I Q&Q Staffing & Consulting, LLC.

Interview Preparation Guide

Welcome
Congratulations on reaching the interview stage!

An interview is more than an opportunity for an employer to get to know you—it's also your
opportunity to determine whether the position and organization align with your career
goals.

This guide has been developed by Q&Q Staffing & Consulting to help you present your best
self with confidence and professionalism.

Before Your Interview
Research the Employer

Take time to learn about:
v Company mission

v Services

v Products

v Recent news

v Company values

v Leadership

Vv Culture
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Review the Job Description

Be prepared to discuss how your:
Experience

Skills

Education

Achievements

...relate to the position.

Prepare Your Technology (Virtual Interviews)
v Test camera

Vv Test microphone

v Stable internet connection

v Professional background

Vv Quiet location

v Fully charged computer

Professional Appearance
Business Professional

Business Casual (if appropriate)
Avoid distracting clothing

Maintain good lighting for virtual interviews
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The STAR Method

One of the most effective ways to answer behavioral interview questions is the STAR
Method.

S - Situation
Describe the background.

T-Task
Explain your responsibility.

A -Action
Describe what you did.

R -Result
Share the outcome and what you learned.

Example

Question:

Tell me about a time you resolved a difficult customer issue.

Situation

A provider contacted our department regarding multiple denied claims.
Task

| was responsible for investigating the denials and resolving the issue.
Action

| reviewed the claim history, contacted the payer, identified an eligibility error, coordinated
corrections, and educated the provider on preventing future denials.

Result

The claims were successfully reprocessed, payment was issued, and provider satisfaction
improved.
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Common Interview Questions

Tell me about yourself.

Why are you interested in this position?

Why are you leaving your current employer?
Describe a difficult situation.

Tell me about a time you improved a process.
Describe a leadership experience.

Tell me about a mistake you learned from.
Where do you see yourself in five years?

Why should we hire you?

Questions You Should Ask

Ask questions like:

What does success look like during the first 90 days?

What challenges is the team currently facing?

What qualities do your highest-performing employees share?
How would you describe your company culture?

What opportunities exist for professional development?

What are the next steps in the hiring process?

Healthcare & Insurance Interview Tips
Be prepared to discuss:
Claims Processing

Revenue Cycle

Version 1.0 | Page 4 of 8



Medical Billing
Appeals

Customer Service
Compliance

HIPAA

Quality Assurance
Leadership

Process Improvement
Healthcare Systems

Insurance Regulations

Virtual Interview Tips
Login 10 minutes early.
Maintain eye contact.
Mute notifications.
Smile naturally.

Speak clearly.

Avoid multitasking.
Have water nearby.

Keep a copy of your résumé available.

After the Interview

Send a thank-you email within 24 hours.

Express appreciation.
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Reinforce your interest.
Mention something specific discussed during the interview.

Keep it professional and concise.

Interview Do's

v Arrive Early

Vv Bring Copies of Your Résumé
v Listen Carefully

v Answer Honestly

v Demonstrate Enthusiasm

Vv Ask Questions

Vv Thank the Interviewer

Interview Don'ts

X Interrupt

X Speak Negatively About Previous Employers
X Arrive Late

X Check Your Phone

X Memorize Every Answer

X Forget to Smile
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Q&Q Interview Success Checklist
Before Interview Day...

1 Resume Updated

[1Job Description Reviewed

1 Company Researched

1 Professional Attire Ready

I Technology Tested

1 Questions Prepared

[ Directions Confirmed

L1 References Available

O Thank-You Email Drafted

Final Words

Remember...

An interview is not about being perfect.

Itis about demonstrating professionalism, preparation, and authenticity.

At Q&Q Staffing & Consulting, we believe confidence comes from preparation.
Take a deep breath, trust your experience, and let your strengths shine.

We are cheering for your success.
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2, Recommended Resources
Interview Skills

e Linkedln Learning

o Coursera

e YouTube interview channels
Typing Practice

e Typing.com
Microsoft Office

e Microsoft Learn
Professional Networking

e LinkedIn

Disclaimer

The information contained in this guide is intended for educational and informational

purposes only. Following these recommendations does not guarantee employment or job

placement. Hiring decisions are made solely by individual employers.

© 2026 Q&Q Staffing & Consulting. All Rights Reserved.

This publication is the intellectual property of Q&Q Staffing & Consulting and is intended

for personal educational use only. No portion of this guide may be reproduced, distributed,

modified, or used for commercial purposes without prior written permission from Q&Q

Staffing & Consulting.

Visit www.QQStaffingConsulting.com to explore additional career resources, join the
Q&Q Talent Network™, and learn more about the Career Readiness Program™.

Building Careers. Strengthening Businesses.
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