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PREPARING FOR AN INTERVIEW



The Application

 Write a good application letter.

 Use good English, have a friend proofread/edit it 

if possible.

 If handwritten all the content should be 

handwritten, if typed all content should be typed.

 The letter should be clear and precise. 



The Application
 Do a good concise CV, 2 pages maximum.

 The work should be well aligned, simple, clear, 

consistent formatting, minimum 10 point type, name 

and contact information on each page.

 Proof read! Find the typos.

 It should be printed from a good clear printer, avoid 

photocopying your CV, unless the copier is very good!

 Choose your referees wisely and seek their consent 

in good time.

 Think about the potential employer and what they are 

looking for. Tailor your application to them.

 Don’t ever lie or exaggerate your experience.



Preparation: Before The Interview

 Does the idea of going for an interview make you 

nervous? It does not have to be.

 The more you prepare and practice, the more 

comfortable you will be.

 Increase your opportunities of getting the job you 

want by polishing your interview skills.



Preparation Before you Go!

 Find out all you can about the company.

 Try and find out what is their mission/vision 

statement .

 Understand the products they offer and the 

services.

 Try to find out who are their customers and who 

are their competitors.



Preparation Before you Go!
 Practice your answers to common questions 

asked during interviews.

 Make a list of these questions.

 Tell as a little about yourself ( dwell on academic 
accomplishments, professional accomplishments, 
it is also important to mention the marital status, 
e.g. if you are engaged, and  the marriage date if 
it is in the near future).



Preparation Before you Go!

 More Questions….

 What are your strengths (professionally related 

strengths).

 What are your weaknesses (professionally related 

weaknesses).

 What value will you add to our company.

 Where do you desire to be in the next five years, 

(be realistic).



Preparation Before you Go!

 Where do you want to be in 3 years time..

(show loyalty - three years is a short time, I may 

still be with the same company if the job is 

fulfilling and there is opportunity for growth in 

skills within the firm).



Preparation Before you Go!

 Most interviewers will ask you if you have 

questions.

 Make a list of questions.  This is a great 

opportunity to show you have done some 

thinking before the interview.  

 Some questions may be: 

 What does the job entail, that is the job description.

 Whom does the holder of this position report to.



Preparation Before you Go!
 When will this position be filled?

 What is the pay package? Do your research on 
what similar firms pay for the position.

 Ask them if they have a pay scale, mention you 
would be happy to be put within their pay scale, 
could start midway in the scale because of your 
good skills….  (if they show they want to discuss 
salary).

 But beware of asking ‘clever’ questions or ones to 
which you should know the answer.



During the Interview

 Make a great impression!

 Dress appropriately.

 Prepare your documents properly.

 Carry them in an appropriate manner.

 Arrive 10-15 minutes early (certainly not more 

than 30 min early).



During the Interview

 Start it off like a winner but do not be over 

confident!

 Offer a firm handshake.

 A pleasant smile. 

 Salute the panel, Good morning

 Introduce yourself.



During the Interview

 Stand or Sit Erect.

 Maintain eye contact but not to the point of 

embarrassment.

 Take a sit facing the interviewer, however, slightly 

off centre.

 Talking or gesturing with hands is natural but 

keep it in moderation.

 Do not cross legs or hands.



During the Interview

 Avoid nervous mannerisms such as cracking 

fingers.

 Scratching.

 Listen very attentively.



While giving Answers

 Be concise, listen carefully and answer to the 

point.

 Keep your guard up, always maintain 

professionalism, do not be swayed by friendly 

behavior.

 Use the right vocabulary.



While Answering Questions
 Speak clearly when answering questions, do not 

try to use a different accent for the first time!

 Do not answer, yes/no; expand your answers in a 
relevant manner

 Answer questions with specifics, not in 
generalities.

 Support any contentious issues with relevant 
examples.



Concluding the Interview

 Thank the Panel for inviting you for the interview.

 Pack your papers in an orderly manner.

 You could give them a warm handshake before 

leaving.

 Maintain professionalism to the end.



After the Interview

 Follow up if you have not heard from the 

interviewer (it shows you were truly interested on 

the job).

 Send a thank you email even if you are not 

offered the job, there could be more openings in 

the near future and this could make you be 

considered.



THANK YOU

THE END


