Go Partnership Ltd  - Interview Preparation

Objectives

The purpose of an interview is for the company to demonstrate to you that they are a good company to work for.  It is also your chance to show the interviewer(s) that you have the right skillset, attitude and personality to join their company and be successful.  

We have put together some top tips to help you represent yourself as well as possible during the interview - and get the most out of it.

Preparation
Always be fully prepared.  Your GO consultant will help you as much as possible and give you in advance all the relevant information regarding job specification, time, place (with map or directions) and format of the interview., the names and roles of the interviewers – and any relevant details.

It is up to you to research the company’s business.  We recommend you spend some time on the Internet looking at the company overview, financial status/funding, corporate goals/strategies, product range, demos, case studies, white papers, market focus and geographical spread.  It also shows good form if you can find out something about their competition – even if only in name.  Ask your network of friends and associates what they know about the company.  

It is fundamental that you are on time and well presented.  Pay close attention to your personal hygiene.  Wear a clean suit and shirt unless otherwise specified.  Make sure your shoes are clean 

Plan your route and journey times.  If necessary do a dry run so you can familiarise yourself with the route and timing.  Aim to arrive 10 minutes early. 

The Interview itself

One of the keys to successful interviewing is to be calm and confident.  Practice answering questions in the mirror – go through mock interviews with people you know.  Being nervous is natural, being prepared will help you control this.  There should be nothing at the interview that you are not prepared for or don’t know.  You must show you know your CV thoroughly, particularly what you have done, what you can do and how your skills match the role.  Showing that you have taken the initiative to find out about their company and the competition is extremely advantageous.

Listen carefully to your interviewer's questions, think where these questions might be leading. If the question is unclear or very broad ask them to clarify the question.  Make your answers relevant to the question.  Expand on your answer if necessary but do not “waffle”.  Clarify what they want, quantify that you have answered the question to their satisfaction and stop. 
Make notes whilst interviewing – the interviewers will be!  It is good practice to put these notes into an interview document for interview debriefing and as a reminder for future interviews.

· Presentations
Make sure you have your presentation well prepared in advance and that it is interesting.  Practice cannot be stressed enough, practice as often as possible so that it comes naturally. Throughout your presentation you must be involved with your audience.  Be sensitive that they are listening and are interested.  Keep them involved by asking them questions, feedback, their own examples etc

· Problem areas
If you are unsure how to answer a question: ask what in particular they are interested in.  If you think you’ve been talking for too long, stop, and ask if you have said enough or if there is 

anything else they are interested in.  Technical shortcomings may not necessarily be “showstoppers”.  If there are technical questions that you cannot answer, refocus the question by asking how relevant this is.  It may be a “nice to have”, or it is an area they are expanding into and offer training on. Their response will give you a better understanding of the composition of the role; furthermore it is an opportunity to highlight your strengths against your shortcomings.
· Questions to ask
Use this opportunity wisely.  Your research into the company (and the competition) should give you a good basis on which to set your questions.  Standard areas of questioning are about the team, departmental positioning, future of the company/industry – the competition, future products/services, opportunities within the role/company, benefits/salary, performance, goals and targets, commission structures.  Look to the press for recent announcements that you can ask about.  Ask about performance assessments, monetary and utilisation targets, goals and objectives. Find out how long your interviewer has been there, why they have stayed, what they like about the company, etc

Write down your questions in advance in a notebook and take it to the interview with you. Refer to your notebook.  This will prevent you going blank – and demonstrates that you have done your preparation.  Listen to and remember the answers – write them down.  

Ask them about the criteria for their selection process.  Other people?  How do you compare?  How/on what will their decision be based?  Your suitability?  These questions will bring you nicely to the close.

· Closing the interview
However awkward it feels you must always “close” the interview.  It is important to show that you are keen on the role and that you want to know if they will progress to another interview or make an offer. Do not be satisfied with a “we are seeing more people,” “we will be in contact….”   Rephrase the question; keep asking until you have a proper answer.  Ask if they are happy with you. Ask if they have any reservations regarding your suitability…if so what are they!  Again, insist on a proper answer.  If anything negative comes up it will be your only opportunity to defend or strengthen your position – how you manage this could turn a NO into a YES.   

Key points

Showing that you are keen and enthusiastic and have made an effort to demonstrate your  interest and suitability in the company will make you successful every time your interview! 

Beware: Being too calm and confident can be construed as arrogance.  Being too laid back can be thought of as laziness.  Interviewing is fun and it becomes easy when you’re prepared and know what you are doing and what to look after.  It is a careful balancing act to show you are:

· Professional – smart presentable, knowledgeable, intuitive

· Hardworking  - efficient, able to cope with pressure, people, deadlines

· Knowledgeable –  know your technology, know your business, know your role  

· Reliable and easy to work with –  time management, calm in chaos, sense of humour

· A good person – sound character, personality, flexible attitude 

· And of course keen to work for their company.  

After the interview

Thank your interviewer for their time and tell them you have enjoyed yourself on the way out. 

Telephone your GO consultant ASAP after the interview while everything is fresh in your mind.  Write up your notes – to clarify what you have learnt, found out, things to research etc and it will give you an excellent basis to prepare for your second interview or accept the offer for a new job.

Good luck!
