
Interview Guidebook



MDA HQ 
 
Our national office is located along the  
Chicago River and above Union Station,  
offering employees convenient access  
to transportation and beautiful views.



MDA Values 

Our values are our strength.  

ission 
We’re driven to accelerate progress  
for families and muscle health. 

nderstanding 
We’re attentive to our constituents’ needs 
and each other’s needs. 

tewardship 
By investing precious resources wisely, 
we drive the best possible outcomes. 

ollaboration
We foster win-win partnerships and  
build communities. 

earning
Knowledge powers our success  
and empowers our team members. 

xcellence 
We strive to do our best and  
exceed constituents’ expectations. 

We believe in MUSCLE:



Recruiting 
at MDA 

MDA takes recruiting and our
candidates seriously:
 
MDA is a forward-thinking organization 
committed to providing our families with  
breakthroughs in research, care and support.
We strive to be an employer for top talent who 
want stability, growth and amazing management. 
We want candidates to know we are invested in 
growing their career and developing their skills — 
all while providing a diverse work environment. 
 
We have designed a recruiting process around 
how to best communicate what it’s like to work  
at MDA. We want to ensure that you, the  
candidate, get a sense of the position,  
our culture and the community in which you 
would be working. It takes a special person to 
have the heart, care and desire to help others, 
and we want to hire the special person who  
aligns with our incredible mission.  



Recruiting 
Process
at MDA 

Apply
on MDA.jobs.net

 
Skills/Talent
Assessment 
 

Phone Interview

In-Person 
interview 

Follow-Up
Interview 

Feedback 
*Not a representation of all interview processes,  

which can change based on location and position.



Resume
Screening and
Next Steps 

Resume screening and review:
Before applying to the posted role, we encourage you  
to review your experience against the job description  
qualifications to make sure you are a fit for the position.  
When reading yourresume, we will look to identify your  
skills and experience against our qualifications listed  
for the position.  
 
Skills test:
After we review your resume, we may invite you to take a skills 
or talent assessment to learn more about you. This could  
include a technical assessment or an assessment to learn  
more about your fundraising and/or management skills. 
 
Phone interview:
At the phone interview stage, a member of the HR team will 
speak with you to share in-depth details about the role and  
ask you questions around how your skills and qualifications 
align with the position. At this time, we also answer any  
questions you may have, along with identifying salary  
requirements and communicating the next steps in the  
interview process. 
 
After the phone interview:
If we are aligned in our interest to move forward and you are 
selected to continue in the interview process, a member of  
the MDA team will reach out to you to schedule an in-person 
or phone meeting with the hiring manager. If, after the phone 
interview, you are not selected to move forward for the  
position you applied, we will communicate the status to you,  
typically via email. At this point, we also encourage you to  
continue to review our openings as well as local volunteer  
opportunities. If you are passionate about our mission, we 
want you to be a part of MDA in any way possible. Our families 
will benefit from having more support from individuals who  
feel strongly about advancing our mission.



MDA
In-Person 
Interview 

Interview invite:
Congratulations! At this stage, we have found your experience 
to be a potential match for the open position. At this time,  
we are inviting you to a local office to meet with the hiring 
manager and possibly the team. We have MDA offices across 
the country, so it’s important for you to experience the local 
MDA culture to ensure that you feel like you would be a great 
match for us and would fit into the office environment.  
 
Scheduling your day:
Typically, an in-person interview can last from one to two 
hours and includes meeting two hiring managers, one in  
person and one typically via Skype video. We recommend  
bringing along three copies of your resume and being prepared 
for behavioral and experience-related interview questions. 
Think about your experience and background and how MDA’s 
open position aligns with the skills you can bring to the table. 
Be prepared with questions you have about the role as well.
We encourage candidates to dress appropriately for the  
interview as well. Most offices are a casual office environment, 
so you can expect to see MDA interviewers in casual attire.  
However, we want to see you in attire that presents you in  
the best way — we welcome suits or business attire for your  
interview day. 
 
Presentation:
Some of our positions require the interviewee to present on a 
topic. An example could be, “Why should a sponsor work with 
MDA?” We encourage candidates to review our website at 
MDA.org to gather more information if asked to present during 
their interview. We like to see our candidates think “outside of 
the box,” so make sure you have fresh ideas and be prepared 
to present them. We will be looking for excellent presentation 
skills, enthusiasm for our mission and your creativity in how  
and what you are presenting. 
 



After the 
Interview 

Interview debrief:
After all interviews for the position have concluded, everyone 
you met with will give feedback on the candidates. A decision  
is typically made during this time as to whether you will be 
moving forward in the process. We will communicate this to 
you typically within five business days. 
 
Outcome:
During the debrief, there may be additional questions regard-
ing your experiences and skills that come up, which may  
require an additional discussion with you; this could be in  
person or over the phone. If there are not any outstanding 
questions, we may proceed with putting together an offer 
package or letting you know you were not selected for the 
position. If you are not selected, you will receive a phone call or 
email to notify you. During this phase of the interview process, 
we try to work quickly to communicate the results. We respect 
the time you have taken to meet with us and learn more about 
our mission, and we will try our best to move as fast as possible 
with the results of the process. 
 
Follow-up:
If you are selected for the position, typically the hiring manager 
will reach out to you to share the good news. They will present 
the basics of the offer and explain that your HR contact will 
be sending you the offer documents along with a background 
check link that begins the onboarding process. 

If you are not selected with an offer, we encourage you to  
review our open roles and volunteer opportunities. Your HR  
contact also may mention and direct you to other roles
at MDA that may be a fit. We also encourage you to stay  
connected with your HR contact and follow us on our social 
media platforms like LinkedIn and Glassdoor to stay informed 
about our hiring updates. 
 




