
Dress for Success

Where to Find Interview- appropriate clothes:

Phone interviews are often used to screen candidates in order to narrow the pool of applicants who will be 
invited for in-person interviews. They are also used to minimize the expenses involved in interviewing out-of-
town candidates.

While actively job searching, it’s important to be prepared for a phone interview on a moments notice. You 
never know when a recruiter or a networking contact might call and ask if you have a few minutes to talk. It is 
important to treat a phone interview with the same importance as a face to face interview.  Here are some tips 
to ease your nerves:

Positive attitude

Minimal or no cologne

Clean, trimmed hair

No, food, gum, or cigarettes

Fresh shave

Conservative 
tie

Clean nails

Clean, pressed 
business suit; 
blue or grey is 
best

Empty pockets

Light 
colored, long 
sleeve shirt

Matching socks

Shined shoes

Attractive, controlled 
hair style

Minimal makeup 
and perfume

Moderate jewelry–
no more than one 
ring on each handCarry either a purse 

or attache case

No dangling earrings

Clean fingernails 
with no chipped 
polish

Conservative 
hosiery with-
out runs Polished 

pumps in 
good repair: 
dark color, 
conservative 
heel

Dress your best for all your interviews, regardless of the dress code of the organization. Also, make sure to try on your 
outfit BEFORE the day of the interview.

Clothes that Work

This is a non-profit 
organization with locations 
in Montgomery and Greene 
counties.  They provide 
interview appropriate 
clothing for interviews and 
the workplace at low cost.  
Call 937-222-3778 for more 
information.

Goodwill/Thrift shops

Oftentimes, these stores will 
have appropriate clothing that 
has been donated and they are 
selling at a low cost.  Make sure 
the clothing is free of stains and 
tears.  There are locations all over 
the Dayton and greater Dayton 
areas.  

Friends and Family

If you have friends or family members 
who are the same size as you then 
you may want to ask them if you can 
borrow attire that they may own.  
However, do not wear something that 
is too tight or too loose.  Make sure 
the style is flattering on you and you 
feel confident wearing whatever you 
borrow.

• Keep your résumé in clear view, on the top of 
your desk, or tape it to the wall near the phone, 
so it’s at your fingertips when you need to 
answer questions.

• Have a short list of your accomplishments 
available to review.

• Have a pen and paper handy for note taking.
• Turn off call waiting so your call isn’t interrupted.
• Clear the room; evict the kids and the pets. Turn 

off the stereo and the TV. Close the door.
• Don’t smoke, chew gum, eat or drink (however, 

it is okay to have a glass of water handy).

• Smile. Smiling will project a positive image 
to the listener and will change the tone of 
your voice

• Speak slowly and enunciate clearly.
• Don’t interrupt the interviewer.
• Take your time. It’s perfectly acceptable 

to take a moment or two to collect your 
thoughts.

• Keep your answers between 30 seconds and 
2 minutes.

• Send the interviewers a thank you note 
within 48 hours of your interview.

• Ask the employer questions about the 
company and/ or position. This shows 
interest. 

• Follow with a thank-you note that 
reiterates your interest in the job.

Questionable Questions
Interviewing is different than it was 10 years ago. It is wise to know the 
types of questions employers are legally not allowed to ask.

Questions they cannot ask about include: place of birth/ ancestry, race, 
color, age, religion, disability or sexual preference. It is also not appropriate 
for them to ask about your marital status or children.

If you are unsure about other questions you may be asked, or are unsure 
how to answer an illegal question, just ask a Career Services staff member.

Tips: 

1. Your clothes are 
your image, so check 
the mirror and see 
what others see. 

2. It is better to be 
overdressed than 
underdressed. 

3. If it’s tight or too 
loose, don’t wear it.

Telephone Interviewing Tips


