
Interviewing
HOW TO ACE 

THE INTERVIEW



What to Expect at the Interview

▪ You will be assigned an interview 

date & time

▪ You will be interviewed by a 3 – 5-

member interview panel

▪ Interview panel members will take 

turns asking job-related interview 

questions; same questions are 

asked of all interviewees; follow-

up questions may vary based on 

responses



General Information

▪ NYS Court employees are granted 

excused leave to attend NYS Court 

interviews

▪ Interview panels are typically made up of 

supervisors from the courts and 

administrative staff familiar with the 

position and the job requirements

▪ Interviews are used to hire for non-

competitive and competitive positions in 

the NYS Courts



Types of interviews 

Non-Competitive 

Positions

▪ Hiring is based upon job 

experience and education

▪ You will be contacted to 

schedule the interview

▪ You will appear before the 

interview panel to answer 

questions.  These questions 

are based upon qualifications, 

job duties and relevant job 

criteria 

▪ You will have the chance to 

ask questions



Types of Interviews

▪ Competitive positions are filled based 

upon Section 25.20 of the Rules of the 

Chief Judge. AKA  ‘One-in-Three-Rule’ 

which requires an interview panel to 

appoint one of the top three scoring 

candidates from the Eligible List (list of 

passers)

▪ You will be contacted to schedule the 

interview

▪ You will appear before the interview 

panel to answer questions.  The questions 

are based upon job criteria

▪ You will have a chance to ask questions

▪ After the interview you will be notified if 

you have been selected for the position

Competitive 

Positions 

(list appointments)



Interview Tips 

& 

Best Practices



Before the Interview

 Review your resume. Be prepared to answer 
specific questions about your background, 
skills, strengths, weaknesses and current 
position.

 Plan your interview attire.  Wear 
professional business attire.  Indeed’s 
recommendations include: check for stains, 
snags, pet hair and holes. Lay out clothes 
and all planned items (e.g., copies of 
resumes) the night before.

 Prepare a list of references. 

 Prepare your questions. Ask questions that 
demonstrate you are interested in the 
position.  Ex: What are the traits someone 
would need to succeed in this role?

 Pack pens, copies of your resume and a pad 
of paper. Write down the name and 
telephone number of the contact person for 
the interview.



Practice Makes 

Perfect

Getting Ready 

for the Interview

 Practice answering typical interview questions.  

(Find a friend to help you)

 Examples: What are your current duties? Why do you 

want to leave your current position? Can you 

describe a time you had to work with a group? What 

are your strengths? 

 Tips for answering interview questions: be open and 

honest with your answers, practice your interview 

responses aloud, keep your answers under two 

minutes.

 Use behavioral examples: Think about what is 

required for the job, make a list of the skills and 

experience required, then match your qualifications 

to the position.  Think about concrete examples.

 Do not answer questions with a yes or no. Provide 

specific examples from your previous job or 

experience and how it relates to the current 

position. 



On Your Way

 Plan your travel to the 
interview.  Leave early.  Bring 
the interviewer contact 
information in case something 
goes wrong.  

 Take a few deep breathes to 
prepare yourself prior to the 
interview.

 Greet everyone.  Write down the 
names of the interviewers.

 Ensure you are making eye 
contact and demonstrate good 
posture.



Show Time – The Interview

 Listen carefully – make sure you understand 

the questions.  

 Make eye contact

 Sell yourself - Most interviews start with a 

question such as: Tell  me about yourself or 

tell me about your career. This is the time to 

“sell” yourself.

 Behavioral Questions – Interviewers are 

trying to elicit an example of your past 

behavior in a similar situation.

 Situational Questions – Interviewers are 

trying to determine how you would handle 

job-related situations that may come up in 

the future.

 Ask follow up questions – Ask follow up 

question to demonstrate interest.  



Tips for Virtual 

Interviews
 Have a practice meeting to test your 

equipment, camera and microphone.  

 Use the practice meeting to practice 
interviewing.  Ask someone who will 
give constructive feedback to help.  

 Will the interview be conducted on 
Teams? Zoom?  Other platforms?

 Remove all distractions.   Try to sit in 
front of a blank wall.  You want the 
attention on you – not the artwork.

 Turn off the phone, TV, email alerts and 
close all windows and doors to muffle 
noise.  

 Put a note on the door to limit 
unwanted disruptions.



Virtual Interview 

Tips
 Log in a few minutes before the interview is 

due to start.

 Look at the camera.

 Position yourself to shine - Sit up straight.

 Be mindful of body language – utilize body 
language in a clear and concise manner

 Make sure you smile and give visual clues that 
you are engaged (nodding agreement for 
instance).

 Try to signal when your answers are 
complete.  ( A smile or nod for example.)

 Let your interviewer know if you are taking 
time to write down information (it would help 
explain any long pauses)

 Make sure you let the interviewer finish their 
questions – it may not be clear over the 
computer when they are done. 

 If an interruption happens, apologize and 
handle it in stride.  



After the 

Interview

Ask:

• if there is any other 

information you can 

provide  

• if they want your 

references

• hiring decision timeframe

If possible, send a thank 

you note via email.


