Interviewing Tips

The following notes are aimed at helping you achieve your best in an interview situation.  There is however no substitute for genuine enthusiasm for a job and a desire to succeed at that particular interview.

The primary thing you should be certain of before going on an interview is that you want the job, because if you don't then you have no chance.  If you are not sure, it may be worth getting more information.

Interview Tips & Techniques

Your Aim

The only aim is to win an offer of acceptable terms.  Remember you are under no obligation to accept an offer if you are not happy with the small print.  It is always better to get an offer and negotiate later than to 'blow' the interview.

The Arrival

· Arrive 5 to 10 minutes early.  If you are late, apologize to your interviewer.  If for some reason you don't know the interviewers name ask the receptionist.

· Introduce yourself to the interviewer.  Shake hands.  A solid firm handshake is essential.

· When sitting, don't fold your arms as this gives a negative feeling.

· Many interviewers decide whether you're right for them within five minutes.  First impressions are vital.  This is why your appearance and clothing are so important.

· Try to establish a friendly rapport as soon as possible. Achieve friendly eye contact (don't over do it).

Dress Code

If first impressions count, then much the most important thing you can do to give yourself the best chance is by appearing smart.

For Men

· A clean white shirt and a silk tie are a good bet.  For banks cuff links are certainly a good idea.

· A dark suit, probably blue is the safest option.

· Black shoes which are clean and polished.

· Dark socks - white socks are definitely not appropriate.

· Short hair is certainly an advantage, most companies have little tolerance of long untidy hair or pony tails.
For Women

A dark suit, blouse with court shoes is the safest option. Women generally have more lee way on what they wear at work but don't over do it

The Interview - getting results

· If you have been properly prepared for the interview, you should already have a fair idea about your suitability.  It is important to work out why you think you stand a chance of getting the job, i.e. what are your most suitable skills/experience, and what you bring the company.  The purpose of the interview is to present these benefits and your suitability to the client in the best possible way.  So make sure you bring them up in conversation.  If by the end you haven't managed to, take the opportunity to go through them with the interviewer.

· Make sure you talk about the job in enough detail, and remember if you leave the interview feeling clueless about the role, you are going to have to go back and find out more. The Interviewer will probably love to tell you how good it is.
Agree with him/her.

· Avoid arguing with the interviewer.  If they obviously have strong views on a subject it is usually best to avoid discussing it and to direct the conversation to more profitable areas! 
· Your humour may be different to that of the interviewer, but it is usually important for there to be some humour in the interview or else you may come across as very 'dry'.

· Avoid unnecessary apologies.

· Try not to get defensive or aggressive.  If an interviewer starts asking difficult questions it may be to see how you perform under pressure, it is extremely rare for an interviewer to have a go at an interviewee.

· Remember that the interviewer is hoping that you are the person they are looking for.

· Always have one or two questions that you can ask the interviewer about the company and opportunity on offer. Good questions are 'If I were to join, what would my prospects be?' 'What are the company's plans for the next few years?' 'What is the team like?'
· Always make it clear that you have a responsible, long term attitude to your career.  You are looking for a company you can commit yourself to.  You enjoy your work.  You are looking for a company which offers you promotion but you are not going to be impatient if it doesn't happen overnight etc.

· A useful tip is to lean forward when you want to emphasise a point or to express interest.  If you nod when someone is talking you will give them the impression that you are interested.  'Right' 'Yes' 'Interesting' also keep someone talking, but don't over do it.
Finishing the Interview

· Always thank the interviewer for interviewing you.  Say you have enjoyed the interview.

· Always state that you are genuinely interested in the position.  Never say you'll 'think about it'.  If a company has to choose between two equally-qualified candidates, they will always choose the one who wants the job most.

· Find out if the interviewer has any reservations about you. If so ask (in the nicest possible way!) if they see these reservations as being important or not.  If not, relax. If yes, this is your one opportunity to persuade him otherwise.

· Consider asking what the next stage is try; "where do we go from here"? "I like the sound of this job is there anyone else I need to meet"?.

· You will do better at interviews if you come across as interested and good natured.  Never stray from the point, or talk for more than a couple of minutes at a time, but do give full, lively answers which provide more information than is on your CV and show you are interested.  Avoid just giving yes or no answers.  Most questions the interviewer asks will be intended to get you talking, to find out what sort of person you are.  Help your interviewer to interview you.

· Never jump in with an answer.  Always let the interviewer finish talking.  Never assume what sort of answer the interviewer is looking for.  If you're not sure how to answer, ask the interviewer to explain the question or ask them to tell you what they are trying to get at.

· Expect to be asked to describe each job you have done in some detail.  Be ready to tell the interviewer the following: 
· What you enjoyed about each job

· What you think your achievements were

· What experience you gained and how this has helped you

· What technical skills you acquired

· If you are asked to describe your strengths back this up with (modest!) examples.

· If you are asked to describe your weakness' it is generally best to describe a problem or difficulty you have had and how you have effectively overcome it - e.g. "In my present job I have had a problem working within tight deadlines, so I sat down with my manager and reorganised my working practises. Now I have achieved all projects within timescales and with some significant improvement in quality"   Prepare this sort of thing beforehand.
· Never give up on a problem 

· Never bring up money at an early stage of the interview or appear in any way too money-motivated; you must show you are interested in this position first and foremost.
· Always present a positive, flexible attitude and seem prepared to consider your interviewers ideas; or aspects of the job which may at first seem strange to you (within reason!).

· Never openly criticise your current or previous employer. one likes to recruit someone who could be a potential , moaner' and remember that many interviewers may see your criticisms from a 'boss's perspective' .  If you have to make a criticism always be as fair as possible and say such things as 'I appreciate they had good reasons for doing this'.

· Many of the interviewer’s questions about your background will be designed to find out how you will tackle the job effectively.  It is therefore often a good idea to ask the interviewer if the same circumstances apply to the role you are applying for.  If they do, this is an ideal opportunity for you to show interest, or to point out that you think your experience means you could do well.

Common reasons for failure:

A recent survey asked interviewers what were the most common reasons for candidates not succeeding at interviews.  For your interest, we have reproduced the answers they gave:

Poor appearance

Overbearing or aggressive attitude

Conceited attitude

Inability to express ideas clearly; poor voice, diction, grammar

No interest or enthusiasm evident

Over-emphasis on money

Unwillingness to start at the bottom, wanting too much too soon

Evasiveness, Dishonesty, Lack of Tact, Immaturity

Lack of courtesy, no social understanding

Criticism of past or present employer

Failure to look interviewer in the eye

Limp, fishy handshake

No sense of humour

Cynical attitude

Laziness

Intolerance, strong prejudice, ill formed views

Inability to take criticism

Little appreciation of the value of experience

Narrow mindedness, no imagination

Failure to ask questions about the job

Failure to show appreciation for interviewer’s time

No vitality.  Fewer signs of life

Not being able to explain current role







