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Interview Tips
The purpose of an interview is for the employer to find out whether you will 
be suitable for a particular role and fit in well with their company. 

It is a good way for employers to find out a bit more about your personality as well as your skills. 
If you have been invited for interview, you have already passed the first obstacle, so well done! 
Interviews can be a scary prospect but with good preparation and a few helpful tips they can be a 
lot less daunting.

Types of Interview
Interviews generally fall under one of the following categories:

Face to face interviews

This is the most common method of conducting an interview and usually involves a panel of two 
or more interviewers. However, sometimes you could be interviewed by one person. Interviews will 
usually be based around the applications paperwork.

Group interviews

Several candidates are present and are asked questions in turn by the interviewers. You may also be 
asked to participate in a group discussion or task.

Telephone interviews 

Many large employers use these. You should prepare for them as thoroughly as you would for a face 
to face interview; it is just as formal and important. There are some tips about telephone interviews 
later on in this leaflet.



Preparation
Preparation is the key to interview success. Your preparation should include researching the company and 
knowing as much as you can about the job role you have applied for. You should also find out exactly what 
skills the employer is looking for. Things to do prior to interview:

• Confirm you will attend

• Find out how long the interview is likely to last, how many people are interviewing and whether there will 
be any other tests, e.g. written, psychometric etc. 

• Know your application form/CV inside out: some interviews are heavily based around what you wrote.  
Prepare additional examples of skills and competencies.

• Find out as much as you can about the opportunity, the selection criteria, the organisation and the 
relevant sector.

• Be clear about the skills required in the job and how you have demonstrated them in the past.

• Plan your travel arrangements well in advance; allow time for delays!

On the day
First impressions are very important – evidence shows that many employers make up their minds within the 
first 30 seconds! 

• Dress smartly, polished shoes, clean nails and avoid wearing any overpowering fragrances! 

• Try to arrive around 10 minutes early as it will show your enthusiasm and will give you time to relax and 
collect your thoughts

• Be pleasant to everyone – the interview starts as soon as you reach the company

• Be aware of your body language and ensure that it is positive and confident: a firm handshake, direct 
and regular eye contact, smiling and leaning forward when listening and replying.

Telephone Interviews

• Telephone interviews are being increasingly used for a company’s round of first interviews. The results of 
these interviews will determine who they then want to interview face to face.

• You need to prepare for them, just as you would for a conventional interview.

• Ensure that you are in a quiet location where you won’t be disturbed.

• Some employers may call you unannounced and ask to conduct the interview immediately. It is perfectly 
reasonable to tell them that the time is not convenient and to suggest another time.

• Check the basics: make sure your mobile phone is fully charged or plugged into the mains power.  Make 
sure you have a drink of water close by and have a copy of your application and job details in front of 
you.

• Speak clearly and vary your tone. Smiling has a positive effect on the tone of your voice!

• Try to relax and keep calm as being nervous can make you speak too quickly.

• Listen carefully before answering and don’t be afraid to ask for clarification if you don’t understand the 
question.

• Telephone interviews may feel more structured and less friendly because the interviewer has to follow 
a structured set of questions with each applicant and the focus is often on competency and career 
motivation questions.



Structuring your answers
A good technique for structuring and focusing your answers to interview questions (especially competency 
based questions) is to use the STAR techniques.

STAR stands for:

Situation

Task

Action

Result

Situation
Describe the situation that you were in.

Task
What task were you confronted with? Try to be concise and informative so that the 
employer has a good understanding of the situation you were in and what you were 
trying to achieve.

Action
This is the most important section and will take up the majority of your answer. You 
need to explain what it is you did and why you did it. Make sure you keep the answer 
personal; the interviewer is looking to find out what it is YOU did and not just the team.  
This is a great opportunity for you to highlight your relevant skills.

Result
Explain the outcome and whether your actions helped to achieve the initial objective.  
It is important to state what it is that you learnt and how this has helped you since.

Keep Calm
It is perfectly normal to feel nervous before an interview. Things to help calm your nerves:

• Try to ensure that you get a good night’s sleep before the interview.

• Practise your interview technique in front of the mirror, with a friend and book a mock interview with a 
member of The Careers Team.

• Make sure you have a breakfast that sets you up well for the day. Keep yourself well hydrated throughout 
the day too.

• If you feel your nerves building up while you wait, then it is often helpful to take slow, deep breaths to 
help yourself relax.



Sample questions
Introductory Questions

• Tell me a little about yourself?

• Why do you want this job?

• What do you feel you will bring to this role?

These questions serve as an ice breaker and help the interviewer to find out a little about who you are and 
what your motivations are for applying for the job. It is worth practicing a short response of no more than one 
or two minutes to questions of this type.

Questions relating to knowledge/understanding of the company and the post you 
have applied for.

• What do you know about our organisation?

• Why did you decide to apply for this post?

Your motivation for the role and the company should come across strongly. Research their website 
beforehand. Also refer to any presentations/fairs/events where you have met/heard company representatives. 
You should also show that you have knowledge of the sector you are looking to go into.

• Why do you want to be a……?

• How would you describe the role of a …….?

Whatever the role, you should know what the job entails. If you don’t, then it would be hard to convince the 
interviewers that you are right for the role. There is plenty of information in the ‘useful websites’ section that 
will give you an insight into different roles.



Leadership questions

Give me an example of when you have taken a leadership role. What did you learn?

You will need to support your answer with evidence from your past experience. Remember to use the STAR 
(Situation, Task, Action, Result) technique mentioned earlier in this booklet.

Strength based questions

These questions revolve around self-awareness and give the interviewer an insight into what motivates you. 
Some examples could be:

• What accomplishment are you most proud of and why?

• What do you consider to be your greatest strength?

• What do you consider to be your weaknesses?

Remember the skills you need for the role. Pick strengths relevant to your application. Be careful about 
mentioning any weaknesses. If admitting any, make sure they are ones that don’t impact on the job and 
describe how you are working to overcome them.

Competancy based questions

These questions are designed to draw out your skills and preferred ways of working to see how well suited 
you are to a specific role.

Teamwork questions

• Describe a team that you worked in and what was your contribution?

• What difficulties have you had in a team and how did you resolve them? 

Management questions

• How do you manage multiple assignments?

• Can you tell me about a time when you have had to prioritise your workload?

Communication questions

Can you tell me about a time when you have demonstrated excellent interpersonal skills?



Questions for you to ask
Interviews are a two way conversation and it is always a good idea to have a few questions prepared to ask 
at the end of the interview. It also shows that you are genuinely interested in the role and gives you a good 
opportunity to find out whether the role or organisation is suitable for you. Things to ask about:

• The Organisation - What the interviewer likes about their job, the organisations plans for the future, any 
discussion in the media about new developments.

• Career Development - What has happened to past recruits, expected rate of progress, typical pattens for 
college leavers/ new graduates.

• Training - Further information about your initial training, possible participation in specialist courses.

• Working Conditions - Location, amount of travel, size of team.

• Holiday and Salary - Avoid these if at all possible.

Top Tips
• Plan your journey in advance to avoid being late

• Prepare for the interview thoroughly by researching the company and considering how you might answer 
different types of questions

• Organise a mock interview with The Careers Team

• Be positive and try to relax and keep calm

• Dress and act professionally to ensure you make a good first impression

• Have a few questions to ask at the end of the interview

• Ensure you have explained your skills in relation to the job role or the needs of the organisation

Useful websites and Contacts

www.nationalcareersservice.direct.gov.uk

www.icould.com

www.prospects.ac.uk (for HE students)

http://www.kent.ac.uk/careers/applicn.htm (for HE students)

The Careers Team 

E: careers@blackburn.ac.uk | T: 01254 292929



For more information and guidance please email the Careers Team 
on careers@blackburn.ac.uk or call 01254 292929.
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