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Achieving Interview Success  
Interview success can be achieved by preparing for detailed (and sometimes stressful) interview questions well in advance. By demonstrating your knowledge, professionalism and skill set you will be able to convince the hiring manager that you are the ideal candidate for the role.

Here are interview “do’s and don’ts” to help you make them hire you! 

Interview Do’s and Don’ts

Basic

· DO make sure that you have the correct address and directions; check the location on the map, make sure that you know how to get there, and give yourself enough time to be 10 minutes early. Know the name and title of the interviewer.

· DO have copies of your resume and list of references in a folder or envelope

· DO ask your recruiter about the potential employer dress code; dress professionally; wear clean, ironed, comfortable clothing. When in doubt, err on the conservative side; it’s better to be overdressed than too casual. 

· DO prepare in advance; research the company, the job and the industry. A thorough review of the company website is a must! 

· DO be ready to discuss your resume (especially your achievements) in detail; be concise and to the point. Do structure your answers around “situation, action, results”.

· DO be enthusiastic and interested in the job and the company; prepare questions about the employer expectations, the challenges of the position and the career path. The interview works both ways; after the meeting you should have a good idea if the position and the company is right for you and your career plans. 

· DO make eye contact.

· DO turn your cell phone off. 

· DO call your recruiter after the interview and give your honest feedback; tell what’s your level of interest in the position; let the recruiter know if you have additional questions.

Don’ts 

· DON’T be late! Ask your recruiter for the interviewer’s phone number; call if you are stuck in a traffic jam or any other situation preventing you from being on time. Don’t use the phone number for any other purposes; calling the employer for feedback or follow up is your recruiter’s job. 

· DON’T be rude or condescending to anyone in the employer’s office, no matter how junior. 

· AVOID “the grip of death” or a “dead fish” handshake. 

· DON’T “spill the beans” – answer questions, don’t tell your life story.

· DON’T ever speak badly about your previous employers; vent to your friends, not to the interviewer.  

· DON’T bring your family, friends or pets to the interview.  

· DON’T cancel last minute, unless you have a very good reason; advise your recruiter as soon as possible!

For a brilliant interview:

· DO build a relationship with the interviewer, creating a 'bond' by shaking hands, giving an earnest smile, earning their trust during the interview by building rapport, showing a sense of humour and making eye contact. 

· DO rehearse; ask a friend to conduct a mock interview and give you feedback, especially about your body language. Do you come across as energetic, sincere, upbeat and confident? Do you fidget excessively? Do you make eye contact? 

· DO prepare a “cheat sheet” with your biggest selling features; it will help you convey the critical points, even if you are anxious or nervous. 

· DO listen carefully; ask for clarification if you don’t understand the question.

· DO prepare answers to the potentially difficult questions: “why did you leave your last job” or “what are your strengths and weaknesses”. Answer sincerely, but with some degree of diplomacy; “I left because it was a horrible place to work” will not make you any points. You should be honest when mentioning your weakness, but stay positive and segue into the strengths and skills you possess.

· DO bring examples of your work. Providing specific examples of your achievements (for example: a one page outline of the recruiting strategy for “hard to find” positions at your previous job) will lend credibility to the rest of your responses during the interview. Keep it brief; be prepared to discuss details. 

· DO send a “thank you” letter. It shows that you “know the rules”; it’s also a great opportunity to reiterate why you think you would be an ideal person for the position. Ask your recruiter to verify addresses and titles. Email is acceptable.



Don’ts

· DON’T be overconfident or too cocky, especially at the second interview. They like you, but the offer is not yet on the table. 

· DON’T answer based on assumptions about “what they want to hear”. 

· DON’T ask questions about money, benefits, holidays and perks during the first interview. 

· DON’T try to negotiate your salary or hourly rate during the interview; leave it to your recruiter.

· DON’T spring last minute surprises on your recruiter and the employer, for example: you can only accept the job if your spouse finds work at the same location; you have long holidays booked a month from the start date; you absolutely have to leave at 4pm every day to pick up your children from daycare. Your recruiter should be aware of these circumstances and discuss it with the employer before the interview.   

GOOD LUCK!

