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Chapter 1 - Introduction 

  

Your CV has got you the interview. What are you going to do now? 

There are a hundred and one things that rush around in your head when you are faced 

with your first serious job interview. 

What are you going to wear? This is often a big question, particularly if you have been 
wearing ‘student clothes’ for the last 3 or 4 years. 

How are you going to greet the interviewer? We don’t get much practice in shaking 
hands these days. 

What if there is a panel of interviewers? Who do you look at when all those faces are 
looking at you? 

Then there’s the dreaded question asked so innocently but from which there is no escape 
- “Tell me a little bit about yourself.”  

Do you start with that time when you fell off the swing, cut your leg and spent 3 hours in 

Accident and Emergency waiting to be stitched up? Probably not! 

How about when, in your first term at Uni reading Music and Drama you wrote this 

brilliant essay on Strindberg and then discovered that whilst you had written about 

Henrik Strindberg (composer) the subject of the essay should have been August 

Strindberg (playwright) and you had to work all night just to meet the deadline. 

Admitting such mistakes so early in the interview? – Not a good idea. 

The point is, “Tell me about yourself” is a classic warm-up question and an easy question 

to answer once you know how. I will show you how to answer both this question and a 
lot more beside.  

 How to answer the Top 15 questions asked by interviewers 

 How to prepare for an interview 

 How to create the right impression 

I will also show you: 

 What to take with you into the interview 

 What you must do during the interview 

 What you must NOT do in the interview 

You need to give yourself the best chance of getting the job you want. With my 

extensive background in HR, Headhunting and coaching I am able to help you present 

yourself at interview in the best possible manner. This will give you the confidence to win 
at interview.  

  



 
 
 

Chapter 2 - Let's Start at the Beginning 

  

The purpose of this e-book is to help you achieve your ambitions and enjoy a satisfying 

career by showing you how to deal with one of the major hurdles in your path - the job 

interview. The e-book contains examples of questions and answers that will help you not 
just in your first graduate job but also as your career develops.  

Many people are not skilled in presenting themselves in a manner that satisfies or 

impresses the interviewer and as a result they don’t always get the jobs that they should 
even though they may be well qualified.  

Given the choice between two equally well qualified candidates, the employer will choose 

based on ‘personal chemistry’ and select the person with whom she feels she could work. 

To give yourself the best chance of the job you want, you need to be able to present 
yourself at an interview in the most favourable way that you can.  

I will help you get a new or better job by showing you how to present yourself in the 
best possible way at interviews.  

 

 

Chapter 3 - The Power of the Interview 

  

Whilst this e-book will provide you with what you need to get the job you want, it will 

not work miracles. If you are a newly graduated Fine Arts student it can’t make you 

Chief Executive of Channel 4. What it will do is help you to show yourself to potential 
employers in the best way that you can. 

An interview by itself is not the best or necessarily the fairest way to make an 

appointment, which is why psychometric tests and assessment centres are now being 

used by major companies and organisations to provide more data.  

However, many businesses do still rely on the interview alone, and it is vital that you 

know how to handle it. (For information on how to win at Competency Based Interviews 

which are increasingly being used by major businesses see the Graduate Interview 
Coach Web site). 
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Chapter 4 - Build on Your Success 

  

First of all, remember that getting the job interview is itself a success; competition is 

often fierce and you may have had to fight off a hundred or more applicants to get seen. 

Therefore when you attend the interview you have every reason to feel positive – and 
your feelings matter.  

Have you noticed that when you feel good then good things seem to happen and when 

you feel bad your reality seems to match your feelings? 

So you have to leave the gremlins behind. You know the ones: “I’m too well 

qualified/not well qualified enough; I shouldn’t have worn this skirt/these heels; this tie 

is too dull/too ‘Hawaii’; I have too much make-up/look like a ghost; I will talk too 
much/not enough etc., etc. 

The thing is, that unless you are a third world dictator (and if you are you don’t do job 

interviews) you are likely to have a few self doubts from time to time. What you have to 

do is to lock them away during the interview. As on a first date, an interview is just not 
the time to share any negative feelings you may have. 

 

 

Chapter 5 - Your CV is the Key 

  

Your CV is the key that will have unlocked the door to the interview. Your CV will have 
shown sufficient achievements for the employer to think that you are a good candidate.  

So keep at the front of your mind that you got the interview because the interviewer 

thinks you can do the job on offer. The employer is not in the business of interviewing 

people to give them practice or to pass a few hours on an otherwise dull day at the 

office.  

Most applicants are not seen at all and most short-lists have only five or six interviewees 

(Assessment Centres rarely more than ten participants) so your chances are pretty good. 

Just remember how many applicants there were for each place on your degree course. 
You were successful then and you can be successful now. 

So what was it in your CV that made you attractive to the interviewer? Identify the key 

factors and then plan to build your interview answers around them. Research shows 

that, on their own, interviews are not strong predictors of job success and remember it 

is job success that the interviewer is seeking. Therefore your answers need to focus on 
linking your achievements to the job ‘deliverables’. 

  



 
 
 

Chapter 6 - You Are in Control 

  

Of course you must be honest in your answers but with forethought you can plan and 

rehearse your answers so that they are positive and well presented. If at any time you 

have been asked to make a presentation you will know that for each minute of 
presentation you need at least ten minutes rehearsal.  

Do the same with potential interview questions; use the privacy of the bathroom mirror 

to see how you look answering the questions. Confident is good, glib is bad. It’s like 
when applying make-up, you need to work hard to achieve the ‘natural look’. 

Not all managers have been trained in interviewing skills; this is particularly the case 

with line managers. This provides you with an opportunity to help the interviewer gain 

the information you wish to give about yourself. Notice here the word “help.” Even the 

most inept interviewer will resent it if you start to control the interview in an obvious 
way. Interviewers like to feel in control even when they are not. 

When you have had the chance to read, understand and practise based on the material 

in this e-book you will be able to face any interview with confidence. You will know more 

about interviewing than most interviewers and be able to enjoy interviews with 

professionals. You will even be able to assist the less competent interviewer and help 
them feel good about their, and hence your, abilities. 

Will the interviewer mind your being so skilled? No, it will be a pleasure for them to 

interview someone who is well prepared and confident. Put this into a sporting context; if 

you are good at tennis or squash would you rather play with someone who is equally 

good or with an inept beginner?  As the interviewee you are in total control of the 

information that you give about yourself. Whilst it is the interviewer who asks most of 
the questions you are the one who supplies the answers. 

The traditional, professional interviewer is trained to ask ‘open questions’ such as: 

“Tell me about yourself” 

“Why did you choose XXXX University?” 

“What attracted you to apply for this role?” 

Now, each of these questions can be responded to in a variety of ways depending on 

what you decide to say. Later on we will be showing you the types of open questions you 
are most likely to be asked and how to tackle them. 

  



 
 
 

Chapter 7 - Put Yourself in the Interviewer's Chair 

  

You can start to do some preparation yourself; look at your application from the 
interviewer’s point of view.  

What questions would you ask someone who presented for 

interview with your CV?  

What would you expect them to know about your 

company/organisation?  

What research would you have expected them to do before 

arriving for interview? 

What might your concerns be if you were considering offering 

them the position? 

If you prepare for the interview in this way you can have answers ready when the 

questions are asked for real. But remember to tell the truth. 

Beware The Follow-Up Question  

Interviewers will cover topics in both breadth and depth. If you glibly comment on the 

company’s P/E ratio then be prepared to explain what a P/E ratio is, how it is used by 

analysts, how the company’s P/E compares with competitors in the sector and what 
other measures are useful for analysing performance etc. 

Similarly, if you comment on matters reported in the company’s annual report, be 

prepared to answer questions. The interviewer is not trying to catch you out but is trying 
to decide if you have a genuine interest in the business. 

 

 

Chapter 8 - Interview Preparation 

  

Overview  

1. Practise 

2. What to do immediately before the Interview  

 

The way in which you perform at interview and the manner in which you would do the 

job are assumed by most employers to be related subjects.  A slipshod, half-hearted 

interview is taken as a warning that you might do a slipshod, half-hearted job, were they 

foolish enough to hire you. Therefore, prepare thoroughly for each interview and make 
sure that you know a lot about the business before you walk in. 



 
 
 

If you compare an interview to an exam, it would be very unwise to attend without your 

having prepared yourself. Job offers are won or lost on the preparation you make 

for the interview. 

Remember, the employer will have spent time preparing a Job Description and a Person 

Specification, considering the Reward Package, the Induction Package and any essential 

Training. Some organisations will have invested in training their people to manage the 
recruitment process. 

So, if you turn up without preparation the imbalance of knowledge and skills will be too 

great for you to overcome. Someone else will get the job offer you want. 

1. Practise! 

So how can you ensure a ‘level playing-field’ for your interview?  

Before you go to job interviews you should practise until you are so used to talking with 
people about mutual interests that interviewing has lost any potential terrors for you. 

If you have several organisations to attend for interview, try to save the interview you 

care the most about until last so that if there are any mistakes they are made at 

interviews you don’t care about as much. 

2. What to do immediately before the Interview 

Arrive early (about 30 minutes). Always give yourself a time buffer against unforeseen 

eventualities such as transport delays, etc. If you arrive late you may find your interview 

time is shortened so that the interviewers can keep to their timetable. Also, your 

lateness is likely to score against you; it may reflect on your motivation, planning or self 
management. 

Arriving early provides the practical opportunity to use the facilities and to do a final 

‘how do I look?’ check. Remember, you want to create the right first impression. It also 

provides an opportunity to read any company literature that is available in the waiting 

area and to scan the company notice board. The longer you stay in the building the more 
you will be able to relax and soak up the atmosphere. 

Aim to let go of any anxiousness before the interview. Anxiety can affect hand and eye 

coordination; cups can rattle in saucers and biscuits can make you choke, so don’t make 

it difficult for yourself. A colleague of mine learned early on in his career not to accept 

any offer of a drink or a biscuit during the interview after he managed to spill a cup of 

coffee on both himself and the office carpet. It didn’t help his confidence for the rest of 
the interview either.  

The building will be a non-smoking environment, so get any ‘nicotine fix’ you need 

before entering the building. 

If you are in open plan offices look around and see what is happening; you will be able 
to get more information about the organisation’s culture and style. 

If you are early and the previous candidate did not show up you may have the 
advantage of an extended interview. 

 



 
 
 

Chapter 9 - Making the Right Impression 

 Overview  

1. What to Wear 

2. Take a Seat  

3. What to take with you into the Interview 

 

Research has shown that when we meet someone for the first time a very powerful first 

impression is created. This ‘halo effect’ is what interviewers, particularly line managers, 

remember most. So you need to use this first impression to your advantage in the 
interview. 

Interviewers often make up their minds very early on. Here’s a true example; a Sales 

Director in a large organisation (FTSE 250) was interviewing for a Trainee Salesperson. 

The Sales Director watched as the candidates walked from the door to his desk. Did the 

candidates smile and make eye contact? If they did not he merely thanked them for 

coming, regretted that they weren’t suitable, and asked them to collect their travel 
expenses from his secretary on the way out.  

This may seem bizarre but the Sales Director explained to me that he needed people 

who had exceptional inter-personal skills and experience had taught him that people who 
smiled and made eye contact were more likely to relate easily to others. 

When you walk into the room, do so with your shoulders back and your head up. Smile, 

look the interviewer in the eye and look approachable. People who do not look the 

interviewer in the eye are perceived to be less confident and you don’t want to be judged 

as lacking confidence. If, even after practice, you still have difficulty then focus on the 

interviewer’s ear; if they are more than a metre away they won’t be able to tell the 
difference. 

Don’t slouch and don’t ‘hug the wall’ as you walk in. It’s a good idea to practise shaking 

hands whilst looking someone in the eye as in today’s informal society business 

meetings are often the only time that shaking hands happens. Remember ‘bone 
crushing’ and ‘wet fish’ handshakes are out! 

  

1. What to Wear 

What to wear need not be a challenge. Check out the clothes culture of the organisation 

to which you are applying. What is the style of dress? If it’s not practicable to visit the 

firm, say at lunchtime, to see what everyone is wearing then check out their website or 

phone the department you are applying to. A secretary or anyone else you can speak to 
will invariably help you. If in doubt, here is the fall-back position. 

If you are female wear a blouse and a suit and a heeled shoe. Whilst darker colours are 

perceived as more powerful than lighter colours don’t wear heavy black unless you are 
being interviewed by an undertaker. Don’t overdo the jewellery! 



 
 
 

If you are male wear a lounge suit (deep-blue with a light pinstripe works well), a white 

cotton shirt (pressed), a tie (not ‘footballers fashion’ style), and smart, polished, lace-up 

shoes. Hair style should be ‘corporate’, this usually means no ‘pony-tails’ or tints.  

You should be clean-shaven. Don’t wear rings or bracelets; not even those that indicate 

your support for the end to world poverty. Cuff-links are good providing that they are 
plain silver; no amusing or saucy designs. 

Nose rings and similar facial jewellery are unacceptable unless you are absolutely sure 

that the company is sufficiently unconventional about such things. You may consider this 

unfair, but many employers would feel instinctive antipathy to these. Males should be 
wary about wearing ear studs unless they are applying to the fashion industry. 

Chewing gum is also out; you don’t want to look like a cow chewing the cud when you 

are trying to appear at your most intelligent. Being enveloped in a reek of spearmint is 

not appealing either, though discreetly freshened breath before the interview may help 

give you confidence. 

Obviously, you should look and smell clean and fresh, and lightly scented is fine, but 
don’t overdo the perfume or after-shave! 

The interviewer is trying to determine not only whether you can do the job but also 

whether you will fit in. That is why dress and behaviour are so important. So try to 

match corporate style. You don’t have to be a corporate clone but how you look might 

just be the factor that makes the difference. 

People who look attractive and are well groomed generally receive higher ratings than 

those judged unattractive or inappropriately dressed. The same is true in terms of 

looking healthy and being, more or less, the ‘right weight’ for your height. This does not 

mean that if you are not a professional athlete or super model you won’t get a job but 

that you should dress to make the best of yourself.  

  

2. Take a Seat 

Sit when invited to do so. Don’t stick your elbows out to rest on the arms of the chair,  
just let your elbows fall back naturally, as that looks neater. 

If it is a ‘panel interview’ be prepared to ask if you can move the chair back so that all of 

the panel are within your peripheral vision. (You want to avoid appearing to be a 

spectator at a tennis match). If there is a large panel this may not be practicable, but 

don’t worry, in those circumstances just ensure that you direct your answers to the 

person asking the question; unless the Chairperson of the panel asks for all answers to 

be directed through the ‘chair’. 

By the way don’t be tempted to ask if you can make notes nor should you tape the 
interview. Interviewers might infer, no doubt quite wrongly, that you do not trust them. 

 

 

  



 
 
 

3. What to take with you into the Interview 

Be a minimalist! You are likely to feel a little anxious or tense before the interview so 

you don’t want to take on extras tasks. If you have a coat or umbrella, ask if you can 

leave it in reception or in an outer office. Similarly with a briefcase or laptop if there is 

somewhere secure, although in these days of heightened security you might find a 
reluctance to look after a briefcase. 

Walking into an interview with your coat and briefcase makes you an outsider; try to 

appear as others do within the organisation.  

So what do you take in with you? Take an A4 clear plastic folder containing 

correspondence regarding the interview, a copy of your CV that the interviewer has, the 

latest company annual report, together with a list of dates when you will be free for a 
second interview. 

The top document inside the clear plastic folder should be A5 and show: your career 

statement, your USPs (see below) and any key company facts you may want to glance 
at for reference. 

Because you have a clear plastic folder the interviewer will be able to see that you have 

a copy of the company annual report and that you have prepared for the interview. This 
will get the interview off to good start. 

Having less clutter with you will enable you to sit comfortably, to be relaxed and free to 

concentrate on the questions. As you prepare to leave you will want to do be able to do 

so elegantly and not have to be scrambling around on the floor gathering all your 
belongings. 

 

Chapter 10 - A Lesson from the Media in Interview 
Technique 

 

Think of the television interviews you have seen where ‘a company spokesperson’ is 

being interviewed. There are particular messages that the company spokesperson wants 

to get over to the television audience, via the interviewer, in order to make the best case 
possible for their company. 

When faced with an interviewer asking a hostile question, such as, “How can you defend 

your Company when it has been found to have breached Pollution Prevention and 

Control Regulations?” the company spokesperson will gently explain that, “The company 

has an exemplary record in reducing pollution; only last year it won an award from the 

National Rivers Authority, and as a result of its efforts migratory fish are now back in the 
river for the first time in a 100 years.” 

It may all be true but it is not a direct answer to the question. The ‘company 

spokesperson’ has responded to the question, not answered it and this is what you must 

do. You respond to questions. It is vital you accept that you are in control of the 
information you release about yourself.  



 
 
 

Another approach borrowed from PR and the media is the, so-called, ‘bridging 

technique’. This can be used to move from something you do not particular want to talk 

about or maybe know nothing about...so suppose I was asked  “So Barrie, how relevant 

do you think bridging techniques are?' Using this method I might say “Before I answer 

that question let me just tell you what I think is even more important and that is the 

ability to respond to questions properly. I had one client the other day who, when asked 

to give an example of her leadership, could not think of one thing to say. One of the 

things……………”  

 

Using the ‘bridging technique’ helps you to move away from the area you are weak in 

and lead into strength, by which time the interviewer has usually forgotten the question. 

I suppose we could call it answering difficult questions? 

If you are faced with a direct ‘technical’ question such as, “What grades did you get in 

your first year examinations?” it deserves a precise answer, but when answering 

questions about yourself, some answers are more appropriate than others. 

In an interview you are totally in control of what you say and interviewers can only work 

with the information you give them. Therefore give them the very best answers about 
yourself.  

If you watch “Newsnight” on BBC2 or are a fan of the “Today Programme” on BBC Radio 

4 you will have seen or heard some of the best questioners and responders in action. Of 

course, you should not be combative in your interview but always ensure that you know 
what information you want to give about yourself.  

 

Chapter 11 - Here's Your Starter Question for 10 

 

You will often be given a, "tell me about yourself", "warm-up" question. Here is your 

opportunity to impress and to build on the right first impression you gave when you 
walked in. 

You should have a well prepared response to this question that makes the most of your 

skills and abilities. Think of it as your personal profile/career statement that you can roll 

out at will. Aim for about 30 words that are consistent with the personal profile you put 

on your CV. This career statement pre-conditions the interviewer into what to expect. 

Just like a comedian says, “You’ll laugh at this,” your career statement sets the stage for 
a positive reaction from the interviewer.  

You can use your career statement to respond to “what attracts you to this job?”, “why 

did you apply?” type questions; and during the course of the interview use your career 

statement as a quality control check, i.e. “Does what I’m saying fit with my career 
statement?”  

Practise your responses in front of a mirror, watch your facial expressions; are you 

convincing yourself? Above all speak out loud, don’t just go over it in your head. If you 

have ever had to make a presentation you will know that words that look good on paper 

and when you hear them in your head sometimes aren’t right when you come to say 

them. This happens because a different part of the brain deals with the physical act of 
speech. 



 
 
 

Because of the way our Western society works, we tend to be out of practice in talking 

about ourselves, our work and our achievements. We don’t like to brag or boast; that is 

something we leave to our mothers whilst we squirm with embarrassment. But your 

career statement is not an idle boast; it is the truth that can be backed up with 
evidence. 

Be prepared for those simple open questions that start with "Why", "What" or "How". 
Answer them out loud to yourself, and then see how they fit with your career statement.  

For example, suppose you are asked something like, “How do you think that spending a 

gap year working with AIDS orphaned children in Tanzania will help you in the Highways 
Agency?” 

You could respond along the following lines, “As a Civil Engineering graduate with a 2i, I 

was able to implement good design engineering to help people in their daily lives. Whilst 

the scale may differ, the principles of good planning, communications, teamwork and 

strong project management that I applied in the African orphanage are all transferable 
to the Highways Agency.”  

Then be prepared for the follow-up question. “What did you do that made such a 
difference?”  

You might say something like this: “I met with the Sisters running the orphanage who 

explained the problem of contaminated water supplies. I examined the well, identified 

the engineering issues, worked out a new design, discussed this with the Sisters and 

proposed a way of tackling the problem. The Sisters then suggested some people who 
could help with construction; I talked to them and they agreed to help.  

“A work group was set up and I managed the project over a 3 month period. By the end 

we had built another well and used a rope pump made from old car tyres with a concrete 

cover over the top to protect against contamination. Working with people from different 

cultures and ethnic backgrounds was challenging and rewarding and the villagers have 
asked me to go back and help train their people in the techniques involved.” 

In each answer you are saying something positive about yourself and your achievements 

and applying them to your prospective employer. You are also providing them with the 

opportunity to ‘dig’ further with more “How”, “What” and “Why” questions by which you 
can reinforce your career statement. 

Practise talking about yourself and answering these types of questions out loud in the 

shower, in the car, etc. Best to avoid it on the train or bus as you might get some 
strange looks! 

Research suggests that people who are fluent are rated as more intelligent, having 

better inter-personal skills and making better managers. Whilst it might be counter-

cultural, make sure that you are practised in talking about yourself and your 

achievements if you want to get that job. Interviewers will not know how good you are 

unless you tell them. 

 

 

 



 
 
 

Chapter 12 - What is Your USP? 

 

You may be familiar with the marketing term USP or Unique Selling Proposition. This is 

based on the idea that competing brands need something to differentiate them and so 

stand out in the market. This is also true in interviews. A skilled interviewer drawing up a 

shortlist from say 100 applicants should be able to ensure that each of the shortlist 

candidates fits the person specification and can, on paper at least, do the job. So how do 

you ensure that, apart from giving fluent responses, you stand out from other qualified 
candidates in the interview?  

Ask yourself the question, “What have I got that I can offer that will differentiate me 

from the other candidates? What skills, experience, and sector knowledge do I have that 

others may not?” Check out what your friends think and be prepared to answer the 

interview question “Why should you get the job?” Everyone is unique; we all have USPs. 
Make sure that you know yours and can talk about it, as this will help you get the job.  

 

 

Chapter 13 - Create the Right Image 

  

You want to present yourself as a problem solver. Focus not on what the employer can 

do for you but what you can do for the employer. You want the employer to see you as a 
valuable resource at work rather than someone who just keeps busy.  

Think of what a bad employee in your position might do, e.g. come in late, take time off, 

not give of their best etc. Make it clear how much you do the opposite. You want them to 

know that you will increase the organisation’s effectiveness, reduce costs, or where 
applicable increase profits. 

Be courteous at all times. Employers are like a club. The task of hiring makes them feel 

as though they are members of the same club. During the interview, you want to be 

seen to be courteous to other members of the club, i.e. past employers. Never ‘bad-

mouth’ a previous employer. If you can’t say something nice, say nothing. This may help 
you stand out from other candidates.  

Be equally courteous to the interviewing employer even if it’s obvious that they aren’t 

going to hire you. In a couple of weeks they may be lunching with another member of 

the employers’ club who asks if they know of anyone. If you are well remembered for 

your courtesy your details may be passed to the new employer.  

 

 

 

 



 
 
 

Chapter 14 - Interviewing is a Two-Way Street 

  

Don’t be afraid to seek clarification of questions that are put to you. At the same time 
don’t volunteer cliché replies that might get you into trouble.  

For example, if when applying for an HR role you say that you are a “people person” it 

will be an immediate turn-off for the interviewer. They have heard it a million times 

before, and if their response to you is “What do you mean by that?” you may have a 

problem building a relevant answer. 

“How do I convince this employer to hire me?” is the wrong question. It implies that you 

have already made up your mind that this would be a great person to work for, so all 

that remains is for you to sell yourself. That is rarely the case. In most cases, you don’t 
know enough yet to say that... despite all your research.  

You have to use the job interview as a chance to gather further information about the 

organisation, and the boss, before you decide “Do I really want to work here?” That’s the 

nature of the job interview; each of you has to gather information, and if you both like 
what you see, then each has to ‘sell’ the other on the idea of your working there. 

 

 

Chapter 15 - What You Must Do During the Interview 

 

Overview  

1. What you are trying to find out 

2. Managing the Interviewer  

 

You are trying to find out the answers to five questions. Though they will rarely ever be 
said out loud, you must keep them in your head throughout the interview: 

1) What does this job involve? 

2) Do my skills truly match this job? 

3) Are these the kind of people I would like to work with? 

4) If we do match, can I persuade you that there is something unique about 

me that makes me different from the five other people on the shortlist 

who can do the same thing I can do? 

5) Can I persuade you to hire me, and at the salary I need or want? 

 



 
 
 

1. What you are trying to find out 

The most basic thing you are trying to figure out is, “Do I want to work there?” (The 
answer is not necessarily yes.) These are the questions you need to answer: 

 Will the job meet my immediate and long term financial needs? 

 Can I or will I be able to do the job satisfactorily? 

 Can I be happy in this position? 

 Will I get on with my boss, any subordinates, my colleagues? 

 Do I share the values and mission of the organisation? 

 Will I be able to develop my career from this position? 

 Will accepting this job help or hinder my long term career ambitions? 

 Is the organisation part of a growing market sector? 

 

Even though the law is on your side, and discrimination across a wide range of issues is 

illegal, if you have any kind of real or imagined discrimination ‘issue’ you should also try 
to find out which kind of employer you are talking to: 

 Those who are bothered by what is an ‘issue’ for you  

 Those who are not bothered by what is an ‘issue’ for you  

If you discover you are talking to one who is bothered, you want to thank them for their 

time and quickly excuse yourself.  You are not likely to be happy working with them.  If 

you discover this employer isn’t bothered by your ‘issue’ then you will want to continue 
the discussion. 

  

2. Managing the Interviewer 

Time in business is important so make sure that you don’t hog the time allocated for the 

interview. However, you may find yourself facing an interviewer who likes to talk a lot to 

candidates. Don’t worry about this; it is likely to count in your favour. It may seem odd 

but research has shown that the more an interviewer speaks in interview the more 
highly the candidate is rated. 

This is because if you are a good listener and provide a sympathetic ear you cannot be 

giving any negative information about yourself. You are also ‘stroking’ the interviewer’s 
ego and self worth. 

The danger as a candidate is that, whilst you impress the interviewer with how nice a 

person you are, you do not necessarily impress them with how good you may be as a 

potential employee. If it’s the job you want rather than just a nice friendly chat, you 
need to go back to your Career Statement and your USP. 

Make sure that before leaving the interview you reiterate your Career Statement and 

USP. For example “Mr/Ms. ZZZ, I’ve so much enjoyed meeting you and our discussion. 



 
 
 

Thank you for telling me all about DDD which was very interesting. May I, before I leave, 

confirm my interest in the position because…… (Here you give your brief statement and 

USP).  

Because you have largely been in listening mode you have not given any negative 

information about yourself and because you listened she will approve of you and so your 
chances are very good. 

Think of it this way. She probably talks to all the candidates in the same way and so 

won’t have learned much about them either. However, you provided her with your 

Career Statement and USP; if the other candidates did not do likewise then your chances 
will be very good. 

 

 

Chapter 16 - What the Employer Does During the Interview 

Overview  

1. What the Employer is Trying to Find Out 

2. Why Are You Here? 

3. What Can You Do For Us? 

4. What Kind of Person Are You? 

5. Why Are You Better Than Others On The Shortlist? 

6. Can We Afford You?  

 

The employer observes everything about you and also asks questions. Most of those 

questions are about your past. But their intent is to find something in your past that will 

predict the future, because, in the end, all any employer can really be interested in is the 

future. 

You need to pay attention to the time frame of the employer’s questions. For example, 

“Where did you go to secondary school?” is about the past. If the questions’ time frame 
stays stuck in the past, you are not likely to get the job.  

As the interviewer’s questions move, in their time frame, from being preoccupied with 

the distant past, to the near past, to the present, and then to the future, this is very 

favourable for you. It means that they are thinking seriously about hiring you. 

 

1. What the Employer is trying to Find Out 

There are dozens of possible questions that employers may ask in a job interview and 

we will look at some of the most popular ones a little later. But here we have started 

with five often unspoken questions that generally provide a logical flow for the interview 

to follow. 



 
 
 

1. “Why are you here?” They mean by this, why did you pick out our 
organisation to seek a job at? 

2. “What can you do for us?” They mean by this, what are your skills and 
your fields of knowledge? Are you technically competent? 

3. “What kind of person are you?” They want to know if you have a 

personality that they will enjoy working with, or not. Do you get along with 
other people? What are your values? Are you a good team-player?  

4. “Why are you better than others on the shortlist?” They are assuming 

you can do the job, and asking what distinguishes you from the five other 

people on the shortlist who can do the same thing; are you committed and 

motivated? 

5. “Can we afford you?” They mean by that, if they decide they want you, 

what will it take to get you, and are they willing and able to pay that 
amount? 

  

 

2. Why Are You Here? 

Here is your opportunity to start on a positive note. Show that you have done your 

research; that you know about the company and the job. For example, don’t get 

confused between KBR (Engineering and Construction) and KBR (Network Solution 

Provider). If you’d applied to work in IT you would find that the two companies would 

offer very different futures. 

Understand what the job title means in the context of the organisation. The title may be 

the same but the job could be very different. For example, the role of the President of 
Rwanda is, I’m sure, very different from that of the President of the USA. 

 

 

3. What Can You Do For Us? 

This question is about experience, achievements and track record. Most of the interview 

time will be spent exploring these issues as the interviewer probes to establish how 

suitable you are for the appointment. The interviewers will be asking themselves if you 

have the experience needed to do this job and how quickly you will be able to make a 
contribution. 

You have to take the question and deliver responses about your experience. Always refer 
to your achievements in any answer.  

For example: Question, “Tell me about your time at BBB?” Answer, “This was a summer 

job that gave me the opportunity to work on a project to improve systems in the 

customer service department. As a result audited response times improved by X% and 
customer satisfaction increased by Y% whilst cost fell by Z%” 



 
 
 

Another example: Question, “What sorts of person do you like to work for?” Answer, “I 

particularly enjoyed working for Katie Smith at XXX because she gave me the 

opportunity to work on the launch of Quench, a new soft drink that now accounts for 
11% of XXX’s sales volume.” 

Final example: Question, “Where would you like to be in 5 years’ time?” Answer, “I have 

shown at school and University that I work hard and get results. I am ambitious and 

want to build on my degree (get professionally qualified) and have the opportunity to 

develop my career and become a Senior ………... within the company.” 

The benefit to you of being asked open questions is that you can tailor your responses to 

give the information you want, and remember always to include achievements in your 
answer. 

When you have satisfied the interviewer that you are technically competent they will 
move on to question your commitment and motivation. 

 

  

4. What Kind of Person Are You? 

Regardless of how good you are, unless you fit the company image you won’t get the 

job. This does not mean that you should pretend to be a company clone, because if you 
get the job and don’t fit in you will be just as unhappy as the company will be.  

Of course, if you have done your research properly before applying you won’t find 

yourself in the position of a vegan working for a firm of meat packers. 

All organisations have their own culture and value systems. The product might be the 

same, for example motor cars, but the culture of Honda is going to be different from that 

of Rolls Royce. The more senior you are in an organisation the more important ‘fitting in’ 
becomes.  

I well remember a friend being told during his annual performance review that if he 

wanted to become a director he had better learn to play bridge and develop an interest 

in fine wines! He left shortly afterwards to join a major engineering group; bridge and 
fine wines were just not his thing. 

Provided you agree with the value systems of your potential employer, it is vital that 

during the interview you take whatever opportunities are given to show how you would 

fit in. 

The value system operates in four major areas: 

How people are managed and power is distributed 

How work gets done 

How people relate to one another and how they are motivated 

How competition in the marketplace is handled 



 
 
 

Make sure that you have read company literature and the annual report; search their 

website, look for press releases, and check the business pages. If you are able, speak to 

existing employees. Get a feel for what they say and how they operate.  

During the interview listen to the words used by the interviewer. Do they use inclusive 

teamwork type words, do they use supportive words, or do they use aggressive words or 
perhaps patronising or insulting words? 

The language within an organisation is indicative of its value system and culture. If you 

find the language uninspiring or hostile then my advice is don’t take the job! You need to 

feel comfortable within the culture if you are going to succeed. You don’t want to be 

dreading coming in to work; you don’t want to be crying in the toilets. Life is too short to 
spend 8 to 10 hours a day in a place where you are going to be unhappy. 

 

  

5. Why Are You Better Than Others On The Shortlist? 

Obviously, this question is about your motivation and approach to work. All employers 

like people who are self-motivated and will do more than merely fulfil their contract. So 

you have to give examples to demonstrate that you are hard-working, loyal and 
committed. This is where you show your drive and enthusiasm to succeed. 

You can choose to answer any question about your work and career from the perspective 

of “Will this person do the job?”  

For example, “Tell me about your work experience at BBB.” Answer, “It was an amazing 

time; the company had just gained a new contract and the volume of work shot up. I 

had to be flexible and often worked evenings and weekends to keep on top of it. It was 
really quite exciting.” 

Because the question is ‘Open’ it can be answered in a variety of ways. You could focus 

on a number of aspects of your time at BBB. Remember, it is your choice how you 

respond to the question. Always choose to give your strongest response first. In this 

example you chose to respond in terms of your motivation and commitment and that 

starts to tackle the “Will this person do the job” question. 

The interviewer will give you lots of opportunities to address this point during the course 

of the interview. So, be prepared by having other examples of your work to date that 

show your commitment and motivation; those times when you ‘went the extra mile’ to 
achieve results. 

 

  

6. Can We Afford You? 

Salary negotiation should be the very last thing you discuss, and only after they have 

made it clear that they want you. Call it what you will, it’s all about money in one form 

or another and you are going to have to negotiate the best deal you can. With inflation 



 
 
 

low and annual increases low, if you accept a job at too low a rate it will take many 
years to catch up. 

However, this does not mean that you should rush into discussions about pay. Always 

negotiate from a position of strength. When you are one of a 100 applicants you have no 

power. When you are one of a shortlist of 5 people you are still pretty weak, but if you 

are the best candidate and if you don’t accept the job the organisation has to start the 
whole selection process again, then you definitely have power. 

Most salaries are set within a pay band and this means that there is a range of 

possibilities for your starting salary. Some aspects are difficult for you to influence. In 

general the company will want to provide an opportunity for advancement within the 
salary band and therefore won’t offer you the top of the salary range.  

Also the company will look at the position in range of its existing employees. It will try to 

avoid demotivating them by paying you, who has not yet added any value to their 

business, at a higher rate. 

However, the pay range may be quite large. It is not unusual for the top of the range to 

be 40% above the minimum. So if the salary base is £20,000 the top would be £28,000. 

The advert for the job may have given a salary indicator, often just below the mid-point, 

say circa £23,000. The company will then probably work within a 10% range of that 

£23,000 figure. So someone with potential but little experience could expect an offer of 

£21,850 and someone with lots of relevant experience could expect an offer up to 
£24,150. 

If the employer asks “If we were to offer you this role what salary would you be looking 

for?” your response should be, “Well what is the range for this position?” The response 

you get may not include the top 10% of the range which is kept for exceptional 

performance so it’s worth asking the question, “Does that apply to exceptional 
performers?” 

When you have clarified the salary range ask, “How high up the range am I likely to 

start?” If the interviewer gives you a figure respond along the lines of, “That’s 

interesting, can you tell me when the first review is?” 

Using this approach you are likely to start at the best possible position in range. 

Remember that if you start low you will stay low. Also, the company expects you to 

negotiate at interview and to have a high opinion of your value. If you don’t, then why 

should the company value you? 

When your career advances and you look to move jobs remember that employers will 

always try to get you as cheaply as possible, so when the company mentions salary try 

not to be too specific. It is much better to say “My current total package is worth £ABCD 

and I am looking for a significant increase on that,” rather than “I am looking for at least 

£EFGH”. The reason for this is that you want to allow yourself room for negotiation 
around the issue of “significant” increase. 

Let’s look a bit more closely at the sort of general questions you are likely to be asked. 

  



 
 
 

Chapter 17 - The Top 15 Questions Asked by Interviewers 

1. Tell me about yourself?  

2. Why are you applying for this job?  

3. What do you know about this job or company?  

4. How would you describe yourself?  

5. How does your education or experience relate to this job?  

6. What are your achievements?  

7. What are your strengths and weaknesses?  

8. Why should we select you?  

9. What was your biggest problem at work?  

10. What motivates you or gives you satisfaction?  

11. Why do you want this job?  

12. Why did you leave your last job? Or why were you made redundant/fired (if you 

were)?  

13. What sort of people do you work best with?  

14. How does this job fit into your career?  

15. Where do you see your career going over the next 5 years? 

 

Develop an answer for each question and practise it out loud. (Yes, it’s bathroom mirror 
time again!) 

 

Q1) Tell me about yourself? Or Q4) How would you describe 
yourself? 

This is your opportunity to deliver your Career Statement/ Personal Profile. Of course in 

an interview you are the centre of attention and too much self promotion can make you 

sound as though your ego is world class. Too much “I did”, “I achieved”, “I won”, and “I 
decided”, etc., can start to become tedious for the interviewer. 

It might sound as though there is a potential conflict here; you want to promote yourself 

and you will want to use “I” rather than “we” because it is much stronger, but you 
should vary things to keep the interviewer’s interest. 

For example, “friends say that I”, “colleagues are always saying that I”, “people I worked 

with on XX say that I”, “my experience shows that I”, “the record would show that I”. 

This is rather like getting a testimonial from a third party; it reinforces your 

achievements in a subtle way and without your seeming to ‘blow your own trumpet’. 

In answer to any question always be thinking what evidence you can use to support your 

case and then build the evidence into your story. Interviewers will remember your real 

life stories long after you have left the building. This is what you want; if an interviewer 

is seeing six or eight people a day they want something more than bald facts to 

remember you by. Be memorable, tell them your stories - not in an exaggerated way, 
but make them as interesting as possible.  

  



 
 
 

Q2) Why are you applying for this job? Or Q3) What do you know 

about this job or company? 

If you haven’t done your research you are in trouble. Your CV won’t save you if you can’t 

answer this question. Show that you have been thorough; don’t just rely on the 

company’s web site and Annual Report, instead find out what the financial analysts and 

web commentators have been saying.  

If you have said that you are very thorough in all you do and you haven’t researched the 
organisation properly your actions will contradict your claims. 

  

Q5) How does your education or experience relate to this job? 

Faced with a challenging question such as: “Your main qualification is in Physics but you 

are applying for a sales engineer role,” this is how to respond: “Yes, that’s right, I did 

my degree in Physics and I can quite understand your querying this point. However my 

physics training included a lot of engineering focused projects with Rolls Royce and my 

experience with them has given me a thorough, practical understanding of engineering 

fundamentals. So I see a physics qualification as an added advantage for this type of 
position.” 

The most important thing during the interview, regarding your skills, is that you not 

merely claim you have certain skills but that you prove you have them. For example, if 

you are a craftsperson, engineer, software designer, etc., try to think of some way to 

show the employer what you are capable of doing. Bring with you examples of your work 
that you can demonstrate. 

  

Q6) What are your achievements? 

People from a typical British culture tend not to push themselves forward when they 

speak about their achievements and often play things down. Now is not the time to be 

humble.  

Benefits, as any salesperson knows, are what sell. You may have heard the old 

expression “Sell the sizzle, not the sausage”. When you look at your achievements think 

about what the benefit was to your employer. For example: “Working on the customer 

help-line I exceeded my calls handled target by 14% and reduced my calls lost to 2% 
and this meant that customer satisfaction levels rose to 93%.” 

The interviewer is trying all the time to judge the benefits of hiring you against hiring 

other candidates. So help the interviewer by using phrases such as “which meant that”, 
or “this resulted in”, “so that”, “we gained because”, “the benefit was”, etc.  

Use these phrases as a link between the two halves of your sentences. You start with 

your achievement and then you link to the benefit to your employer. If you struggle to 

think of the benefit ask yourself, “So what?” after your achievement part of the 
sentence.  



 
 
 

For example: “Whilst working at PPP I developed a new database of sales leads that 

made follow-up much easier to manage.” [“So what?”] “…this resulted in a 12% increase 

in sales which added £28,000 to the bottom line.” 

This is key to your interview success, as your prospective employer wants to know what 

the benefit is to them of hiring you. 

  

Q7) What are your strengths and weaknesses? 

If you get asked questions about your strengths prepare yourself to answer questions 

about any weaknesses. Saying none is not an option! Handling negative information 

requires care as negativity is a powerful force that can be damaging for any interviewee. 

Only ever confess to one weakness and let the interviewer press for another. If you give 

a good answer to the first question only rarely will you be pressed for another. 

Remember that you respond to interviewers’ questions; you do not have to answer 
them.  

Prior to the interview select a trait or characteristic about your personality that is 

obviously true. Extend that trait until it becomes a fault then put the fault in the distant 

past, show how you overcame it, confirm that it is no longer a problem, and stay silent. 
Pre-condition the interviewer by starting your response with a strength. 

Here is an example. “I’ve always had a tendency to gather lots of information before 

making a decision. When I was doing my GCSE coursework I found that I was spending 

too much time gathering data before writing up the topic. However when I got to 

University I realized that, because data is almost infinite, it’s sometimes better to just 

make the decision rather than to continue collecting incremental supportive data that 

only provide diminishing returns. Now that I am aware of the tendency I have learned to 
manage it.” 

  

Q8) Why should we select you? Or Q14) How does this job fit into 

your career? Or Q15) Where do you see your career going over 
the next 5 years? 

When we talk about our aspirations for the future we often play things down and use 

phrases like “I think I could”, “I think I can”, “Perhaps I would”, “I feel I could”, etc.  

It may only be one little extra word but there is a world of difference between “I feel I 

could do a good job” and “I can do a good job because…”. The same is true of the phrase 

“I think”; it dilutes your strengths and abilities. Learn to avoid tentative phrases and 
your responses will sound far more powerful to the interviewer.  

Tentative language encourages a tentative response and this is not what you want to 

achieve. Remember that an interview is the right environment in which to promote 

yourself and your abilities. If you think that you might have problems with this then 
enlist the help of a friend, look them in the eye, and practice ‘bragging’. 

  



 
 
 

Q9) What was your biggest problem at work? 

Questions about problems at work can be tricky, as because of something called 

‘attribution theory’, the interviewer will hold you partly responsible. If your response is, 

“I’ve never had any problems,” you won’t be believed. However, if the first thing that 

comes to mind is the occasion when, by mistake, you e-mailed the entire company about 
your latest romantic night out, then you have a problem.  

So you need to think about a suitable response that acknowledges a problem but allows 

you to demonstrate your ability to turn it round. For example: Question: “Tell me about 

the biggest problem you have had to overcome at work in the last three months.” 

Answer: “That’s a really interesting question because the last twelve months has been 

very successful. However, thinking about the last three months there was a problem but 

in a way I was grateful it had occurred because I learned so much from it. The situation 
was……”  

 

   

Q10) What motivates you or gives you satisfaction? 

Here the interviewer will be looking for a pattern from childhood through to the present. 

Is there consistency? Where is the evidence that supports what you are saying? For 

example, you might say, “I’ve always gained immense satisfaction from seeing my name 

in print and that’s why I have written articles and want a career in journalism.” Expect to 
be challenged if your interest in journalism only flowered in your final year at University. 

Superficial responses won’t do; you should think deeply about this question because 

making up a story to get a job might pay the bills but also might make you desperately 
unhappy. 

   

 

Q11) Why do you want this job? 

This is a good question because it is a ‘closed’ question, but not only for that reason. It 

provides you with the opportunity to reinforce what the interviewer has said to you 

about the job, e.g. “It is a golden opportunity for someone with a keen interest in 

science (which you have) to work in an area of exciting new research (which you want) 

and to join a team of highly motivated (which you are) young (which you are) bio-

chemists (which you are).” 

In other words, you play back to the interviewer what has been said to you, whilst 

inserting your own personal ambitions and achievements. The subtext to this question 

is; “Do you like the company? Do you like the product? Are you enthused by what I 

represent? Do you like me?” 

The question also provides a good opportunity to build a bond with the interviewer. You 

can answer the question in a way that the interviewer will identify with and perhaps see 
a little bit of themselves in you. 



 
 
 

Q12) Why did you leave your last job? Or why were you made 

redundant/fired (if you were)? 

What was it that attracted you to make a career move? Did you jump or were you 

pushed? Be prepared to answer these questions. The skilled interviewer will probe your 
answers to help them understand your motivations, aspirations and value systems. 

Say whatever positive things about your former boss or co-workers that you can without 

telling lies. Emphasise that you usually get along very well with people; be gracious in 
your attitude. Then explain the career limitations and your desire to improve yourself. 

If you left voluntarily say something like, “My boss and I both felt that I would be 

happier and able to contribute more in a job where (refer to your USP) I would have 
more opportunity to …..” 

If you alone were fired: “The new boss wanted to bring people from his previous team 

into the business and there wasn’t really a role any longer for me, so we agreed to part.”  

If your job was made redundant, just say that. These days most people are familiar with 

redundancy resulting from corporate mergers, etc. There is no stigma to redundancy. 

 

 

Q13) What sort of people do you work best with? 

Do you regard yourself as an extrovert or introvert? Do you like to work as part of a 

group or prefer to be alone? How important is personal space? Don’t try and fool 

yourself; if you become the only introvert female in a team of ‘gung ho’ extrovert males 
it might be a bit overwhelming. 

Think about where you have worked, even part-time jobs, and decide what aspects of 

that working experience you enjoyed or hated. Think of the types of people you worked 

or studied with and who if any you would like to work with full-time; then decide what 
was good or bad about working or studying with them. 

When you have done this you will know the answer to the question and be able to 
support your answer with examples. 

  



 
 
 

Chapter 18 - History Repeating Itself 

Because research shows that imagined behaviour is significantly different from actual 

behaviour, and what we did in the past is a useful guide to what we are likely to do in 

the future, most of the questions you will get asked are about past behaviours, rather 
than “What would you do if….?” type scenarios. 

Focusing on past behaviours helps interviewers to examine past reality rather than 

future fantasy. Therefore it’s wise to practise ‘telling the story’ about your past 

behaviours. You may well be asked, “Can you think of a time when you …?” or “It says 

on your CV that you…….Can you give me an example to support this?” Have your story 

ready, because what you say here is really powerful as it describes what you did in 

actual events. 

By telling your stories about the past you will be telling your prospective employer what 
you could be doing for them in the future. 

 

 

Chapter 19 - Why Are You Asking Me That? 

Interviewers who keep getting it wrong soon find themselves on the opposite side of the 

desk as interviewees. For that reason most interviewers will play it safe; they are not 
keen to put their own job on the line, and you can help them to reduce their risk. 

When you are asked a question, and before responding, think why you are being asked 

that particular question. Ask yourself what is their area of concern and how can I raise 

their confidence through my answer? The secret is to choose the best piece of relevant 
information you have about yourself and use it in your response. 

Select the appropriate response for the interview in the same way that you would select 

appropriate clothes for a particular event. Ensure that through your selection for the job 

you improve your career chances and those of your interviewer. If you succeed in your 

new job it will reflect well on the interviewer.  

Don’t be afraid to reflect on a question for a few seconds; always engage brain before 

engaging mouth. If you get asked a tricky question, do what the politicians do and start 
your response by reiterating the question. 

What this does is give your brain time to identify the reason for the question, the most 
appropriate answer, and how to reply. 

Never be afraid to take a moment or two before responding. The easiest way to fail at 

interview is to give knee-jerk reactions to questions. It leads the interviewer to conclude 

that you don’t think before you act. In some businesses such a failing could have life-
threatening consequences. 

Of course, the politician’s technique to answering questions can only be used lightly in an 

interview. Starting your response to every question with, “That’s a really interesting 

question because…” will draw the interview to a close very quickly. 



 
 
 

Chapter 20 - Searching For Anomalies 

Interviewers will be looking for anything that doesn’t quite fit in your CV; they will try to 

find anomalies and then ask you to explain them.  

For example, you got a First in Economics at Bath and then spent 18 months driving a 

van full of frozen meat between London and Leeds every week. Here’s another example: 

you were brought up in Bradford; by the age of 14 you had achieved grade 8 Associated 

Board level in three different musical instruments but you chose to read Marine Biology 

at Portsmouth.  

Where would you have expected to be in your career, given your experience and 

qualifications and where are you now? Doing exceptionally well will attract as many 
questions as not coming up to expectations. 

Questions about your job will uncover your skills, questions about career moves you 

have made, and why, will uncover how you apply these skills and what sort of person 

you are. 

 

Chapter 21 - Filling the Gaps 

 Significant gaps or career breaks between jobs will attract questions. “Why did you take 

a year off after university?” “Why did you defer your second year?” It would be wise to 
think through suitable answers that can be delivered in a fluent and confident manner. 

“I wanted to travel and broaden my horizons before settling down to my career, so I 

planned and self funded a working tour of North America driving tractors through the 
wheat belt as the harvest moved north. It was particularly useful because…….” 

“At the end of my first year summer vacation my brother was seriously injured in a car 

crash in Spain; at the time we thought he might not survive. I couldn’t think of studying 

and so I got permission to defer a year. Fortunately my brother recovered more or less 

OK and I went back to Uni. In the end I got a 2i in Physics so it worked out all right.” 

You may have heard the old song “It ain’t what you say it’s the way that you say it” - 
well, in interviews both what you say and how you say it are important. 

 

Chapter 22 - The Dangerous Final Question 

The final question you are likely to be asked by any interviewer is, “Have you any 
questions for us?” 

This is usually asked at the end of an interview and it comes with a big ‘Danger’ sign 

attached. Is it a genuine invitation for a question or is the interviewer merely being 

polite? You will have to make a judgement at the time as to whether it is genuine or not. 

If you judge that it is not genuine just thank the interviewer for their time and confirm 

your continued interest in the position. 



 
 
 

There is some research that suggests that interviewers expect you to “know your place” 

i.e. you are the interviewee and not there to ask questions of the interviewer. If you do 

break out of your role, this research suggests, you are more likely to be rejected. 

Here’s how you deal with this. Now that you have been interviewed you will have a 

pretty good idea of what the job is and what the organisation is looking for. You can now 
hone your Career Statement to match the needs of the business. 

You can also take advantage of a sales technique known as the ‘assumptive close’. You 

may have experienced this yourself where at the end of a sales pitch the salesperson 

assumes they have the sale and says things like, “Which colour would you like?” “Would 
Wednesday be a good day for delivery?” etc. 

In your case you ‘assume’ that you have the job on offer, so when asked “Have you any 
questions for us?” your response is something like: 

“Yes, I should like to say how much I’ve enjoyed our discussion (politeness counts) and I 

would like to confirm that I am definitely interested in joining you (shows motivation) 

because (continue with your targeted career statement). The question I would like to ask 

is, ‘What would be the key result areas of the job in the first six months?’” or (more 
aggressively) “What would you expect me to achieve in the first six months of the year?” 

The advantage of this type of question is that it gets you away from the job description, 

many of which are stylized by HR to fit a grading structure, and on to operational 

matters, which is the reason the job exists. The question may also provide an 

opportunity to extend the interview to discuss operational issues that directly relate to 

your experience. For example, you could say “Thank you, that’s been very helpful; 

perhaps it would be useful for you to know that I have (reiterate your specific, relevant 

experience)…” particularly if a line manager is part of the interview team. 

By using this approach you will have not broken the role of interviewee, and you will 

have extended the interview, reinforced your experience that relates directly to the job 
on offer, and concluded the interview on a positive note. 

 

Chapter 23 - What Happens Next? 

 Don’t be left in candidate limbo. Finding out what happens next will show that you are 

motivated and organised. At any meeting there should be ‘action points arising from the 

meeting’ and at the end of an interview you need to clarify what those ‘action points’ are 

and what the timescale is. 

Is this the final stage or will there be a: 

 Second interview?  
 Psychometric test? 
 Medical? 

Will you be invited to ‘meet the department’? 

Later in your career you'll find that for more senior appointments you and your partner 

might be invited out to dinner to see if you both would fit in with their culture and social 
milieu. Do they peel the grapes? Do they expect you to play Bridge or Golf? 



 
 
 

Finding out about the next stage gives you more information that can be useful, e.g. 

who will be involved at second interview stage, what is their name and job title, what will 

be their role, and what will be the structure for that meeting. 

 

Chapter 24 - Review and Learn 

 Always treat an interview as a learning opportunity. Review what happened as soon as 

possible after the event. Did you get the questions you expected; did you answer as well 

as you could have done; did you help the interviewer as much as you could have? 
Review questions and answers and see where you could have done better. 

If for some reason you weren’t successful, try and contact the interviewer to get 

feedback on your performance. This is not an opportunity to tell them what you thought 

about their ‘silly little company and their lack of professionalism’; it is an opportunity to 

gain useful knowledge of how you were perceived and to hone your performance for the 
next interview. 

Every failed interview is one step nearer a successful job offer. Don’t take it all too 

personally. There is always something you could have done to improve your 

performance. Also there may be circumstances, of which you know nothing, that led to 

someone else being offered the role. For example, there may have been an internal 

candidate who was highly favoured but who had to be judged against the best external 
candidates before confirming the appointment. 

Don’t be afraid to stay in touch, particularly if you get good feedback from the 

interviewer. It is often a good idea to write to the company the day after the interview, 

say how much you enjoyed the interview and how keen you are to join the company. 

Give them an additional fact about your relevant experience and offer a reference. This 

sort of letter operates in a number of ways; it gives new facts about you related to the 

job requirements, it demonstrates your commitment and motivation and it provides a 
testimonial. All of this may be just enough to tip the balance in your favour. 

Even if it doesn’t get you the job it keeps you in the forefront of the interviewer’s mind 

and shows your keenness. Suppose the first choice turns the job down, or after two or 

three months decides the job isn’t for them. This sort of thing happens in real life and 

you want to position yourself so that should it occur you will be next in line. 

 

Chapter 25 - Other Tips 

 Don’t be flippant; an interviewer will not appreciate it, as selecting a candidate is a 

serious business for the interviewer. 

Take care with humour; whilst it’s OK to laugh if the interviewer makes a joke, don’t 

regard it as an opportunity to launch into a series of your favourite ‘one liners’. 

Don’t argue with the interviewer even if you think it is warranted. If you do, the 

interviewer will think that this is how you behave at work; you will be labelled difficult to 
work with. 



 
 
 

Your good CV may have got you the interview even though you don’t really fit the person 

specification. You may then be asked some challenging questions to justify the 

interviewer’s decision to see you. Expect to be challenged and don’t be tempted to 

respond along the lines of “Well, I made it clear in my CV”, or the angry/aggressive 

“Does this mean you got me here just to make up the numbers?” Believe me, I have had 
these responses and they did not help the applicant! 

 

Chapter 26 - Postscript 

Do not lie at interview. The whole basis of interviews is one of trust. Think how you 

would feel if on joining the organisation you did not get the salary you expected or the 

team you expected to be managing. You would regard it as a breach of contract. If you 

have lied about your achievements the employer can treat this as a breach of trust that 
goes to the heart of the employment contract. Expect to be fired! 

However, you do not have to reveal answers to questions you are not asked unless you 

are under a legal obligation to do so or unless they remain relevant to the requirements 

of the job. There is an obligation on the part of the interviewer to be skilled enough to 

ask direct questions if they have any doubts about your abilities or background. 

Applying these strategies and techniques means that you will get job offers. Now that 
employers want you, you should be very clear about what you want from a job. 

Don’t accept a job just because you have got through the interview and someone offered 
it to you. It is easy to pass the interview; the trick is to have a successful career.  

Good Luck! 

  

We hope you enjoyed this e-book and found it useful.  There are four other e-books in 

this series, to help you succeed throughout all stages of the recruitment process. 

You can download a free copy of "How to Write a Winning CV", the first in the series, 
from the Graduate Interview Coach Web site. 

The other three e-books are: 

Winning At Competency Based Interviews 

Winning At Telephone Interviews 

Winning At Assessment Centres 

You can also find these on the Graduate Interview Coach Web site.  We also offer 

personal coaching and career counselling, both of which can greatly increase your 
chances of success in getting the right job for YOU. 
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