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Essential Interview Skills

We can’t wave a magic wand and get you that job of your dreams, but we can help you on your way with the following hints:
Some time before the interview

· Remember interviews are a two-way process – the organisation wants to find out about you, you need to find out about them
· Be prepared – do as much research on the organisation as you can.  Not only will this help you to decide if this is the organisation you want to work for,  it will help you get an idea of the context, philosophy and culture of the organisation,  and so help you frame your answers to interview questions.  
· Many organisations will send applicants an information pack. Read this,  but also research the website if they have one and read their annual report;  Companies House, Charity Commission websites, etc
· Get some interview practice – if you’ve never had an interview before, or it’s a long time since you had an interview, ask a friend or colleague to “role play” an interview with you.  Ask them for feedback and take account of it

· Think through the questions you are likely to be asked and prepare some answers.
Near the day of the interview

· Re-read the job description, person specification and your application form

· If you’re worried about forgetting key things, jot a few bullet points on a notepad and take it into the interview

· Prepare some questions for the panel, you could make a note of these

· Make sure you know where the interview is going to be held and how to get there

· Leave a generous amount of time for the journey.
During the interview

· Be positive and be prepared to really do your best!  Treat the interview as the ONLY chance you will get with that organisation (even if you know threw will be other interviews)

· Dress smartly – make a good first impression
· Be polite, friendly and interested to everyone you meet within the organisation from the moment you walk through the door

· Try to relax and be yourself

· If you have been asked to make a presentation make sure you have booked the equipment you need and leave copies of your presentation for all members of the panel
· Listen carefully to what you are being asked

· Don’t be rushed into an answer, think it through and then reply

· If you don’t know the answer don’t be afraid to say so

· Make good eye contact with all panel members, smile and nod, try to engage them all

· Look interested and attentive

· Be positive about your qualities, skills and strengths

· Demonstrate your enthusiasm and “can do” attitude

·  Avoid jargon, avoid waffle

· Always ask for constructive feedback even if you don’t get the job, listen to what is said, modify and use it the next time
