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Interviews 
In an increasingly aggressive employment marketplace do you present yourself as  well as 
others competing for the same job?

In an interview you have:

ONE chance to make the right impression
ONE chance to get your abilities, experience and qualifications across
ONE chance to present yourself

So you need to get it right the first time.
There will not be a second chance.

The days of a job for life are history. Your parents’ generation could expect to get a job, tie 
themselves to the seat and hang on for 40 years  or so until retirement at the age of 65. 
Now, it’s all changed.

Recent studies  in the U.K. have shown that the average worker has changed jobs  5  times 
by the age of thirty. So, logically, interviews are going to be something you’ll have to get 
used to. 

Yet, unfortunately the education system has  not really prepared you for the demands of 
the job market, with little careers  advice and even less  advice on how to behave in 
interviews. 

In the next ten hours we will be looking at the technique and language necessary to 
survive an interview  

A job interview is similar in many ways to a social conversation, but it requires more than 
just conversational skills. How well you do in a job interview will depend on how well you can 
elaborate on your accomplishments and qualifications as they relate to what the employer 
wants and needs. 

WHAT EMPLOYERS LOOK FOR:

• Qualifications

• Positive attitude

• Interest in the company and position

• Stable work history

• Clear sense of purpose

• Communication skills

• High performance standards

WHAT YOU SHOULD LOOK FOR:

• A job offer. This is your number one goal. You are not interviewing to evaluate the 
company or broaden your knowledge of available opportunities. You are interviewing 
to see if you are good enough to get a job offer. A tentative attitude has no place in a 
job interview. Leaving an employer with the impression that you are just shopping 
around is a fatal mistake.
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STAGE 1 An external head-hunter selects 8-10 candidates 
from the many applicants.   

STAGE 2
These candidates are 
interviewed first by an employee 
of the company or the head-
hunter who gives out general 
information about the company 
and a description of the position 
to be filled. His aim to is to 
motivate the candidate.   

STAGE THREE 
The candidate then passes to a 
second interview with the head-
hunter, who deliberately puts the 
candidate under pressure to test 
his/her quality. This phase may 
also include a series of 
psychometric tests. 

STAGE 4
Head-hunter and employee meet 
to discuss the results of their 
interviews and negotiate who they 
feel has passed the first  stages.

STAGE 5
Head-hunter calls 2-3 candidates 
back for further testing and more 
in-depth interview to develop a 
personal/professional profile of 
the candidates.

STAGE 6
If you have got this far the chances are that you will get the job. This final 
interview will probably be held by the Head of Dept. looking to fill a position. The 
interview should be much more relaxed with the only difficult question to be dealt 
with being the subject of money.   
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Before you start – the CV

Example CV style

Name

address

Tel.No.

Mobile No.

e-mail address

PERSONAL DETAILS

Date of Birth …………………

Any other relevant information you feel appropriate

Profile:

About 30 words describing who and what you are and a brief outline of your experience.eg

Skills: eg.

• Excellent communicator …….. 

• Highly motivated ……………… 

• In depth experience, in ……………………………………………………… 

Career History:

Name of Company Date from – present

Job Title

Brief description of the job and your responsibilities

• Achievement 

(previous jobs)

Name of Company Date from – to

Job Title

Brief description of Job etc

Education and Training

University / College etc dates to and from

Qualifications

Other Training 

Interests

list some socially acceptable interests that show you in a good light.
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Presenting Personal Information
In the early stages of an interview you will probably be asked to explain a little bit about 
yourself and your experience up to date. While giving this information you need to be as 
clear as possible to not confuse yourself or your interviewer. 

Ordering  
First of all, 
At the outset ...
Firstly, ... then , ... after that , ... and finally.
Introducing something new
The next course/job  I took was ...
Turning to ...
Adding
In addition, ...
As well as ..., there was also...
Not only did I ..., but I also...
Giving an example
Let me give an example,...
A case in point is...
Balancing
On the one hand ..., but on the other hand...
In spite of ..., I still think...
Despite the fact that ..., I ...
Generalising
On the whole...
In general, ...
Generally speaking...
Stating Preferences
I prefer ... to...
I tend to favour ... as opposed to...
Concluding
Finally, ...
I'd like to conclude by stating that...

The Life Clock

Activity 

IN PAIRS: interview each other and make notes on each other’s lives up to 
now. Then explain your partner’s work history up to the present
ME 

MY PARTNER

GIVING AND ASKING FOR OPINIONS
You may also be prompted to give your opinion or feel the need to ask for opinions

 Asking for an opinion
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What's your opinion of ...?
What's your position on ...?
Asking for a reaction
I was wondering where you stood on this question.
Where exactly do you stand on this issue?
Giving strong opinions
I fully believe that ...
I'm absolutely convinced ... 
There's no doubt in my mind that ... 
It's quite clear that ...
Giving neutral opinions
In my opinion ...
As I see it, ...
As far as I'm concerned ....
From my point of view ...
Giving a tentative opinion
It seems to me that ...
I would say that ...
I think it would be fair to say that ...

In pairs ask and give opinions on the following subjects:

Knowledge management
e-commerce
education 
Team management
Out-sourcing
The Asian Economy
Temporary Contracts 
Women in management

Clarifying

One way of testing your English in an interview is to suddenly break into English without 
warning you. This sudden change of linguistic codes can be extremely uncomfortable and 
creates the doubt in your mind: are the testing my opinions or are they testing my English? 
The truth is that they are testing both, and also your reaction If you don’t understand the 
question you will need to clarify. And 
 in English there are more subtle ways of clarifying than just saying “What?”

Here are a few of them:

Asking for confirmation
If I've understood you correctly, you're saying that ...?
Correct me if I'm wrong, but ...
When you say ..., do you mean that ...?
Are you saying that ....?
Asking for repetition
I'm afraid I'm not quite clear what you mean by that.
I'm afraid I didn't quite get/catch your last point.  Could you go over that again, please?
Correcting misunderstandings
I'm afraid there seems to have been a slight misunderstanding.
That isn't quite what I meant.
Re-phrasing
Sorry, I'm probably not making myself clear.  Let me put it another way ...
Perhaps I should make that clearer by saying ...
Allow me to rephrase that.

PAIR WORK
Read the following sentences to your partner.  Speak as fast as  you can, don't worry about 
your pronunciation or intonation.  Just keep talking!   Your partner will have to clarify what 
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has  been said and ask for repetition if necessary.  If necessary, correct any 
misunderstandings and rephrase what you have just said. 

• This is not the time to be thinking of expansion.
• We need to think about exporting to Spain.
• Clearly, the best person is Mr Brandon.
• The market leaders are the French.
• We must reach our preliminary target by October.
• The main problem of course is going to be money.
• Advertising has cost us well over half a million.

• Over the next three years manufacturing costs will be cut by half.

Questioning 

An interview is a two way communication activity. It is your best opportunity to gather 
information about the company and its profile. To do this you will need to ask questions  
Asking general questions
Would you mind  ...ing ...?
I was wondering if you could ...?
May I ask ...?
Asking for further information
I'm sorry but could you explain in a little more detail?
Could you expand on that?
Playing for time
That's a very interesting question.
That's a difficult question to answer.
Saying Nothing
Well, it's rather difficult to say at present.
I'm afraid I'm not in a position to comment on that just yet.
Questioning
It depends what you mean by ...
I'm not quite sure what you mean by that.
I don't think it's quite as simple as that.

PREPARING FOR THE INTERVIEW

Proper preparation can make the difference between receiving and not receiving a job offer.

• Do some research about the company (size, products, annual sales revenue, 
principal lines of business and locations, etc.). Check their website or find company 
information. This will not only make you feel more comfortable during the interview, 
but it will also prepare you to show genuine interest in the company.

• Know the exact place and time of the interview, the interviewer’s full name, the 
correct pronunciation and his or her title. Find out how many people are involved in 
the interviewing process and who the final decision maker is.

• Be prepared to ask questions during the interview. Your questions allow the hiring 
manager to evaluate your professional and personal needs. Good questions help both 
of you determine if your relationship will be mutually rewarding. Avoid questions that 
relate to salary, benefits or holidays.

• Allow sufficient time for the interview. Plan to arrive exactly ten minutes before your 
actual appointment. There is no excuse being late.

• Dress appropriately. Plan how you will dress for the interview, remember that there 
is only one chance to make a good first impression. 

• Keep a positive frame of mind. Set other concerns aside and focus on what you are 
going to accomplish at the interview. Relax.

THE JOB INTERVIEW:
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Interviews can be very formal and structured. Most of the questions will be formulated to 
uncover your past behavioural patterns and will be rather rapid in pace. On the other hand, 
they can be informal and conversational such that the pieces of your background will be 
uncovered in a more random way. Let the interviewer set the tone and match your style with 
theirs, in accordance with your individual personality. Although there is not one way of 
interviewing, there are standard steps that apply to every interview process.

FIRST CONTACT

Your initial contact may be with a Human Resources employee who will likely instruct you on 
how to proceed with your interviewers and provide you with a preview of what to expect. 
Alternatively, you may meet directly with an official of the department offering the job. In 
both cases your greeting should include a firm handshake, an enthusiastic hello, and lots of 
eye contact followed by an introduction of yourself. You should know the colour of the 
interviewers eyes after the initial greeting.

THE ICE BREAKER

In every interview, there is a short interval before getting down to business, which is filled 
with small talk. Respond with enthusiastic and pleasant answers to remarks and questions.

THE INTERVIEW

1. Follow the interviewer’s leads, but try to get the interviewer to describe the 
position and the duties to you early in the interview process. This way, you 
may be able to apply your background, skills and accomplishments to the 
position.

2. Establish rapport with the interviewer. People want to hire those they feel 
most comfortable with.

3. Make sure that your good points come across to the interviewer in a factual, 
sincere manner. Stress achievements. For example: processes developed, 
savings achieved, systems installed, etc.

4. Don’t say, "No, I haven’t." Do say: "I have done something similar and I was 
successful at it." OR "That sounds interesting, and I’m sure I can do an 
excellent job at it."

5. Respond to questions being asked as they relate to the position, or the 
company’s needs. If asked about your background, be specific and only talk 
about those aspects that relate to the particular position in question.

6. If you get the impression that the interview is not going well and that you 
have already been rejected, do not let your discouragement show. Once in a 
while an interviewer who is genuinely interested in you may seem to 
discourage you as a way of testing your reaction.

7. Avoid discussing salary at the first interview. If pressed, respond: "I would 
seriously consider any reasonable offer you care to make."

8. Make sure you talk about why you are interested in this position and what 
you can offer the company. 

9. You must convince all parties in the interview process that you are the right 
person for the job.

CLOSING THE INTERVIEW

The closing phase is the most important part of the interview for making a lasting 
impression that can place you above other competitors for the same position.

1. Find out what the next step is.

2. Make a statement that indicates that you can do the job, and that 
you would welcome an offer. 

3. Thank the interviewer for receiving you.  

The candidate that shows the most enthusiasm for the job, the opportunity and the 
company is usually the one that gets the offer.
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The 25 questions most commonly asked

Certain questions are repeated from interview to interview and having your answer 
already prepared helps. We’re going to spend the next part of the course looking at  
these questions and how to answer them diplomatically.  

1. Tell me about yourself ...
2. How did you hear about us?
3. Why do you think you should work for us?
4. Have you been for other interviews? Where?
5. What interested you in this sector?
6. What can you offer us that others can’t?
7. If we were to offer you the job how long would you see yourself working with us?
8. Where do you see yourself in ten years?
9. What are your strong points and weak points?
10. How would you describe yourself?
11. What would you describe as your biggest success?
12. How do you get on with others?
13. What would be your ideal job?
14. Are you happy in your present job?
15. What do you think are the keys to professional success?
16. What’s the thing you value most in a job?
17. What do you do in your spare time?
18. What do you find most/least interesting about the job?
19. How would others describe you?
20. What do you expect from life/this job?
21. Tell me about your career?
22. How much money do you expect to earn?
23. What do think of your present boss?
24. Don’t you think you’re a little too young/old for his job?
25. Which is more important to you: status or money?

Answers!

Learn the "optimum answer". Don’t use YEs/No as an answer. Answers should be about 

two minutes long. Much more than three minutes and candidates can be perceived as 

boring or unable to get to the point. Less than a minute and they're branded as dull and 

lacking interest. 

• S: make an opening Statement 

• A: Amplify that statement 

• F: a Few examples 

• W: Wrap it up 

TYPES OF INTERVIEW FORMAT

THE PANEL INTERVIEW 
THE GROUP INTERVIEW
IN-DEPTH INTERVIEW 

GROUP  INTERVIEW
In the Group interview you may be given a topic to discuss or a problem to solve in front of 
the interviewers. It is important to demonstrate your communication skills – which means 
LISTENING as well as SPEAKING – and your organisational skills. Try to structure the activity 
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and show whatever leadership skills you possess. You have to be careful in this type of 
activity to keep your cool and remain diplomatic at all times.

THE PANEL INTERVIEW is equally as tough as the Group Interview. The members of the 
panel may adopt the following roles: MR. NICE; MR. NASTY; MR. SCEPTICAL; MR. 
BALANCED. Remember the panel always has the advantage of numbers. Try to direct your 
answers to all the members of the panel and maintain eye contact at all times.

THE IN-DEPTH interview is perhaps the most common and may include one or two 
interviewers. This is perhaps your best opportunity to show off your personal qualities. It is 
important to build a rapport with your interviewer  
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