INTERVIEWS
WHAT IS AN INTERVIEW?

Employers interview to make sure they get the best person for the job. You have to show the interviewer that you are that person.
BEFORE THE INTERVIEW

· Check where the interview is and plan how to get there. If you’re not sure exactly where you’re going, have a trial run the day before

· Try to find out as much as possible about the company as you may be asked what you know about them. Look the company up on the internet or request an information pack from its human resources department. Knowing some key points will show you are genuinely interested in working for the company

· FAIL TO PREPARE – PREPARE TO FAIL: Preparation is vital to success. Prepare a list of questions that you think you might be asked and plan your answers. Look at the job description – this should enable you to define the qualities and skills the recruiter is looking for

· Write down some questions you might want to ask

· Plan what you are going to wear. Dress to impress, think smart, neat and tidy. Make sure it’s clean and ironed and ready to wear, first impressions count !
· Have a good night’s sleep so that you are fully relaxed and refreshed

WHAT TO TAKE WITH YOU

· The letter inviting you to the interview

· CV

· Qualifications/certificates

· Paper and pen in case you need to take any notes or fill in forms. This will show you are organised.
· Any other paperwork you have been asked to complete/provide.
TYPES OF INTERVIEW

Interviews can take many forms, however there will generally be 2 or 3 staff involved (panel) in your interview – don’t let this put you off this is normal practise.  One of the staff will make introductions and give an overview about the job before asking you a series of set questions.  The interview panel may take notes, again don’t let this put you off, this is for their benefit to help them select the right person. After the panel have asked all their questions, you will generally be invited to ask any questions you may have.
AT THE INTERVIEW

· Be on time! Public transport and traffic are never predictable so always allow more than enough time and aim to arrive at least 10 minutes early.
· First impressions count. From the moment you walk into the building, you must be friendly and polite to everyone. Smile, look pleased to be there and give a firm handshake to anyone you meet.
· Behaviour:

· Look the interviewer in the eye

· Smile

· Sit only when invited to do so

· Sit back in the chair and sit upright. Don’t cross your arms

· Maintain good eye contact during the interview

· Be enthusiastic. Your attitude and personality will play as big a part in the interviewer’s decision as your qualifications and experience will. Remember the company will be looking for someone with a ‘can do’ attitude

· Listen carefully. If you are unsure of a question or didn’t hear it properly, ask the interviewer to repeat it please
· Take your time when answering questions – don’t get flustered. Don’t worry if you have to say you don’t know the answer to something, but add that you are willing to learn. Honesty is always best!

· Never say anything rude about your previous employer or colleagues

· Prepare a few questions to ask at the end of the interview. This shows you have put some thought and effort into the interview

· Always thank the interviewer for their time and offer a handshake. If possible thank the interviewer by name, which shows you paid attention at the beginning of the interview

AFTER THE INTERVIEW

· Take a note of the questions that were asked and how you responded to them. Decide if there is anything you could have answered differently and note down alternative answers. This will help you prepare better for future interviews

· Generally, employers will advise when you can expect to hear if you have been successful or not.  If you have not heard from the company after a week, contact them to find out if the job has been filled

· If you are not offered the job, you can ask for feedback or consider could you have said more about your skills and experience? Did you prepare well enough beforehand?
· If you are unsuccessful, please don’t let this put you off applying for other jobs.  Interviews actually give us really good experience which you can take forward in future.
