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SUNY GENESEO 

THE SCHOOL OF BUSINESS 

PROFESSIONAL DEVELOPMENT PROGRAM 

 
MOCK INTERVIEW  

GUIDELINES AND REQUIREMENTS 

 

To complete your Sophomore PD Series and be eligible to graduate from the School of Business, you must 
complete a mock interview. Read these instructions carefully, and more than once. 

Interviewing is a skill that improves with practice. You never want your first interview to be for the job you 
want the most. In order to ensure you have had some practice before it really counts, you will be doing a mock 
interview as part of your PD program.  

A mock interview gives you practice answering interview questions in a realistic setting where you are under a 
bit of pressure. It’s only about 30 minutes, but that’s enough time to force you to think on your feet.  Most 
important, mock interviews are designed to provide feedback and allow for improvement.    

Your Mock Interview requirement can be completed in a variety of ways.  

1. Attend the Mock Interview event with alumni, hosted by the School of Business 
2. Participate in the Speed Mock Interview event sponsored by the Gold Program and the Career 

Development office (fall only, space limited) 
3. Participate in a mock interview event offered by a professional association (such as the NYSSCPAs) or 

employer (verification needed) 
4. Set up a mock interview with an alumnus/alumna (verification needed) 
5. Schedule a mock interview with a professional staff member in the Career Development office or 

approved faculty member in the School of Business (verification needed) 
 

If you elect option 3,4, or 5 above, you will need to submit independent verification of your participation 
(similar to the Informational Interview verification process).   

If you choose 4 or 5, there are a few additional steps you need to follow.   
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Process for Setting up a Mock Interview 

 

Step 1:  Identify a job posting or position description   

 

Mock interviews are most helpful when the interviewer can ask questions related to a specific job posting 
or position description.  

When you attend structured mock interview events, this work has already been done for you in advance.  
However, if you set up a personal mock interview (options 4 and 5 above), you need to start by finding a 
posting or description for an internship or an entry-level full-time position you are actually interested in. 
KnightJobs is a good place to start, but you are not limited to that resource.  

If you have been issued an invitation for a real interview, you should use the information provided to you 
by the firm you will be interviewing with.  

Step 2: Find someone to interview you  

 
If the event format is not your style or conflicts with your schedule, no problem…  You have several 
options.   

Career Development Office 

The Career Development Office at Geneseo has professional staff members who will conduct mock 
interviews, providing you have a real interview scheduled or are close to that stage. To get PD 
credit for your mock interview, you simply need to sign up with the Career Development Office and 
follow their instructions. At the end of the interview, they will sign a form provided by the School 
of Business verifying the event. Bring that signed form to South Hall 100.  

Geneseo Alumnus/Alumna 

We encourage you to ask an alumnus or alumna to conduct your mock interview. We can provide 
some leads, but it is up to you to find the person and make the arrangements. Keep in mind, the 
person cannot be related to you (the same restrictions given for the Informational Interview apply 
here). 

Faculty Member in the School of Business 

There are a couple of faculty in the School of Business with extensive professional interviewing 
experience who are approved to conduct your mock interview for the PD requirement.  If you 
would like the list of names, contact the Office of the School of Business Dean in South 100.   
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Step 3: Materials and Verification    

 
Once the alumni or faculty interviewer has been identified and a date/time has been set, follow these steps: 

1. Send the interviewer an email, in advance, with the following attachments: your resume in a 
pdf file; your job posting or job description; the instructions for verification.  

a. If it’s appropriate, you can ask the alumnus/alumna interviewer to use a job posting 
from their own firm. (In that case, you will want to see their posting in advance) 
For example, if you arrange for an alum at DeJoy, Knauf, and Blood in Rochester to 
conduct your mock interview, you will want to use the position information generated 
by DKB as the basis for the interview…not materials created by another accounting 
firm.  

2. Should the interviewer ask if there are any specific questions which should be included or 
need mock interview materials, the School of Business can provide them. We have developed 
a complete package for this purpose. Come to the office in South 100, explain what you need, 
and leave the email address of your interviewer. We will email the materials to your 
interviewer right away along with the verification form and instructions.     

Step 4: Prepare for the mock interview and seek feedback  

 
• Just because you are participating in a mock interview does not mean you can come unprepared.  
• Do your research—at least on the profession or career field—before the interview. 
• Practice answering a variety of questions (review what you learned in the Advanced Interview Skills 

workshop).    
• Your interviewer will give you feedback at the end of the mock interview. Take it seriously. Ask for 

additional explanation if you need it. Makes notes. Ask for tips.  This is your chance to improve.  
 

Step 5: Verification  

 
Just as with the Informational Interview, your mock interview must be verified.  

Alumni interviewers simply need to follow the instructions found on the Mock Interview Verification Form 
below.  

Faculty and Career Development Office Staff can sign a verification form (available in the School of Business) 
which you need to bring to South 100.  

 Depending on the time of year, it can take a couple of weeks to process verification forms. This 
means you may not see the green check appear next to Mock Interview on Degree Works right away.  
Be patient.  But if you still don’t see the green check after a couple of weeks, stop by or send an email 
to Del Brown (Brown@geneseo.edu).  
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Step 6: Send a Personal Thank-You Note 

 
A “personal” thank you note can be hand-written or an email. By personal, it means you are to thank the 
person for something specific you took away from the interview that you found particularly helpful or 
interesting.   

If you forgot before, include the “Verification Instructions” form as an attachment to the email. Kindly 
remind the individual who conducted your mock interview to verify your conversation with the School of 
Business.  

Check with the School of Business to see if your verification form has been received from your interviewer.  
If it has not been received after 2 weeks, send a very gentle reminder email.  
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Mock Interview Verification  

 

All students who wish to pursue a major in the School of Business at Geneseo must complete a co-curricular 
professional development program. One of the program requirements is a mock interview to help the student 
prepare for internship and full-time job searches. In order for the student to satisfy the mock interview 
requirement, we must receive independent verification of the interview.  

 

Please complete one of the following options in order to verify that you conducted a mock interview for our 
student.  

1. Email the Director of Student Services, Mr. Del Brown at Brown@Geneseo.edu with the subject line 
“Mock Interview Verification.”  The email must come from a company email address (no personal 
email addresses, please.)  

a. Simply tell us the name of the student you spoke to and the date of your mock interview 
b. Please include your name, title and the name of your company  
 

2. Provide the information below on your company letterhead and mail it to us. Please enclose a 
business card. 

a. Name of the SUNY Geneseo student 
b. Date of the mock interview  
c. Your name, title, and signature 

 

Mr. Del Brown 
Director of Student Services 
School of Business 
SUNY Geneseo 
1 College Circle 
Geneseo, NY  14454 

 

Thank you for supporting our students.  If you have any questions or concerns, please don’t hesitate to call us. 

585-245-5367 
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