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Interview Preparation

Preparation and Confidence

These two essential ingredients are interlinked. Good preparation equals confidence. So,
the basic approach to an interview is to be well prepared. This means two things —
preparing yourself practically for the interview, and gathering knowledge and
information vou can draw on durina the interview.

Preparing Yourself

The worst nightmare for you as an interviewee is rushing around at last minute; arriving
late, hot and bothered for an interview. This shakes your confidence. Your mind is not
on the interview, and your personal presentation will in turn suffer. If you do not look
good and feel good, you'll interview badly. So, get the practicalities sorted first! Plan
and be organised!

0 Test run the journey, so you don't get lost on the day of your interview.

Make sure you are dressed appropriately; try on clothes the day before, make
sure everything still fits, and ensure clothes are clean and ironed. Ideally wear
a suit and don't forget to polish your shoes!

° Keep it neat and tidy — clean shaven, minimum jewellery, professional makeup
and not too much perfume or aftershave.

Who Are You?

Prior to an interview you need to think about who you are, and what skills you have
to offer in context to the vacancy and company.

Put yourself in the shoes of your clients or colleagues. The image that you have
yourself may differ from the image that you project, and you may find tha
a skill you excel at but consider to be routine, is highly regarded and
desired by others.
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By thinking more in depth about your skills and abilities, you will get a better
understanding of what your unique selling points are, furthermore you may realise that
you are exceptionally proficient in a particular area that is of use to the potential
employer.

Sit down with your CV and make notes; about your work record and what you've
achieved. Look at yourself as a person in employment — How do you see yourself? What
have you done? What ambitions do you have?

Make notes and prepare and rehearse sound bites about yourself. Remember that one of
the most common interview questions is: “Tell me about yourself". Prepare a sound bite

for this in particular, but not a life story. Usually, interviewers want to know about
personal qualities, not achievements although examples can be included to support your

statement.
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What does ‘interviewing well’ actually mean? It comes down to the candidate being

well prepared and confident. A candidate who can answer questions in a way which is

acceptable (but not necessarily right) to the interview, someone who knows something
about their potential employer’s business and the post they hope to fill.

These really are the basic components of any candidate who ‘interviews well’. There are
undoubtedly other aspects employers may look for in relation to specific posts — having
your own ideas, being articulate, thinking on your feet. All aspects which will be related to
the job and to the company's preference in employees.

The employer will also be looking to fill a post that has a particular job specification
—in other words personal aspects besides the experience and qualifications

that you can put down on paper. The interviewer will set out to ascertain

that the candidate (you) has these personal qualities, skills and

abilities the company requires.
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The interview is a chance for you and the employer to get to know one another.
Interviews are a two-way process.

1 Do the research and gather information about the Company and Manager
before you are interviewed — what do they do? What are their current projects?
What other interests do they have?

1 Ask staff - many companies will offer you the chance to talk about the vacancy
with someone, use this opportunity to find out more about the company.

1 Bigger companies will have PR departments, smaller ones will provide you with
some information if asked — the internet can provide you plenty of information!

1 Make sure you know what the job entails — get a job description, ask someone in
a similar post, ring the company to clarify if unsure.
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Listen carefully to the interviewer and don't let your attention wander. Sit up straight —
don't slouch back in the chair. Try to maintain eye contact and don't keep looking down
at your feet. Show an interest in what the interviewer is saying. When responding to

questions make sure you give a full answer. "Yes, | did enjoy that position because ......

When answering interview questions be specific and where possible back up with
evidence - tell interviewers when you undertook the task/project/duties.

How did you go about it and what was the result? How would you change things if you
were to do it again?

If you do not have relevant experience, say so but also state how you would attempt
the task project or duties and describe what experience and transferrable skills you do
have that can support you in this undertaking.
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0 Tell me about yourself...
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Keep your answer to one or two minutes; don't ramble.

Do not go back to childhood experiences, just give a brief outline of
where you are from, and where you want to be going.

Use your CV introduction as a base to start.

Respond in a way that leaves no doubt that you are well adjusted, stable
and positive.

Say only positive statements

° What do you know about our company?

T

Show that you have done your research, know what their products are,
how big the company is, roughly what their annual revenue is, what
reputation it has within the industry and on the street.

Know the company's history, image, goal, and philosophy.

Project an informed interest and let the interviewer tell you some more
detailed aspects about the company.

° Why do you want to work for us?
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Don't talk about what you want; first talk about their needs, what you
can do for them.

You wish to be part of their company project.

You would like to solve their company problem and relish the challenge.
You can make a definite contribution to specific company goals: identify
its management talent, etc.

0 What would you do for us? What can you do for us that someone else can't?
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Relate past experiences that represent success in solving previous
employer problems that may be similar to those of the prospective
employer.

Stay positive!

e What about the position do you find the most attractive? Least attractive?

T

List three or more attractive factors and only one minor
unattractive factor, aspects to pick up on could include:
office location, company reputation, the chance

to work with esteemed colleagues.
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° Why should we hire you?

1 Because of the knowledge, experience, abilities, and skills you possess. Be
very positive and confident in your reply, not vague.
1 Make your answer relevant to them the job

° What do you look for in a job?

1 An opportunity to use my skills, to perform and be recognised.

1 The opportunity to develop further skills, throughout life we should be
constantly learning.

1 Vague answers such as, "I enjoy working with people, I relish challenges in
my work” are not acceptable.

1 Relate it to the job to which you are applying "I am especially interested in
producing a software solution to your problem”

° Why are you leaving your present job?

1 No longer provides a suitable challenge, time to move on, | wish to move
into (the area this company specialises in).

1 Give a "group" answer if possible, e.g. our department was consolidated
or eliminated.

G How would you evaluate your present firm?

1 An excellent company that afforded me many fine experiences.
1 Quantifying Your Experience and Accomplishments
i1 Stay positive

e How much are you looking for?

1 Answer with a question, i.e., "What is the salary range for similar jobs in
your company?"

1 If they don't answer, then give a range of what you understand you are
worth in the marketplace.

@ How much do you expect, if we offer this position to you?

1 Be careful; the market value of the job may be the key answer e.g.
"My understanding is that a job like the one you're describing may
be in the range of £££££"

@ What kind of salary are you worth?

1 Have a specific figure in mind... don't be hesitant!
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Questions for you to ask the Interviewer

There is always the opportunity to ask them questions at the end of the interview —
remember the interview is a two-way process, you need to be sure you want to join
them too!

Try to concentrate on issues which are both important to you and combine an
apparent interest in the company, leave issues like terms and conditions until the very
last, even if they are important to you. Write your questions down prior to the
interview and take them with you.
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