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Interview Techniques 

With special thanks to local IT consultant, Kaleem 
 

Preparation  
 
Finding out About the Company  
 
Employers are impressed by people who have taken trouble to research their company and indeed many 
will expect this from you.  
 
It is a sign that you are genuinely interested in applying for the position and that you have the initiative to do 
some research. They want to employ people who take a professional approach.  
 

• Look on the company website. If you cannot find the website enter the name of the company on a 
search engine.  

 
• Make sure that you know what the company's product or service is and if they are part of a larger 

Group. How many people do they employ and what is their mission statement or values?  
 

Finding out about the role  
 
You will be better able to 'sell' your skills and experience for a position if you know exactly what it involves 
and what is required. You will also be able to ask the most appropriate questions of the interviewer(s).  
 

• Make sure you are familiar with the details on your CV. Be prepared to answer questions about it 
(education, hobbies, interests, charity fund raising or voluntary experience) 

• Make sure you have a copy of the Job Specification. 
• Read the specification carefully make notes for yourself of your relevant experience 
• Make notes on how you meet the requirements of the job.   
• Do not panic if you do not have all the skills.  Companies know that you will not have all the skills. 
• Make note of the questions you have for the interviewer regarding the job.  

 
 
Planning your journey  
 
Employers are not impressed if you are late for your interview. Plan to arrive 10-15 minutes before the 
interview time.  
 

• Make sure you have confirmation of the exact address  
• Plan how you will get there well in advance, including train, tube and bus journeys. 
• If for any reason you do arrive late, always make sure that you apologise to the interviewer(s). 

Explain the reason for your late arrival and that you are not usually late. 
 
What to wear  
 
First impressions are very important. Even if you know that the firm adopts a casual dress code, you should 
dress in business wear for the interview.  
 

• Chose something classic and conservative  
• Wear something that you feel comfortable in  
• If wearing make-up or jewellery keep it to a minimum  
• Be subtle with perfume or aftershave 

 



 
At the interview 
Before the interview 
 

• Be polite and courteous to the Security Guard, Receptionist and the person sent to greet you and 
to take you to meet the interviewer. Any of them could be asked for their feedback about you. 
Realise that you are being judged as soon as you arrive at the company.  

• When introduced to the interviewer give the person a firm handshake and smile.  
• If you are asked to fill out any application forms or to complete any tests listen carefully to what you 

are asked to do.  
• Turn off your mobile phone before going into the building. If you should forget and your phone 

should ring during the interview, make sure you do not answer it. Apologise profusely and turn it 
off immediately. 

 
 
During the interview 
 

• Be confident when answering or asking questions.  
• Look directly at the interviewer when you talk and listen. 
• Speak clearly and be enthusiastic.  
• Do not ramble or waffle, keep to the point and answer the question. If you talk too much it 

demonstrates over-confidence or insecurity & nerves. Too little and you may appear scared or even 
rude.  

 
Body language  
 
Body language comprises up to 55% of any response. Non-verbal communication is more honest & 
accurate than verbal communication and actions reveal your inner confidence. Body language is 
spontaneous and shows your true feelings and attitudes. Even if you are motionless your posture 
communicates a message. Confident applicants have relaxed, balanced postures.  
 

• An interviewer will be looking at how you compose yourself and how confident you appear. 
• Sit upright and look interested. If you sit, choose a chair across from, or aside the interviewer’s 

desk. Don’t ask if and where to sit, as it shows lack of confidence. 
• Keep control of your hands as they have a tendency to show your nervousness but don’t fold 

your arms as this can appear defensive or aggressive. Perhaps clasp your hands together on 
your lap.  

• Try to avoid fiddling with a pen or button or your hair. It may be seen as a sign of nerves and a 
possible weakness.  

• Maintain eye contact but be careful not to stare.  
• Even if you are nervous don’t forget to smile at appropriate times. 

Interview questions 
 
Questions that you may be asked  
 
It is worth preparing your answer to the following:  
 

• What do you know about us?  
• Why are you interested in this role?  
• What skills do you think that you can bring to this Company?  
• What have been your biggest achievement to date? 
• How have you solved problems in the past?  
• What type of Manager and Company do you most enjoy working for?  
• What do you think are your greatest strengths (identify 5 key strengths) and weaknesses? (Try to 

think of an up-side to the weakness i.e. taking on too much work shows that you enjoy 
responsibility and can work under pressure alternatively give an example of a weakness you have 
overcome or highlight a skill you wish to improve.  

• What is the biggest mistake you have ever made and what did you learn from it?  
 



Questions you may wish to ask  
 
There is nothing wrong with saying "No thank you, you've covered everything", but it shows initiative and 
interest in the position if you can ask questions, e.g.  
 

• Can you tell me more about your Company?  
• Can I ask how long you have worked here and what first attracted you to the Company?  
• Can you describe the responsibilities & challenges of this role in more detail?  
• What are the career prospects within the Company?  
• What type of person is most successful within the Company and why?  

 

Closing the Interview  
 
At the end of the interview 
 
If you are interested in the role don't be afraid to say so 'I am very interested in this position and look 
forward to hearing from you with some positive news'. The more interested you are in them the more they 
will be interested in you.  
 

• Ask if you have answered all their questions or if there is anything else they want to know before 
you leave.  

• Ask what the next steps are in the recruitment process and when you are likely to have feedback 
on today's meeting.  

• Thank the interviewer(s) for their time and say that you look forward to some positive news 
 
After the interview  
 
Think if the interview could have been handled better by yourself and learn from the experience to do even 
better next time.  
 

Write down for future reference, the questions that you were asked and did not expect, or could have 
answered better. 


