
Be prepared
 The fact that some people do well at interviews is not just down to luck or natural talent. Good interviews are 
 always the result of considerable preparation. This involves researching the company and job you are
 applying for, and preparing and practising potential questions and answers.

You are selling yourself
	 You	have	been	invited	to	the	interview	because	your	CV	shows	you	have	all	the	skills	and	qualifications	for
 the job. Your task in the interview is to sell your particular talents and personality. Identify and write down
 things you want to get across.

Homework helps
	 Most	interviewers	want	to	know	that	you	are	interested	in	their	organisation,	so	find	out	as	much	as	you	can.	
 Look at the website, read recent news stories, research competitors and be knowledgeable about the industry.
 In particular, try to identify and understand industry jargon.

First impressions count
 Most employers will make some kind of instant judgement when you walk in a room. Be smart and professional 
 and always dress formally rather than casually. Make sure your clothes, hair and shoes are all smart and
	 greet	your	interviewer	with	a	firm	handshake	and	a	smile.

Don’t be late
 Work out your route to the interview in advance. Ensure you know exactly where you are going and how long 
 it will take you, and allow plenty of extra time. It is far better to arrive early.
 
Smile!
	 The	interviewing	process	is	there	so	that	employers	can	find	people	they	can	work	with.	Whilst	all	interviewees
 are very nervous, you should still try to smile and get your personality across.

Make eye contact
 During the interview make sure you make eye contact with the interviewer. This is particularly important if
 there are a panel of interviewers. Don’t just concentrate on one person. You need to sell yourself to everyone
 in the room.

Perfect presentations
 If you have been asked to do a presentation, then check in advance what type of equipment will be provided
	 (laptop	etc).	Make	sure	that	your	presentation	fits	the	time	frame	specified.	Practice	in	front	of	a	mirror	or
 friends and family (lots of times). When in the room, make sure you have some water available and take time
 to set up before you start.

Make sure you answer the questions
	 This	may	seem	obvious,	but	listen	carefully	and	make	sure	you	specifically	answer	the	questions	you	are
 asked. If you are unsure about a question, ask for the question to be repeated or explained. Try to be 
 concise - they may have lots of questions they want to ask. Most questions will ask for examples, so think of
 examples of projects in advance which demonstrate your skills and experience. Look through the job
 description to try to anticipate the kind of examples the interviewer(s) might be looking for.

Ask questions yourself
	 Prepare	 some	questions	 to	 ask	at	 the	end.	These	 could,	 for	 example,	 be	about:	 training,	 development,
	 specific	responsibilities,	when	they	are	making	a	decision.	Thank	the	interviewer	for	their	time	at	the	end	of
 the interview. If you are nervous about an interview, good recruitment agencies like Centric will always be
 willing to talk you through the interview and give you advice.
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Pre-Interview Tips
 n Find out some basic company information before you go, check out their website or call them
  and ask them to send you some company information
 n Make sure you have the name and job title of the person you are meeting
 n	 Dress	appropriately,	first	impressions	count!
 n	 Give	yourself	time	to	arrive	early	and	to	allow	for	traffic	or	getting	lost
 n Be punctual, arrive 10 minutes early and let the receptionist know you have arrived
 n Take a spare copy of your CV and read it through again in case you get asked about it

We recommend that you have answers to the following questions:

 n Why do you want to or why did you leave your current or previous employer?
 n What are your strengths and weaknesses?
 n What ambitions do you have for the future?
 n What have been your greatest achievements?
 n What skills can you bring to this role?
 n What do you know about the company?
 n Tell me a little about yourself

Below are some questions you may want to ask:

 n What is my potential career path within the organisation?
 n What training is given?
 n What will I be doing on a day-to-day basis?
 n What resources would be available to me?
 n Can you tell me about the organisational structure?
 n To whom would I report?
 n Who would be reporting to me (if applicable)?
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At the interview, you should:

 n Be enthusiastic and show you are reasonably informed about the organisation and the role
 n	 Take	the	interview	seriously,	your	attitude	is	every	bit	as	important	as	your	qualifications
 n Listen when the interviewer is talking but by all means ask intelligent and/or searching questions
 n Be honest, but also ensure you actively promote your skills and potential
 n Avoid one word answers, especially “no”
 n If you do not know the answer to a question, say so, or if you do not understand the question always
	 	 ask	for	clarification	
 n If you have any doubts about the vacancy or the company you should keep them to yourself during
  the interview
 n Don’t criticise previous employers
 n As the interview draws to a close ask how you have done, if the interviewer seems evasive or negative
  ask them to explain their reservations in order for you to positively respond outlining your strengths 
 n	 At	the	end	of	the	interview	ask	questions	such	as:
  • what is the next stage of the selection process? Is there a second interview, if so, who will be
   attending and when will this be arranged?
  • how many people are left to be interviewed and how do you compare to the other candidates?
  • when will a decision be made and by whom?

After the interview, you should:

 n Following the interview always call the agency or email us with your feedback so we can progress 
  the opportunity with the client. 
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