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Abenefit2u have put together the following document which provides guidance prior to an interview. For many people, attending interviews will only happen once every couple of years and a few helpful reminders can make the difference between approaching the interview with confidence or with a feeling of trepidation.

If you have any concerns before an interview, please do not hesitate to contact an Abenefit2u consultant on 0207 243 3201.

Interviews are just like exams and require advance preparation.  If you do not prepare, you may find yourself sat there on the day not knowing all the answers and not giving your best.  Whilst with some exams you may be able re-sit the paper, you will only have one chance to get the interview right.
With junior positions there may only be one interview, with senior posts there may be two or three interviews or even a lunch/dinner/drinks with the team at the final stages; but unless you are thoroughly prepared for the first interview, you will lose out on the chance to shine at the subsequent stages.

Remind yourself that no matter what happens during the meeting, it is a great achievement to be invited to interview; so enjoy the experience and remember to smile.  

The employer has asked to meet with you and is excited at the prospect of meeting a potential new employee, share in their excitement that you are about to meet your potential new employer.

If you ‘look the part’ you will ‘feel the part’, outer confidence giving you inner confidence!

With a written exam no one will care what you wear, you can turn up as scruffy or tidy as you like and it will not affect your performance.  However, when you attend an interview, people will be making judgements about you from the second you set foot within their organisation.
More and more companies are moving to casual attire or have a dress down day once a week, some even allow jeans on a Friday; but when attending interviews you should always dress ‘business smart’.  You only get one chance to make an impression and you want that impression to be one of an employee who is immaculately dressed and takes pride in their personal appearance.

	Some do’s and don’ts to wear/take on interview

	Smart Suit
	- reserved colours e.g. black, blue, grey, etc.

	Ironed Shirt
	- reserved colours e.g. white, pale blue/pink/yellow, etc.

	Smart, clean and comfortable shoes
	- if your feet hurt, your focus will be drawn elsewhere

	Smart handbag or briefcase
	- not plastic or fashion bags

	Minimum makeup & jewellery


	

	
	

	Remember to pack...

	· If it is a hot day, don’t forget the deodorant.

	· If you are a smoker, put some perfume/aftershave or clothes freshener in your bag to spray prior to interview.  It is still advisable not to smoke immediately before an interview.



Abenefit2u will provide every employee going for interview with a job information pack.

Each job information pack contains (subject to client providing this information):

· Job description

· Person specification 

· Salary

· Benefit package

· Introduction -  to provide a brief overview of company

· Website address - to provide an in-depth view of company

· Map, directions, methods of travel available

· Interview procedure/tests/assessments

· Recruitment time line (including final interview to official offer time line)  

Use this information to ensure you have every aspect of your forthcoming interview planned out.
Make time to plan, read, prepare 

· plan journey 
· plan interview attire
· read job and person specification
· read employer’s website
· read employer’s interview procedure
· prepare for potential questions the employer may ask you
· prepare questions to ask at the end of the interview, about the company as a whole, the department or the job itself

Abenefit2u provide every employee with an interview confirmation.

When interview confirmation arrives:
· Check the date and time of the interview are correct
· Set a reminder on your telephone/blackberry, personal organiser/laptop/pc the week, day before and day of interview 

If your forget or turn up at the wrong time for your interview you may not be able to re-schedule
· Check the location of the employer; check how you will reach the venue
· Have you planned what you are going to wear?
· Does your confirmation state whether you need to take anything with you?
E.g. References, Birth Certificate, Passport
· Check the name and title of the person interviewing you
· Who else is interviewing you?  What is their function?
· What is the interview format?  If competency based, have you thought of some example answers?
· Will there be tests and can you prepare for these?


Abenefit2u provide a map within the job information pack, stating all the nearest modes of transport to reach the employer’s location.  We hope that these will assist you in organising travel arrangements from your home residence to the interview venue.
Abenefit2u recommend that you investigate how you will reach your interview the day that your interview confirmation arrives.  This should leave you plenty of time to contact us if you have any last minute questions or details that we need to confirm with the employer.  Always bear in mind that locations that look near on a map may not have a direct rail link and therefore journey times may be in excess of what you had originally expected.  You may wish to conduct a ‘test run’ before the interview and if the journey does prove too far, withdraw from the interview.  Attending an interview at a locality that you will not be able to travel to on a daily basis is not a constructive use of your time or the employer’s time.

On the day, allow plenty of time to find the venue.  Allow for potential delays on public transport. Arriving late will mean you are unsettled and flustered instead of calm and relaxed, affecting your overall performance.  It is far better to be early than late.  Once you have located the office, if you are early you can find a local café/bar (of the non alcoholic variety!) and gather your thoughts/read over the job description and person specification, or consider any questions that you may be asked or that you can ask the employer.
If you are impaired by health for any reason e.g. visual, hearing, mobility, please advise Abenefit2u prior to the interview.  We can advise the client on your behalf of reasonable adjustments required. 


Abenefit2u will provide you with the time of the interview and expected duration.  We also recommend that you block out additional time in your diary in case the interview commences late or overruns.
If a client is holding a full day of back to back interviews as the day progresses it is quite possible that one interview may overrun and the employer may fall behind schedule, seeing you later than planned.  Often, although a client states a duration of one hour, when there is rapport between employer and employee time may overrun for all the right reasons.  When you are interviewing successfully the last thing you want to do is to excuse yourself for another meeting.

When undertaking tests allow time to get there early and read the test paper, not just time to sit the test e.g. if a test lasts 45 minutes, allow yourself 60 minutes in your diary and get there at least 15 minutes early.


Know who you are meeting and their job title/s.  Memorise the names and use them throughout the interview.  It is unusual that someone will introduce themselves as Mr Smith as opposed to David Smith; if they do, they are indicating how they prefer to be addressed.  If they shorten their name when introducing themselves e.g. as Dave Smith and the interview confirmation says David Smith, ask them which they prefer to be called.  They will respect your good manners and courtesy.

If you are meeting more than one person make sure that you understand each person’s function during the interview process.  When that person is addressing you, look directly at them and answer directly to them.  If there are people in the room taking notes or not participating do try to look over and smile at them occasionally, good opportunities to do this are when a humorous comment has been made either by you or the interviewer.

Abenefit2u understands that different religions may restrict some forms of business etiquette. 

Please advise us of these upon registration or prior to interview and we can advise the employer in advance.


Whilst you are sitting waiting to be collected from reception make an effort to chat to the receptionist or security guard.  Ask them all about the company and their career history with the organisation.  Not only will you learn a little more about your potential new employer but if the interviewer asks reception for feedback on candidates, your report is likely to be more favourable.  Little things go a long way in life and yet take so little effort.


When you are collected from reception and taken to the interview room, no matter who it is who greets you, it is always nice to be able to make ‘small talk’ e.g. you may be asked “how was your journey?”, “did you find the building easily?”, but if not asked, then initiate the conversation e.g. “I cannot believe how close to the station you are, such an easy commute”, “what a fabulous setting for your offices, it must be beautiful in the summer”, “your website did not say exact numbers, how many people are there in this building?”.  

However, silence should not feel awkward and it is not necessary to be talking at all times.  It is better to say nothing than to ask unnecessary or meaningless questions.

Abenefit2u recommend that if you are offered a drink, you accept it.  Talking for a long duration of time can cause your mouth to become dry and this may affect your speech or cause coughing.  Stopping to take a sip of your drink also provides you with a few seconds to pause before giving an answer you need time to think about. 

Take a note pad and pen to the interview.  List the questions you would like to ask at the end of the interview here, and demonstrate to the employer that you have prepared for the interview and are keen to learn more about the organisation.  Use the note pad to take note of any interesting facts the employer gives you.  Show that you are writing down what they have said and are going to investigate further.
Depending on the role that you are applying to, you may also like to take along examples of your work for the employer to see.  For example, if you were responsible for writing and/or designing the scheme literature or photographs of the road show you organised.

Just like a model takes along a portfolio of their photographs to a prospective employer, you might like to put together a folder which contains a portfolio of the work you have achieved.

If you have achieved awards for your work, make sure that you mention this and include examples of your award-winning work in your portfolio.


	Questions

	DO
	DON’T

	Speak clearly and concisely.
	Ramble or go off on a tangent.

	Pause before an answer, if you need to.
	Feel you have to rush into an answer.

	Listen carefully to each question and what the employer is asking you.
	Lose focus and end up misinterpreting what you have been asked.

	Ask the employer to explain more clearly or elaborate if you do not understand a question.
	Try and answer when you do not understand what they are asking, you may end up giving an inappropriate answer.

	Ask the employer to repeat a question, if you are not sure you heard it correctly.
	Sit there and panic because you did not hear or understand the question the first time.

	Provide full and comprehensive answers, giving examples where appropriate.
	Restrict yourself to yes/no answers.

	Be honest.  Tell them if you do not know the answer.
	Worry if you cannot answer every question, they will appreciate your honesty.

	Be honest, do not say anything that is not true.
	Lie or get too ‘creative’ with your answers, details can and will be checked.  Exaggerating your level of experience unrealistically will not benefit your career and will lead to further complications if you are offered the position.

	Give positive answers, such as ‘I will...’
	Give negative answers, such as ‘I might...’

	Body Language

	DO
	DON’T

	Sit comfortably in your chair, ideally sit slightly forward to indicate interest and alertness.
	Slouch, this will suggest you are not taking the interview seriously.

	Be aware of nervous habits and control them during the interview.
	Show nervous habits, such as playing with your hair, fiddling with a piece of jewellery.

	Keep your hands still when speaking.
	Use closed body language e.g. folded arms.

	Maintain a good level of eye contact with the person asking you questions.
	Stare intensely at the interviewer, the floor, your hands or keep averting your gaze. 

	When there are multiple interviewers hosting an interview look at the person asking the question, but when answering endeavour to glance at all parties.
	Ignore everyone except the person asking the question; you want them to feel included in your answer too.

	Allow extra time for the interview so you do not have to worry about checking your watch.
	Look at your watch, even if you are concerned about time or are anxious that the interview has overrun.



An interview is an employee’s opportunity to demonstrate to a potential new employer all those things a CV cannot.

Allocate time during the weekend preceding the interview, or an evening a few days before the day of interview, to take time to sit down and read the job description and person specification to make sure you fully understand the job that you are applying to and what the employer is looking for. 

How do you meet their requirements?  When answering think what you need to be able to do within the role and then provide examples of where you have done this within a professional capacity, or why you are capable of doing so.

Answer with enthusiasm; make sure the employer can feel your passion.  If you have vision discuss the future, don’t be afraid to present ideas you have or ask about theirs.  

Flattery is a good way to build rapport and relax the tone of the conversation.  If you are at an award-winning company or speaking to an award-winning employee ask them more about this, but within reason, remember you are being interviewed not the employer.
The employer will be evaluating an employee, assessing not just skills and experience, but personality and disposition, aspirations and career goals and whether you are the right fit for the opportunity available, the organisation and company ethos.

An interview is your chance to stand out from the rest and leave a lasting impression.



Revise potential questions you may be asked prior to the interview. 

Have a list of prepared answers but try not to learn them off by heart or your responses may sound staged.
Be prepared for questions that ask you to talk about not only your strengths but also your weaknesses, the negatives, as well as positives.
Abenefit2u offer a list of ‘common interview questions’.  Print these off and hand them to your partner, friend or colleague to ask you.  You might feel silly at first, but you will be very glad you rehearsed the answers when you are asked them again in an interview.  Ask your pretend employer to give you honest feedback about every aspect of your interview technique, from answer content to body language.
Common interview questions

Past/current employer

Be positive and complementary about past employers (no matter what you really feel).

· Why do you want to leave your current employer?

· Why did you leave XYZ employer? 

· What do you like/dislike about your present/last job/employer?

· Have you been looking long?

New Employer

· Why are you applying to this position?

· Why do you want to join our organisation?

· What other positions have you applied for?

Experience

· Why should we employ you?

· Why would you be right for this position?

· Your resume states you have experience of XYZ.  Where have you gained these skills?

· What have been your most successful achievements and why? 

E.g. Perfect solutions to tough challenges

· What is the most challenging situation you have ever had to face?  How did you cope?

Aspirations

· What are you short and long-term career goals?

· What are your career aspirations?

· Where would you like to be in 2, 5, 10 years time?

· What are your strengths/weaknesses?

…and one of the most common interview questions…

· Tell me all about yourself

Note: this is a very open question.  You could say very little or talk for hours dependant on the type of person that you are, but think back to the role you are applying to and focus your answer around demonstrating your skills and experience required to undertake the job and how your personality and aspirations can be of value to a company like theirs.


This is your chance to demonstrate that you have undertaken background investigation work on the company and position, and properly prepared for the interview.

If not a list, do have at least one or two good questions to ask the employer at the end of your interview.  

If the employer has answered 90%, or even 100%, of these during the course of the interview then get your list out, look down the list and tell the client “I do have a list of questions but you have answered these during the course of our discussion.”
If you prepare in advance, it is surprising just how many questions you can come up with and you only need to ask a couple to demonstrate your interest.  You should divide your questions into three lists:
· Questions on the job

· Questions on the company/department
· Questions on the interviewer

Try and prepare at least three for each list, ideally five, and then you will always have something to ask at the end of the interview.  Even if questions on the job/company are answered throughout the interview or with company literature/on their website, questions about the interviewer themselves are a nice way to end the interview and unlikely to have already been covered.

Employee end of interview question suggestions

The Job

· Internal/external training facilities

· Day-to-day duties and responsibilities

· If you have already discussed plans for the first six months, ask what is expected for the following six months/year.

· Career progression, progress of people in the company at present.

· How will targets will assessed/appraised

The Company/Department

· Background (if this is on their website, you can refer to what you have learnt already and probe deeper – be careful not to ask obvious questions, which you should have researched)

· Plans for the future and expansion
· Culture and personalities within the team

· How are they different from competitors and what is their market presence

· How is the team/department/company structured, what parts of the company will you interact with?

· How long have staff been with the company/staff turnover?
The Interviewer

· What attracted them to the company?

· How long have they been with the company and how has their career progressed in this time?  What do they find different/better than previous companies they have worked for?

· If they are a manager, how do they motivate and manage the team?
Be careful not to ask obvious questions already covered in the interview or by their website.  By all means refer to an earlier conversation or company literature to probe deeper and find out more, this will demonstrate that you have been paying attention to what they have been saying.
Try and appear eager, but also relaxed, when asking questions.  Do not turn it into an interrogation; you want this part of the interview to be a friendly and comfortable discussion so that when you leave, it is with a lasting positive impression.


Abenefit2u will be aware of your salary and benefit requirements and have advised the employer prior to interview.
Do not approach this subject with them; your consultancy will act as intermediary at offer stage.

It is politer to discuss your financial requirements at final interview or offer stage, but if an employer asks you about your current or future remuneration it is acceptable to answer.  You want the employer to learn about your career motivations, and why you would like to work for them, not to end the interview discussing your financial motivations.

When the employer indicates that the interview is drawing to a close, if you are keen to be considered for the post make sure that you impart this enthusiasm prior to leaving.

Extend your hand, giving the employer a firm hand shake.  Advise them you have thoroughly enjoyed meeting them and hearing about the role and would very much like to be considered.    

· “It has been a pleasure to meet with you today.  The role sounds even more exciting and challenging than I had imagined and is just what I am looking for.  I look forward to hearing from you via Abenefit2u”

· “Thank you for taking the time to see me today; I have thoroughly enjoyed our meeting.  I am extremely interested in the position and look forward to hearing from you again via Abenefit2u”

· “This is a superb opportunity, I am very keen.  Thank you for your time today and I very much look forward to hearing your feedback via Abenefit2u”


Abenefit2u keep a computerised record of every interview each candidate attends and the employee and employer interview feedback.
If you are not successful on this occasion, disappointing as it may be, there will always be value gained from attending, new lessons learned and experience to utilise at your next interview.

When you attend a future interview Abenefit2u can discuss past interview feedback and work with you, offering advice and coaching to help you improve any areas that affected the client’s final decision at previous interviews.

Abenefit2u enjoy helping employees in their career development and are happy to offer you help and guidance in any area we can, as many times as you require.  
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