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Interview Advice

This guide is broken down into three sections:
1. Before the interview 

2. On the day of the interview 

3. The interview 

Before the Interview

Preparation for an interview is essential.  Good preparation not only gives you an idea of what to expect but it will give you the all important confidence, which can carry you through.
Company Research:
Interviewers will expect you to understand:

1. What the company does

2. How big it is

3. How it is divided up 

4. Who its main competitors are. 

You should be able to explain all this to the interviewer.

Also every employer will need you to convince them that you want to work for their company rather than you just want a job.  Therefore have a think about what this company can offer you.  Have you applied because:

1. They offer good progression?

2. It’s reputation?

3. Of the industry? If so why?

4. Other?

Role Research:
You need to make sure you have fully understood the job description and know how it fits in to the overall company structure. If you have any queries about it then talk to us before the interview.  

At interview a lot of candidates are unable to explain what the job entails to the interviewer.  You need to be able to do this! The interviewer needs to know that you have read the job specification and really want the role.  

Make sure that you can sum up the job spec in a few sentences. 

Ask yourself what the key skills are that the job requires and think of examples of occasions when you have demonstrated those skills.

Interview Questions.

You can never predict every question that you will encounter, so approach the interview with some examples.  Think of times in your past (ideally work but not essential) where you have had to:

1. Take on responsibility

2. Handle a difficult situation

3. Be motivated

4. Demonstrate good customer service

You will also be asked questions such as:

1. What are your strengths?

2. What are your weaknesses?

3. Where do you see yourself in 5 years time?

4. What’s important to you in a job/company?

5. How would your friends/manager describe you?

Remember that if you are asked a question, you always need to provide an example to back up your answer.  For example, if they ask “what are your strengths?”; answering “motivated” is not sufficient.  You need to give an example such as when you have had to be more motivated than other members of your team in the past.  This will give peace of mind to the interviewer that this is a true reflection of yourself, rather than you think it is a good answer.

Make sure that you answer all these questions out loud to yourself at least once.  You’ll be surprised at how much you falter the first time you do this and you don’t want it to be in the interview.

On the day of the Interview

Take special care to dress appropriately - most of the time smart business dress will be appropriate. 

Make sure you are punctual – try to arrive at least 15 minutes before your scheduled interview time. If you are going to be late for any reason then make sure you inform 

the interviewer as early as possible.

The Interview

Some important points to remember:
1. You will be evaluated on your answers, not your CV so make sure that you can incorporate the relevant information from your CV in your answers. 

2. If you are unsure of what answer to give, don’t start talking.  Pause a couple of seconds and take this time to quickly plan your answer, this helps to avoid misunderstandings and produces much more concise answers. 

3. If you don't understand a question, ask for clarification. 

4. If you need time to collect your thoughts - take it. It is better to think for a few moments and make sure that your answer is doing you justice and that there is a point to what you are saying. 

5. Always expand. Never answer a question with a "yes" or "no." 

6. The interview is an opportunity for you to sell yourself. Don't be afraid to do this, it’s important.  Just make sure that you back up what you are saying with examples .

7. Be positive. 

8. Be confident, positive and look directly at the interviewer when you talk and listen. Speak clearly, be enthusiastic and express a keen interest in the position, keep to the point and be concise and always be honest. 

Interviews generally follow a set pattern. The interviewer will:-

1. Tell you about the company and the job. 

2. Ask you questions to assess your abilities, personality and motivation. 

3. Ask if you have any questions. 

4. Inform you of the next stage of the process and when a final decision will be made. 

The most important thing to remember is that the interview is a two way process. You are there to find out information about them as much as they are there to find out about you. This is your chance to find out information that isn’t in the job description and this can help you make an informed decision about whether you definitely want the job.

At the end of the interview the interviewer will ask you if you have any questions.  It is important to prepare for this.  If at the end of the interview they have answered the questions that you were going to ask, and you don’t have any more, tell them what you were going to ask.  It will give them peace of mind that you are keen on the role and had prepared some questions.

Potential questions for you to ask

1. Can you tell me more about the company? 

2. Can you describe my area of responsibility? 

3. Is this post a new or existing one? 

4. What are the promotion prospects? 

5. Is there a clearly defined career path? 

6. Do you run any training schemes? 

7. What type of clients do you deal with? 

8. Will you be holding second interviews? 

9. Ask the interviewer how long they’ve been there? What they like about the company? 

If at the end of the interview you still want the job, tell them!  There is nothing wrong with saying “thanks for your time, I am really keen on this role and look forward to hearing from you”.  If you think that you have been too nervous and not shown your true personality, tell them at this point.  There is nothing wrong with saying, “sorry I’m very nervous in interviews, I am keen on this position and would be happy to interview again if I have not answered all the questions clearly enough”.  

Most importantly, remember try and be yourself.  It is just as important for companies to recruit people that will fit into their team than people with the right experience.  Therefore, make sure that you smile!

Good Luck.
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