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Preparing For An Interview

Interviews are difficult enough to get, so it is vital to be at your best. We hold frequent meetings and discussions on interview techniques to help you make the best of every opportunity by being well prepared and organised. 

General Guidance

· Find out as much as you can about the job advertised.

· Find out as much as you can about the company, its ownership, activities, structure, financial status and products, all well ahead of the interview. Check the website and annual reports.

· Try to identify the type of interview it will be, single or panel, who it is with, who will make the final decision.

· Prepare your agenda of questions that you would like to ask.

· Anticipate, prepare and rehearse answers to the most likely, and most difficult questions you are likely to be asked.

· Pay attention to your appearance and conform to the company’s dress code.

· Plan your journey in advance. Check parking availability.

· Arrive composed, relaxed and in a confident manner.

· Be pleasant to everyone you meet. The receptionist will often be asked for first impressions.

· Have all your papers in a single folder.

· First impressions and minutes are of paramount importance in an interview.

· Start with a firm (but not crushing) handshake and a smile.

· Do not sit until invited to, and when you do, sit back and upright. Do not cross your legs or arms. Your interviewer will watch your body language. Maintain eye contact and try to establish an early rapport. 

· Try to determine who is the decision maker. 

· Display enthusiasm and interest from the start. 

· Listen carefully to questions and reply clearly and confidently, grasping every opportunity to make your case.

· Your final comments should aim to conclude the interview on a high note. “What happens next?” or “I am really interested in the job.”

· If you don’t get an interview, ring back and ask why. It may help with your next interview.
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