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The purpose of an interview is to get to know the person behind the application form. You cannot just
sit down and expect to 'wing it', company research, CV design and interview preparation needs to be
done, plus you should prepare yourself mentally for the bombardment of probing questions that you will
receive.

During the selection process employers may use several types of interview. The process can be:

1. Carried out by one interviewer once

2. Succession of interviews by different people

3. A panel of people sitting in judgement on the candidates

The aims of an interview from the organisation's point of view, is to:

1. Confirm information given in the application form

2. Provide candidates with further information about the company

3. Evaluate the suitability of candidates

4. Decide upon the most suitable candidate

5. Encourage the candidate to take the job

Let's be clear from the start; interviewing is very subjective.

Selection interviews tend to be very brief − thirty minutes to an hour is not a long time to get to know
someone, give them information and make a judgement. You will need to impress potential employers
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quickly in order to win additional interviews or the job.

Candidates may find these tips useful:

1. When you have an interview, arrive early − at least 15 minutes before the start.

2. Let reception know who you are and ask if you can leave you coat somewhere. The less
encumbered you are the better.

3. You will be asked to take a seat and wait. Try and use the time to run through your questions and if
you can − try to relax.

4. Read a magazine or chat to the receptionist − she may have been asked by the interviewers to
inform them of any negative behaviour, so make a good impression and use the opportunity to gain as
much company information as possible.

When you are invited into the office:

Always say "How do you do?"
Shake the hand using a firm grip − don't crush the hand.
Don't sit down until invited to do so.
Never place personal belongings on the interviewer's desk (it is their territory)
Sit with your back well into the seat − this will prevent you from leaning away from the person or sliding
down the chair.
Never accept a drink − accepting one offers the chance of spilling it over yourself. You can always
consume a soft drink before the interview.
When questioned, always expand on your answers.

During the interview, you can expect the following to happen.

The interviewer starts with a welcome , settles the candidate down and will explain the entire
procedure.

They will start with open questions, to help you relax, establish rapport and perhaps get you to lower
your natural defences.

Interviewers should follow up candidate replies with 'probe' questions, which force you to answer more
deeply, providing more information about you − to them.

They should be prepared to listen carefully to candidate replies: an interview is two−way
communication. At least 50% of the time should be given to a candidate. They will also observe your
body language. They will be looking for hesitations, nervousness, facial expressions and tones of
voice, all can be used in the final evaluation.

But what do they ultimately want to find out about you?
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Trained interviews should fit questions around three areas, which are important to them:

1. Can this person do the job? Questions will be about qualifications, experience and achievements.

2. Will this person do the job? Here they are looking at attitude and approach to work. They will want to
know how serious you are about their organisation and want to be assured of you not resigning in 3 or
4 months time.

3. Will this person fit in? This is a manageability probe. They are really asking if you are going to be a
pain in the neck, cause them hassles, problems, and basically check to see if you're a team player.

At the end of any interview be sure to thank the interviewer for his time and interest in you. Maintain
composure until you leave the building, then once outside analyse your thoughts and feelings before
you forget them.

Finally, it's important to keep realistic about the interview process, remember that it's a numbers game
and you will be lucky to get the first job applied for. Most people don't manage it. But if you use each
one as a learning experience, you never fail. You will come away knowing a little more about the game
than you realise, which will improve your performance the next time.

Christopher runs a successful ad company

How To Interview Job Applicants Like A Pro

By Derek Marsh

If you are in the process of hiring new employees, you will need a very organized way of eliminating all
the bad cantidates as well as selecting from the top ones. Start by preparing a list of basic interview
questions in advance. Also, while you won't want to read this off like a robot, you should definately take
the time to rehearse it properly.

1. Make A Good First Impression

Remember that an interview scenario is a mutual engagement and the person you are interviewing will
at the same time be interviewing you. Thus, you will want to make a good first impression. Have a
strong pose, and ooze confidence in your operation and what you are doing. If you can, exhibit flawless
communication skill and a very tidy and professional appearance.

2. Explain Everything In Detail

Many interviewees will be somewhat sceptical of your business. They may be wondering, mostly, what
the terms of their employment will be and what their hourly wage is, if there will be any benefits, etc. A
good place to start is to explain the job and describing the company. Then move on to the heart of the
interview. You will want to ask about several general areas, such as related experience, skills,
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educational training or background, and unrelated jobs. Open ended questions are always preferable
to ones that can be answered in one word.

3. Sample Interview Questions

− If you could invent your own perfect job, what would it be like? − How do you structure your time? −
What are three things you like about your current job? − What were your three biggest
accomplishments in your last job? In your career? − What can you do for our company that no one else
can? − What is your biggest strengthweakness? − How far do you think you can go in this company?
Why? − What do you expect to be doing in five years? − What interests you most about this company?
This position?

4. Nonverbal Cues

Some interviewees may be, admittingly, a bit nervous about the interviewing process. An interviewer
that seems alert and interested should be given precedence over one that slouches, yawns, or fidgets.
Look also at the quality of their clothing − is it clean and neat, is it obvious that they have ironed their
clothing prior to the interview? People that can't even make the effort for an interview shouldn't be
considered − being late almost always should discredit them from being considered.

For more great interview related articles and resources check out
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