How to Shine at an Interview

The secret of successful interviews lies in good preparation beforehand. If you have really thought about what you are going to say, you will be more relaxed and not so likely to be thrown by the questions you are asked.

A.	INTERVIEWS for  J O B S

Before the interview find out all you can about the firm or organisation.

Include: 
what it does;
who its customers/clients are;
how big it is and how it's organised;
what sort of people it employs;
how it's doing at present, e.g. any big orders, staff
cuts etc.

Find out about the job itself. Include:
what it actually involves; 
qualifications and experience required; 
training to be given, if any; 
where the job fits into the organisation; 
pay and conditions etc.

A lot of this information is freely available. Try using:
the local library, job centre and careers office; the Citizens' Advice Bureau and the local consumer advisory service;
the firm or organisation itself - for example, leaflets, brochures, anyone you know who works there;
the local Chamber of Commerce;
newspapers and magazines;
the 'grapevine' - your local network of contacts.

The interview

Make sure you arrive on time. Even though most interview times seem to run late, interviewers do get mad if someone is late. Don't get there too early or you'll sit and worry. About five minutes before the interview is about right, long enough to collect your thoughts but not long enough to panic. Even so you may have to wait for a while so you could take something to read or go and walk around outside.

The question about what to wear is a difficult one. The best idea is to think about the image of the firm or organisation you're going to. Is it an old established firm that would be very strict about appearance or is it a trendy new one that would want its employees to be up-to-date? Always bear in mind that what may be right for work may be too informal for an interview. Whatever you decide to wear, make sure that you feel comfortable and that you look clean, neat and tidy.

While you're waiting to go in try and find out from the receptionist or secretary the name of the person who will be interviewing you. Don't be put off if you discover there will be several people on the interviewing panel.

Think positively when you go in. Smile and say good morning/afternoon and if possible say the person's name. First impressions are very important, especially when they've already seen a few applicants and are getting a bit tired! Don't sit down until you are invited. It is probably better not to smoke even if invited - certainly not if not invited.

The interviewer will be interested in two main things, what you say and how you say it. So...

- answer all the questions as clearly as you can and don't wander off the point (unless you have something very important to say which you think you might have missed);
- don't answer the questions with a straight 'yes' or 'no'. Try to add one or two sentences to explain the answer;
- if you don't understand a question, say so;

Keep a note of the things you can't find out. You can ask at the interview.

When you have the information, imagine that you are the interviewer. What would you ask?

The most likely questions are:

- why do you want this job?
- what can you offer this firm/organisation?
- why did you leave/do you want to leave your present employer if you are or have been employed?
- why were you made redundant (if you were)? 
- what do you know about this job, firm/ organisation?

[ → for a wider and more comprehensive range of questions see more specifically related files ]

Work out the answers you might give to these questions. Be positive and make a list of all your good points, qualifications and experience, things that you have done well etc.

Decide how these good points could be useful in the job and for the firm/organisation. The more you have thought about what they might ask you and your possible answers, the less you will have to start racking your brains when you get there.

It often helps to discuss the possible questions and your answers with someone else. You may not agree with what they say but it will give you another point of view.

Ask some questions, though don't dwell on the pay - they'll think you're only interested in the money!

Make sure they realise that you've done your homework and remember that you're trying to stand out from the crowd. This doesn't usually mean spilling a cup of coffee all over the desk!

Remember that the interviewers are on your side.

After the interview

You may just heave a sigh of relief and rush off but as soon as possible sit down and think about the questions you were asked and the answers you gave. Try to write them down. It may help you to assess how you could improve your interview skills. If possible talk to someone else about it. You may not agree with their comments but it will give you another point of view and you may be able to use the suggestions at another interview.


[bookmark: _GoBack]B.	INTERVIEWS for  C O U R S E S

The same general rules apply. Instead of thinking about the firm or organisation you need to think about the college, university, polytechnic, or training establishment you're applying to and the course you're applying for. The most important thing is to prepare well beforehand.

For example, find out as much as you can about the course and what it involves. Try to find out what previous students did at the end of the course. If you're applying for a degree course, find out what research they're doing. Think about why you want to do the course and what you hope to get out of it. Tell them about your plans for the future. 

Sometimes it is necessary to read up on the specialist subject you're going to study so that you can discuss it and it's always helpful to make sure you can talk about the course and subjects you're doing at the moment.


Interviews can be hard work - they can also be fun. After all, they're trying to find out about you. It's up to you to tell them.
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