
PREPARE FOR 
INTERVIEW

HOW TO... 

for more advice, please visit buildingcareersuk.com or speak to one of our consultants



CONGRATS!
You've secured an interview. Now, you have a chance to really
impress your prospective employer, whether your interview is in
person, over the phone, or online. Preparing ahead of time is key to
helping you perform at your very best.

In this guide, we've put together several ways you can set yourself
up for success at interview stage, including:
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Review the job specification

Research the company

Prepare questions/answers

Plan your journey

Sort extra support if needed

Prepare your own questions

Make a great first impression

Practice makes perfect

Rest up & be yourself

Follow up after interview
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REVIEW THE JOB SPECIFICATION

RESEARCH THE COMPANY

Title / company information
Duties
Skills required

Your first step will be to go back and read the job description. Most
job descriptions follow a similar pattern:

This should give you a general understanding of the purpose of the
position and where the role fits into the structure of the
organisation. Read the description thoroughly and start to align
your competencies with the skills needed. Start to ready yourself to
answer questions that would help elaborate on some of these
required skills. 

Company website and 'About Us'
Company history, mission and values
Company social media & professional networking profiles
Industry news, like press releases and articles
National reporting or professional industry sites for information
like employee satisfaction and salary reports

You'll already be aware of the basics before submitting your job
application, but now it's time to dig deep. Make sure to look at: 

Having an up to date knowledge on what the organisation has been
up to will show your keen interest in the position, as well as giving
you more of an idea who your interviewers are, and what questions
you might like to ask them.



Tell me about yourself
Why do you want this job?
What are your strengths and weaknesses?
Can you tell me about a time you encountered a challenge and
how you faced it?
Where do you see yourself in 5 years' time?
Why are you leaving your current job?
What are your salary expectations?

Reviewing the job specification and researching the company will give
some ideas on what questions may be asked of you. Make a list of 
 possible questions and then do some work on answering them. 

Don't worry about ticking every box exactly - this is your chance to
show your knowledge and skills, but also your personality, personal
projects or interests, and attitude to your career. The right
combination of these things will lead to a job offer.

Common questions include:

Remember, your answers should align with the requirements for the
role, and ideally with the company's values. 

As you rehearse some answers for these questions, try to jot down 
bulletpoints - but don't write out answers in full. This will help you
keep a conversational flow in interview, without reading from a script.

PREPARE QUESTIONS/ANSWERS

TOP TIP: Don't be thrown off when talking about your 'weaknesses.'
This is an opportunity to demonstrate your desire for personal
development and frame the 'weakness' positively; e.g. maybe you've
never enjoyed public speaking, but in the past two years you've
volunteered to run meetings to help improve in this area.



PLAN YOUR JOURNEY

GET EXTRA SUPPORT IF NEEDED

Arriving on time not only calms your nerves, it also shows your
professionalism and organisational skills from the word go.

If your interview is face to face: research the location, parking
arrangements and map directions in advance. 

Make sure to double check the day before interview, in case any
changes occur last minute that would affect your arrival time e.g.
roadworks, a replacement bus service, snow. 

Prepare to be early to interview, and save interview contact
information in case of any unexpected issues. Try to provide as
much notice as you can if you've run into difficulty,

If your interview is by telephone or over video call: the same rules
apply about research and arrival time. Set up for the call in advance,
checking signal and WIFI, and ensure no disruptions during your
interview. 

Confirming alternative access such as ramps
Adjusting chairs or interview location
Adding signage to the interview room
Arranging for a sign language interpreter
Arranging for written materials to be provided in Braille,
enlarged font, colour contrast or audio.

If you need special access or additional materials to be arranged for
your interview, make sure to let the organisation know in advance. 

This may include:



FIRST IMPRESSIONS ARE KEY
Planning what to wear a few days in advance allows you to focus on
more important things. 

Make sure you look clean and presentable. It's best to check the
dress code, as it can vary depending on the team culture, and is an
easy way to show how you'd fit in. If you're unable to check, err on
the side of caution and dress more formally for business. 

Whether your interview is in person or over video, first impressions
are important. In person, make eye contact with all interviewers, and
give a strong handshake. Over video, smiling is important to help
you come across as open and friendly. Be aware of how your voice
sounds and what expression you are making as you listen and speak. 

Sit still with your feet firmly on the ground to help improve posture
and avoid fidgeting.

DO YOU HAVE ANY QUESTIONS?

What are the key objectives for this role in the first year?
How does my role fit in the wider organisation?
What are your current challenges?
In your opinion, what's the best part of this company / your role?
What are the opportunities for growth in this role?
Is there anything you'd like me to elaborate on further?

Even if the interview has been thorough, you should have a couple
of questions at hand when asked this. The basics could cover start
date, salary, working hours or policy on working from home, but try
to think of a few thoughtful questions that show you've been paying
attention, and reiterate your interest in the role. These could include:

Of course, there is a slim chance that all your questions will have
been answered during interview. If so, inform the interviewer, and
ask if you can get in touch if you think of anything else. 



REST UP

Don't just think about these tips and possible interview questions
and answers - practise them! 

Ask family or friends to help you, or look in a mirror while you speak
your answers out loud. Not only will it help you consider the content
of your answers, it'll also help you think about how you look and
sound and likely calm your nerves before the big day.

PRACTICE MAKES PERFECT

Never underestimate the power of a good nights' sleep. You've done
your research, prepared answers, picked and outfit... now stop and
rest. 

Do something that relaxes you for the evening and be sure to get to
bed early. Be sure to set an alarm! Feeling fresh and alert will also
help you cope with any unforeseen difficulties before interview, and
could bring new questions to mind you hadn't thought of before. 

FOLLOW UP
Congratulations, you've made it through your interview. Now, the
only other thing you could do is to draft a follow up email (you could
do this before the day) and send post interview. 

This allows you to show your professional courtesy by thanking the
interviewer for their time, remind them of your conversation
together and reiterate your interest in the position. Receiving this
message may even prompt their reply. 

If you require any further support before or after interview stage,
check out our resources at www.buildingcareersuk.com or speak to
one of our recruitment experts. Good luck at your interview!


