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 Introduction  

You might think that the process of preparing for 

an interview is a relatively straightforward one—if 

perhaps a little stressful. Interviews are essentially 

all the same format, right? Wrong!  

 

In this day and age, there are a great many types of 

interviews that companies could choose to put 

their candidates through in order to distinguish 

who is going to be the very best fit for them. 

From group interviews to panel interviews, 

competency to out of office, we have got you 

covered! This guide is designed to help you to 

feel ready for whatever interview situation you 

might find yourself in throughout the process 

and is guaranteed to help you along the path to 

success! 

“Never hope for it more than 

you work for it” 
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Top 10 Questions You Should Always Be Prepared For  

No matter what kind of interview you are having, there are some questions you are all but guaranteed to be asked. It 

always pays to be prepared, so having an idea of what you would say in response to the following will stand you in good 

stead and help you concentrate and have more confidence with the less than predictable aspects!  

1. Tell me about yourself?  This is a commonly asked question and is your interviewer’s 

first chance to see how confident you are. Describe who you are in terms of achievements, 

skillset and work history.   

2. What are your biggest achievements to date? This is another common question, so 

have an example ready. Try to select something work-related and preferably fairly recent.  

3. Are you happy with your career to date? Even if there are things that you’re not 100% 

happy with, ideally the answer to this should be “yes” to show that you are a motivated 

person with career aspirations who focuses on the positives. If there is room to improve, a 

“yes but...” answer always makes sense. 

4. What is the most difficult situation you’ve faced and how did you deal with it? Explain 

how you defined the problem, what the solutions were, why you proceeded as you did and 

what the final outcome was. Always end on a positive note. 

5. What do you dislike about your current job? Answer this question carefully and give 

your answer with the air of someone who takes problems in their stride and gets on with 

the job at hand.  
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Top 10 Questions You Should Always Be Prepared For  

 6. What are your strengths? This is another question that you will definitely be 

asked. Discuss your main strengths and give examples of both how you have used 

said skills in your previous roles and how they could benefit your new employer.   

7. What do you enjoy about your current job? Make sure that the examples you give 

correspond to the skills that are required for the job on offer. Be positive; describe 

your current role in interesting and diverse ways. 

8. What is your greatest weakness? This is another question to be prepared for. 

Don’t say that you don’t have any! Use a professed weakness, or describe a personal 

or professional weakness that won’t impact your performance in this role and talk 

about what you’ve done to combat it. 

 9. What kind of decisions do you find the most difficult? Whatever answer you give, 

focus on using examples of decisions that have to be made without sufficient 

information: this will show you are able to evaluate a situation with limited knowledge 

and take action.  

10. Why are you looking for a new opportunity? This is a relatively straightforward 

one. Never be negative in your response. State how you are looking for more 

challenges and responsibilities and would like to experience new things and a change 

of environment.  

https://www.parkstreetpeople.com/
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Telephone Interviews  
Telephone interviews are a quicker, more general type of traditional interview. Employers will use telephone interviews as 

a time and cost effective way of whittling down many candidates in the first instance before progressing on to face-to-face 

interviews. This type of interview will test your social skills and (obviously) your telephone proficiency . The questions are 

likely to focus on your professional abilities and your general competency for the role and it is down to you to display this 

and your enthusiasm for the role within a short conversation. Your interviewer will be particularly interested in how you 

come across if the role you are applying for has a specific need for telephone skills and a strong personality.   

 It is a good idea to ask a friend or relative to help you practice 

beforehand, as they will then be able to give you feedback on how 

you come across over the phone and help you identify anything you 

need to work on 

 Make sure that you control your environment; minimise all 

distractions and noise levels as much as possible. 

 Only put the call on speakerphone if you are completely confident 

that you will be able to hear them and they you with no issues. 

 Keep your focus– resist the urge to do other things whilst you are on 

the call 

 If possible, sit at a table with a copy of your CV, the job description 

and your research notes in front of you, and take further notes if you 

can– these will be particularly useful if you progress to the next stage.  

 It’s a good idea to have a glass of water close to hand in case your 

mouth becomes dry, but other than this, do not eat, drink or chew 

gum during your telephone interview. 
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Telephone Interviews  

 Keep calm and don’t let yourself become flustered.  

 Take a couple of deep breaths before you answer the phone call and do so 

professionally, or if you are calling in to the company, think of what you are 

going to say beforehand. It is generally always a good idea to introduce 

yourself.  

 Some people find that its helps if they are dressed professionally: even though 

the interviewer cannot see you, it can help you get into the right mindset and 

boost your professional confidence.  

 If you did not hear or understand a question. Don’t be worried about asking 

for clarification if you need it.  

 Do ask questions at the end of the phone call, but it is unwise to start trying to 

discuss things like salary and start date at this early stage.  

https://www.parkstreetpeople.com/
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Video Interviews  
Some companies will conduct interviews via video link or Skype, which is particularly useful if they or their potential new 

employee is based a long distance away or overseas and considering relocation. They can sometimes also be used to filter 

candidates at an early stage as they save time and travel expense for both parties. There is much to consider with regards 

to a video interview: as well as all usual interview advice, it is also important to prepare fully for the experience if you are 

not accustomed to communicating via webcam (or similar).  Skype interviews are convenient as you can arrange a good 

time in advance and you have plenty of opportunities to check all your equipment is working prior to it beginning. 

 If you are not used to being on camera, it is a wise idea to practice 

beforehand: film yourself answering standard interview questions and 

then watch it back to see how you come across. 

 You should also think about the impression that your Skype name 

will give your potential employer: much like a business email address, 

it should be simple, straightforward and professional. 

 Once the interview is underway, be careful to talk slowly and 

enunciate your words 

 Wait a few brief moments before answering questions as you do not 

want to accidentally talk over your interviewer if there is a lag due to 

the internet connection.  

 Avoid the pitfalls of things like temperamental broadband 

connectivity or malfunctioning computer equipment and test these 

things in advance.  

 Control external factors as much as possible. 

https://www.parkstreetpeople.com/
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Video Interviews  

 If conducting at home is an option, it is definitely the wisest one by far to take, as 

you can minimise all distractions. 

 If you live with other people and they are likely to be in the house whilst your 

video is taking place, make them aware of what will be happening  ahead of time 

and ask them to be considerate to the situation. 

 Make sure the room your are sitting in is clean, tidy and full of natural light: 

obviously your interviewer will be focusing on you and your answers, but they 

will be able to see your surroundings and you don’t want them distracted by a 

messy room! 

 Dress the part: just because you are in your home setting, you should still present 

yourself in the way you would most want your potential employer to see you. 

 It can be difficult to come across as relaxed and natural when on camera, but as 

with any interview, good preparation will help your performance. 

 Video interviews are becoming more and more common, especially with 

graduate and entry-level roles and as their popularity rises, inevitably, so does the 

level of confidence candidates will have during them.  

 Try to make sure that you look at the camera and not at the screen. Even though 

you are looking at their eyes on your computer, camera alignment usually means 

that you aren’t actually  looking at them, so look into the camera instead! 

https://www.parkstreetpeople.com/
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Traditional Interviews 
Let’s talk basics. Almost everyone is familiar with traditional interview format and it is by far the most common. The 

traditional, one-to-one interview involves you being interviewed by one representative from the company, most probably 

the manager you will be working most closely with in the position you have applied for. They will want to get a good feel 

for both your skills and professional aptitude for the job, as well as your personality and whether you are going to be a 

good team and cultural fit.  

 Traditional interviews are the easiest to prepare for as their format is 

so consistent and is generally a straightforward one 

 As standard, you should practise interview questions and answers 

beforehand 

 Try to build up a friendly rapport before, during and after your 

interview 

 Whilst professional experience and skills are obviously a huge factor, 

they can only get you so far: being a good team fit is something that 

holds huge significance to the majority of employers 

 Never disregard the importance of being friendly and polite. You 

should smile and acknowledge everyone you encounter whilst you are 

on site– you never know who you might bump into or how much 

power people have! 

 The good thing about a traditional interview is that you really have 

only one person you need to impress, so compared to some other 

interview scenarios, they are lower pressure.  

https://www.parkstreetpeople.com/
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Assessment Centres  
Assessment centres are conducted by companies who are looking to both pre-screen candidates quickly for the job 

opening, whilst also giving them the chance to quickly learn more about the company. One of the key things that your 

potential employer will be observing you on during this type of interview is how you interact with other candidates. 

Therefore, almost every action you make will be being monitored and analysed, so everything could count towards your 

outcome. Ensuring you follow these simple ‘do’ and ‘don’t’ guidelines should help you to make a good impression and 

be invited back for a one-to-one. 

DO: 

 Arrive early. As mentioned before, every action counts in this scenario, so 

you should make the most of every possible opportunity to stand out. You 

want to be remembered for all the right reasons, so as well as looking punctu-

al and courteous, arriving early will also give you even more time to impress. 

At a group interview, you can almost guarantee that you will be monitored 

from the moment you enter the building. 

 Be prepared for the ‘icebreaker’. These are commonplace at group interview 

and it is usually quite standard to be asked to get up and introduce yourself to 

the rest of the group, often with an ‘interesting fact’. Be ready for this and 

know of some examples you can give– you will not leave much of a lasting 

impression by mumbling that you aren’t that interesting! 

 Include everybody. An important factor within a leadership role is the ability 

to make sure that everybody has their ideas heard and feels like their contri-

bution has been valued. Getting more introverted characters in the group in-

volved with the task rather than just worrying about yourself will go down well 

with both your interviewers and the rest of the group. 

 

 Praise others ideas. Recognition of the merits other candidates have 

shows a willingness to learn and the ability to do so speaks volumes about 

your character. 

 Take notes. Not to the extent that you start missing things that are being 

said or getting left out of group activities, but taking comprehensive notes 

of important points will reiterate your interest to your interviewers and 

will also be useful to you if you progress to the next stage. 

 Dress appropriately. When it comes to your attire, consider the exact 

same things you would if it were a traditional interview. 

 Smile. This is a small action that makes a big difference. Smiling at peo-

ple that you meet can work wonders and can help the entire room warm 

towards you.  

https://www.parkstreetpeople.com/
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Assessment Centres 

 

DON’T 

 Be fake. By far the best advice is simply to just be yourself. There is a very 

good chance that your assessors are very experienced with these situations 

and will be able to tell when someone is over-doing it. Trying too hard to 

stand out will make sure that you are remembered for the wrong reasons and 

will not make you very many friends– especially amongst your interviewers. 

 Talk over people. This is one of the most common mistakes that is made 

during a group interview. No matter what role you are interviewing for, never 

underestimate the importance of teamwork. It can be very tempting when the 

competitive nature of the interview kicks in and you will naturally be anxious 

to get your point across, but remember: the wisest people do not always speak 

the loudest, but they always find a way to make their voices heard.  

 Get lost in the group. In comparison to this, you also do not want to let 

yourself be intimidated by strong characters or become overwhelmed. It is 

very likely that there will be at least one person in the group that tries to take 

control. If and when this happens, try to use it to your advantage: offer your 

opinions and open up discussion to  the group.  

 Become too informal. As with all interview situations, there is a certain 

standard of etiquette that should always be adhered to and the language 

that you use should always be considered. Do not refer to your 

interviewers or fellow interviewees as “mate”, do not swear and don’t talk 

about any overly-familiar topics– this is not the time nor place. 

 Insult people. This may sound like an obvious one, but do not insult your 

fellow interviewees or your interviewers. Even if you do disagree with 

something that is being said, respond to this constructively and 

diplomatically, and only if doing so will add something positive and/ or 

further the discussion.  
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Panel Interviews  
Panel interviews are quite similar to traditional interviews in terms of the type of questions you will be asked and how you 

will be analysed, but rather than being one-on-one, they take place in front of a group of interviewers. This group may be 

made up of a variety of representatives from different parts of the company, such as HR, management and employees. It is 

of utmost importance that you treat everybody on the panel with equal respect: you never know whose opinions hold the 

most weight and if you are successful, you want to start out on the best foot possible.  

 Answering questions in front of a group can be daunting, as there is always the worry 

that different people will differently interpret your answers, so always think carefully 

about what you are saying.  

 It can also mean that you quite literally do not know where to look: you should direct 

your answers to the person who asked the question, but include the rest of the panel 

with a few brief glances. This is something to particularly remember when you are 

answering difficult questions. 

 However, there are also many positive things about having several interviewers, as it 

can make the experience a more relaxed one because there is often more opportunity 

for discussion or friendly chat. 

 You will also receive a range of different viewpoints in answer to any questions that 

you have 

 If there is one person on the panel that you know you will be working particularly 

closely with, make eye contact and try to establish a rapport with them. 

https://www.parkstreetpeople.com/
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Panel Interviews  

Key things to remember:  

 Listen carefully as each member of the panel introduces themselves 

 Respond to the interviewer who is questioning you at the time, but be inclusive of 

everyone 

 The bigger the panel, the higher the likelihood that they will have different 

opinions, so don’t be put off if someone looks disinterested. For example, a HR 

Manager is less likely to be as interested in your answer to a technical question, so 

focus on the tech expert instead! 

 Don’t let note taking throw you either: this happens in all types of interviews. 

 There is always a chance that you might get asked the same question twice (the 

likelihood of which goes up with the size of the panel). This is not a trick to try and 

catch you out, it is an inevitability with a large group. Just reiterate what you said 

before and use it as an opportunity to add any additional points that you may have 

forgotten to mention the first time around. 

 Most importantly: don’t feel intimidated! Whilst it may seem daunting to face a 

group of people who are all analysing and questioning you, sometimes this can be 

fairer and easier than a one-to-one. If a single interviewer doesn’t immediately 

warm to you, you could be faced with an uphill battle, but with a panel the general 

consensus of the group can override.  

https://www.parkstreetpeople.com/
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Behavioural Interviews  
Some employers believe that the most effective way of gauging how well a prospective employee will do in their next 

position is through the behaviours they displayed at their previous position. Therefore, in a behavioural interview, you 

will be asked questions that are based on situations common to the job you are applying for and you will be expected to 

answer them using specific examples from your past. 

 You should expect questions that enquire about various types of 

situations and how you dealt with them. 

 The questions are not dissimilar to those asked in a traditional 

interview, but rather than “do you have good leadership skills?”, you 

will instead be asked “can you give me an example of a time you 

demonstrated your leadership abilities within your current/ previous 

role?” 

 The best way to try and prepare for this type of interview is by 

thoroughly studying the job description and pre-empting the kinds of 

questions you will be asked based on the nature and requirements of 

the role, and preparing examples accordingly. 
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Behavioural Interviews  

A great way of providing answers to questions asked in a behavioural interview is with the STAR format: 

SITUATION:  

Give an example of a challenging situation you 

found yourself in. 

TASK:  

What did you have to achieve? 

Explain briefly what you were hoping 

to achieve from this situation, who set 

you the task and how many people 

would be effected by the outcome. 

ACTION:  

What did you do? Tell them how you 

reacted, what the alternatives were and 

why you proceeded as you did. 

RESULTS: 

What were the outcomes of your 

actions? Summarise what was 

achieved at the end of the situation 

and whether it was the outcome 

that you had hoped for. Also, tell 

them what you learnt from this 

experience and how this has helped 

you to develop since then. 

https://www.parkstreetpeople.com/
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Testing/ Competency Interviews  
In some cases and with certain types of roles, you will find that there are job interviews that will test your ability to do your 

job.  This type of interview will focus less on questions about your personality and more on your work-related skills and 

abilities. These questions can sometimes be trickier to answer, as they will require you to provide examples to demon-

strate your answers.  

 The best way to prepare for this type of interview is by carefully 

reading the job advert/ description, as the core skills that are 

mentioned will usually make up the questions that are asked. 

 Once you have identified each of the key skills that are mentioned 

and that you will likely be asked about, think about examples that you 

could use for each one, using as wide a variety as possible. 

 During the interview, don’t try and think on your feet and definitely 

do not lie or embellish: you will be asked follow-up questions about 

the subject, so these will be found out very quickly.  

 The skills and competencies that you will be tested on will change 

depending on the position you are applying for. 

 For example, a personal assistant would be assessed on their 

organisational and communication skills, whilst a senior manager is 

more likely  to be evaluated on their abilities to negotiate and 

influence.  

https://www.parkstreetpeople.com/
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Testing / Competency Interviews 

There are three main competencies that could be assessed:  

 

1.) Analytical Competencies. 

 These focus on assessing your decision-making abilities and try to exhume 

 your  attention to detail, problem solving skills, analytical skills and your 

 practical learning abilities.  

 

2.) Interpersonal Competencies. 

 These assess social competence. Lots of workplaces operate with project 

 teams, so the more cooperative a candidate is, the greater chance that they 

 will flourish within the company. 

 

3.) Motivational Competencies. 

 These evaluate your level of motivation and drive and examine your ability to 

 use your own initiative.  

https://www.parkstreetpeople.com/
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Second Stage Interviews 
Second interviews are given to candidates that have done a good job of impressing the potential employer at the first stage 

and are then brought back to see if the initial impression was justified. At this point, you will be assessed more on your 

personality and whether you will be a good cultural and team fit too. It is also likely that this opportunity will be taken to 

see how other keys members of staff respond to you.   

 Being invited for a second interview is always a good sign, so do take confidence from 

this, but be mindful that this is also when the competition intensifies.  

 This is the time to really identify what sets you apart from any other candidates that 

might be interviewing. 

 Your interviewer may be different to the first time you were questioned: don’t let this 

throw you. 

 Maintain your confidence and conviction and keep calm. 

 Even if you do not feel that you build the same rapport as you did with your first 

interviewer, do not take this personally. 

 No matter how harshly it may seem that your answers are being critiqued, this is usually 

only because they want to see if you really believe in what you are saying. 

 It is also important to have some questions of your own prepared that you can ask at the 

end of the interview. 

 Many interviewers will take just as much from what you ask as they will what you answer. 

 Have a few of your own questions prepared to ask at the end, preferably different to 

those you asked at first stage. You also do not want your interviewer’s final impression of 

you to be one of an awkward silence! 
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Out of Office Interviews 
Sometimes, second interviews will be conducted as lunch interviews. This is something that is becoming increasingly 

common, especially with higher level roles. Out of office interviews are also a type of traditional interview, with the main 

difference being that the relaxed environment can often alter the way in which the candidate behaves. 

 In terns of the interview content, expect to be asked questions that are similar in nature to those that 

are asked in a standard face-to-face interview 

 As ever, make sure you have examples ready that demonstrate your professional qualities and why you 

would be an asset to the company 

 The more casual surroundings may also give your interviewer a better feel for how you will fit in to the 

team, as it is likely that you will subconsciously relax more and show more of your personality. Do not 

worry about this: as long as you maintain some level of professionalism, it is good for your potential 

employer to get a feel for who they will be bringing  on board. 

 There are some things to be mindful of if you are eating a meal that apply specifically to your interview 

setting: 

 - It is a good idea to order something that is moderate in price that is not going to be too difficult or 

 messy to eat  

 - Your table manners will really matter, so remember basic things like chewing with you mouth 

 closed, using cutlery properly, not speaking with your mouth full and using your napkin 

 - If you are eating, chew quietly and in small bites so that you don’t run the risk of being caught with 

 a mouthful of food when you are asked a question 

 - Generally, in these situations, the company will always pay, so you should not need to worry about 

 offering to do so 
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Follow us on: 

Park Street People are dedicated to helping you achieve your potential and we take 

pride in the excellent and personalised service we provide our candidates with. 

Throughout the interview process, we will endeavour to do everything we can to help 

you achieve success. If you require our expertise, please do not hesitate to contact us. 

Call us today on +44 (0)1753 830706 if you would like fur-

ther advice on any aspect of your job search. 

Afterword 

https://twitter.com/PSPeople
https://www.linkedin.com/company/park-street-people
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