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Interview
Preparation
Preparing for an interview is
important and we have put
some helpful hints and tips for
candidates:
Take the time to read and
familiarise yourself with your CV
as you may be asked about your
employment history, key skills,
interests etc.
You may also want to read a copy
of the job description to familiarise
yourself with the role you are
applying for.
LinkedIn, the company websites
and other social media platforms
are a good way to find out any
additional information about the
Company you are applying for.

Do your homework
What is the job, what does it involve and when
answering questions ensure you address the
requirements of the role you are applying for?
Plan your travel, expect the unexpected (where
applicable)
Even to a familiar site, you should ensure you have
made adequate plans to ensure you are early for your
interview.
Prepare questions you want to ask
What do you want to know about the job and position?
This should be left to ask at the end of the interview.
Relax
It is natural to feel nervous at an interview, however, do
not let this get the better of you. If you cannot respond
to a question straight away, you can ask for some time
to think about the question before responding. You can
also ask for a question to be rephrased which does not
affect your scoring. Try to think of the interview as a
conversation between two people who want to know
more about each other.
Interviews are a two-way process
Remember that the interviewer wants to know if you are
the right person for the job but at the same time, you
want to know if they are the right employer for you. Use
the interview as your opportunity to find out as much
about your prospective employer as you can.
Be yourself
Remember that first impressions last, so be yourself and
try your best.
Change your examples
Interviewers will be looking for examples of situations
when asking questions, so prepare some examples of
work you have done or been involved in the past. Use
the job description and person specification for the job
to do this in advance of the interview and you will be
more prepared to answer questions.
Why have you applied for this role?
Be clear on why you are applying and why you are
interested in the role, what is it about the role where you
think you would be suited to it.
What attracted you to this organisation?
Why do you want to work for the organisation, what
makes the business attractive to you? What are their
achievements and plans moving forward that makes you
want to be a part of the journey?
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Answering a question – Tips
a
a
a
a
a
a

You can ask to repeat or rephrase a question - it does not affect your score
Ensure you are addressing the question when answering
Try to give fully explained answers, including as much detail as possible
Do not assume your interview panel is aware of the situation you are talking about
Remember you only get scored on what you say
If you are asked about a negative situation, explain and acknowledge the situation, talk about
how it was addressed, what the corrective action was and what you would do in the future
a Be positive when answering questions

Types of Interview Questions
1) Open-ended
Open-ended interview questions are usually
broad in scope so that the candidate is
speaking during the majority of the interview.
Open-ended questions can focus on broad
topics like how a candidate’s strengths can
help them succeed in the role or how they
developed a weakness into a strength.
Example - References are important to us.
What will your manager tell us about your
strengths and weaknesses?
2) Situational
Situational interview questions present
candidates with a scenario and ask them to
solve the problem or evaluate how they would
approach the situation.
Example - What would you do if an angry and
dissatisfied customer confronted you? How
would you resolve their concern?
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3) Behavioural
Behavioural interview questions focus on your
behaviour in past professional, personal and
interpersonal positions and what outcomes
resulted from your actions.
Example - Talk about a time when you had to
work closely with someone whose personality
was very different from yours.
Open / Classic
Fact finding and information gathering
questions aim to learn more about the
candidate as a person and an employee.
These may include questions that measure
whether the candidate is the right for the job or
the company culture/ team.
Examples:
Tell me about yourself?
How would describe yourself?
Why do you want to work for this company?
Why have you applied for this role?
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Skill Based
Questions to determine the candidate’s
abilities match those required by the position.
These are also known as ‘selling yourself’
questions.

Example Interview Questions
Why are you applying for this role?
What skills to do you feel you could bring to
this role and the team?
How do you prioritise your work?

Examples:
What skills can you bring to the role?
Why should we choose you?
What was your biggest achievement?
What are your career aspirations?
How will your experience benefit this
company?
Competency/Scenario
Questions where the candidate is required
to call upon their experiences to explain the
outcome of a situation. The answers can
be used to gain a better understanding the
candidate’s personality and thought process.

What sort of measures or tools do you use to
make sure that tasks are completed, and you
meet deadlines?
Can you give us an example of when you have
used your own initiative to solve a specific
problem you have faced at work?
How would you describe your communication
style?
Describe your work style?

STAR Technique
Situation, Task, Action, Result
Examples:
Tell me about a time when ….?
Give me an example of a time when …?
What would you do if…?
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