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How to stand out at Interviews
However good at interviews and confident you may be, it never hurts to quickly run through a quick checklist which just might contain a couple of useful things at the forefront of your mind.
However confident and experienced you are in the interview situation, it is essential to prepare for each interview fully. This checklist is designed to help you be as successful as possible and better your chances of landing that dream job. Have a read through; we’re sure it’ll be useful…

Preparation

· Read the job specification; understand how you can add value in this role

· Check the client’s website and any big news stories relating to the company

· If you are asked to give your version of what the job entails, can you give an answer?

· Make sure you know your own CV and can answer questions on it. Remember to ask the recruiter for a copy of your CV so you can see it how the client does.
· Think through likely questions you will get asked: 
· Consider your strengths and be prepared to give examples

· Consider your weaknesses and you mitigate against them

· Why you are leaving your current firm?

· What you can bring to a new employer etc
· Prepare interesting questions for the interviewer. Avoid standard questions that all candidates ask and leave the interviewer bored having to answer them. Probing questions that engage the interviewer will win the day!

· Plan a strong close to the interview. Make sure you are able to manipulate the situation so you finish on a strong point and have the interviewer agreeing with you.

· Finish with the killer question – “Do you have everything you need to make a decision and what are your initial thoughts?”

Basics
· Make sure you know the time, location and person you are due to meet. Always dress conservatively, dark suit, white/light shirt and laced shoes (that are polished).

· It is imperative you have a firm handshake and make eye contact with your interviewer - the first 30 seconds can shape the opinion of the interview. You can still pull it round if you get off to a bad start.  First impressions count but are not everything.
· Be confident, make eye contact with the interviewer(s) and speak firmly
· Repeat the question as the opening to your answer (it shows you are listening and gives you time to think)
· Ask for clarification if you don’t understand the question – it is better than blithering through

· The purpose of an interview is for the company to find out more about you and to determine whether you have the skills, experience, and potential to succeed in the position. In addition, they also want to know if you will blend into their organisation easily and effectively
· A good interviewer is not trying to trip you up, (though for senior positions the interviewer may want to know how you respond under stress)

· Spend some time practicing your answers to the following questions. If you can answer them, it is unlikely you will be faced with a question at your interview that you cannot respond to effectively. The questions are generic, so some of them may not be applicable to your specific situation.  The best way to practice is always to get someone to ask you them in person and for you to actually answer as you would in the interview
An interviewer will want to know what motivates you – ways of discovering this are asking:

· Would you describe yourself as self-motivated? If yes, why?

· Can you give an example of a time when you made a suggestion to improve something at work? What happened? Was it implemented?

· What was the level of supervision in your last job?

· What was your relationship with your supervisor/manager like?

· How would your last manager/ current manager rate your performance and how would you rate it yourself (self awareness)

· If I was to ask your last supervisor or a colleague to describe you, what would they say?

· What gets you out of bed in the morning? (the answer is not an alarm clock!) 

· Why do you want this job?

They will want to get an idea of how organised you are:

· In your last job, how did you go about organising your day?

· Can you describe a time when you were under pressure at work? How did you go about handling the pressure?

· Would you describe yourself as organised? What makes you describe yourself in this way? 
Most jobs today require at least basic computer knowledge:

· What IT systems are you expert in?

· What training have you completed recently?

To succeed in business today, we all need to be team players:

· Can you tell me about a time when you helped a team, reach its goals?

· Can you tell me about a time there was conflict in a team you were in, what happened and how was it resolved?

· Do you prefer to work alone on a task or with others?

· Does anything frustrate you about working with other people on a daily basis?

· Are you a member of any teams or groups outside work?

Perhaps you will need to demonstrate some sales experience:

· Can you tell me about a time when you persuaded a customer or potential customer to buy something?

· As a customer have you ever experienced a good sales person in action and what made the experience stick out in your mind? 

An interviewer will want to know about where you see yourself in the future:

· Would you describe yourself as ambitious? If yes, why? 

· If we were to hire you, how long would you see yourself staying with us? 

· Where would you like to see yourself in 5 years time? 

· What are you going to do to ensure you reach those goals in 5 years time? 

· Do you plan to study further in any particular area? 

Focus on the job specification:

· Tailor your answers to a certain extent by what is required in the job specification

· You need to convince the interviewer that this is the perfect role for you
· Do not make unrealistic demands or requests. Discuss what the job provides in terms of training, flexi time, working from home etc with your Recruitment Consultant before the interview
Then there are the awkward questions:

· Why should we choose you for this position?

· Could you tell me a bit about yourself?

· What did you think of your previous manager (shows attitude?)

· What three words would you use to describe yourself? 

· Or – If I was to ask a friend to describe you what would they say? 

· What do you feel are you specific strengths?

· What do you know about this company?

· What do you think you would bring to this role?

· Why do you want to work for the company?

· Do you have any other questions?

 Action words
Just as your CV should contain plenty of ‘action’ words and active verbs, so too should you. Get comfortable with words like, develop, instigate co-ordinate, design, managed, operated, lead etc. An employer is hiring a person, so you need to show you all round people skills, hence the importance of not overlooking hobbies and interests. 

It’s as just as important for you to ask solid questions of them

You may well get the opportunity to ask questions during the interview, and this is a good way to break down barriers, show genuine interest and allow a two-way discussion. You will for certain get the opportunity at the end to ask questions. Try and avoid stock questions as this way you will stand out from other candidates they have interviewed. 
Have they employed anyone with a similar background to me, and if so how have they got on with the firm/department?

· If you were to successfully get the job, where would they see you in 5 years time (this shows you are committing to a long term career with them).

· What made the interviewer decide to join this team/firm?
· What are the growth plans (fees and head count for the next 12 months)?

· Do they have any reservation with your experience/skills.

What did you learn?

When you leave the interview jot down what you felt you did well, what did you learn from it, what you might have done differently? Note any relevant information that the interviewer gave away. For example he or she may have discussed certain aspects of the role that would be useful to repeat if you are called to a second interview or interviewed by someone else. 

Finally, remember

This is a two way process.  You need to like the company and they need to like you.  You may not have a lot of interview experience (if you have a stable work history chances are you will not have had many interviews), conversely the interview may not be experienced at interviewing.  Relax and don’t be afraid to take a sip of water to compose yourself before you answer.

**** GOOD LUCK ****

Tel: 020 7269 6333

Email: info@pro-finance.co.uk
[image: image2.jpg]| PRO-FINANCE

RECRUITMENT SPECIALISTS




[image: image3.jpg]" PRO-TAX



[image: image4.jpg]8 PRO-LEGAL








