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Interview Skills
Introduction
Interviews are nothing to get in a
panic about. It’s just a chance for
the company to get a sense of
who you are and whether you’re
a good fit for their organisation.
Employers want to test your
knowledge, qualifications, skills,
ambitions and interests.
It’s also your chance to interview
the company and find out whether
you’d like to work for them. The
more relaxed you are at the
interview, the better.
Of course, you’ll want to have a
few tricks up your sleeve before
going to the interview. If you want
to impress at an interview, you
shouldn’t turn up without doing
some preparation.

your route. Make sure you have
the contact details of the
interviewer with you, including their
telephone number, their email and
the address of the company. If you
get stuck in traffic on the bus, give
them a call to let them know that
you will be there shortly.
4.Find out as much about the
company as you can by looking on
their website; find out what the
company does. Demonstrating
knowledge of and showing a
genuine understanding of the
companywill really work in your
favour.

5.Understand the role you are
applying for. This may seem
obvious, but you really need to
show the interviewers that you
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understand the ins and outs of the
interview
job. Read the job description and
person specification as the questions
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you will be asked at the interview
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will be related to the skills and
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experience required.
1.Check and double check the time
and date
of the
interview.
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6.Review your application form /
CV. Imagine what questions you
2.Plan your journey and don’t be
could be asked and how you could
late!
answer those questions.
3.If you’re using public transport,
7.Practice answering interview
check beforehand if there are any
questions. Write down a list of the
scheduled works that might disrupt

questions that the interviewers might
ask you and get a friend or family
member to ask them. Think of a
way to help you stand out from the
crowd.We don’t mean wear a silly
hat or develop a bizarre
handshake. It can be something
small, but everything you can do to
give yourself an extra advantage
will be worth it. Perhaps come up
with an original and genuinely
insightful question to ask at the end
of the interview, or bring a
portfolio of relevant work.
8.Remember to take along any
requested documents e.g
references.
9.Turn your mobile phone OFF!

Top Tip . . .
Researching the
company and the role,
and have a go at some
practice interview
questions, it’ll really
pay off at the interview.

What should I wear?
It sounds a bit silly, but one of the biggest worries for interviewees is what they should wear. It is a
toughie, particularly as more and more offices are adopting more relaxed dress codes. If there’s one
piece of advice you should take on board it’s don’t wear jeans;the main thing is to look groomed, smart
and professional. First impressions count!
Girls
1.It’s all about looking professional and capable. Put away those UGG boots, flip flops and those jeans;
now is the time to get out your working woman clothes.
2.Generally speaking, you might want to go for a trouser suit or a skirt suit paired with a shirt.
Alternatively, if you don’t want to splash out on a suit, you could wear a formal work dress in black, blue
or grey, paired with a tailored jacket. You can wear colour, just make sure it isn’t too distracting or garish.
3.Next on the list is footwear. Don’t wear too high-heeled shoes - a demi-heel or flat closed-toe shoe should
be fine. For some reason, some people get really offended by bare legs, so stay on the safe side and don
a pair of nude or black tights. In terms of jewellery, avoid anything garish or overly chunky that will
distract the interviewer. In short, don’t go to the interview dripping in gaudy diamante.
4.It’s best to keep make-up to a minimum and make sure your hair looks good. Make sure you aren’t
flashing any bra-straps and your skirt or dress is a respectable length.
Boys
1.A well-fitting business suit in black, grey or dark blue is the safest option, with a shirt and tie in a neutral
colour. Pair them with some smart clean and polished shoes.
2.A suit needn’t set you back a fortune, you can get suits for under £50 from shops like Primark (just make
sure it fits properly!). Alternatively, you can borrow a suit from someone the same size as you. If a suit isn’t
an option or you feel it might be too overdressed, then you could pair tailored trousers with a shirt and tie.
3.You might want to have a shave and give you hair a bit of a trim. A well-groomed candidate makes a
good impression: it shows you are motivated, conscientious, organised and take pride in what you do.

Body Language
Be aware of your body language:
•Smile
•Good firm handshake
•Look the interviewer(s) in the eye
•Be as relaxed as possible
•Good posture – sit up straight,
do not fidget. Uncross your arms,
lift up that chin and put those
shoulders back. If you’re
slouching or hunched over, it’ll just
make you seem like a
stereotypical teenager, instead of
a young professional. You want to
seem eager, enthusiastic and alert.
•Don’t chew
•Listen carefully to questions
•Don’t be afraid to ask for
questions to be repeated
•Take your time to answer, speak
slowly and clearly
•Don’t waffle
•Always be honest

What’s in a handshake?

A lot actually. A good handshake
is a big part of making a great
first impression.The right kind of
handshake can convince people
that you’re confident, have good
social skills and even possess
strong leadership qualities.

When to shake
There’s usually a visual cue –
whether it’s a lean in or an
outstretched hand. You’ll be
expected to shake hands with at
least the main interviewer the first
time you meet.

Get some practice in
This might feel a bit odd, but take
time to brush up on your
handshaking skills. It's about
thinking what kind of handshake
you lean towards and what
improvements you can make to
yours.

Communication Skills and
Posture
One of the big things they’ll be
looking for in their ideal candidate
is good communication skills.
It’s not just about what you say
during the interview, but also how
you say it. Speaking clearly and
trying not to rush your words is
super important. Even if you think
it sounds a bit stupid slowing down
your speech, it really can make a
big difference. Also, try to make
eye contact with the interviewer
when you speak to them. If you
find this a bit awkward, then
concentrate on the space between
their eyes just above their
eyebrows.Listen carefully to what
they say and wait until they have
finished, and you'll be able to give
the best answer.

Interview Questions
Of course, interviews are all about the questions. Don’t be afraid to ask
the interviewer to clarify a question. You might want to prepare a list of
questions to ask them at the end of the interview. These should usually
be about the company and the opportunity, especially things that you
haven’t been able to find out via their website.
You can also ask questions during the interview too, as well as at the
end. This makes it seem like you are interviewing their company too
and repositions the interview as a kind of formal conversation. It’s all
about showing that you are interested and enthusiastic about the role
and company, but also that you have a sense of your own self-worth.
So, it’s interview preparation time. Feeling a bit overwhelmed by
everything you have to do? Don’t panic! Take a breath and relax!
Interview questions fall into four main categories:
Questions about you
Questions about your work experience and knowledge
Questions about why you want THIS job
Competency-based questions

Potential Interview
Questions
1.Why have you applied for
this vacancy?
2.What can you tell me about
our business?
3.What skills will you bring to
our company?
4.What are your strengths?
5.What are your career plans?
6.What do you like to do in
your spare time?
7.Give me an example of
good customer service?
8.What makes good team
work?
9.Questions to ask the
employer?

Competency Based Interviews
Don’t worry. They’re pretty straightforward and can actually be easier to prepare for.
The main difference between a competency-based interview and a more general interview is that most of the
questions will relate to past situations.Instead of being asked whether you like to work as a part of a team,
you’ll be asked to describe a time in the past when you did so.
The idea is that how you behaved then will give the employer an idea of how you'll behave in future.
What you're asked about will depend on the job. The employer might tell you ahead of time what will be
covered.
If not, look through the job description for key words that describe the skills and strengths needed to do the
job. For example, ‘the right candidate will have excellent communication skills, attention to detail and
personal drive.’
Make a list of competencies you think will be covered and for each one try to think up two or three examples
when you used your skills and strengths in that area to achieve a positive result.
For example, if you think you'll be asked questions about your communication skills, try to remember a time
you resolved a disagreement, gave a presentation or taught someone how to do something.

Use the STARRS technique to structure your answers in the interview - Situation, Task, Actions and
Results, Reflection and Strengthen. Here’s how it works:
1. Situation – Explain the situation you were in
2. Task – What did you do?
3. Action – How did you meet your objectives?
4. Result – What was the outcome, did it make a difference?
5. Reflection – What did you do well, what didn’t go as well?
6. Strengthen – What would have you done differently, what could have been improved to
have even greater success?
Don’t have much work experience? You could use examples from school, voluntary work, hobbies
or even your personal life. As long the example highlights your competence in an area, it’s still
valid.
Talking about negative results - don’t be afraid of talking about something which didn't turn out so
well. The important part is to show what you learned from the experience. Explain what went wrong,
why it went wrong and what you would do differently next time around.

After the Interview
Don’t get yourself too worked up about the interview. What the employer will be looking for is great
potential, confidence and a willingness to learn. So don’t be afraid to be yourself and let your
personality shine through. And don’t forget to smile!

If you are offered the job,
confirm your acceptance with a
short letter/e-mail.
If you are not successful call the
company and ask for feedback
on your performance. Do not
be afraid to do this as it will
help you in your next interview
and most employers are happy
to give feedback.

