[image: image1.jpg]




Interview Preparation Guide
An interview is a face to face interaction which is designed to determine if a candidate will be successful within a position and an organisation.
This brief guide is designed to highlight some of the areas that should be considered prior to attending an interview.

Please ensure that you take the time to prepare and research thoroughly as this is your opportunity to impress a prospective employer.
Considerations Prior to your Interview

· Do you have a full job specification and have you taken time to study the details?
· What are your reasons for applying for the position?
· What do you know about the company?

· Why would like to work for this organisation? 
· What skills, experience, knowledge and personal attributes can you can you bring to the company?
· Why do you think you would be suitable for the role?
· Research the Company - Find out as much as you can about what they do, what are their products or services? Who are their main competitors?  The internet is a superb source of information for research purposes
· Be prepared to offer a comprehensive account of your career to date

· What do you consider your greatest achievements?

· Will you be confident providing specific examples of your current role and duties?
· What were your reasons for leaving previous positions?
· Consider your personal strengths and weaknesses, how will you portray and discuss these at interview?
· Think about your career goals and what you hope to achieve both now and in the future.

Interview Questions 

Prepare a list of questions that you would like to ask (We have listed some example questions)
· Why does the job exist, is it due to expansion, or has the previous candidate been promoted?
· Who would you report to and will you have the opportunity to meet this person? 

· What type of training is offered? How long would the training period last? 

· What would I be expected to achieve in my first three months? 

· Do the company promote internally and what would the career path be for this role?

· What skills and attributes are they seeking? 

· Who are the company's main competitor?
· What are the company USP’s Unique Selling Points?
· When and how are salaries reviewed?

· Do they have any doubts about your ability to do the job?

· What are the most important qualities they are looking for?

· What type of industries do other people working in the department come from?

If you are attending an interview via Mosaic Recruitment we will inform you in writing of interview times and dates, company name and address, interviewers name and job title, job specification, hours of work, salary and terms & conditions.  We will also furnish you with information on the structure of the interview to enable you to prepare in advance.

Please ensure that you know the exact location of the interview and prepare your travel route in advance. Allow yourself sufficient time to arrive punctually, taking into account travel time, parking and parking fees if parking in a public car park.
First impressions are important so create the right impression by considering your attire and dressing smartly and appropriately for an interview. (If you would like to check dress codes or standards please talk to your Mosaic Consultant).
During your Interview: 

Relax, smile, be friendly and engage with the interviewer try to answer all questions comprehensively focusing on the question asked.
Take the opportunity to gain a clear understanding of the position and the duties.
Ask any questions that have arisen during your discussion or you that have prepared to take with you.  (A note book with a list of questions shows that you have researched and are interested in the role).
If you are keen to be considered, let the interviewer know, by expressing your interest.  (This sounds like a really interesting opportunity and I hope that you consider me a suitable candidate to progress to the next stage).
Finish by thanking the interviewer for their time and enquiring about the next stage of the process.
Mosaic Tel: 01279 780002
[image: image1.jpg]