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PREPARATION



01 PREPARATION
The short time you spend at a job interview could 
have a dramatic effect on your career prospects. It is 
therefore important that you perform well because 
no matter how good your career record is to date, the 
employment interview remains an important step 
towards fulfillment of your ambitions. The secret of 
success lies in preparation, so it’s worth spending 
some time doing your homework to make it a 
positive experience. 

Good employers understand the pitfalls of 
interviewing, such as the tendency for people 
to recruit in their own image, and the process 
is gradually becoming more structured, 
sophisticated and fairer. In fact, in some sectors 
the interview has been enhanced almost beyond 
recognition, where potential employers require 
jobseekers to sing, dance or even cook in order to 
assess applicants better.



• The interview will what to know how keen you are joining their 
organisation, have at least five reasons ready i.e. the size of the 
company = career opportunity, reputation in the industry, etc.

• Research the organisation and its business sector – both online and 
offline. Check out the web site, read the annual report, read at least 
one decent broadsheet newspaper for comment each day, talk to 
anyone you know who has worked there. 

• Carry out some news research via search engines such as  
www.google.ie or individual newspaper. 

• websites, e.g. www.sbpost.ie. 

• Make sure you know the exact place and time of the interview and 
how long it will take you to get there. Check buses/trains/parking/
petrol in the car.

• Be ready to answer some typical standard questions. 

• Prepare a few questions for the interviewer which show that you have 
done some research about the organisation and its business.

• Do try and find out about the person/people interviewing you, their 
role, their personalities, interview technique.

• Make sure you know the interviewer’s full name and can 
pronounce it.

• Think about the different interviewers motivations, a HR 
interviewer’s main concern will be to ensure that you fit the 
company culture, but they will not generally be able to assess your 
ability to do the job.  Unlike the line manager who will be able to 
test your skills and will also be checking out your personality to see 
if you will fit with the existing team.

• Investigate the interview format in advance – e.g. will there be any 
personality or skills tests? 

• Dress appropriately – conservatively and preferably in darker 
colours even if the company you are visiting is casual.  Pay attention 
to all facets of your dress and grooming.

• Read through your CV and application letter. 

• Remind yourself about the facts and figures of your present/former 
employer – you will be expected to know a lot about a company for 
whom you have worked.



• Aim to arrive 10 minutes early, you’re unlikely to be late.  Be pleasant 
to everyone you meet from the receptionist onwards - you never know 
who might have a say in your appointment. 

• When greeting the interviewer, make sure you shake hands firmly.

• Sit upright in your chair and look alert and interested at all times.  Be a good 
listener as well as a good talker, smile, and look your interviewer in the eye.  
If there is more than one interviewer spread your attention evenly.

• Listen to the questions – if you don’t understand the question ask for 
clarification.

• Maximise your research and mention some of the facts you have 
gleaned from the internet and media, etc. 

• Find out as much as you can about the job - how else will you be able 
to decide if they make you an offer?  For example, you should want to 
know who the job reports to and why it has become vacant. 

• Make sure you get your good points across to the interviewer in a 
factual, sincere manner.  Bear in mind that you alone can sell yourself 
to an interviewer – encourage them to feel the need for you in their 
organisation.

• If the first interview is with a recruitment consultant, take the 
opportunity to obtain as much information as possible about the 
organisation and the job. 

• Do stay alert – interviews, particularly more than one at a time are 
tiring.

Do:

At the interview 



• Be late. 

• Sit down before being offered a seat. 

• Lie – answer questions as truthfully, frankly and to the point as possible.

• Apologise constantly, if your late, apologise once.  If you don’t know 
something, don’t apologise – answer by explaining how you would go 
about finding the answer.

• Answer questions with a simple ‘yes’ or ‘no’. Explain whenever possible 
and tell those things about yourself which relate to the position.

• Criticise present or former employers.

• Answer a question with another question. 

• Over-answer questions – if the interviewer steers the conversation 
towards politics or another tricky subject, answer the questions 
honestly without saying more than is necessary.

• Talk too much – this is a difficult one, but the talking should be fairly 
even between you and the interviewer.

• Interrupt the interviewer - although they may interrupt you. 

• Give clichéd answers to questions (“I’m a great team player”), which 
you can’t back up with examples from the workplace.

• Leave without finding out when you will hear if you have made it to the 
next round of the recruitment process, and what that entails. 

• Criticise your current/last employer.

• Ask about salary, holidays, bonuses at the initial interview unless you 
are sure the employer in interested in hiring you and raises the issue 
first.  (However, you should know you market value and be prepared to 
specify your required salary or range if asked.

Don’t: 



02 HANDLING INTERVIEW 
QUESTIONS 
Job interviews are nerve-wracking enough without tricky questions to trip you up. 
It’s important to remember that the interviewing process is about evaluating your 
ability to do the job. Challenging questions will allow the interviewer to see how you 
think on your feet and cope with stress. 



Tell me about yourself

This is a good chance to impress an employer, but it is a deceptively 
simple question that can have a variety of answers. The employer is 
really interested in how you would fit into the company, so keep your 
answers as pertinent to the company and its work as possible. 

Why are you interested in this job?

The employer wants to know that you are genuinely interested in the 
company, and not just looking for something fill the next few months. 
Say that you view the position as your natural next step. Add that you 
like the firm because … show off your knowledge and make all that 
research you have done worthwhile. 

Why should we offer you this job?

You need to show how you can add new skills or ideas to the job. 

You could try thinking about any weaknesses you perceive in the 
company, and how your past experience and unique abilities could 
benefit the company. 

Why did you leave your last job? Why are you looking  
to leave?

The interviewer may want to know if there were/are any problems in 
your last/current job. If there weren’t, simply give a reason such as: it 
was a temporary job or you want a job better suited to your particular 
skills. 

If there were problems, honesty is the best policy. Demonstrate that 
you can accept responsibility and learn from any mistakes you made. 
Explain any problems you had and, and don’t be tempted to criticise 
the employer concerned. Show it was a learning experience that will 
not affect your future work. 

• When confronted by a difficult question, a brief contemplative pause before answering is expected, take your time

• Seek the opportunity to turn the question around and sell yourself, focusing on the company’s needs and your abilities. 

• Ask the interviewer to repeat the question if you don’t understand it - try to determine what the interviewer is seeking to find out. 

• Remember the interview is a two-way process, you are there to demonstrate your ability by speaking out and also listening, but 
you are also there to assess if the job suits you.

• Try not to stray from the point, offer relevant and positive information to the question. 

Examples of interviewers’ favourite questions: 



What has been your biggest success at work?

The interviewer wants to see that you can use your initiative. Talk 
about your own achievements rather than how you helped someone 
else achieve. Perhaps you had a difficult goal you had to achieve? 
Think about how you handled meeting that goal. It is a good idea to 
contemplate in advance a few key points in past jobs that demonstrate 
how well you handle different situations.

Why did you choose this career path?

This question is particularly pertinent if you are changing job or sector, 
in which case you will need to convince the interviewer that you have 
a clear idea of the industry and your value. To make the employer 
understand how you could fit in, talk about the transferable skills you 
have picked up over the course of your career. Also stress what aspects 
of their industry are attractive to you.  

Where do you see yourself in five years time?

Although it is difficult to predict things far into the future, the 
employer will want to hire somebody with drive and a sense of 
purpose. They will also want to know they can depend on you, 
and figure out if they can offer what you really want.  Avoid 
choosing specific job titles you aspire to, instead mention skills and 
responsibilities you see yourself taking on. 

What is your current salary and what kind of package 
are you expecting?

When you talk about your current salary include the whole package 
with any perks such as car, pension, interest free loans and bonuses. At 
no point suggest you are earning more than you are, it is easy to check. 
Make sure you know the salary range for similar jobs and professions 
by checking out job web sites for salary checks:

Also speak to recruitment agencies and check other job adverts 
in specialist publications. You could try putting the onus on the 
interviewer to make the first suggestion by asking how much they are 
prepared to pay the best candidate. You then have a negotiating point.

What are your strengths and weaknesses?

We are all human and an interviewer can only be suspicious or 
puzzled by someone who admits to no weaknesses, so consider  
a facet of your character which can be viewed as a possible 
weakness but also as a strength, e.g. being very detail-conscious,  
or perfectionist.

When describing a strength, try to strike an appropriate balance 
between clearly promoting your abilities and being conceited.  
Choose something you can discuss with conviction, but also 
something which enhances your ability to do the job in question.



Are you willing to relocate?

Ensure you have thought through how viable relocation is for you, and 
your family, both immediately and at points further in the future.  If 
possible, give an example of a previous relocation with positive outcomes.

What are your hobbies and interests?

Again, contemplate what kind of a person the interviewer may be 
seeking and choose to discuss interests you have which support this.   
If the position is a team role, mention activities you participate in which 

show you are a team player.  If it is a creative role, describe your artistic 
interests.  Don’t invent hobbies for the sake of it, as you may get caught 
out, and avoid being outrageous in order to impress.  Be prepared to 
talk enthusiastically about these activities as they are things you do 
purely by choice.

What books and newspapers do you read?

The newspaper you read habitually will say something about you to 
your interviewer, as will the type of book you read.  Avoid claiming an 
interest in intellectual pursuits of any nature if you cannot back it up.



03 THE INTERVIEW 
QUESTIONS
Job interviews are nerve-wracking enough without tricky questions to trip you up. 
It’s important to remember that the interviewing process is about evaluating your 
ability to do the job. Challenging questions will allow the interviewer to see how you 
think on your feet and cope with stress. 



What do you know about our company?

Quorum Hints
Always go into an interview prepared, do your homework. The 
answers to this question will demonstrate to the employer that 
you have taken the time and effort to research the company.

Sample Answer
I know that this company is considered one of the leading recruitment 
agencies in the North of England. I have researched thoroughly your 
recruitment methods and staff retention, level of commitment and 
support that you provide to your clients, and have found this to be of 
exceptional quality. Coming from a background of recruitment for over 
5 years, I feel these qualities are very important in client relations. I feel 
confident that I could contribute further to uphold and escalate your 
client data base.

What are your short and long term goals?

Quorum Hints
The interviewers want you to tell them how you see your 
future, are your goals realistic within their company.

Sample Answer
My long term goal is to become Area Manager within a recruitment 
industry, thus my application for the position as senior recruitment 
consultant. I feel that the experience I would gain within this post 
would greatly assist me in my long term goals. Also it would provide 
me with the opportunity to prove my value to your company and the 
opportunity to further my career with yourselves.

Please tailor your answers to  
the specific position



Do you consider yourself as a team player or do you 
prefer to work alone?

Quorum Hints
Everyone wants a team player, but you must also be able to 
work effectively alone, demonstrate to the interviewer that 
you can do both.

Sample Answer
I have always been a  team player,  I consider that teamwork is an 
integral part of today’s business, being part of a team as well as part 
of the company combining views and suggestions, but I am more than 
efficient and capable of working independently to achieve a goal.

What are your strengths?    

Quorum Hints
This is it, your chance to sell yourself, remember market your key 
relevant skills.

Sample Answer
I am extremely organized, confident and outgoing, able to 
communicate on all levels. I am able to work independently relieving 
pressure and time on my peers.

I handle pressure well turning a problem into a learning curve. I am 
resourceful, have excellent negotiation skills and can close a deal 
successfully.

What are your weaknesses?

Quorum Hints
This question is best answered with an answer that can be used 
as an area of improvement, or as an answer that can be turned 
round to be a benefit.

Make sure that your answer will not jeopardize your chances of 
getting the job.

Sample Answer
My knowledge of some of the latest software needs improvement. In 
today’s market, computer software changes so quickly, that by the time 
we have mastered one package the next is out on sale. I have inquired 
about some courses to upgrade my skills in these areas. 



04 COMPETENCY BASED 
INTERVIEW
The idea behind a competency is to make the interview objective.  In this style of 
interview you are required to discuss relevant examples of things that you have 
actually done rather than theorize about what you may do in a given situation.



One of the most important things to remember with this type of 
approach is that the interviewer can only score you on what you 
verbalise.  They cannot score you based upon what they think that 
you know.  The key here is not to be afraid to talk from a very basic 
level up.

Competency based questions tend to work in the following way:

Situation and constraints
What you did?

How you did it?

Why you did it that way?

Who else was involved?

What you achieved?

With the detail that you need to get across you need to pick fairly 
large examples so that you can drill down into detail.  If a situation 
is very basic you will not have much information to delve into.  It is a 
good idea to have thought through your examples before you go into 
the meeting.  It is very common that people who haven’t prepared 
come out of the interview saying “I wish I have talked about this 
example” or “I wish I had given more detail”.



Competency Based Interview 
Questions: 

Adaptability 
• Tell me about a time when you changed your priorities to meet 

others’ expectations. 

• Describe a time when you altered your own behaviour to fit the 
situation. 

• Tell me about a time when you had to change your point of view 
or your plans to take into account new information or changing 
priorities. 

Client Focus 
• Give an example of how you provided service to a client/stakeholder 

beyond their expectations. How did you identify the need? How did 
you respond? 

• Tell me about a time when you had to deal with a client/stakeholder 
service issue. 

• Describe a situation in which you acted as an advocate within your 
organization for your stakeholder’s needs, where there was some 
organizational resistance to be overcome. 

Communication 
• Describe a situation you were involved in that required a multi-

dimensional communication strategy. 

• Give an example of a difficult or sensitive situation that required 
extensive communication. 

• Tell me about a time when you really had to pay attention to what 
someone else was saying, actively seeking to understand their mess. 

Organizational Awareness 
• Describe the culture of your organization and give an example of 

how you work within this culture to achieve a goal. 

• Describe the things you consider and the steps you take in 
assessing the viability of a new idea or initiative. 

• Tell me about a time when you used your knowledge of the 
organization to get what you needed. 

Problem Solving and Judgment 
• Tell me about a time when you had to identify the underlying 

causes to a problem. 

• Describe a time when you had to analyze a problem and generate a 
solution. 

• Tell me about a situation where you had to solve a problem or 
make a decision that required careful thought. What did you do? 



Results Orientation 
• Tell me about a time when you set and achieved a goal. 

• Tell me about a time when you improved the way things were 
typically done on the job. 

• Describe something you have done to improve the performance of 
your work unit. 

• Describe something you have done to maximize or improve the use of 
resources beyond your own work unit to achieve improved results. 

Teamwork 

• Tell me about a time when you worked successfully as a member of 
a team. 

• Describe a situation where you were successful in getting people to 
work together effectively. 

• Describe a situation in which you were a member (not a leader) of a 
team, and a conflict arose within the team. What did you do? 

Developing Others 
• Tell me about a time when you coached someone to help them 

improve their skills or job performance. What did you do? 

• Describe a time when you provided feedback to someone about 
their performance. 

• Give me an example of a time when you recognized that a member of 
your team had a performance difficulty/deficiency. What did you do? 

Impact and Influence 
• Describe a recent situation in which you convinced an individual or a 

group to do something. 

• Describe a time when you went through a series of steps to influence 
an individual or a group on an important issue. 

• Describe a situation in which you needed to influence different 
stakeholders with differing perspectives. 

Innovation 
• Describe something you have done that was new and different for 

your organization that improved performance and/or productivity. 

• Tell me about a time when you identified a new, unusual or different 
approach for addressing a problem or task. 

• Tell me about a recent problem in which old solutions wouldn’t 
work. How did you solve the problem? 

Leadership 
• Tell me about a time when you had to lead a group to achieve an 

objective. 

• Describe a situation where you had to ensure that your “actions 
spoke louder than your words” to a team. 

• Describe a situation where you inspired others to meet a common 
goal. 



Relationship Building 
• Describe a situation in which you developed an effective win/win 

relationship with a stakeholder or client. How did you go about 
building the relationship? 

• Tell me about a time when you relied on a contact in your network 
to help you with a work-related task or problem. 

• Give me an example of a time when you deliberately attempted to 
build rapport with a co-worker or customer. 

Resource Management 
• Describe a situation in which you took a creative approach to 

resourcing to achieve a goal. 

• Tell me about a time when you had to deal with a particular 
resource management issue regarding either people, materials or 
assets. 

• Describe the options you would consider to resource a project or 
goal if you did not have the available resources within your own 
span of control. 

• Describe a situation in which you established a partnership with 
another organization or stakeholder to achieve a mutual goal. What 
steps did you take to ensure the partnership was effective? 

Self-Management 
• Describe the level of stress in your job and what you do to manage it. 

• Describe a time when you were in a high pressure situation. 

• Describe a time when things didn’t turn out as you had planned and 
you had to analyze the situation to address the issue. 

Strategic Thinking 
• Describe a challenge or opportunity you identified based on your 

industry knowledge, and how you developed a strategy to respond to it. 

• Describe a time you created a strategy to achieve a longer term 
business objective. 

• Describe a time when you used your business knowledge to 
understand a specific business situation.



STAR Technique

Competency-based interviewing, also known as behavioural 
interviewing, requires you to draw on past experience and describe 
specific examples of incidents that demonstrate your competence in a 
particular area. The most effective way of answering these questions is 
to use the “STAR” technique: 

Situation — briefly describe the background to the situation 

Task — specifically describe your responsibility 

Action — describe what you did 

Result — describe the outcome of your actions.

Here is an excellent answer to a competency-based question that is 
testing teamwork as a competence:

Question: 

“Team work is very important in our organisation. What evidence do 

you have to prove that you are a good team player?”

Answer: 

“I have a number of examples I could share with you. In one instance, 
when I was working as a business analyst at ABC Company, the sales 
team was pulling together a bid for a large piece of work and the 
analyst that normally helps them out with their IT information was 
on leave. I offered to help them and worked late every night for two 
weeks to ensure they had all the information they needed. They took 
on my suggestions regarding technology. As it turned out we won the 
bid and I was promoted as a result.” 



05 CLOSING THE
INTERVIEW



Your questions:
Prepare some questions to ask during the interview.  Remember that 
an interview is a “two-way street”: the employer will try to determine 
through questioning if you have the necessary qualifications to do 
the job, and similarly, you must determine through your questioning 
whether the company will give you the opportunity for the growth and 
development you seek.  Probing questions you might ask:

• A detailed description of the position? 

• Reason the position is available? 

• Culture of company? 

• Anticipated induction and training programme? 

• What type of people have done well in the company? 

• What are they looking for in someone?

• What key skills/qualities do they feel are required to be successful in 
this role?

• Advanced training programmes available for those who demonstrate 
outstanding ability. 

• Earnings of those successful people in their third to fifth year? 

• Company growth plans? 

• Best-selling products or services?

QUORUM TIPS

• If you are interested in the position, let the interviewer 
know. Ask for the next interview if the situation demands. If 
he/she offers the position to you, and you want it, accept on 
the spot. If you wish some time to think it over, be courteous 
and tactful in asking for that time. Set a definite date when 
you can provide an answer. 

• Don’t be too discouraged if no definite offer is made, or 
specific salary discussed. The interviewer will probably want 
to communicate with his/her office first or interview more 
applicants before making a decision. 

• If you get the impression that the interview is not going 
well and that you have already been rejected, don’t let your 
discouragement show. Once in a while an interviewer who 
is genuinely interested in your possibilities may seem to 
discourage you in order to test your reaction. 

• Thank the interviewer for his/her time and consideration of 
you. If you have answered the two questions uppermost in 
his/her mind:

• Why are you interested in the job and the company? And 
what can you offer and can you do the job? You have done 
all you can. 



After the interview 

Do: 

• Learn from your mistakes - make a list of the questions you 
answered well and those you answered poorly. Think too 
about what you should have said for the latter.

• Call your Quorum consultant who referred you to the 
position immediately after the interview and explain what 
happened. He/she will want to talk with you before the 
interviewer calls him/her back. If you are interested in 
progressing further it will assist if your feelings towards the 
position are known, together with your perception of what 
the client’s reaction is likely to be.



06 TOP INTERVIEW 
TIPS



• Research the company you are going to, important: they will ask 
what you know about them.

• Buy or borrow a briefcase or folder to take to the interview, you 
don’t want to turn up with a hand full of papers and car keys as this 
does not look professional.

• Take a pen or pencil and writing pad to take notes at the interview 
(good impression shows interest and helps you remember key 
points later).

• Always take a copy of your CV in case you need to refer to it.

• Remember to take any certificates you hold as they may be asked for.

• Get a haircut (well-groomed shows you present yourself well).

• Try on those suits in your wardrobe, if they don’t fit or they look 
shabby, invest in a new one (smartness is the key). Never leave your 
outfit to the last minute, disasters can happen.

• Polish your shoes and focus on your overall appearance and girls 
- remember to put an extra pair of tights in the car, ladders always 
happen at the last minute.

• Make a note of the interviewer’s name so when you arrive at your 
destination you can ask by name for exactly who you need to see, 
this also shows preparation and professionalism.

• Make sure that you know where the interview is to be held in 
advance and that you know exactly how to get there and how long 

the journey will take (It is a good idea to travel the route a few days 
before hand).

• Always take a mobile if you have one and a contact number of the 
interviewer, that way if you are going to be delayed you can ring 
them on the way (But let’s make sure you arrive early as lateness will 
not give a good impression). Always make sure that before you enter 
your interview that you turn the mobile off (interruptions from a 
mobile will not be highly viewed).

• Think about and prepare a list of questions that you may want to ask 
about the position, at this stage do not ask about the salary. Upon 
arrival check your appearance in a washroom and freshen up.

• Check in at reception, remember first impressions start here.

• Be aware of your body language, keep composed at all times.

• Stand while you wait to be interviewed or get ready to stand to greet 
the interviewer when they come out to meet you. You do not want 
the interviewer looking down at you when you first meet.

• Your handshake should be firm but not forceful, this shows 
confidence in yourself. A great handshake and a nice smile get you 
off on the right foot from the start.

• Eye contact and body language is one of the most powerful forms of 
communication, try to keep eye contact when speaking and use your 
body language to show you are listening. Again this demonstrates 
confidence within yourself.



• When entering the interview room, wait until you are asked to take 
a seat.

• Take notes as the interview proceeds, you may need to refer back to 
something later on in the meeting.

• During the meeting lean slightly forward this shows interest and 
enthusiasm. Do not sit rigid with your legs crossed, this gives off a 
negative signal.

• Don’t be afraid to ask questions, refer to your pre-interview notes 
you made beforehand.

• Remember to use your answers to interview questions, don’t let all 
that planning go to waste.

• If you are interested in the position at the end of the interview, 
remember to convey your interest. Example: I am very interested 
in the position available and if offered I would accept it. I think the 
interview went well, is there anything else you would like to ask me?

• Don’t be afraid to state those remarks at the end. It does show that 
you are a genuine candidate and if asked you would accept, the 
interviewer then knows where he stands.

• Give a good handshake at the end of the interview and leave 
composed, if you smoke wait until you leave the company grounds



As these types of interviews are becoming very poplar, here’s a few 
things to remember.

• Answer the call upbeat and positive and thank the caller for ringing. 
Talk to the interviewer, the same as you would face to face, avoid 
one word answers.

• Ensure the location is private and quiet for the length of the call. 
Avoid any interruptions or background noise as this won’t look 
professional. 

• Choose a spot facing a wall as a window may distract you and break 
your concentration. It’s also important to check what the caller will 
see behind you. The view behind you should be neutral or just blank.  
Avoid distractions for the caller.

• Have your C.V. spread out in front of you along with any other notes/
documentation you might need. Keep a pen and notepad beside you 
for notes.

• Have information you may be asked about prepared eg referees/
diary in the event of being asked to attend a face to face interview.

• Have a glass of water to hand in case you might need it

• If you are on Skype all the above applies except;

• Ensure your C.V. and notes are pinned immediately above the screen 
of your laptop or PC.  The caller won’t notice you eye movement 
when you quickly glance at notes just inches above the screen.  

• Don’t forget to smile from time to time too. It makes you so much 
more pleasant!

• For skype calls ensure to be dressed appropriately as you would for 
a face to face interview.  

Tips for Telephone & Skype Interviews 



Pre-Interview
• If you are expecting a call or can’t answer, make sure your 

voicemail is set up. It will show professionalism. 

• Be flexible with interview times. If called for interview try to be 
accommodating with the times suggested. If you’ve got vital 
meetings or appointments, they are going to be flexible too so 
meet them half way. 

• Do NOT be late for an interview as this will give a very bad 
impression. Make sure you know the location, how to get there and 
how long this will take. 

• Be polite to any staff – the receptionist and security guard who 
let you in for the interview itself. They will most likely let your 
interviewer know if you are rude to them. You don’t know who 
might have an influence in the decision making process. 

During the Interview
• Always make sure you are neatly groomed and dressed 

appropriately. 

• Body language – Be alert, offer a firm handshake, smile, look 
interested keep eye contact and always seem enthusiastic.

• Mobile phone – Make sure you switch it off you phone during 
interview and never take calls during the interview. If you need to 
take an urgent call, explain this to the interviewer at the beginning. 

• Questions – always make sure you have sample questions 
prepared and that you have researched the role and company. 

• Never ever lie – either about yourself, pervious experience or 
qualifications. It will be found out. 

• Negativity – Never be negative about former employers, as this 
will reflect badly on you. Simply say that you are keen for career 
progression and new challenges and your company cannot offer 
this at this time. 

Common interview mistakes 



Post-Interview
• References – ensure any contacts you give will give you a 

goof report, keep them up-to-date and be able to give contact 
details easily. Always ask permission from your referees to 
give their names as points of contact. 

• Salary expectations and negotiations – Don’t be indecisive 
or arrogant about salary expectations. You will have been 
made aware of the salary at interview. Whilst there is always 
room for negotiations, be realistic and polite about what you 
would like.

• Lack of availability – Always be available to discuss the 
offer. If you are due to go on holiday, make sure that the 
interviewer knows the dates, and make sure you can access 
your phone messages/emails at regular times.

• Delay in decision making – Don’t delay in making your 
decision. There will always be a number 2 candidate and if 
you delay, then the employer may get irritated and withdraw 
the offer.



Lack of Preparation
When you get an interview confirmed, do your best to prepare for it. 
Research the company, the role and who you will be meeting. That way 
you will be ready for any questions they may ask 

Lack of Confidence
Have confidence in yourself that you can do the job and are right for 
the position. Show the interviews what you can bring to the job and the 
company. 

Poor Attitude
The best way to approach an interview is with interest and an open 
mind. Be polite to everyone you meet with courtesy. If you realise 
during the interview that you don’t want the job, or that you don’t have 
the right experienced or qualified to receive the offer, chalk it up to 
experience.

The Wrong Pitch
There are different kinds of interviewers, with different purposes. The 
human resources professional typically is there to screen people out. 
You don’t need to “impress” them, they just want to ensure that you 
have truly and accurately representing yourself in your job application 
and resume. Answer their questions as clearly as possible, as best 
you can.  They don’t need to like you, only to decide that you’re worth 
passing along to the decision-maker. 

The decision-maker, on the other hand, wants to feel comfortable with 
you and certain that you can do the job. This is where discuss more 
personal interests, and about the job. They probably don’t have a lot of 
experience conducting interviews, and you may be able to get them to 
do most of the talking.

Inconsistency
Professional interviewers are quick to notice any inconsistencies or 
uncertainties. They may challenge something you say just to see how 
you respond. If you back off, change, or retract what you said earlier, 
they may suspect that you’ve been lying to them, and they’re likely to 
probe deeper. You can always ask “Have I answered the question to 
your satisfaction?” or “Was there anything else you wanted me to talk 
about?” if you feel it necessary. 

Failing to Listen
To be successful you need to read the interviewer’s tone and gestures 
and responds accordingly. This means paying attention, and knowing 
when to continue, change direction, or stop talking. Avoid potentially 
controversial and overly personal issues.
Pay attention to the interviewer’s questions and line of conversation. 
Bear in mind that what they want to hear is more important than what 
you may want to say.

Things to look out for



Losing Your Cool
If you are being interviewed for a high-level or high-pressure 
position, you may be subjected to a pressure interview. This 
may include making you wait, having the interview interrupted, 
inappropriate conversation or questions, and even rudeness or 
hostility. Most likely, you will never be subjected to such tactics, 

although some situations (especially being kept waiting) can arise 
without intent.

Do your best to been keep your cool. If you react make sure that you 
won’t regret your behaviour afterward. 



Walking into the Room
Get them at “hello”– The interview starts the minute you walk into the 
room and that means coming into the room in a confident manner. 

Create a positive impression – Walk in tall, with a smile on your face 
which will immediately create a positive impression. 

Handshake
A strong handshake – Gives the impression of a warm, friendly 
confident person.  

A weak, limp handshake – can give the impression that you are not 
confident or that interested in the position.  

Eye Contact
Keep eye contact – Always maintain eye contact with the interviewer 
without staring at them. 

Show interest – if you are not looking at the person you are speaking 
to, it can give the impression you are not interested in the role or 
listening to that they are say. If it’s a panel interview, include everyone 
in what you are saying, not just the person who asked the question. 

Chair Etiquette
Sit up straight - Rocking back in your chair or slouching won’t show 
professionalism. Take the time to sit comfortably. Sitting on the edge 
of your chair also gives the impression of being tense and nervous. 
So sit back, up straight and relaxed. Lean slightly forward towards 
your interviewer as this shows you are interested and engaged in the 
conversation. 

Don’t fidget – This may an unconscious thing but is incredibly 
annoying for the interviewer. 

Feet and hands – It’s best to sit with your feet on the ground or your 
ankles crossed. Put your hands in your lap, if you need to, clasp them 
loosely. If you are a person who gestures whilst talking, that’s fine too.

Body Language in Interviews
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