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INTERVIEW TIPS

Before an Interview:
· Do your research about the company
· Understand your job profile
· Know your CV
· Prepare your answers
· Decide what you are wearing
· Make sure you clothes are washed and Ironed
· Make sure your route is planned to ensure you won’t be late (always leave 15-20 minutes 
        earlier in case of accidents on the road)
· Carry Resume, Certificates, Pen and a note pad in Folder/File or Briefcase
· Be at the reception 15-20 minutes before your scheduled time
· Switch off your cellphone or put it on silent mode before interview

TIPS:
· BE YOURSELF!
· Smile and maintain eye contact with the interviewer/s.
· Use the interviewer's surname, but not first name unless invited to do so.
· Answer questions honestly and concisely. Don't ramble and don't attempt to take command of the interview. If you don't know the answer to a question, say so.
· [bookmark: _Hlk139964449]Do not discuss your personal, domestic or financial problems in an interview.
· Leave questions about salary and benefits until the end of the interview.
· Do not discuss an expected salary different from the one discussed with the TalentAhead Consultant. Negotiations will be handled by the consultant.
· At the end of the interview, thank the interviewer for his / her time
· Soon after the interview, review your performance and make some notes. Interview notes will be a valuable guide in preparation for future interviews.

Some Typical Questions asked in an Interview
· Why are you applying for this position?
· What are your goals?
· What do you expect to be doing in 10 years from now?
· Do you think that your education prepared you well for this job?
· What can you offer this company?
· What kinds of people do you like working with?
· Do you like working on your own / independently?
· Tell us about yourself?
· What does success mean to you?
· How did you hear about this job?
· What do you do in your spare time? (Hobbies / sport / clubs)
· What do you expect to be earning in five years?
· What is more important to you, the money or the type of job?
· What do you consider to be your greatest strengths and weaknesses?
· Describe the relationship that should exist between a supervisor and those reporting to him / her?
· What two or three things are most important to you in your job?
· Are you willing to travel?
· How do you work / cope under pressure?
· What university subjects did you like most / least, and why?
· What do you know about our company?
· Do you think that your results are a good indication of your academic achievement?
· Do you have plans for further studies?
· How would you describe your ideal job?
· What major problem have you encountered and how did you deal with it?
· How do you feel about change?
· What have you done by way of self-development over the past few years?
· Do you have any questions for me?

Tips on how to answer questions:

1. Tell me about yourself
· Start with your name 
· Give your Living area
· Education in short
· Job experience in short
· Tell why you are qualified for the job
Example: My name is Alex and I live in Moscow. As far as my educational qualifications is concerned that I have graduated in English Honours and I have 2 years experience in Teaching. I am really energetic and a great communicator.
DO: In 2 minutes or less tell, why you are qualified
DON’T: I was born in ... I like walks on the beach

2. Why do you want to work for our company?
· Tell what you like about the company
· Find our what you know about the company industry and position.
· Relate it to your long term goal
Example: I would be proud to work for a company with such a long history of leadership in the industry When I read about your company I found that my skills are matching with your requirements where I can showcase my technical skills to contribute to the company growth
DO: Before going into the interview read something about the company, their achievements and a little bit of common information like when was it started, Head office, Founder, etc.
DON’T: Don’t show you are only interested in the position because it is available.

3. Why are you looking for job change?
· Thanks to previous organisation
· Share your reason for job change
· Relate to your career goals
Example: I am thankful for my previous organisation, because I have learnt a lot of thing from there. According to me changes are necessary for everyone to enhance your skills. Knowledge & personal growth & financial growth. Your organisation ia a good platform where I can learn more
DO: Talk about looking for a new challenge in your career, learning new industry or focus area
DON’T: Don’t say anything negative about your employer, boss co-workers or clients.


4. What are your career goals?
· Short term goals
· Long term goals
Example: My short term goal is to get a job in required company where I can utilize & improve my career path. My Long term goal is to be in a respectable position in that organisation
DO: Talk about desire to learn more and improve your performance. Be specific about how will you meet the goals you set for yourself.
DON’T: My goal is to buy an Audi or a House. I want to get married in 2020.

5. What are your strengths?
· Adaptation 
· Hard working
· Flexibility
· Fast Decision making
· Self motivated
· Energetic
· Honesty
· Punctuality 
Example: I am punctual, self motivated and hard working person towards my career and life.
DO: Talk about strengths that align with the role you are applying for. Come up with specific demonstrating those strengths.
DON’T: Don’t be humble. This is your chance to “sell yourself”. Don’t Offer strengths that are irrelevant.

6. What are your weaknesses?
· Straightforward
· Sensitive
· Impatient
Example: I can’t say NO when someone asks for help, & I am a bit lazy in which I’m not interrested however I am learning to say NO.
DO: Take weakness and put positive spin on it. Always describe a genuine weakness and what you are doing to improve it.
DON’T: I don’t have any weaknesses. Don’t share weakness related to the job at hand.

7. Why should I hire you?
· Share your knowledge
· Work experience
· Skills related to job
· Career goals
Example: Sir/Madam, I have a strong work ethic, I am a fast learner and very enthusiastic about this company and the job. I belive that my motivation and commitment will ensure that I quickly become productive and valued member of your team.
DO: Share your track record. Be confident. Share your best interest about applying for the job you are applying.
DON’T: Because I am the best candidate. You will regret if you don’t hire me.

8. Finally do you have any questions to ask me?
· Express thanks
· Job Timing
· Job Location
· Overtime allowance
· Timing period
· Salary structure
Example: Thank you for giving me this opportunity. Sir/Madam, I would like to know job timing & where will job location be and salary scale for this job in your organisation.
DO: What can I help you clarify that would make hiring me an easier decision? 
DON’T: Uh no, I don’t have any questions.

INTERVIEW DON’T’S

· Don’t be late
· Don’t swear or use slang words.
· Don’t slouch in your seat or do anything that makes you look uninterested.
· Don’t smoke.
· Do not discuss your personal, domestic or financial problems in an interview.
· Don’t lie: the interviewer may see through you. Even if you get the job, your employer can dismiss you if they find out that you have not been honest
· Don’t let your nerves show too much; a few nerves are normal but extreme nerves will affect your performance. Use breathing techniques and try to remember that it's not a life and death situation - there are plenty of jobs out there!
· Don’t be arrogant and assume you've got the job. Nothing turns off employers more than someone who is disrespectful and over-confident
· Don’t discuss controversial topics such as religion, politics and gender relations
· Don’t read from notes or your CV — you should be familiar enough with your own history to be able to talk about it unprompted
· Don’t criticize former employers or colleagues. Interviewers may mark you down as a troublemaker and a gossip.
· Don’t argue with the interviewer, no matter what. Remember to keep things positive!

These rules apply for most jobs. However, employers in some industries can use more relaxed and informal interviewing techniques. In some creative fields (design and media for example) it may be expected that you turn up for the interview in casual clothes, as that is the dress code in the office. However, smart casual is better than very casual. If you're in any doubt, do some research on typical interview techniques in your line of work or alternatively contact us here at TalentAhead Recruitment and we will gladly assist you in the best way possible.

REMEMBER TO ALWAYS BE YOURSELF!  
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