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Interview technique

Preparation

General:

1. Go through your CV or application form to remind yourself of your previous roles, the skills you developed there and the achievements you had.  Be prepared to answer why you left your last role and what you have been doing since to keep your skills up-to-date.

2. Think about the commonly asked interview questions and how you would answer them.  We have a list of them so please ask us to forward that to you if you don’t already have it.  They can also be found on http://www.businessballs.com/interviews.htm#competency%20behavior%20questions  so take some time to go through them.

3. Prepare some questions to ask the interviewer, once again businessballs is a good site to help with this.

4. Wear a suit – it is always better to overdress than under dress at the interview stage.  Linked to this, if you are wearing a coat or carrying a bag – think about whether they are smart enough and leave them at home if needs be!

5. Be early!  If you haven’t been there before it is a good idea to visit it a day or so beforehand to make sure you know exactly where it is and how to get there.  Arrive at the interview no more than 15 minutes early as much earlier can be as unprofessional as being late.

The Company:

1. Go to their website and do as much research as you can. What is their business plan/direction/vision? Who are their clients? What services do they offer?  Think about how your skills would fit into, and be of benefit to the company.

2. Another thing you can do is to set up a Google alert for the company to give you a stream of all the internet discussion on the company  http://www.google.com/alerts 

Competencies:

1. Take the job description and person specification (if you don’t have a good one, find one on the internet e.g. type in ‘marketing assistant job description’ into Google, or look for that role on www.prospects.ac.uk).

2. Highlight all of the mentioned competencies and draw them out into a table – these are going to be the skills they are looking for so you need to prepare to answer questions on them.

[are any of them detailed in the workbook – if so go back to it and draw out your answers for the sub-questions as these should be your model answers]

3. Think about How you go about each competency – are you reaching enough depth? If not, research the theory behind it (e.g. type “problem solving techniques” into Google, or go to www.businessballs.com).

4. Think of 3 good examples of when you demonstrated that competency.

5. Practice out loud then with a friend to get some feedback on your answers.

In the interview:

1. When you are waiting in reception, see if there is any additional information about the company lying around – scan over any brochures etc for clues.

2. Take in a glass of water if you can – if you are nervous you will probably have a moment where your throat goes dry!!  Also, taking a sip of water before answering a difficult buys you some time to think about your answer.

3. If you are wearing a coat, make sure you take it off when you enter the room and neatly place it over the back of the chair before you sit down.

4. Do not take in notes – they will only distract you so trust yourself to know it!

5. It is always advisable to have a copy of your CV with you – make sure it is in pristine condition in a plastic wallet.

6. Think about your body language – are you displaying your nerves by playing with your hair/collar etc?

7. Be conscious of your voice: keep a level tone and slow it down to help you feel more in control and more confident.

Best of luck!!
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