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INTERVIEW PREPARATION GUIDE

Remember to bring with you a copy
of your CV as well as a notepad and
pen.
The interview is the part of the recruitment process where
you get to show a potential employer who you are and
what you can do for them.

Never forget that you have been invited to attend the
interview because you look good on paper – now is the
time to get the job by representing yourself well in person.
Although it shouldn’t be true, most employers will make
their mind up about you within the first five minutes of the
interview. Therefore it is true, that first impressions do
count. The impression you create during the rest of the
interview then depends on how well prepared you are.
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Ensure that you...
1. ARE DRESSED FOR INTERVIEW
Gentlemen
• A dark business suit – preferably dry cleaned
recently
• A light shirt, plain tie – no extravagant patterns
or colours
• Black polished shoes and plain dark socks
• Make sure your hair is smart
• Keep jewellery to a minimum with no visible
piercings
• Do not wear too much aftershave
Ladies
• A dark business suit – preferably dry cleaned
recently
• A light shirt or smart top
• Make sure your hair is smart
• Do not wear excessive make up, perfume or
jewellery

2. ALWAYS CONDUCT YOURSELF IN A PROFESSIONAL
MANNER
If the interviewer arrives and you are already
seated, stand up to greet them and give them a
firm handshake. It is surprising how few people
remember to do this.

Maintain eye contact through the interview and
show the interviewer that you are listening to what
they are saying. A good listener is as good as a
good talker.
Remember, that one of the biggest mistakes that
candidates can make in an interview is appearing
disinterested or arrogant. Every business wants to
put their most enthusiastic people forward, so
acting the opposite will get you nowhere.
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3. SELL YOURSELF IN THE INTERVIEW

Believe that you are the best person for the job.
If you do not then the chances are the client
won’t either. Make sure you listen to the
questions asked and answer them fully by
illustrating practical examples.
Do not be afraid to tell them that you want the
role and have been impressed by it. The
interviewer is looking for someone that will
increase the organisation’s revenues, decrease
its costs or help it succeed in some way.

You must demonstrate how you can help the
organisation rather than giving them a series of
empty words about your accomplishments. In
fact 57% of employers said that the most
detrimental mistake candidates make is not
providing specific examples in the interview.
If you are going for a sales based position it
may be helpful to bring with you proof of your
achievements.

For all other roles it may be helpful to bring any
testimonials or references that you have from
previous employers or clients. The more you can
quantify your work, the better it is for you.

4. REMAIN POSTIVE THROUGHOUT THE INTERVIEW

Always remain positive throughout the interview,
even if you feel it is not going well or the job is not
for you. You may change your mind later in the day
– give yourself the option to turn the position
down.

5. CALL D4 DIGITAL

Once the interview is over, it is vitally important to
give your consultant a call to let us know your
feedback. This way we can ensure that when the
client calls us we are able to relay your feedback to
them or be in a position to handle any areas that
may be of concern head on.

Helping you prepare…

HELPING YOU PREPARE
RESEARCH THE COMPANY
“What do you know about us and what we do?” This
question inevitably always comes up in an interview. If
you research the company and are able to answer this
question fully it will highlight your interest and your
desire to work for this organisation. Plus the more you
know about the organisation, the better understanding
you will have of what to expect which will only increase
your confidence.

USE THE COMPANY WEBSITE
It’s rare for an organisation not to have all the
information that you need on their website. Use the
‘About Us’ page to get an overview of the business.
Take the time to learn about its history, it’s financial
position, who their competitors are, it’s products and
services. Find out where they have offices and
operations – is it one location, UK or global?
A Mission Statement can be useful to know as this
clearly defines what the business is aiming for. A lot of

business’s now have a section on their website which
often outlines the criteria they look for in terms of fit
into the company, allowing you to know what aspects of
your character that you should highlight. It would also
be useful to pick out positive statements or captions
that they say about themselves such as “We are the
longest established… in the UK” or “A market
leader…” or “Record profits for this financial year”
and be prepared to quote them.

SPEAK TO YOUR CONSULTANT
Your consultant will be a fountain of information
regarding the client. They may have been and met the
client at their premises which will give them an insight
into the culture of the workplace. They may have
recruited for the client on a number of occasions and be
able to give you details on what the client looks for in
interviews as well as detailed background information
about the role.
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FURTHER READING

DIGITAL DIRT

Research the business through search engines, press
cuttings and industry publications. Find out if the
company is privately owned or a PLC. If they are a
PLC; where are they listed? What is their share price?
What business classification do they come under? Is
it part of a larger group? If they are then who is the
holding group and what are the other subsidiaries?
Establish who their main competitors are.

Something to bear in mind. Social networking sites and
online searches are the latest way the employers are
able check up on prospective employees. A Career
Builder survey showed that 45% of employers use
social networking sites to research candidates. 35% of
those employers found content that caused them to
dismiss the candidate. Make sure to remove any photos,
content or links that can work against you in an
employer’s eyes.

YOUR CURRENT POSITION
Think about similarities between your existing employer
and your potential employer. This can include why you
will make an easy transition as well as what is different
and attracting you to this new opportunity. It is vital that
you are familiar with the job specification and have
dissected it. You need to know exactly what they are
looking for so that you are able highlight why you are
the right person for this position.

FINALLY
Make sure you know the exact time, date and location of
your interview. Be aware of the journey time, route and
where you can park if you are driving to the interview. It
is just as important make sure you have the interviewers
name and title noted.

The Interview…

THE INTERVIEW
Interviews are made up of a series of questions
where you get the chance to explain your
experiences, strengths, motivations and
weaknesses, many interviewers will use a core
group of questions aimed at getting you to do
exactly that. More than half of employers said
that not asking good questions cost candidates
a job offer. Therefore, ensure you have done your
homework on the organisation. Explore their
website, look at recent news articles that refer to
the business online and prepare answers to
questions that may come up. The more prepared
you are, the more the employer will take you
seriously.
Take time to look through the list of questions that are
typically asked. Give some thought to the answer you
would give, relative to yourself and your experience, and
incorporate our suggestions on how your response could
be phrased.
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Top 10 Typical Interview Questions
1. TELL ME ABOUT YOURSELF

4. WHAT DO YOU LIKE/DISLIKE ABOUT THE ROLE?

•

•

Be brief and concise, presenting a synopsis of what your
current role is, the skills that make you good at it and
what would make you attractive to the interviewer.

•

2. WHY DO YOU WANT TO WORK FOR US
•

Show you want to be part of this type of company,
underlining what it is about both the company and role
that attracts you. Combine these with your beliefs on how
you can make a definite contribution to the role and to
specific company goals.

3. WHAT COULD YOU BRING TO US/THE ROLE?
•

Relate past experiences that represent success in working
for your previous employer and highlight your track
record of providing creative, workable solutions. Select a
couple of positive personality traits to underline the
contribution you make. It is important to keep in mind the
job specification and be able to relate to that when
highlighting your experiences.

List a couple of attractive factors such as the responsibility
the post offers and the opportunity to work with
experienced people/teams.
Do not voice any concerns but do ask questions if you
need clarifications on something. Always leave the
interviewer with a positive impression and if there are any
concerns they can be addressed with your consultant.

5. WHAT DO YOU ENJOY ABOUT WHAT YOU DO/THE
FIELD YOU WORK IN?
•

This is your chance to explain what motivates you! Focus
on aspects of the role that you find interesting, what you
get the most pleasure out of and what you find most
rewarding. Being able to articulate these factors with
commitment and the right degree of passion for your
work can go a long way in impressing your interviewer.
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Top 10 Typical Interview Questions
6. WHAT ARE YOUR STRENGTHS AND WEAKNESSES?
•

•
•

Don’t pretend you haven’t got any weaknesses because
everyone has some. On the other hand, don’t do yourself
down, because you could be talking your way out of a
job. Discuss your weaknesses as though you have
recognised them and strive to overcome them.
You should have two or three examples of strengths and
should back them up with examples.
The interviewer is trying to ascertain if you are self aware
and willing to work on your weaknesses. E.g.
“organisation is not my strongest skill, however I now
diary date and prioritise everything I need to do on a
daily and weekly basis” or “I like to take control and be
involved in everything. I sometimes find it hard to
delegate but when I have the results have been positive”.

7. WHY ARE YOU LEAVING YOUR CURRENT ROLE?
•

Be positive. Focus on aspects such as the need to develop
yourself further, a desire to bring your skills to a new
environment, the opportunity for this new company has
for you etc.

8. GIVE AN EXAMPLE OF AN OBJECTIVE YOU HAVE BEEN
SET AND HOW YOU HAVE MET IT
•

Pick out a goal that you have achieved that would be
similar to one you may be asked to do in this role. Briefly
outline what it was, what made it challenging, how you
approached it, the positive responses you got and the
effect it had on the company.

9. GIVE ME AN EXAMPLE OF HOW YOU HAVE
CHALLENGED HOW “SOMETHING IS DONE”
•

Make sure that this is a positive answer. Explain what you
have changed, the process of change involved and how
the end result was better. Ensure you underline that is was
beneficial to the company and all those effected, and
point out that you won “buy-in” at every stage from
identifying scope for change through to execution.
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Top 10 Typical Interview Questions
10. WHY SHOULD YOU GET THIS JOB?
•

•

This question is trying to get you to give a ‘personal sales
pitch’. As there will probably be a number of other
candidates having interviews, this is your chance to
demonstrate why you want the job, and why you would
be a perfect fit for the company. Essentially, the company
is hiring for a reason (a brief summary of which can
usually be found in the job description). You need to
position yourself as the person to do this.
A good way of answering this question would be ‘From
what we’ve discussed so far, you’re looking to X (or,
‘having a problem with X’). In the past I have
demonstrated X, Y and Z (experience and your main
strengths), which have really helped my previous
employer’

AND FINALLY

Having thought through your answers to these, also
make sure you have a couple of questions to ask the
interviewer. You might want to enquire what they
enjoy about working for the company, or you could
reiterate your interest by asking what they thought of
you and what the next stage is.

Questions you
may like to ask…

QUESTIONS YOU MAY LIKE TO ASK
Where can I expect to
be if my performance
is good?

What is the logical
progression within the
position?

What are the future plans
for the company and the
department?

What, in your
opinion, are the
major reasons why
someone should join
this company?

What made
YOU join this
company?

What is the
atmosphere in the
office like?

What sort of
clients do you
work with?

Who would you consider
are your competitors?

Where is the company
heading in the next 5,
10, 20 years?

Can you tell me
more about the
day-to-day
responsibilities of
this job?

How has the
company
changed?

What do you look for
in a candidate?

What awards have the
company/team won?

What do you think
are the most
important qualities
for someone to
excel in this role?

What training is
provided?

Closing the
interview…
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How Are You Going To Close The Interview
Following an interview, more often than not,
you will be keen to find out what the client
thought and how you performed. Too many
times this can involve asking your consultant
who will contact the client to obtain their
feedback. This feedback will then be passed to
you and you may wish to respond. This
response can often be too little too late as the
client may have already made a decision or
established their opinion.

It is essential that you find out before you leave,
whether or not you answered all of the
interviewers questions, and whether there are
any concerns or reservations about your
suitability that you need to discuss. This is your
chance to overcome any misunderstandings or
offer further information to support your
application. If the client has a reservation then
you are the best person qualified to overcome
this. If you don’t ask you wont know what the
client is thinking. If there are no reservations,
then you can be more confident of a positive
outcome and progressing to the next stage.
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How Are You Going To Close The Interview
•

Have I answered all of your questions in the detail
you needed?

•

What reservations, if any, do you have about taking
me to the next stage?

•

Thank you very much for taking the time to meet with
me, it was great to learn more about the opportunity
and the business. Is there any reason why you feel I
wouldn’t be suitable for this role? If you do, I would
like the opportunity to address them

•

How do I compare to the others?

•

What, if anything has been discussed today that you
aren’t happy with?

•

If I was the last person that you interviewed for this
position, would you take me to the next stage?

Hopefully this guide will
provide you with some
valuable pointers and
reminders in how to prepare
yourself for interview.
Make sure you enjoy the
interview and we wish you
the best of luck.

