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ATTENDING AN INTERVIEW

BEFORE YOU GET THERE 

Remember the old adage; "If you fail to prepare, prepare to fail!". 

If a company has expressed an interest in you, then show some interest in them by finding out as much about them as you can. This can take the form of a Job Description, a Person Specification, Website, Annual Report or Product Brochures and will help you to prepare some questions for your interview. 

Remember that first impressions still count. Dress smartly and pay attention to small details, like having clean shoes, neat hair and clean fingernails. Additionally, in a recent survey, it was discovered that a major factor in unsuccessful interviews was applicants’ bad breath! 

Allow plenty of time for your journey, checking public transport timings and prevailing traffic conditions both at the time of interview and, for future reference, at your expected commuting time. Remember that some companies have lengthy security procedures for booking in visitors, so calculate to have about 15 minutes to spare when you arrive. 

AT THE INTERVIEW 

When meeting people, have a firm (but not crushing!) handshake. Try to maintain some eye contact with your interviewer, without staring at them. Above all, remember that they may well be nervous, so relax and be yourself. You never know, you may even smile! 

Be positive and confident. You know what you have said about yourself on your CV and that has got you to the interview stage. Providing you can live up to that, you cannot do any more. When talking about your present employer, remain objective and avoid being negative. 

Accept tea, coffee or water if offered. It is sometimes useful to have something to do with your hands. If you feel nervous, it is easy to fidget, or find yourself staring out of the window. Try hard to focus on the interview. 

Listen attentively to your interviewer and try to answer questions in a straightforward way. Often, especially in technical interviews, the interviewers will keep asking questions until you are unable to answer any more. There is nothing wrong with this. They are just testing the limits of your knowledge. If you know the answer, say so. You may, however, know where to find the information, so say that instead. 

DON’T WAFFLE. ESPECIALLY DO NOT LIE. Be yourself. If you get the job, you will have to live up to being the person you were at the interview. 

An interview is a two way process. It is an opportunity for the employer to sell the company and the job to you. Remember to ask questions. You will be given the opportunity and there’s nothing worse than leaving somewhere feeling; "I wish I’d asked that". 

DO ask what will happen after the interview. This will give you a clearer idea of what they thought of you and how quickly you will hear the outcome of the meeting. 

QUICK TIPS 

· PREPARE THOROUGHLY AND HAVE SOME QUESTIONS TO ASK 

· SHOW AN INTEREST IN YOUR PROSPECTIVE EMPLOYER 

· TAKE PRIDE IN YOUR APPEARANCE 

· ALLOW PLENTY OF TIME ON THE WAY 

· SMILE, HANDSHAKE, EYE CONTACT 

· ABOVE ALL: RELAX & BE YOURSELF 

· ASK FOR FEEDBACK – YOU MAY LEARN FROM THIS FOR NEXT TIME 
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