
How to prepare for
your next interview

The key to a successful interview? Preparation! The effort you put into preparing for an interview

will not only increase your confidence but also your ability to effectively deal with the questions

asked. 

Below is a step by step guide on how to prepare for an interview. 

Step 1: Research

Step 2: Understanding the role

Step 3: Understanding your skillset 

Start with researching the company; take a look at their website, social media and other available
literature to understand both type of clients that they work with and the work that they get
involved in.

Use search engines, social media and your consultant’s knowledge to understand the company’s
culture & values as well as the type of people that work there and their backgrounds.

Websites such as LinkedIn and Glassdoor are good ones for this! 

Once familiar with the company make sure you have a clear understanding of the role that you are

interviewing for. Take an exam approach and go through the job spec with a fine-tooth comb.

This will provide you with a good understanding of exactly what the role involves and the skills

and attributes that are required.

Consider how your skillset matches their requirements and be ready to relay this to the

interviewer. They have invited you to interview based on a positive opinion of your CV, make

sure to capitalise on this by knowing:

Your CV accurately.

Your key strengths and examples you can use to demonstrate these.

Your motivators, drivers and future aspirations.

The reason you want to join their company above their competitors.

Positive reasons for leaving previous opportunities.

The reason you want this job and not just any job.



Step 4: Planning and preparation

Step 5: First impressions

Whether in person or over video - first impressions count. It has been commonly reported that

when meeting someone for the first time, they are likely to form an opinion on you within the first

7 seconds. Make this time count by ensuring that you are:

Planning and preparation will ensure you make the best possible impression and make the most of

your time in front of the prospective employer.

Meeting them over video:

Be sure to create the right environment and make sure you are in a place where there is no

background noise and interruptions. 

Check the view of your camera, how you appear and the lighting. You want to be close so your

head and shoulders are in view, and in natural light if possible. 

Check your internet connection and audio settings. (Ask a friend or your consultant to do a test

call with you.)

If you are meeting them in person make sure to:

Have ready the address & contact details.

Print out a map as a back-up in case your navigation device fails.

If you can, do a trial run so you know exactly how long it will take to get there.

Always take relevant telephone numbers with you, if you hit unexpected traffic then let them

or your consultant know!

Print several copies of your CV and place them in good quality document folders. 
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15 minutes early for your interview and ready in reception.

Confident when greeting the interviewer (firm handshake, eye contact, smile).

If conducting a video interview, make sure you appear pleasant and switched on throughout

and keep eye contact with the camera and screen.  

Also, be aware of your body language throughout the interview, have good posture and relax

your shoulders. (This will make you feel more at ease too!)



Step 7: Closing Interview 

Step 6: The Interview - what to avoid 

There are a few common mistakes you should avoid during the interview to maximise your

chances. Make sure you don't:

Use any offensive language (even if you feel you are getting on with the client).

Interrupt (show that you are a good listener by counting to 2 before speaking to ensure the

client has finished).

Wear too casual or inappropriate clothing.

Use too many negatives when describing previous employers.

Show inflexibility (make sure they know that they can count on you).

Not only does this give you an opportunity to show that you can ask great questions*, it also gives

you the chance to cover off any concerns that the prospective employer may have and to gain

instant feedback on the meeting.

Thank them for their time and let them know you are keen and interested in the role by asking

questions such as:

Asking about the company culture, the workspace and the team is also a great way to show you

are looking to really invest in their business and become a part of their team. 

*Ask us about our interview questions guide!

What objectives would you like to see achieved in this role?

What advancement opportunities are available in this role?

What would you like done differently by the next person who fills this position?
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Quick checkist 

Is your research sufficient?

Have you been through the job spec and matched your skills to what they are looking for?

Have you planned and timed your route?

Do you know the name(s) of the interviewer(s)?

Have you planned what you want to communicate in the interview and carefully thought

about how to make it clear and concise, without talking too much?

Can you demonstrate your suitability for the role by matching your skills to those stated on 

the job spec?

Are you aware of your natural body language and know how you will present yourself

positively and enthusiastically in the interview?

Have you planned how you will close the interview and do you have a set of questions ready 

to ask them?
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