your weaknesses?  
9. Tell me about an accomplishment that you are most proud of.  
10. How do you deal with difficult coworkers?  

        
 



 
Six Tips for Interview Success 

 
1. BE. ON. TIME. You don’t get a second chance to make a first impression! Aim to arrive 10 
minutes early, and use the extra time to envision rocking that interview. 
 
2. Be aware of your body communication. Interviewers will assume a lot about you by the way 
you move your body. Some things to keep in mind:  
 
• To feel & convey confidence and interest, sit up straight and make eye contact. 
• To feel & convey openness, relax your hands on the table/desk or in your lap. 
• To help interviewers stay focused on your words, try not to fidget and limit distracting jewelry 

such as multiple/bangle-y bracelets that jingle or bang loudly on desks.  
 
3. Use positive language. The interviewer will be assessing what kind of influence you might be 
on others in the workplace, so framing things positively sets a good tone. Examples: Instead of “I 
don’t work on weekends,” try “I can offer 100% of my skills during the week.” Instead of “I don’t 
like working alone,” try “I enjoy working in teams.” 
 
4. Highlight your value. An interviewer is assessing whether or not to invest in you, so let them 
see what makes you a unique addition to the team. Are you naturally friendly? Good at 
organizing? Eager to help others? Sell them what brings you joy about yourself! 
 
5. Research the company ahead of time. An interviewer may ask what you know about their 
company and why you want to work specifically for them. A quick Google search will help prepare 
you with good answers. 
 
6. Write a thank-you note as soon as you get home. Keep it short and simple: “Thank you for 
the opportunity to talk with you today. I look forward to hearing from you soon.” It’s an easy 
courtesy that puts you in their line of attention one more time! 
 
REVIEW the SIX Tips for Interview Success day before your interview on the website: 
https://www.suitedforchange.org/client-resources 
 
Stay connected with us! Facebook.com/suitedforchange. Twitter.com/suitedforchange. 
Instagram.com/suitedforchange. Website: suitedforchange.org. 
 
 



 
 
 



Day before the interview: 
Activity Status 

Confirm the details of the interview - name 
and position of the person interviewing 
you/time and place of interview.  

 

Get directions to the place interviewing – 
how will you get there?  How long will it take 
to get there? 

 

Have some questions prepared to ask at the 
interview 

 

Have printed copies of your resume to bring 
to interview 

 

Have pad of paper and pen to take notes at 
interview 

 

Get outfit ready, make sure it is neat, tidy.  
Decide how will style hair.   
Get accessories together. 

 

 
Day of interview:  

Activity Status 
Dress properly – you got that!  
Arrive on time (5-10 minutes early)  
Bring printed copies of resume and pad of 
paper/pen; keep in nice folder 

 

 
During interview: 
 

Activity Status 
Thank the interviewer: Thanks for taking the 
time to meet with me today. I enjoyed our 
conversation about the [job title] position and 
appreciated learning more about [organization].  

 

 
After the interview: 
 

Activity Status 
Follow-up thank you note after interview.   



 

 
 
 
 
 
 
 
 
 
 



 
Cover Letter Template  
Name 
Your present address  
City, State, Zip Code 
Phone Number 
Email Address  
 
Dear Hiring Manager/ Name if Specific in Listing 
 
Opening Paragraph: Say why you are writing and express your interest in the company  
 
Second Paragraph: Describe any previous work experience that is relevant. Talk about specific 
skills you gained in other jobs and/or at your internship. Talk about your soft skills and what 
makes you a unique potential employee.  
 
Closing paragraph: Close by making a specific request. Usually this means a request for an 
interview. Thank the employer for his/her time and consideration.  
 
 
 
Sincerely, 
 
Your signature 
 
Your typed name. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
Seven Tips for Job Success 

 

1. Make it a habit it reports to work early or on time. What time you arrive is the FIRST 
impression you make at work every single day. Make that moment count! 
 
2. Be aware of your influence. Your attitude impacts others, not just you. You can make the 
choice to offer your workplace something inspiring each day, even if it’s just a friendly smile or a 
sincere wish for all of you to have a successful time together. 
 
3. Ask, listen, and observe. Until you’re the expert: ask directions, listen closely to instructions, 
and observe what helps others work efficiently and effectively. Soon you’ll be the one others are 
asking, listening to, and watching. 
 
4. Contribute YOU -- because no one else can. What makes you unique is VALUABLE, so be 
authentic, trust your strengths, and hold your head up high! 
 
5. Remember you and your employer need each other to succeed. You want your place of 
employment to be the best it can be, so make your contribution to their success count. Employers 
recognize and reward those who are invested in collective goals. 
 
6. Evaluate your own work honestly. Need to improve certain skills? Struggling with time 
management? While you may be a rock star at some things, you know when your work is slipping 
-- and so does your boss. Ask for help when you need it, and keep the lines of honest 
communication open -- with yourself, not just with others. 
 
7. Take care of yourself. You can’t give what you don’t have. Treat yourself like someone you are 
eager to help succeed: Give yourself pep talks. Eat nourishing food. Get plenty of rest. Let your 
body, mind and spirit head to work ready for success! 
 
Stay connected with us! Facebook.com/suitedforchange. Twitter.com/suitedforchange. 
Instagram.com/suitedforchange. Website: suitedforchange.org. 
 



 
 
 
 
 
 
 

TIPS FOR MANAGING YOUR MONEY  
 
What kind of future do you want? (These are your hopes and dreams – Write them down.) 
 
Set “SMART” Goals that are: 
 

• Specific 
• Measurable 
• Action-oriented 
• Reachable 
• Time-bound 

 
Measure and track progress: Example -- $5 per week = $20 per month; $20 x 12 months = $240 
per year. 
 

• Use a Bank or Credit Union Account  
• Avoid “Pay Day” Lenders 
• List your income and expenses 
• Create a Spending and Savings Plan  
• Limit Use of Credit Cards 
• Protect Your Identity 

 
Be Aware that External Influences Can Impact Financial Choices. 

 
• Advertisements (Fast food when hungry) 
• Media (40% coupon off of an unneeded item) 
• Celebrities (music, shoes, nails, etc.) 
• Peers/Friends (Keeping up with the “Joneses”) 

 
Use Strategies to Stay Focused. 
 
Avoid Impulse Buying: 
Create your own saying or reminder when tempted: 
“If it’s not on the list; it doesn’t exist”. 
Remind yourself of the goal that would be negatively impacted if you acted impulsively. 
Treat yourself when you have reached a milestone!  You deserve it! 


