
 

 

 

 

   Preparation is the key to the successful interview 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A Guide to: 

Interviews 
 

Interviews come in many forms: there are the one-to-one interviews as well 

as panel interviews which consist of two or more people asking you questions. 

There are also good interviewers and rather poor interviewers. Experience will 

highlight the difference and with the latter you may need to help them along 

by taking a little more control and offering information about yourself.  
 

When you are invited for an interview, it is an opportunity - don't throw it 

away by selling yourself short. A good interview is double-edged:  

• It gives the organisation an opportunity to assess whether your skills, 

experience and personality match their potential vacancy; and  

• It gives you the opportunity to clarify what the job entails, what will 

be expected and assess your suitability.  
 

DO... 
� Smile 

� Be positive and 

enthusiastic 

� Speak clearly and 

concisely 

� Give real life 

examples to back up 

your points 

� Relate your answers 

to the job you’re 

applying for 

� Talk about yourself 

in a work 

environment 

� Look the 

interviewer(s) in the 

eye - (Don’t stare!) 

� Do your homework 

and base your 

answers on your 

research 

� Know your main 

selling points 

� Make the 

interviewer feel that 

you only want the 

job he/she is offering 

in his/her company 

� Stress your flexibility 

� Stop if you lose track 

of what you’re saying 

� Ask the interviewer 

for clarification if 

you’re not sure what 

he/she wants 

� Talk about your 

strengths 

� Thank the 

interviewer for 

seeing you 

DON’T... 
� Arrive late 

� Criticise your 

previous 

employer 

� Stress negative 

points 

� Make more than 

3-4 points (max) 

per question 

� Talk about being 

selected for 

redundancy 

� Under estimate 

your skills and 

abilities 

� Assume the 

interviewer can 

read your mind 

� Ramble or waffle 

� Be sarcastic 

� Talk about what 

you won’t/can’t 

do 

� Antagonise or 

argue with the 

interviewer 

� Slouch 

� Give one word 

answers 

� Fidget 

� Take outdoor 

wear into the 

interview room  

� Chew gum 

� Answer your 

phone during the 

interview 

� Turn up without 

having done any 

research 

 

Interview Preparation 
BEFORE  

Research the organisation to get an overall picture of its operations (use the 

web as well as University and Public Libraries). Find out as much as you can 

about the company and the position they are offering. Logging on to their 

company website is always a good idea. 

Prepare responses by asking yourself:  

• What will the organisation look for and how can I best meet these 

requirements?  

• What answers will I give to typical questions e.g. "Why would you 

like to work for this organisation?", "What are your strengths?", or 

simply "Tell me a bit about yourself!"?  

• If asked to identify a weakness, make sure it is something you have 

recognised in the past but are working to overcome.  It is not going 

to exclude you from getting the job, unless it is directly related. 

• What do I wish to know/clarify about this opportunity e.g. specific 

duties/responsibilities?  

Ascertain when, where and with whom the interview will be held and plan 

how to get there. Allow plenty of extra time to get to the interview.  

Don’t stay up late the night before. Make sure you get a good nights rest so 

you are as fresh and relaxed as possible. 

 
DURING  

Be punctual always arrive 15 minutes early and announce your arrival  

Look smart in many organisations failure to dress well will mean you have 

'blown it' before you even get into the interview room.  

Assist in the smooth running of the interview - don't give one word answers, 

but don't waffle on. If more than one person is interviewing you, always look 

at and address the person who posed the question, glancing at the others 

intermittently and when you have finished your answer. 

Ask questions that are relevant to your application e.g. type of computer 

system, or method of record-keeping. Don’t use tentative language. Phrases 

such as ‘I feel I could’, ‘I think I can’, ‘and perhaps I would’- dilute the 

strength of your case.  

Sell yourself you must convince the interviewer that you are not only 

suitable for the opportunity but that you are the best candidate - be 

enthusiastic!  

REMEMBER: interviews can vary tremendously. They may be carried out by 

individuals, pairs or panels; they may involve logic, personality or aptitude 

tests; they may be formal or informal; they may be chatty or stressful. At all 

times respond appropriately and remain polite.  
Clarify your understanding of terms and conditions of employment, ideal 

starting date etc. 

 

AFTER  

Consider how well your qualities match the 

opportunity. Will you fit in?  

 

Decide what your reaction to a possible job offer will 

be.  

 

Reflect on the interview, noting any important 

points for reference, and considering which 

questions you answered well and which leave scope 

for improvement. See each interview as a learning 

experience.  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HANDLE TOUGH QUESTIONS WITH CONFIDENCE…  
 

Be prepared for the following questions:  

� Tell us a bit about yourself. 

� How would your Tutor/Manager describe you?  

� What is your career plan for the future? Think 

about this one carefully; if the position you are 

going for is a receptionist, don’t say you hope to be 

a web designer! 

� What motivates you? 

� How do you react when left to work unsupervised? 

� Give me an example of when you coped well under 

pressure? 

� How do you prioritise your work? 

� What are your strengths and weaknesses? 
 

This final question is particularly tricky. Obviously, you 

can’t claim to have no weaknesses, but you don’t want 

to stress anything too negative. The best solution is to 

be honest – admit to one weakness but turn it around 

and show how you are constructively working to 

overcome it. 

 

THE INTERVIEW IS A TWO-WAY PROCESS… 

 

At the end of the interview, the employer will usually ask if you have 

any questions about the placement/job or the company, so always 

prepare a few in advance.  

 

Suggested questions to ask: 

� What will be the biggest challenge of the role? 

� Will I be expected to attend my placement when the University 

is closed? 

� What are the training opportunities? 

� What does the team I will be working with look like? 

� Can you describe what an average day in this role looks like? 

� Do you have any reservations taking my application to the next 

level? This question will give you the chance to overcome any 

objections before you leave. 

 

PRACTISE 

While there is no magical formula to successful interviewing, there are things you can do to improve your chances of success. One of 

these things is to practise. 
 

Some will find interviews easy to cope with; others may find them more difficult. Acquiring a good interview technique is a skill 

which can be developed with some thought and practice. The more practice you get the better you will be in a real interview.   

 

DRESS TO IMPRESS AT INTERVIEW 

Organise your interview outfit the night before – do not leave it until the morning of your interview. Ensure the outfit you are 

planning to wear is clean and well pressed and your shirt/jacket has all the buttons on and your shoes are clean and polished. FIRST 

impressions really do count. 
 

Business dress is generally Black, Blue or dark Grey in colour – with coordinated accessories mainly white shirt and coloured tie for 

the gentlemen and coordinating blouse/top for the ladies. 
 

Ladies  

Make sure your makeup is natural and your nail varnish is not chipped 

Keep jewellery simple – no big dangly earrings, bangles or necklaces 

Shoes – court shoes are best do not wear flip flops/sandals or trainers 

Make sure your hair is clean and tidy and not covering your eyes 

If wearing a skirt make sure it is knee length or longer – do not attend an interview with bare legs – wear tights. 

Perfume – make sure it is subtle and not over powering 

If you do not have a suit then it is worth investing in a smart pair of dark coloured trousers or skirt and a coordinating coloured 

jacket 

Gentlemen 

Make sure your hair is clean and tidy and not covering your eyes 

Shoes – lace up shoes are best do not wear flip flops/sandals or trainers 

Make sure all the buttons on your shirt are done up  

Aftershave – make sure it is subtle and not over powering 

If you do not have a suit then it is worth investing in a smart pair of dark coloured trousers and purchasing a coordinating coloured 

jacket. 

Top Tips 

� Plan and time your route and take your notes with you. Remember to set your alarm. 

� Make sure the shoes you wear are comfortable and you are able to walk a sufficient distance in them without getting blisters. 

� Always arrive for interview at least 15 minutes early as you may have to sign in the visitor’s book and walk to another location. 

� Take a brush or comb with you so you can tidy up your hair when you arrive. Ladies take a spare pair of tights just in case they 

get snagged. 

� If you wear glasses for reading – remember to take them with you, you may have to complete an internal application form or 

aptitude test. 

� If you smoke – do not have a cigarette for at least 20 minutes before your interview and take some strong mints or chewing 

gum with you to refresh your breath and a tissue to discard the chewing gum in. Do not spit/discard chewing gum in the Street 

– you never know who is walking beside you. And do not chew gum eat sweets during your interview. 

� Consider having a snack before you go into the building to keep your energy and blood sugar levels up. Ask for a glass of water 

once you get in, particularly if you are nervous and get a dry mouth. 


