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This workbook is your companion to help you communicate with confidence,
professionalism, and purpose in every interview.

In the course, we’ll explore the common things nurses say in interviews that can
work against them—and what to say instead. You'll learn how to avoid common
pitfalls, highlight your strengths, and clearly communicate the value you bring to
any healthcare team.

Use this workbook to reflect, practice, and prepare. The more you apply what
you learn, the more confidently you'll show up—and the closer you'll get to the
opportunities you deserve,

WHAT YOU’LL GAIN:

CLARITY

Know exactly what to say—and what to avoid.

CONFIDENCE

Walk into every interview feeling prepared and self-assured.

CONNECTION

Communicate in a way that builds trust and leaves a lasting impression.

Position yourself for the career and impact you're called to have.

OPPORTUNITY B Pl 7

before
You already have so much to offer. " W
)
Let’s make sure your next interview shows it. \~ Spear.

WHAT NOQT TO SAY IN AN 1B TERY
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For as long as | can remember, | have been passionate about
helping others succeed.

Throughout my career, | have had the privilege of leading teams,
mentoring professionals, coaching future leaders, and helping people
discover strengths they did not always see in themselves. Some of my
greatest rewards have come from watching individuals gain confidence,
achieve goals, and grow into opportunities they once thought were out of
reach.

Over the years, | have sat on both sides of the interview table. | have

been the candidate hoping for an opportunity, and | have been the hiring
leader responsible for selecting the right person for the job.

What | have learned is that many talented people do not miss
opportunities because they lack experience, intelligence, or potential.
They miss opportunities because they struggle to communicate their
value effectively.

That is why | created What NOT to Say in an Interview. My goal is to help
you avoid the mistakes that can quietly derail an interview and replace 3
them with strategies that help you communicate with confidence, Michelle Allis
authenticity, and professionalism.

LeadershipCoach | Mentor | Educator

a A Few Things About Me )

@ Diet Coke is my fuel of choice.
@ llove coaching, mentoring, and helping others grow.

| am passionate about leadership, professional development, and lifelong learning.

\ ® |believe one conversation can change the trajectory of a career. j

My Promise to You

Everything in this course is practical,actionable, and immediatelyuseful. No complicated theories. No
generic interview advice. Just real-world strategies to help you communicate your value and present the
best version of yourself.

The most successful interviews happen when preparation meets
confidence. My goal is to help you bring both.

THINK BEFORE YOU SPEAKI INTERVIEW WITH CONFIDENCE




HOW TO USE
THIS WORKBOOK
¢

This workbook is designed to help you think before you speak—
not memorize perfect answers.

READ

Learn what interviewers may be listening for
behind the question.

REFLECT

Consider your own experiences, strengths,
and examples.

PRACTICE

Write your answers, then practice saying
them out loud.

MAKE IT YOUR OWN

Use the examples as guidance, not scripts.
Your strongest answers should sound like you.

—_ N DN e

Don't try to complete this workbook in one sitting.

~~, FROM YOUR COACH Tl s >

Work through it a section at a time, practice your answers

out loud, and come back to the exercises as your /}(’[(,H’(‘
interview approaches. gOU/
‘ S f.) €C {.[\‘...

The goal isn’t a perfect answer.

The goal is a prepared, confident, authentic one.

————

WHAT NOT T SAY IN AN I'NTERVIEW
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YOUR WORDS MATTER

It’s not just about what you say. -

It's about how your words shape how you’re seen.

Interviewers remember how you make them feel— TH I NK

your attitude, your confidence, and your communication. e
b
B E FB nk

The right words can open doors. YOUW .
. C AU
The wrong ones can close them. SPE,ﬂ n

This workbook will help you recognize what to avoid,

choose your words with intention, ¥

and leave a lasting, positive impression.

PAUSE & REFLECT 4

| . Why do you think your words are so important in an interview?

2 . What do you hope an interviewer remembers about you?

2 How can you make sure your words reflect your best self?

L e

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.




WHAT YOU SAY ——
VS. WHAT THEY MAY HEAR  muin

BEFORE

It’s not just what you say— YOU ‘.
it’s how it may be received. SPEAK
Even well-intended words can be misunderstood. B
Awareness helps you communicate with impact. \

“I'm not sure.” — “l don’t know what I'm doing.”

“That’s not my job.” g “I'm not willing to help.”

“I'll try.” — “It’s not a priority.”

“l don’t have any weaknesses.” — “I'm not self-aware.”

“I just need the opportunity.” — “I'm not prepared yet.”

“I worked on a team.” — “What was your role, really?”

“l don’t have any questions.” — “I’'m not interested.”
PAUSE & REFLECT +

1 . Which of the phrases above might you use without realizing the impact?

“/_J . What's one phrase you can reframe to communicate more positively?

5. How can you check in with how your words might be received?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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THE 3-SECOND PAUSE _,

4

ﬁ*..
Before you answer, THINK
take a breath and think. ;
A =
A three-second pause gives you time to BEFU i{ .t
hear the full question, gather your thoughts, YOU

and choose your words.

AK
SPEH f
You don’t have to answer immediately. e

A thoughtful pause can help you K/

give a clearer, stronger answer. '
Use the pause to listen fully, organize your

thoughts, and give a response that shows
you’re prepared and professional.

STOP. THINK SPEAK.

Pause. Consider your response. Then answer with intention.

PAUSE & REFLECT +

] . Why is it important to pause before answering?

What can happen if you respond too quickly?

)

). How can a 3-second pause improve your interview responses?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.




Wodute 1
THINK BEFORE YOU SPEAK __

A few seconds of thought

can change everything. TH I NK

Before you answer, run your words BEFﬂ ' i) C
through the THINK check. Vilk

It helps you respond with confidence— YOU
and leaves the right impression. SPE " H»“
n
£ é‘v\ ,i |

Good answers aren’t just smart. —

They’re thoughtful. ¥'
Use this simple filter to make sure .

your words reflect who you are
and what you stand for.

T | TRUE ~ Is it accurate and honest?

H | HELPFUL ~ - Will it add value or help the conversation?

| | INTENTIONAL - isit aligned with the message | want to send?
N | NECESSARY Does it need to be said?

K | KIND & PROFESSIONAL — s it respectful and appropriate?

PAUSE & REFLECT
] . Which part of the THINK check do you need to work on most?

2 Think about an interview answer you would change today.
“  What would you say differently?

S . What do you want to remind yourself to do before answering a difficult question?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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BE AUTHENTIC—
AND PRQFESSIONAI. _

v

Being authentic doesn’t mean

saying everything. TH I N K

Share the right things in the right way, : R r':
at the right time. BEF@ ne

You don't have to pretend to be You
someone you’re not.

LA
Be honest. o
Use real examples. Own your experiences. R a—

Talk about your experience honestly and
focus on what you learned from it. ¥

Balance authenticity with professionalism.
You can be real and still be respectful.

Avoid oversharing, complaining,

or saying things that don’t add value.

Keep your focus on solutions, growth,

and how you can contribute.

BE AUTHENTIC—AND PROFESSIONAL

BE YOURSELF BE MINDFUL BE PROFESSIONAL
Let your personality come through. Share the right things Speak with respect.
Be genuine and confident in in the right way at Keep your answers
who God created you to be, the right time. focused, positive,
and trust the strengths and solution-oriented.

He has given you.

PAUSE & REFLECT +

l What does it mean to be authentic in an interview?

‘) How can you share your experiences without oversharing?

i ®

U . What is one way you can balance being real and being professional?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.




y .{ M@ (/0,4& 5 fz

YOUR TURN: "
REWRITE THE ANSWER 0%

. YOU
CPE|
Change the way you say it. OFLA

Change the way they hear it. ”

—

_ .

WHAT NOT TO SAY WHY IT HURTS SAY THIS INSTEAD

“l just need a job
that pays well.”

“I didn’t really like
my last boss.”

“l don’t have much
experience, but I'm
a fast learner.”

Practice rewriting your answers.
It’s one of the fastest ways to build confidence.

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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WHAT DO YOU WANT =~ ===
THEM TO REMEMBER? ~  rum

BF@T#

Every interview leaves an impression. YOU

You get to decide what they remember. onrAl/
Think about the qualities you want the interviewer @E‘ Eﬁ
to walk away thinking about you. —

Then consider how your words can show that.

A NOTE FROM THE COACH \

You don’t have to tell an interviewer you're hardworking,
reliable, or a team player. Let your answers show them.
The examples you choose and the way you talk about
your experiences can say more about you than a list of
strengths ever will.

QUALITIES | WANT THEM

TO REMEMBER HOW MY WORDS CAN DEMONSTRATE THIS

Reliable

Hardworking

Coachable

Problem Solver

Team Player

Calm Under Pressure

Organized

Committed

LT ES DR P TSR] U T ]

Other:

PAUSE & REFLECT 4

i_ - Which two or three qualities matter most for the job you're interviewing for?

Z . Which quality do you want to be sure the interviewer remembers most about you?

3 What can you say (or do) in an interview that will leave that impression?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.



THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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WModule 1

BUILD YOUR MESSAGE ==
USING STAR SHFOR

YOU

Great answers have a structure. SPE ff H-
STAR helps you stay focused and —
easy to follow.

Use STAR to organize your experience \

so your message is clear, confident,

and memorable.

STAR MY EXAMPLE

SITUATION

Set the scene.
What was the
situation?

TASK
What was your

responsibility?

ACTION

What did you do?
What steps did
you take?

RESULT

What happened?
What was the
outcome?

PAUSE & REFLECT 4

I Which experience do you feel best shows your skills for this role?

? . What result are you most proud of from this experience?

3 , How can you make your STAR story even stronger?




Modute 1
REFLECTION CHECK-IN

Take a moment to check in with yourself.
Growth happens when we pause and reflect.

n What did you learn in this module?

- —

THINK
BEFORE
You
SPEAK

< 4

E Which words or phrases will you be more aware of now?

a How will you use the 3-second pause in your interviews?

n What area do you want to continue improving?

PREPARE. SPEAK. IMPACT.

THINK BEFORE YOU SPEAK.
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YOUR TAKEAWAY

THINK
BEFORE
You

You've done the work in this module. 5% N(
Now, take these lessons with you. e
Use them. Practice them. Let them show up -

in every interview.

Think before you speak. Your words carry more
weight than you think.

Pause before you answer. A few seconds can
help you stay calm and in control.

Be authentic, but professional. Let your true
self shine in the right way.

Use words that highlight your strengths. Show
them what you bring to the table.

Practice makes confidence stronger. The more
you prepare, the more ready you’ll be.

You already have what it takes.
Now, let your words show it.

THINK BEFORE YOU SPEAK. ‘ PREPARE. SPEAK. IMPACT.
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WHAT NOT T0 SAY
ABOUT YOUR CURRENT
OR FORMER EMPLOYER

How you talk about past employers says a lot about you—
your character, your attitude, and how you handle
challenges.

In this module, we’ll help you avoid the biggest
mistakes people make when discussing past
workplaces.

The goal is simple: Leave a positive impression and

show that you’re someone any team would want

to work with.

IN THIS MODULE, YOU WILL:

Understand why it’s important to be careful with your words.

o R o

Practice responding in a positive, professional way.

QUICK REFLECTION

Why do you think employers pay close attention to how you talk about past employers?

Learn what not to say about your current or former employers.

Discover better ways to handle tough interview questions.

P

THINK
BEFORE
YOU
SPEAK

N

How do you want to be remembered by the teams you've worked with?

THINK BEFORE YOU SPEAK PREPARE. SPEAK. IMPACT.
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FROM THE OTHER =
SIDE OF THE TABLE <

I’'m sitting on the other side of the table, and here’s
what I’'m thinking when you talk about a past employer: \
* How do you talk about others? Your words tell me a lot.

* How do you handle challenges? | want to know how you
respond when things aren’t easy.

* Are you solution-focused or problem-focused? I'm
listening for how you think and approach situations.

* Will you be a positive addition to the team? | need to
know how you'll fit in and contribute.

QUICK REFLECTION - 4+

How do you usually talk about past employers?

How have you handled challenges in the past?

Do you tend to focus on the problem or the solution? Give an example.

What will you bring to a new team that will make a positive impact?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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"~ WHAT T0 o
SAY INSTEAD %

YOU

How you talk about past employers matters. f P[B
Negative comments can make you look unprofessional

and raise red flags.

Here are better ways to say it. \
These responses are honest, professional, and

help you make a positive impression.

INSTEAD OF SAYING... SAY THIS INSTEAD...

' We had different working styles, and I'm
“My last boss was terrible.” =P  |ooking for a place where | can contribute
and grow.”

I’'m looking for a positive, collaborative
=—=p environment where the team works
well together.

“There was a lot of drama in that
workplace.”

N : 3 | work best in a team that communicates
| didn’t get along with my coworkers. —)p openly and supports each other.
I’'m looking for a role where my

“They didn't appreciate my work.” -_> contributions are aligned with the team’s
goals and recognized.

I'm seeking a role that offers the right
“l was overworked and underpaid.” — balance of challenge, compensation,
and growth.

QUICK REFLECTION +

Which of the statements above have you said in the past?

How could you reframe them in a more positive and professional way?

What impact do you think your words have on the person interviewing you?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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HOWTOSTAY ==
PROFESSIONAL ¢

Staying professional in an interview means choosing your SPEA
words carefully and keeping the focus on you. | o,
You don’t need to share every detail about your past.

Instead, show that you are honest, take ownership, \

learn from experiences, and look ahead.
That’s how you build trust and confidence with
your interviewer.

FOUR WAYS TO STAY PROFESSIONAL

' i B
| |
Be Honest. Answer questi‘or.rs truthfully without .sharing more than is necessary.
| Facts, not opinions, keep you credible.
Take Ownership. Acknowledge nyur role_m ch:alllenges or mistakes.
It shows maturity and integrity.
? | Share what you learned and how you grew.
Focus on Learning. : ; |
Employers value people who are always improving.
\
| Look Ahead Keep the conversation about the future.
Talk about your goals and how you can contribute.
.‘
QUICK REFLECTION 4

Which of these areas (honesty, ownership, learning, or looking ahead) do you find most challenging?

How can you show more professionalism in your answers during interviews?

What’s one thing you can do this week to keep the focus on your future and your value?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.




Module 2 ‘
TALK ABOUT PAST

EMPLOYERS BEFORE

YOU

PROFESSIONALLY  speak

How you talk about a former employer tells the \
interviewer how you handle difficult situations,
relationships, and change.

You can be honest without criticizing people or giving
details that do not

- KEEP THE FOCUS FORWARD

1. STATE IT BRIEFLY Give enough context to answer the question.

2. 5TAY RESPECTFUL Describe the situation without blaming others.

3. SAY WHAT YOU LEARNED Explain what the expenence taught you.

4, LOOK AHEAD Bring the answer back to what you can contribute next.
b
QUICK REFLECTION

What is one past-work situation you may be asked about?

How can yvou explain it without blaming or oversharing?

What do you want the interviewer to understand about you from that answer?

PHEPARE. SFEAK. IMPACT
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YOUR TURN: "y
REWRITE THE ANSWER iF R

SPEAK

Change the way you say it. —
Change the way they hear it. 8
Take a look at the answers below.

Then rewrite them in a way that shows professionalism,
confidence, and the right mindset.

WHAT NOT TO SAY WHY IT HURTS
1. “l hated my Sounds negative
last job.” and unprofessional.

Puts blame on others

2. “They didn’t train
and shows a poor

me at all.” p
attitude.
3. “I'm not sure Creates doubt about
if this is the your commitment P e ki = e
right career.” and focus.
L il
QUICK REFLECTION . 3

Which of these answers do you struggle with the most?

What is one situation where you can use this new version in a real interview?

How does changing your words change the way others see you?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.




Module 2

TALK ABOUT YOUR
PREVIOUS JOB
PROFESSIONALLY

Before the interview, decide how you will talk
about your previous role if it comes up.

The goal is not to avoid the truth. The goal is to answer
honestly, professionally, and without getting pulled into
unnecessary details.

THE SITUATION | MAY BE ASKED ABOUT

What happened? Keep it brief.

-~

THINK
BEFORE
YOU

SPEAK
e

WHAT | WANT TO SAY ABOUTIT
Write the facts without blaming or crificizing.

WHAT | LEARNED
What did the expenence teach you?

HOW | WANT TO MOVE FORWARD

What are you looking for in your next role?

[ Keep it factual. Keep it respectful. Bring the answer back to you.

PREPARE. SPEAK. IMPACT.




Module 2

BUILD YOUR MESSAGE ==

You learned STAR in Module 1. Now use it to THINK
organize an answer about a past work experience. BEFURE
WWEIETWI W EN EEEE Yﬂ“

’ SPEAK
Use this simple structure to help W
organize your answer. \\

Set the stage.
Give brief

SITUATION [

What was
your
responsibility?

What steps
did you take?

ACTION

What was the
outcome? T =

APPLY STARTO A FORMER-EMPLOYER QUESTION

What question about a past job could you answerusing STAR?

How will you keep the Situation brief and spend more time on your Action?

How can your Result or learning show what you would bring to the next role?

Use the structure. Keep the answer yours.

yF
I

1. ] 2. r -
.-’“'ff’--"llr}- {H I.’_fc'—{'--';t.zi-‘cf'f- fleesr il relevant. e il abeu ffr it

PREPARE. SPEAK. IMPACT.




Wedude 7 P

THINK

REFLECTION

SPEAK
/
e

What'’s one thing you’ll do differently in your next interview?

What's a word or phrase you want to stop using?

What'’s one strength you want to highlight more clearly?

THINK BEFORE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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THINK
BEFORE
YoU

~ SPEAK
/
K

TA REAWAY

Your words have power.

When you think before you speak,
you lead the conversation,
show your value,

and leave a lasting impression.

BE PREPARED. BE PURPOSEFUL. BE YOU.
ve gol Thig!
gesre pecit i




THINK

Madute 3

TOUGH
INTERVIEW
UESTIONS

WHAT THEY'RE REALLY ASKING

o
Welcome 1o 7/}7&6/0«& 31

You've built a strong foundation—now we're
going deeper. This module focuses on the

tough questions that can make or break
your interview.

You'll learn what interviewers are really asking,
what not to say, and how to give answers that
show confidence, character, and capability.

Preparation. Clarity. Confidence.

That’s how you stand out.

THINK
BEFORE
YOU

P

Here's What Well Cover

1. Handle conflict

2. Learn from mistakes

3.  Manage tough situations
4. Communicate effectively
5. Work on a team

6. Show leadership

7.  Stay positive under pressure

Before you begin, take a few minutes to think about yourself.

What are your greatest strengths?

What challenges have helped you grow the most?

What kind of teammate and leader are you?

What do you want this opportunity to lead to?

YOU SPEAK. PREPARE. SPEAK. IMPACT.




Medule 3

HANDLE
CONFLICT

“TELL ME ABOUT A TIME YOU HAD
A CONFLICT WITH A COWORKER.”

ey =

THINK
BEFORE
YoU

S

ofe
kit Thegre: Really Aoking

Can you handle disagreement professionally?
Can you communicate when things get
uncomfortable? And can you work through

a problem without blaming someone else?

Tk, Before: Yo Spesk

This is not the time to tell the interviewer
about the worst coworker you ever had.
Even if you were completely right, how you
talk about that person tells the interviewer
a lot about how you may talk about future
coworkers.

Remember:
It’s not about avoiding conflict.
It’s about how you handle it.

71 Strong #nswer- Includes

Briefly explain the situation.
Keep it short and professional.

Tell what YOU did.
Focus on your actions, not theirs.

Show how you communicated.
Share how you approached the conversation
with respect.

Explain the outcome.
What happened as a result of your actions?

End with what you learned.
How has it helped you grow and handle
conflict better?

Think of a time you had a conflict with a coworker.

What was the situation?

What was your role in the situation?

What did you do to address it?

What was the outcome?

What did you learn from the experience?

How will this make you a better teammate?

\

/
— - — - - - -

THINK YOU SPEAK.

PREPARE. SPEAK. IMPACT.




Medule 3 ,
LEARN FROM forpofection,
MISTAKES A Aol M B

“TELL ME ABOUT A TIME YOU MADE ﬁ”°""_‘5 ‘“f'tw"atdfzey :’a",‘tm
A MISTAKE AT WORK AND WHAT YOU DID.” h:::ojn‘:d itk bk

#wﬁﬁwwwwagx [hat Builds [rust

——— ———

Be honest and take responsibility. Explain the steps you took to Share what you learned and how
Don't make excuses or blame correct the mistake. Show that it changed the way you work
others or the situation. you act, not just talk. moving forward.
Say something like: | Say something like: Say something like:
“I made a mistake when...” . “Once | realized it, I...” “Now | always...”

p = e e —_——

M Be%@l‘fv Don’t choose a mistake that makes you sound unsafe, dishonest,
g {‘ 5) or careless. Choose something real that shows accountability
/ ’ and growth.
~— BUILD YOUR STORY !

7}3» miglake: What happened?

What ] did nexl: How did you handle it?

What ] [Wneqt . What did you learn from the experience?

é;{)ﬁa,éf . f dd@- r{o{{emwvﬁ%/ new-: How has this made you a stronger employee?

Y 5

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.




Module 4

MANAGE BEFORE

TOUGH SITUATIONS %

“TELL ME ABOUT A TIME YOU HAD TO
HANDLE A DIFFICULT SITUATION AT WORK.”

r

[he situalion dsesn’t have Ts be dramalic.

-

WHAT HAPPENED') Give enough information to understand the situation.
y Don’t spend half your answer explaining the problem.
What was your responsibility?
WHAT NEEDED
TO HAPPEN') What needed to be protected, solved, or accomplished?

WHAT DID YOU DO?

This is the part that matters.
Show how you stayed calm, communicated,
made decisions, and took action.

HOW DID IT
TURN OUT?

Give the result and tell them what you learned.

Think Before
Gou Speak

Don’t make the difficult situation the star of your answer.
YOU are what they’re listening for. They want to know
what you did when things didn’t go as planned.

~— BUILD YOUR ANSWER

What happened?

N

What needed to happen?

What did YOU do?

How did it turn out?

What did you learn?

THINK YOU SPEAK.

PREPARE. SPEAK. IMPACT.
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COMMUNICATE
EFFECTIVELY

“TELL ME ABOUT A TIME YOU HAD TO
COMMUNICATE SOMETHING IMPORTANT
AT WORK.”

THINK
BEFORE
YOU

SPEAK

[t5 not just whatt you said -
L5 how, when, and why.

They want to know that you can share
information clearly, listen well, and adjust
your approach to your audience.

— e
¢ Can you explain things in a way Be clear. Don’t make people guess what you mean.
others understand? Know your audience. How you explain something to a

¢ Do you listen first and speak with respect?

e Can you deliver difficult news in a
professional and compassionate way?

patient or leader.

coworker may be different from how you explain it to a

Listen, too. Communication isn’t just talking.

Choose the right time. The right message at the wrong

e Do you keep people informed and time can still go badly.

avoid surprises?

Gow( communicalion builds lrusl—and lrugl builds leams.

W B&f@-ﬁ-@ Don’t say, “I just told them.” That’s not enough.

g i S g Show how you communicated, what you considered, and what happened.
e — Good communication builds trust—and trust builds teams.

— BUILD YOUR ANSWER

The situation: What was going on?

Your message: What did you need to communicate?

Your approach: How did you communicate it and to whom?

The outcome: What happened as a result?

What | learned: What did you learn from the experience?

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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Pedule: 3 THINK

BEFORE
WORK ON Ly
A TEAM TM\W: sl working

“TELL ME ABOUT A TIME YOU WORKED W—dﬁ’sf muém?« each
ON A TEAM TO GET RESULTS.” slher beller. ——
e ——

DON'T JUST TELL THEM YOU'RE A TEAM PLAYER. SHOW THEM.

é()w wag The Tleam W 7% mmp&*ﬂp — Give a quick picture of the goal.

éf_)/wi} wag your M — What were you responsible for?

/fow— q’cq' yow n«ffw-t someone else’ — How did you help your teammates succeed?
é{_}fmz c(w( af& when The Team — Describe the obstacle and how you worked
T a J_aﬁ;v? through it together.

What did you MW l%gd‘h’a-? — Share the result and the impact it made.

e — — — S— e ——— —— — —

—— ——
M B [;4? Don’t make it sound like you did everything.

, : S : Don’t leave out the challenges—this is where they learn how

|
L Give credit. Real leaders lift others up.

_—— BUILD YOUR ANSWER =

The goal:

you handle team dynamics.

My role:

How | supported others:

The challenge:
What | did:

The result:
What | learned:

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.




W‘%/ “g"'/ 3 THINK

BEFORE

SHOW PO
LEADERSHIP = & &7wi-cteeiociose

Interviewers want to know if you notice what needs
“TELL ME ABOUT A TIME S
to be done, take initiative, support others, and follow
YOU STEPPED UP OR TOOK through. Real leaders make things better for the
THE LEAD” people and the patients.
e ———
e e
~ B
————————— ———
You notice what's not working, You take ownership. You make You communicate, encourage,
what could be better, or who a plan, take action, and follow and support your team. You
needs help. You pay attention through. You don't wait for share the credit and help
and don't ignore it. someone else to do it. everyone succeed.
Leadership is about Leadership is about Leadership is about
awareness, not titles. action, not permission. people, not recognition.
K v
M B a{ty‘& Don’t try to sound like the boss.
Don’t make it about how great you are.
%‘9‘4/ SM Real leaders lift others up and don’t need all the credit.
Be honest and specific. A real example is more powerful than a perfect story.

~— BUILD YOUR ANSWER ~

What needed to be done?

Why did you step up?
What did you do?
How did you involve or support others?
What happened?

What did you learn about yourself as a leader?

-

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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STAY POSITIVE SPEA
UNDER PRESSURE | - -z s

“TELL ME ABOUT A TIME YOU HAD —
TO STAY CALM AND POSITIVE DURING Interviewers want to know if you can stay focused,
A STRESSFUL SITUATION.” think clearly, and keep a good attitude—especially

when things get tough.

* How do you handle stress and stay calm? The situation. What was happening?

e Can you think clearly when things are busy

or unexpected? The pressure. What made it stressful or challenging?

* Do you keep a positive attitude when the Your mindset. How did you stay calm and positive?

pressure is on?
Your actions. What did you do to keep things on track?
¢ Are you someone others can count on

when it’s hectic? The result. What happened, and how did it turn out?

* Will you help the team stay focused

instead of adding to the stress? The impact. How did your attitude affect others?

M BW Don’t complain. Don’t blame others. Don’t make it bigger than it was.

S Focus on what you did, not what went wrong.
%‘%{’ W A positive attitude is contagious—your team and your patients will notice.

~— BUILD YOUR ANSWER

What was the situation?

What made it stressful or challenging?

How did you stay calm and positive?

What actions did you take?

What was the result?

How did it impact your team or patients?

What did you learn from the experience?

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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PUTTING IT
ALL TOGETHER

YOU DON'T NEED A PERFECT ANSWER.

-

THINK
BEFORE
YOU

SPEAK
— ‘
You'ver got The Tools. [Vow use Them.

You’ve just worked through seven key areas
interviewers ask about. You don’t need seven

YOU NEED A PREPARED ONE different stories—you just need strong, real
examples you can adapt.
- &
/. Handle 2 Learn From 3. Manage Tough 4. Communicate
72,0 7 ﬁw Conflict Mistakes Situations Effectively
gowf‘& ?6“/'{ ¥ 7?j or 5. Work on 6. Show 7. Stay Positive
e a Team Leadership Under Pressure
o

%

YOUR ’N TER V'E w STOR Y BANK List 2-3 real experiences you can use for several interview questions.

———

b 1

Brief situation:

N

What | did:

Outcome / Result:

What | learned:

2

Brief situation:

What | did:

Outcome / Result:

What | learned:

3

Bfief situation:

What | did:

Outcome / Result:

What | learned:

%

P

Tk Bepowe
foudpest

Don’t memorize your answers word for word.
Know your stories. Know what you learned.
Then answer the question naturally.

Be honest, be clear, and be yourself.

Your experience + your attitude = your value.

THINK

YOU SPEAK.

PREPARE. SPEAK. IMPACT.
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TAKEAWAY

gaw c(mfﬁcw& lo have
U penfet anper

You need to listen to the question,
take a moment to think, and answer honestly.

You’ve already lived the experiences
you’re going to talk about.

You don’t need to make them sound
bigger or better than they were.

Km%uv your stories.
—

K;ww- what you learned.
—

Kiww- the value you bring.

- —

THINK
BEFORE
YOU

SPEAK
el

Pheparetion bl cofioce

You can’t control every question
or every situation.

But you can control how prepared
you are and how you respond.

That’s your advantage.

—
(s ~N
DMZ- memeorize. Prepare.
Think Before: | ——
D&wt ﬁw‘{orm Be yourself.
Aokl | 2D
DMZM Take a second and think.
———
b =

BE PREPARED. BE PURPOSEFUL. BE YOU.

—————

Youive g thi.

THINK

YOU SPEAK.

PREPARE. SPEAK. IMPACT.



n&a% 4
YOURTURN
T0 ASK B

SHOW INTEREST. TAKE CONTROL. S/M
LEAVE A LASTING IMPRESSION. -

oo
W Zo Modube 4/ Here's What Well Cover

—

As the interview wraps up, you get the 1. Why asking questions matters
chance to turn the spotlight and ask

questions that matter to you. 2. Types of smart questions to ask
This is your opportunity to demonstrate 3. Questions to avoid

engagement, gather important information,
and show the interviewer you're already
thinking like part of the team.

4. Questions based on your priorities

5. Reading the room

You'll learn how to ask smart questions,

avoid common mistakes, and leave a 6. Making your questions meaningful

strong final impression. ¥ Lo vitheciRdence

The right questions show you’re serious.
Make them count.

(Quick Keflection

What are you most curious to learn about in your next role?

What kinds of questions do you usually ask in interviews?

What's one question you want to make sure you ask next time?

How do you want the interviewer to remember you at the end of the conversation?

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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YOUR TURN

T0 ASK

Prepare Ysur Questions

Preparing thoughtful questions before your interview helps
you make the most of your time and shows the interviewer
that you're serious about the opportunity.

Starl by Thinking ahoul..

What’s most important to you in your next role?

What do you want to know that will help you
decide if this is the right fit?
What will help you be successful if you get the job?

What does the interviewer wish you had asked?

?@m&méex»

Your goal is to have a real conversation,
not just get through a checklist.

Ask questions that matter to you.

This is your career too.

THINK

BEFORE
YOU

SPEAK
-

Gﬂ%fgwaik%ffﬁww

My Intervicw Priorilies

List a few things you want to learn
about in this interview.

 Quick: Pelection

What are 2-3 things you definitely want to learn about in this interview?

THINK

YOU SPEAK. PREPARE. SPEAK. IMPACT.
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YOUR TURN
T0 ASK

Ack Wtk Purpose

The questions you ask can open the door to

important information and help you leave a
lasting, positive impression.

Strong (Queslions o sk

* What does success look like in this role?

e Can you describe a typical day or week
for someone in this position?

¢ What are the most important qualities or skills
you're looking for in the right candidate?

* What are the biggest opportunities or challenges
facing the team right now?

¢ How would you describe the team I'd be working with?

* What do you enjoy most about working here?

e What are the next steps in the hiring process?

THINK
BEFORE
YOU

SPEAK
N

Curisug. (onfidfent
[ntenlisnal.

Thal's The impression
Y N

e ———

Cuestions To Hvoid

Questions you could easily
answer with a quick online search.

Don’t make salary, benefits, or time off
your first questions. There will be a
time to talk about those.

Anything negative about your
current job or boss.

Questions that are all about you
and not the role.

——
Look at your list from Page 2.

Choose 3-5 questions you plan to ask.

1

Which questions will help you learn the most and show the interviewer you're engaged?

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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DELIVERYOUR e
QUESTIONS I,

HOW YOU ASK MATTERS JUST [t

AS MUCH AS WHAT YOU ASK.

)
Prepare Berus [ips for Vietual tervieus

¢ Review your top 3-5 questions. e Make eye contact by looking at the camera.
e Put them in order of importance. ® Speak clearly and at a steady pace.
¢ Be ready to adjust based on the conversation. * Have your questions written down
in front of you.
P NLGZZ&& e Don't read your questions word-for-word—

use them as a guide.

e Read your questions out loud. e Engage just like you would in person.

e Make sure they sound clear, confident,

and conversational. ? ;{

® Practice short follow-up questions too.

The questions you ask matter.

@ ]Z_ /VM They show that you came prepared,

that you're interested, and that you're

Wait for the right moment—don’t interrupt. thinking seriously about the opportunity.
e Ask one question at a time. You're not just trying to get the job.
» Use a friendly, confident tone. You're deciding if this is the right
* Listen to the answer and engage. job for you, too

(uick Keflection

How will you make sure you ask your most important questions?

What can you do to stay calm and confident when asking questions?
What’s one way you will show that you're truly interested?

How will you follow up after the interview if you think of more questions later?

THINK BE YOU SPEAK. PREPARE. SPEAK. IMPACT.
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CHOOSE YOUR W«
QUESTIONS oK

You have already learned what makes a strong question. an,
choose the questions you actually want to ask.

=

Pick guestions that help you decide whether the role, team, and
expectations are right for you.

o A

MY FINAL QUESTIONS

N

. Put your most important question first. o

BEFORE THE INTERVIEW.

O | know which questions matter most to me.

[ | can adjust if the interviewer already answers one.

[0 | am ready to listen to the answer - not just ask the question.

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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LEAVE b
CONFIDENTLY <2

SPEAK
HOW YOU END THE INTERVIEW CAN e

BE JUST AS IMPORTANT AS HOW YOU START.

Finish Strong Keep- This-ine Mind

e Ask if they need any additional ¢ Your last few minutes matter.
information from you.

e Leave them with a good impression

e Reaffirm your interest in the role. that lasts.
¢ Thank them for their time. e Confidence, professionalism, and
e End with a positive, friendly attitude. gratitude go a long way.

Kemember

You can’t control every question or decision, but you can control how you prepare,
how you show up, and how you leave.

You did your best. Be proud of that—no matter the outcome.

“

( Quick Replection

Take a few minutes to reflect on what you've learned in this module.

What types of questions will you ask to learn more about the role and the team?

What questions will you avoid asking?

How will you read the room and make your questions meaningful?

What is one thing you want to do better in your next interview?

How will you leave the interview with confidence?

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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PUT IT
ALL TOGETHER

You've learned what to ask, what to avoid,
and how to leave with confidence.
Now it’s time to bring it all together.

THINK
BEFORE
YoU

SPEAK

]
: i
What are 3-5 thoughtful 5
questions you plan to ask '
during your interview? .
4.
5.
What are 3 questions s
you will avoid? 3'

How will you read
the room and adjust

your questions?

What do you want the

interviewer to remember

about you?

You've prepared. You've practiced. You've got this.

And leave knowing you gave them a clear picture of who you are
and what you can bring to the team.

You are one step closer to the right opportunity.

e N RS N e b 0 UL

Walk in prepared. Be yourself. Ask questions that matter to you.

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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FINISH STRON

The end of your interview is

just as important as how you started.
Close with confidence, show appreciation
and leave a lasting positive impression.

.'. —
[n thie modulle, gou will:

* Learn how to close your interview
with confidence.

*  Express genuine interest and ask
about next steps.

*  Understand the importance of
following up.

* Leave a positive, professional, and
lasting impression.

*  Know what to do before you leave
the interview.

THINK

(; BEFORE
vou

il

.

f:{ ;%;f fti ?ﬂl"f allers

The interview isn't over just because
the questions are finished.

How you close matters. This is your
opportunity to show that you're
interested, ask about next steps, and
leave a professional final impression.

Don't rush the ending.
Finish as strong as you started.

How do you usually close an interview?

What is one area you could improve
at the end of an interview?

Do you know what you will say before
you leave the interview?

Do you always send a thank-you
message? If not, why?

What will you do within 24 hours
after your next interview?

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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HOW TO CLOSE

THE INTERVIEW WELL

1

THANK THEM FOR THEIR TIME.
A simple, genuine thank-you
goes a long way.

LET THEM KNOW YOU’RE INTERESTED.
If you want the job,
it’s okay to say that.

ASK IF THEY NEED ANYTHING ELSE FROM YOU.

Give them the opportunity to ask
for additional information.

ASK WHAT HAPPENS NEXT.

Before you leave, make sure you understand
the next step and when you can expect
to hear from them.

LEAVE THE SAME WAY YOU CAME IN—
PROFESSIONALLY.

Smile, thank them again, and finish

with confidence.

YOU SPEAK. PREPARE. SPEAK. IMPACT.

THINK
BEFORE
YOU

SpeAt

Raowadr

Don't let the interview
just fade out at the end.

Take a minute, thank them,
show your interest, and
find out what happens next.
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WHAT T0 DO

AFTER THE INTERVIEW

How you follow up after the interview matters.
These steps show you’re professional and serious about the job.

Send @ [hank—four Petsage

THINK

Send a thank-you email within 24 hours.

It doesn’t need to be long or complicated.

Thank them for their time, mention something
specific from the interview, and let them know

you're still interested in the position.

Keep it short. Make it personal.
Proofread it before you hit send.

;
3
:
5

|

goocgdog

YOU SPEAK.

Sumple Thank~lfou Emast

Take a few minutes to reflect on how the interview went.

Stay positive and keep your confidence. .........

e

THINK
BEFORE
YOU

SPEAK
3

Subject: Thank You
Dear [Interviewer’s Name],

Thank you for taking the time to meet with me today.
| enjoyed learning more about the position and
your team.

| especially appreciated our conversation about
[something specific you discussed]. After speaking
with you, I'm even more interested in the opportunity.

Please let me know if you need anything else
from me.

Thank you again for your time.
Sincerely,

[Your Name]

Write down key points from YOUr COMVEIBREION. .........c.ccicemsaciscsssssssonsasosssssssassassasssssassesssssssss
Follow up on any items they asked YOU 0 PIOVIAE. ........cc.cccuacsessssssssassasssssssstsssassasssssssssssnses
Send your thank-you email within 24 hours. .
Continue looking into the organization and the role. ............ccccooiiiiiiiiiiiiee
Keep applying and don’t give up. .....................

PREPARE. SPEAK. IMPACT.
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WHEN T0
FOLLOW UP

You sent your thank-you email.
Now you’re waiting. Here’s how to know
when and how to follow up.

It Tie Goo Yo Tnli

If they gave you a timeline,
give them that time before you follow up.

’&T/ﬁ% Dmfmt gwe/ @ 7&%&&’%’/
Wait about 5-7 business days.

Then send a short, professional email
asking if there are any updates.

Qféf Follow Up Once

One follow-up is enough.
You want to show you're interested,
not pushy.

@- /me? Wﬁx/&/ %9«/ WM
Don’t stop your job search because

one interview went well.
Keep applying until you have an offer.

Stig Ready lhide You Uit

000000

YOU SPEAK.

Respect the timeline they gave you. ...................
Follow up once if you haven't heard back. ....
Keep your email short, polite, and professional. ...,
Continue applying to other positions. ................
Be prepared iin:case they call with SO0dINBWS. ......ccrerecersersrersessnessansssrmosssrsonssssssnassssss
EoeDBrepaiMBWHIE MOHIWAL: Tl mmnisaaainmimis s ettt

pR .

THINK
BEFORE
YOU

SPEAK

A

Sample follisw—Up Email

Subject: Following Up

Dear [Interviewer’s Name],

| hope you’re doing well. | just wanted to
follow up and see if there are any updates
regarding the [position).

I’'m still very interested in the position and
wanted to check in on the next steps.

Please let me know if you need any
additional information from me.

Thank you for your time!

Sincerely,

[Your Name]

PREPARE. SPEAK. IMPACT.
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LOSING PLA

A good ending leaves a lasting impression.
Use this page to create your plan for closing the interview,
following up, and staying ready while you wait.

Before: I Loave

What do | want the interviewer to remember about me?

..................................................................................................................................................................

What 't Say

How will | thank them and let them know I'm interested in the position?

Before T Ul O

What do | need to ask about next steps or the timeline?

..................................................................................................................................................................

——

R UL S R IR BRI . oo oot b raibit b bt b e sS b S S b S b
Whisn Wil ETollow U IF Bllomt hiar BaBRR ... ccnmmmmnmnnnmmnsimanninisnan it
What will | be doing while | wait?

.................................................................................................................................................................

You don’t need a perfect ending. You need to be prepared,
professional, and clear about your interest.

e

YOU SPEAK. PREPARE. SPEAK. IMPACT.
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BEFORE YOU SEFORE

YOU

WALK INTO SPEAK
YOUR NEXT INTERVIEW... -

You’ve done the work. Now it’s time to use it.

Take one last look at your plan, walk in with confidence,
and finish strong.

Before you walk in the door, make sure you can say “yes” to these:

| know what | want them to remember about me.
| know the examples | want to use.
I have questions | actually want answered.
— I know how | want to close the interview.

I’m ready to be myself and have the conversation.

When | walk into my next interview, | want to remember:

......................................................................................................................................................

You’ve prepared. You’ve got a plan.
Now go have the conversation and make your impact.

B ]

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.




THINK

Wadule 6

YOU'RE READY:
YOUR INTERVIEW
GAME PLAN

You’ve put in the work. You’ve practiced.
You’ve got a plan.

Now it’s time to bring it all together.
This module is your interview game plan.

You’'ll take what you’ve learned and decide what
you want to say, what examples you want to use,
what questions you want to ask, and what you
want the interviewer to remember about you.

Write it down. Practice it. Then make it your own.

Before:You Begin..

Think about your next interview.

When that interview is over, what do you want the interviewer to remember about you?

This is your plan.

YOU SPEAK. PREPARE. SPEAK. IMPACT.

THINK
BEFORE
YOU

SPEAK
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BEFORE THE BEFORE
INTERVIEW SPEAK

What you do before the interview sets the tone
for how you show up.

Use this page to make sure you’re ready
before you walk in.

Befre You Uhlh. I

Before your interview, make sure you can say “yes” to these:
—— | know what | want the interviewer to know about me.
——— | have 2-3 examples | feel confident using.

— | know the questions | want to ask.

o I've planned how | want to start and how | want to close.

———— I'm ready to be myself, listen well, and have a real conversation.

Py Fous

What is most important for you to focus on heading into this interview?

............................................................................................................................................

'I You don’t need perfect answers.
‘ pm g Be prepared, be yourself, and talk about
‘ Sapm— what you know and what you’ve done.

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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THINK
DURING THE =3¢

INTERVIEW P

You prepared. Now have the conversation.
Be present, be yourself, and let your experience
speak for you.

L]

Listen to the whole question before you answer.

Take a second to think. You don’t have to start talking immediately.
Answer the question they asked. Don’t talk around it.

Use real examples. Tell them what you did, not just what your team did.
If you don’t understand the question, ask them to repeat or explain it.

If you don’'t know something, don’t make something up.

It I Get Stuck...

What will | remind myself to do?

YOU SPEAK. PREPARE. SPEAK. IMPACT.
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TALKING ABOU

YOUR EXPERIENCE

You already have your examples. Now make
sure you can talk about them in a natural,
confident way.

,f{_ FLE téf&u;r (E:r:a,mpfe&

¥ou don't need to memorize an answer word for word.
Knaow:

« What happened.

« What YOU did.
Why you made that decision.

What happened as a result.
What you learned from it.

-

THINK
BEFORE

YOU K
SPeA

"'I-Zf*’ Bﬁﬂ@ﬁtf j:!_ﬁf.-

They want to know
what you did,
how you think,

and what kind of
team member
you will be.

If they ask a question that doesn't fit the example you planned to use, don't force it.
Listen to what they're actually asking and choose the example that answers the question.

YOU SPEAK. PREPARE. SPEAK. IMPACT.
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ANSWERING

TOUGH QUESTIONS

Some questions will be easy.
Some will make you stop and think.
You can handle them.

¢ |t’s okay to say, “I'm not sure.”
¢ Then tell them how you would find the answer.

* They are not expecting you to know everything.

* They want to know how you think and what you would do.

@ﬁ?}axw

Take a breath. You don’t have to answer right away.

You can say:
» “That’s a good question. Let me think about that.”
» “Can you say more about what you’re looking for?”

* “Let me answer it this way...

Ve Gome TP~

When | don’t know the answer, | will say:

Stay calm. Be honest.
?Wbéﬂf" . Show how you think.

e —ee

YOU SPEAK. PREPARE. SPEAK. IMPACT.

How you think
through things

How you
communicate

How you handle
challenges

How you treat
people
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HOW YOU
SHOW UP

Your answers matter, but so does how you
handle yourself during the interview.

Remender

» Be professional, but be yourself.

e Listen before you answer.

e Don't pretend to know something you don’t.
* Talk about your team respectfully.

« If you’ve made a mistake, own it and
explain what you learned.

¢ Let them see how you communicate
and work with people.

QW_, Reminders

* You don't need to be perfect.

* You just need to be honest.
* |It's okay to take a second to think.
* Breathe and slow down if you need to.

* You've prepared. Trust that.

(b Do ] oot Them . Sowin 7

As a nurse:

...............................................................

...............................................................

%]W%AO@._

What three words do | want the interviewer
to use to describe me?

WMUW&WW w/pa%eoi

———

THINK YOU SPEAK. PREPARE. SPEAK. IMPACT.
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YOUR INTERVIEW

GAME PLAN

You’ve done the work.
Now put your plan in one place.
Walk in confident. Leave with no regrets.

%IWMTMB Remember Fboat e

E”,SWM [ Wart Ready

,
z
3.

@Om [ fanz o Ast

1.
2

(hat: ] eed to Remember T} ] (et

Nervous- or

—

Pe T
THINK
BEFORE
You )
SPEAY
_ -

@[WMI&SA&&{/F

» Be myself. Be respectful.
» Listen first.
» Think before | speak.
* Use my examples.
» Talk about my team and others
with respect.
+ Own my mistakes and what | learned.
» Let them see how | work with people.

My Plan. lhen Tinge Don't
- Ongeited

THINK

YOU SPEAK. PREPARE. SPEAK. IMPACT.




You've done the work.
You've thought about what you want to say.
You've practiced your examples.
You know what you want them to remember about you.

——

7,4 Nete }Zrmf l%:mk C&ﬂ-&é/

| created this workbook because I've seen good

nurses walk into interviews and struggle to explain
what they bring to the table.

You know maore than you think you do. You have
experiences worth talking about. The key is being

prepared enough to talk about them clearly without
trying to give the “perfect™ answer.

Take what you've practiced here and make it your own.
Be professional. Be honest. And let them see the
AUrse you are.

,...n'
l?f,-,,,;;, e *h LLs

WZM THINK BEFORE YOU SPEAK.

PREPARE. SPEAK. IMPACT.
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