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This handout is designed to assist you in preparing for an interview!

Interview Preparation


Preparation is key to a successful interview. The following guide outlines the steps you should follow to prepare yourself for that important interview. Studies have shown that a candidate who is well prepared for their interviews will be more relaxed and give a better account of themselves. 

Prior to the Interview

For job interviews ask for a full job description prior to the interview. This should include whom the successful candidate reports to, the type of work you will be involved in and your main responsibilities. You should also ask for details of the qualifications, experience, skills and qualities the company is looking for. Find out what the ob actually involves if possible speak directly to the person recruiting for the job as this can give you a better insight than a written job description.

Clarify the interview procedure will there be a second interview, are any tests involved, how long is the interview likely to last. Will you be interviewed by more than one person?

Confirm the interview date and time plan your journey in advance and allow plenty of time in case of delays

During the Interview

Taka a few calming breaths just before the interview starts and tell yourself you are going to enjoy the interview

A firm handshake and smile always makes a good start to the interview

Listen to the questions being asked and don’t feel you have to talk all the time or giving irrelevant information  can be off putting to the interviewer. Be comfortable with pauses in the conversation. Pausing briefly prior to answering a question can give the impression you are taking time to think

Body language is very important good posture sitting up straight but being relaxed can convey positive energy and attentiveness. Always acknowledge the points made by the interviewer, which shows you are listening and responsive to the conversation. Avoid habits like playing with your hair, drumming your fingers etc as this is distracting to the interviewer and can suggest that you are nervous or highly strung. Sit with your arms relaxed by your sides avoid crossing them ass this can appear defensive

Maintain good eye contact throughout the interview In addition to conveying your attentiveness, it suggests you are a self confident open and secure type of person 

Be prepared to demonstrate your understanding of the requirements of the job

Answers questions clearly and to the point don’t waffle be aware from the interviewer’s responses whether you have given enough information or if they would like you to expand further 


Be truthful if you don’t know the answer to a question or do not have a particular skill don’t bluff you will gain more respect by being honest and this type of questions can give you an opportunity to demonsrate your motivation and willingness to learn

Firm handshake smile and thank you as you leave

Post Interview Analysis

Make some notes immediately after completing the interview while it is still fresh in your mind. How did you feel it went, did you develop rapport with the interviewer(s), did you highlight your suitability for the course, how did you handle difficult questions, what were the positive negative aspects of the interview how do you feel about the job now, what is the next step?

Standard Questionns

Why are you interested in this job / career? 
What do you already now about this career
What work experience do you have in his area
What skills qualities do you think you need for a carer in this area? 
Can you give me an example of a time when you were patient, organised, demonstrated leadership, solved a problem etc
What hobbies or interests do you have?
Can you give me an example of the types of questions you would ask at an interview? 
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