
 

 

 

Interview Techniques 
 

General Preparation 

ATTITUDE 

 The majority of potential employers want to see enthusiasm, especially about 
their company or industry. 

 Ensure you undertake as much research as possible before attending the 
interview. 

 Visit websites and talk to your Recruitment Consultant about the company; get 
the job spec. 

 Accurate general knowledge of the business environment, particularly the 
relevant industry is a good idea. 

 
 
FIRST IMPRESSIONS 

 First impressions are just that and may well affect the interviewer’s decision. 

 Turn your mobile OFF! 

 Check you have all the relevant paper work, ID, references, certificates, job 
spec etc. 

 Be punctual and plan your route, do not just rely on Sat Nav.  Arrive calm and 
relaxed. 

 An individual’s presentation is very important, dress accordingly 

 Be courteous to support staff. 

 Prove you are confident and enthusiastic by greeting the interviewer with a 
smile and a firm handshake. 
 

THE INTERVIEW 

This is a mutually collaborative process, which provides you with the information 
about the prospective employer and the vacancy on offer as well as giving the 
employer an opportunity to meet you and assess your suitability for the role. 
 

 Be enthusiastic, sincere and open. 

 Try not to monopolise the interview, but don’t simply answer ‘Yes’ or ‘No’ 

 Be positive. Do not discuss problems or criticise a previous employer. 

 Stress specific skills you can offer the company and compare your skills with the 
job spec. 

 Answer questions concisely. 

 Ensure the interview is concluded positively, leaving a favourable impression in 
the employers mind 

 Make a short list of questions on information you would like about the role and 
company. If they have answered, all you wanted to know and you cannot think of 
any more questions say they have covered everything you need to know! 

 
 



 

 

 
 
 
CLOSING THE INTERVIEW 

 If there is time, ask them if there is anything more they need to know about you. 

 Ask what happens next. 

 Take time to thank the interviewer and if applicable ensure that you inform them 
that you are interested in the position. 
 
 
FOLLOW UP 

 Get feedback from the company including when they expect they to make a 
decision. 

 If you have not heard from the company after the date you expect, give them a 
call if you have applied directly, or speak to your recruitment consultant if you 
applied via an agency. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Interview Questions 
 
 

Questions about you 

 Tell me about yourself 

 How do you handle rejection? 

 What do you consider to be your greatest strengths or weaknesses? 

 Do you prefer working alone or as part of a group? 

 Do you like routine tasks and regular hours? 

 What kind of people do you find it difficult to work with? 

 Can you give me an example of your ability to manage and supervise others? 

 I see one of your hobbies is reading/films.  What was the last book/film you 
read/viewed?  Tell me about it. 

 Do you consider yourself to be thoughtful and analytical or do you usually 
make your mind up fast? Give me an example. 

 
 
Questions about the organisation 

 What do you know about this organisation? 

 Why do you think you would like to work for us in particular? 

 Do you think this company has a good reputation? 

 What are the most important factors about the next company you work for? 

 Do you prefer to work for a large or small organisation? 

 How long would it take you to make a contribution to our business? 

 What do you think makes this company different from your previous 
employers? 

 
 
This job 

 What do you know about this position? 

 What aspects of your previous job have prepared you for this type of role? 

 Don’t you think this job is above/below your level? 

 What interests you about this job? 

 How does this job fit in with your career plans? 

 What would you most like to accomplish if you had this job? 

 How does your experience relate to this job? 

 What kind of individual do you think we are looking for to fill this role? 

 What areas of your skills and experience would you need to improve to 
enable you to do this job? 

 
 
Previous jobs 

 What do you consider to be your greatest achievement in your previous job? 

 What kind of pressures did you encounter in your previous job? 

 Which particular aspect of your previous job did you find most frustrating? 

 What particular aspect of your previous job did you find most rewarding? 

 Can you think of a problem you encountered in your previous job and what 
steps you took to overcome it? 

  



 

 

 

 Tell me about the last time you had to make a difficult decision at work? What 
made it difficult? 
 

 Did you achieve your targets last year? What were they? 

 You seemed to have moved jobs frequently?  Why is that? 
 
 
Your skills and experience 

 Where do you specifically see your skills and experience fitting into this role? 

 How would you like to see your skills and experience developing within this 
role? 

 Do you consider your career progress satisfactory to date? 

 What steps have you taken to increase your skills and experience over the 
last five years? 

 What kind of problems have people recently called on you to solve?  - Tell me 
what you devised 

 How do you keep up with the latest news affecting your industry/profession? 

 Describe what you determine to be the top priorities in your job performance? 
 
 
About your job search 

 How long have you been looking for a new position? 

 How did you hear about this role? 

 Why haven’t you found a new position before now? 

 Why did you leave your current job? 

 How well did you get on with your boss? 

 What other positions have you applied for? 

 Have you received any other job offers? 

 What are you looking for from your next role? 

 What sort of company would you like to work for? 

 How does this company compare with others you have spoken to? 
 
 
Questions about your future career 

 What kind of job do you see yourself holding five years from now? 

 Who or what would you say in your life has influenced your career to date? 
 
 
Wildcard questions 

 Do you see this pen? Sell it to me 

 On a scale of 1-10 how well do you think you are performing in this interview? 

 What salary are you seeking? 

 Can we check your references? 

 What do you think of me as an interviewer? 

 If I were to give you a personalised, signed blank cheque what would you 
spend the money on? 

 Why should we offer you this job? 


