


























































































































JOB INTERVIEW PROCESS 

Job interview is defined as a meeting in which company executives/managers and/or hiring 

specialists ask you questions to see if you are suitable for a job. The first interview aims to dig 

deeper into candidate’s adaptability to company culture. At this stage, the verbal communication 

and body language used by the candidates is quite important and it should show a certain parallelism 

with the company values and job requirement so that you can make the interview go really well. First 

impression has an undeniable effect on the course that the interview will take and it would definitely 

help you ace your interview and land the job you want. How to make a first good impression? 

Job interview helps the candidate form an opinion about the employer, such as; 

• Company’s work ethic, 

• Job description and preferences, 

• Work environment, 

• HR practices, 

ESSENTIAL INTERVIEW SKILLS 

1. Handling Nerves 

No matter whether you’re aged 17 or 57, you’re probably likely to dread interview situations. 

Extensive and targeted preparation is the key to confidence in this situation and Interview Skills 

Consulting provides useful tips to help make light of this task. 

2. Presentation Skills 

Many interviews will involve giving some form of presentation – whether it’s prepared or not. 

Ensuring you appear confident, eloquent, and informed is essential to scoring top marks during any 

presentations. When you dress the part for 

When you dress the part for interview, it can give you added confidence, women may find perfect 

hair and makeup helps to adopt the successful persona that’s required. Certainly, it’s important to 

present a well-groomed appearance at any interview. It’s difficult to put on a confident act when you 

feel like a jelly inside, use appropriate body language and remember to smile when you walk into 

the interview. It could make all the difference. 

3. When to Talk, When to Remain Silent 

Rambling on at interviews won’t get you the job. If you’re adequately prepared for your interview you 

should have a basic framework you can gear towards the questions asked by interviewers. Don’t be 



afraid to ask for questions to be repeated if you don’t quite understand what you’re being asked, 

neither should you hesitate to ask for time to prepare your answers, if needed. Your interviewers 

understand the difficulty you face and should make every attempt to put you at ease throughout the 

process. 

4. STAR Technique 

During your preparations rehearse the STAR technique for answering questions and handling 

interview discussions. You’ll find this soon becomes second nature and allows you to summarise 

tasks, activities and results in a far more methodical fashion. 

5. Roleplay Activities 

Roleplays are common features of customer service or sales interviews, but increasingly used for a 

variety of job interviews. For example, in-tray or e-tray roleplays will test administrative skills. You 

should attempt to view any roleplay as a “real” situation and try your best to act naturally throughout 

the exercise. 

6. Teamwork 

Handling interview nerves is bad enough, when you’re attending a group interview this can be even 

more stressful. Try to smile and build rapport with other interview candidates prior to the interview, 

if possible. One tip for success in group interviews is to include all team members as much as 

possible. You may be a natural leader, but in interviews of this nature individuality needs to be 

sacrificed in many ways. 

7. Stay Positive 

Negative comments, speaking badly of former employers and lack of enthusiasm don’t have any 

place within the context of job interviews. Remain enthusiastic and maintain eye contact with 

interviewers as much as possible. 

 

8. Stay Calm 

Even if the interviewers pose unexpected questions or roleplay activities unannounced, present a 

calm and collected appearance throughout the interview to prove your capability. 

9. Ask Questions 

It’s usual to ask questions towards the end of any interview. Prepare some killer questions about 

the company and workplace culture beforehand to demonstrate your interest in the role. Interviewers 

love candidates that ask great questions and this allows you to close your interview on a great note, 

hopefully you will be one candidate they won’t forget. 



 

The Major Types of Interviews 

There are a multitude of interview types that serve different scenarios.  Knowing what to expect can 

help you to meet your goals. 

1. Informational Interview 

In an informational interview the objective is to seek advice and learn more about a particular 

employer, sector or job. Interviewing experts in their field is one more way to add to your employment 

knowledge base.  Gaining this information means you are more prepared.  It is also an excellent 

way of networking and adding to your contacts. 

2. Screening or Telephone Interview 

Phone interviews are proving to be a more cost-effective way to screen candidates. Slots range 

from 10 to 30 minutes.  Prepare for it as if it is an open book exam.  Make sure you have your CV, 

the job description, list of references and prepared answers noted in front of you. A large part of 

communication is visual and as they can’t see your body language, it critical to have positive and 

sharp answers delivered with enthusiasm. Don’t forget to ask what the next step will be. 

3. Individual Interview 

Often referred to as a “personal interview” this is the most common type of interview and is usually 

held face to face at the company’s offices.  Find out the approximate length of the interview in order 

to prepare; they range from 30 to 90 minutes.  Shorter interviews will mean delivering concise 

answers that are to the point.  Longer interviews allow you more time to go into detail and support 

your answers with examples. 

4. Small Group or Committee Interview 

These interviews mean meeting a panel of decision makers at once. This can be daunting and 

intimidating if you are not well prepared in advance.   More than one interviewer means efficiency 

and an opportunity for different opinions of the same answer.  Try to build a rapport with each 

member of the panel and be sure to make eye contact with everyone not just the person asking the 

question. It is also worth trying to find out the names and roles of those on the panel. 

5. The Second or On-Site Interview 

The second interview means you have been successful on the first occasion and they would like to 

know more.  These interviews can be longer, some lasting half or a full-day. They often mean 

meeting three to five people which can include Human Resources, the line manager, office staff and 

the head of department.  Be ‘on the ball’ and show enthusiasm! Try to find out as much as possible 



about the agenda for the day as this will go some way to making you feel less anxious about the 

whole process.  This is usually the last stage before an offer of employment is made. 

6. Behavioural-Based Interview 

Known as Critical Behavioural Interviewing (CBI), the theory is that past performance in a similar 

situation is the best predictor of future performance.  This method of interview probes much deeper 

than the usual interviewing techniques.  Have specific examples ready that highlight your 

attributes in core areas such as teamwork, problem-solving, communication, creativity, flexibility and 

organisational skills.  Be structured in your answers and explain your examples in terms of the 

situation, the task, the action you took, and the outcome achieved. 

7. Task Oriented or Testing Interview 

These interviews are structured in a way that allows you to demonstrate your creative and analytical 

abilities in problem solving through varied tasks or exercises.  It may include a short test to evaluate 

your technical knowledge and skills.  Other tasks can be delivering a presentation to a group to 

determine your communication skills.  Relaxing is key! 

8. Stress Interview 

This method of interview is rare and involves the interviewer baiting you to see your response.  The 

aim is to highlight your weaknesses and see how you react under pressure.  Tactics can vary from 

constant interruptions and odd silences to provoking and challenging interrogation-type questions 

used to push you to your limits.  It is worth asking yourself do you want to work for an organisation 

that is willing to go this far even before an offer is put on the table? 
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