[image: image1.png]



Pre Interview Check list

This guide is to give you an outline of the areas that you should consider prior to attending an interview. From research and presentation to questions these are all key areas that will get you the job – your CV’s got you this far, now you need to sell yourself and convince the company you are the person that they need for the role! 

The Company

· Research the company, what it does, size and overall structure, markets that they operate in and direct competitors

· Make sure you know what the role is that you are attending the interview for, read and re-read the job spec and think about how your skills and experiences fit this position and what makes you ideal as a person for the position within the organisation

· If working with an agency ensure that you get as many details from them in regards to the company and any internal information on it – i.e. how the role has come about, what the company is like, etc

Strengths & Weaknesses:

This question is usually asked either directly or incorporated into a competency based question. Be factual and honest about your strengths and weaknesses. Pick 2/3 for each area and keep any explanation on the areas brief. Show that you recognise your weaknesses and that you are striving to improve them.

Try and match your strengths and weakness to the role in question, i.e. if you are applying for a sales role strengths might include – Excellent Negotiation, Persuasion and Listening skills. 

Strengths

Think about what you are generally good at, your strengths, and incorporate this into the interview - you may get asked this as a direct question. Don’t be shy; you are there to get the role in question so illustrate how your best skills fit this position.

Example:

Good communicating/listening skills – ideal for a role that would require this such as mentor/coach/advisor or sales.

Weaknesses

Think about areas that you know you could improve in; turn these into a positive through example. Always acknowledge areas that you know you could improve in within your current given role.

Example:

Taking time to think about a situation/action – sometimes this is the appropriate action for a situation or the problem will resolve itself.

Competency Based Questions

Competencies vary from role to role but certain key areas i.e. teamwork, leadership, planning and organisation, communication, commercial awareness and problem solving are always raised either directly or indirectly. The key is to know your CV and previous roles and think in advance where you can demonstrate these key abilities.
Your Questions!! 

Make sure that you have questions about the company for the interview– make sure that you are/come across as generally interested in the role and organisation. 

Remember you will only know the basics about an organisation in an interview; you’ve not worked for them before so find out as much as possible at this stage, from technical skills required to IT systems they use. 

Keep in mind that quite often you will cover a lot of the questions that you might have listed during the course of the interview. Highlight this with the interviewers if that is the case either at the time or at the end of the interview but try and ensure that you have something to ask at the end. Write down a list of questions and take these in with you, it will show that you are organised and have clearly given thought to the role and are interested in it. 

Useful questions to think about can include:

· Address the core day to day tasks required

· Key purpose of the role

· IT systems / key packages used

· Scope for increasing/expanding role

· Training or induction given 

· Levels of interaction with other departments, or with clients/suppliers?
· Size and make up of a team (if working in a team environment)

Always ask an interviewer to clarify a question if you are unsure – this shows listening and understanding skills and also allows you to get a better idea of what they are actually asking. It will also give you a little more time to think of a relevant answer. 

Pre-Interview Preparation

Make sure that you get a good night’s sleep and have your interview attire ready  – i.e. suit, jacket, blouse/shirt, clean and polished shoes. Most importantly ensure what you wear is smart, but comfortable.

Ensure you know who you are meeting and how you are getting to and from the location.

