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Top tips:
1. Have eye contact with all people in the room
2. Use visual aids to explain your skillset — be memorable!
3. Imagining you're in the role already but not presumptuously, shift perspective
and answer “If | was hired..."” rather than “l will or | would”
4. Wear a watch (as both interviewer and interviewee), be conscientious.

Avoidable:
1. Fully understand the role before you enter the interview room.
2. Ask for questions in advance but do not pre-load all your answers to these
questions, listen to the interviewer before you form your response.
3. Stay engaged, and positive, and avoid discussion around negative work
history.

Interviewees:
e Expected promotion that you've been put forward fore
o Stretching to apply for a role internallye
o Looking outside with leisure to choosee What's your mood?e
o Looking and you need a job NOW?
o Going for your first Board or Non-Executive Director role?

Interviewers:
o Growing fast, interviewing for multiple roles?
o Must hire to fill a key gap quickly?
« Already have a candidate, interviews are 'fake’'?
e You're the ‘diverse panel’ member....2
o Adapt to interviewees needs

Motivation:
e Why have you applied? Does the job role match your values?
e Who else is out there and what do they bringe What's my USP?
e Ask your colleagues/friends in advance for feedback
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You'll have done some of this to reach the interview stage, but it can inform how
you approach the interview itself — and how you come across it.

e Analyse (‘heart and mind’): Is this the right role/place for youe Why & how
much do you want ite

« Research the organisation + role: Tasks + values + leadership + team +
projects + career potential

o Assess your own strengths & gaps: How many of the skills + attributes are you
sure of2 Ask peers, because you may have more than you think! How many
could you learn or work around?

« What can you learn from the role? Always keep advancing if you can!

Know your own CV and application:
They got you to interview — be familiar with your docs & be ready to

both refer to them and go beyond.

Prepare for standard questions: 5-year goals, strengths & gaps, proudest
Achievements and key experiences. Practice!

See Indeed guidance here. It's not gospel but covers a loft!

Who are your interviewers?

Will you have an ally on the panel¢ Don’t over-focus on them (they may not make
much eye contact) but you might refer to them on a success or incident they can
add to after you leave.

Anyone who makes you anxious2 Again, don't focus on them, but don’t avoid eye
contact. Think of potential detractors as challenges to overcome rather than brick
walls.

What are your stories?
They've read your paperwork. This is a conversation, so adapt your experience and
insight info engaging stories, using spoken language.

Practice by telling your stories out loud, to family/friends/peers.

TIME yourself; if you have “um” speech habits, record yourself & try to
reduce those. See this advice.

Try the STARR structure - Situation, Task, [Your] Action, Result, Reflection — esp. for
public sector interviews, but humanise it.
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Personal prep:
e Look the part - Always be professional and neat. BUT: do you have a colour or
‘talisman’ that makes you feel strong? Can you relate that to the
organisation’s culture?

e Amp yourself up — Do whatever makes you feel as confident as possible
before you go in: your favourite music, time with your pet, a call with
someone who's got your back, a dose of sun.

e One last look at the company/JD and your *highlight stories’

e Don’'t OVER-prepare, esp. on the day; you could get lost or distracted trying
to remember details.

e Be a BIT early — Don’t stress yourself out by risking being late but try to avoid

sitting in a waiting room for 30 minutes; also means you're more likely to see
other interviewees.

Physical:
« Take a moment to get settled. Be comfortable, sort yourself out. Smile!

o Take the water - and drink it. Good for voice/hydration and can be a useful
moment to collect yourself if you get nervous or lose your way.

o Make eye contact with all the interviewers over time. Change when you
make a new point,

o Breathe - and pause between thoughts or answers.

If your interviewer/s don't infroduce themselves (which they should), you can ask
who's who.

Mental/Emotional + Content:

e Honesty — Never lie or exaggerate [obvs. your CV and application must be
truel]. 'l don’t know/ haven't done that but | learn fast’ is better than

blagging.

e Clarity — Your interviewers may not be subject experts (all the more reason to
understand who they are); avoid jargon or technical terms.

e Humanity — You can talk about something making you feel good, e.g. if a
success made you feel fulfiled/amazing etc. - shows you care

e Discretion — Don’t badmouth current or previous employers — or gossip.
e Have questions of your own to gain info on eg salary, flexibility, team, and to

show your interest.
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