INFORMATION SHEET

HOW TO PREPARE FOR AN INTERVIEW
Once you’ve been scheduled for an interview, make sure to do your homework and prepare. Here are a few
ideas to help to prepare mentally and physically.

What is an interview?
An interview is a meeting between you and an organization, when you’re considered as a candidate for a job or position. The
organization may interview several candidates before making a final selection. An interview is also your opportunity to learn
more about a position/organization to determine if it’s a fit.
A traditional interview consists of a series of questions asked by the interviewers. You may also be asked to demonstrate your
skills by completing short work-related tasks such as formal presentations, role-plays or written assignments. These tasks may be
assigned ahead of the interview, or you may be asked to perform them on the spot.

What do interviewers want to know?
1.
2.
3.

Can you do the work?
Will you be a “fit” with the work culture?
Are you motivated to do the work?

Types of interviews:
ONE-ON-ONE: These interviews are typically between you and one organization representative. The representative will likely be
a manager or supervisor, or from human resources. This could be the only interview you have with the organization, or it might
be part of a series of interviews to assess your match for the position. Usually, one-on-one interviews consist of questions or
activities related to experience, skills, technical knowledge, personal attributes, conflict resolution and other competencies the
organization is looking for in a candidate.
PANEL: Although the questions may be similar to the one-on-one interview, panel interviews include several different
interviewers. This means that several representatives from the organization will ask you questions. Your panel could include the
job supervisor, someone from human resources, or someone with an interest in the projects you would work on. Organizations
use panel interviews to give all relevant stakeholders the ability to participate. Panel interviews also promote balanced and
objective assessments by using feedback from a number of panel members, rather than relying on the decision of one
interviewer. Interviewers may take turns asking questions, or one person may do most of the talking while the others listen and
take notes.
GROUP: Group interviews include multiple job candidates at the same interview and are generally used in sectors where an
organization wants to hire many employees at once. These interviews are common for positions that demand exceptional
interpersonal and negotiation skills (e.g. the aviation industry, the public service and executive track recruitment). Group
interviews will often include a competitive or a collaborative team exercise. Your ability to interact with others will be evaluated
while you are assessed on the skills or attributes the organization is seeking. In these situations, it’s important to adopt a
balanced approach. Speak up but don’t dominate the conversation. The organization is assessing your ability to work on a team,
so you’ll need to demonstrate that you can draw people together in a constructive way. This doesn’t always mean taking on
the role of organizer; it can involve contributing ideas, facilitating discussions and building positive relationships with group
members and the interviewers.
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PHONE: Sometimes the interviewers are too far away to host an in-person interview or they want to screen applicants before
inviting them to a face-to-face meeting. Phone interviews let you have your résumé, cover letter and extra notes right in front
of you. On the other hand, the interviewer can’t see you, so you lose the ability to make a good visual impression. Remember
that your voice is an important tool to convince the interview that you’re a top candidate. Convey your energy and interest by
sounding confident and enthusiastic.
When you arrange the interview, schedule it at a time and place where you’ll be uninterrupted and where there’ll be no
background noise. Organize your notes and research about the organization, your résumé and any other documents you have
prepared. Make sure your phone is fully charged, the call waiting function is deactivated and your voicemail sounds professional.
If you are using a cell phone, choose a location with reliable reception. Be ready early, as organizations sometimes call before the
designated time.
SKYPE AND OTHER WEBCAM INTERVIEWS: Skype, iChat, Facetime and other video conferencing tools are becoming more
popular for out-of-town interviews. Treat webcam interviews as a combination of a telephone and in-person interview. As in a
phone interview, you can have some notes in front of you, but should avoid referring to them too often.
Ask permission
When looking to call someone using a webcam tool like Skype, iChat or Facetime, it’s polite to ask for permission before calling.
Your contact might be on the telephone, in a public place or otherwise not in a position to take your webcam call. Try instant
messaging before making the call - a short text like “Is this still a good time for our call?” will only take a few seconds and will avoid
catching your contact off guard. It’s also a good idea to know whether your contact expects to see you on webcam, or whether
he or she expects a voice-only call.
Prepare your space
To prepare your space, find a quiet spot with bare walls behind you, set up the webcam/monitor so it is eye-level, and make
sure you’re captured well on the screen. Test your computer set up to make sure your settings are correct and your voice levels
are good. Avoid being surrounded by clutter and don’t plan to multitask during the call - your full attention should be on the
interview. Log on about 15 minutes early.
Create a professional profile
When you connect via web conferencing program, they will be able to see certain profile information about you by default. Be
aware what your status, location, and other profile details are saying and ensure they are appropriate and accurate when using this
type of tool for business.
Test the technology
You may also wish to practice an interview to get the hang of looking and speaking to the lens and microphone instead of to the
screen image of the interviewer(s). Test out the quality of your microphone and make sure that your voice is clear for the person
on the other end. If possible, invest in an external microphone and headphones. Ensure there won’t be other demands on your
internet connection at the same time —like your roommate playing online games. If you have access to an Ethernet connection, it
is usually better than wireless.
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