
Find Out About Your Employer
Directions: To help you prepare to write a resume and letter of application, answer the questions below.
Who will be responsible for making the decision to hire you—an individual or a committee?
If an individual, what position does the individual hold? What does he or she expect from an employee?
If the responsible party is a committee, who is on it? What are their positions? What do they expect from an employee?
What is a typical interview like? How long does an interview last? Who conducts the interview? Will you be expected to take a test or perform a task as part of the interview?
What can you find out about the company—its mission statement/ philosophy, its current projects, its organization, its openings, or its past record?
In what area of the company would you like to work? What would you be expected to do in this area?
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