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Start with being proactive 
 

If you know the type of job you want take steps to find out more about it even if it is not currently 

vacant.  Talk to key people in a team, preferably face to face and ask whether they would keep your 

CV on file in case a job arises.  Every time you do this you have an opportunity to sell yourself.   

 

Cold calling….the benefits  

• It helps you stand out from other candidates as you can refer to your conversation in your 

covering letter  

• You can identify the key skills for the job so that you can write a tailored application 

• You can ask for whose attention you should make your covering letter  

• It’s a great way to build your personal network and find out about jobs before they’re advertised 

 

To make an impact over the phone: 

• Be prepared: have bullet points covering what you want to say.  Have a copy of your CV, other 

relevant information and pen and paper to hand 

• Practise what you are going to say if possible with the help of a friend 

• Begin by introducing yourself; explain why you’re calling and asking if it is a convenient time 

to talk 

• Then, give three skills that make you a strong candidate for any roles, aim to distinguish 

yourself from other people 

• Ask open questions- who, what, where, why and how to find out what the company really needs 

(avoid asking for obvious information that you could find from a website, etc). 

• Make your call from a quiet place 

• Smile when you dial and keep smiling when you speak, as this will make your tone of voice 

relaxed and enthusiastic.  If you stand up you are likely to sound more energetic and vibrant.  

Don’t speak to quickly. 

• Don’t worry about being a nuisance caller- people do want and like to give advice.  If you do 

receive a negative response don’t take it personally.  If you are interested in applying for a 

specific job ask whether they would mind answering one key question to ensure that you are not 

wasting their time or yours  

• You will get better at cold calling with practice so if you have a list of prospective employers, 

put them in order of preference and save your top choice for the end 
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Interview skills 

 

Preparation is the key… 

• Dissect any information you have about the job and try to identify exactly what the employer 

wants using the job specification, talking to people, etc. 

• Draw up a table with two columns, a) they want (what the employer is looking for), b) I’ve got.  

Make sure these points are in order of priority (if you know the employer’s requirements) and in 

column b you include evidence of skills, experience, etc., (e.g. when and where you have 

applied your skills; see the SOAR strategy in ‘Interview Preparation’ document).  Draw 

examples from different areas of your life and have a number for each competency/job 

requirement.  

• Check the website, read company corporate literature, recruitment brochures, marketing 

literature, annual reports thoroughly.  Back this up with good general awareness of the 

international business world; read a good broadsheet newspaper and buy specialists magazines, 

e.g. the Economist or Business Week, visit www.FT.com.  You need to gain an insight on how 

the company sees itself and where it wants to be in the future. 

• Read your application, CV just before the interview to refresh your memory re the information 

they have about you  

 

Things to take with you 

• a list of questions to ask at the end of the interview 

• your invitation (there may be other interviews happening on the same day, you need to know 

who to ask for) 

• your CV and/or portfolio  

 

Primacy and recency effect 

The beginning and end of an interview are very important due to the Primacy and Recency effect. 

Primacy effect – This refers to the fact that, when recalling a series of information, people often 

show a recall advantage for the first item encountered. This is to be contrasted with the Recency 

effect, which is essentially the same thing in reverse: people showing a recall advantage for the last 

item encountered. This means that when we plot the results of a free-recall task, we are very likely 

to produce a U-shaped curve, with the high points corresponding to the first and last items 

encountered, respectively .  

 

When you go through the door to meet your interviewer make sure you smile (even if the 

interviewer doesn’t), make eye contact and say good morning/afternoon using the person’s name if 

possible! If the interviewer holds out a hand then exchange a firm handshake!  Wait to be asked to 

sit down.  If you feel nervous you can mention this and make light of it; doing this or drawing on 

company knowledge or the weather can help break the ice!  At the end of the interview make sure 

you have some interesting questions to ask and don’t forget to thank the interviewer(s) for their time 

and say something positive, e.g. I look forward to hearing from you/its been nice to meet you. 
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Hints and tips 

 

An employer is interested in the following: 

• Do you have the ability to do the job and what is the evidence to suggest you can do it better 

than other candidates (what gives you the edge over other people?)  e.g. why do you think you 

are suitable? 

• Do you really want to do this job, are you really motivated by it?  (be enthusiastic throughout 

the interview and state what interests you in the job and why have you applied) 

• Will you fit in and be part of the team and make the employer look good? (try to understand 

how specific teams work, how you can contribute and work with others effectively) 

 

 

Interviews are subjective so how you come across is (at least) as important as what you say… 

…be positive, professional, enthusiastic, natural, confident in your abilities.  Most importantly be 

yourself (let your natural personality shine through)- remember the employer has seen your 

potential through your application/CV and wants to look for reasons to take you on, not reasons to 

reject you!   

 

Try to maintain a good posture, sitting slightly forward (people on TV are told to do this and 

assume an air of relaxed alertness)!  The impression you give, if it’s the right one will nullify the 

odd crazy answer!  Don’t become over formal and instead try to express genuine enthusiasm 

whenever you can.  If you are nervous keep your voice up otherwise you will probably mumble. 

 

 

The more you tell the less you sell…. 

Don’t talk for more than two minutes at a time.  Do not give a long rambling answer to a question 

such as ‘tell me about yourself’.  Either a) make sure you understand where your skills, experience 

and qualifications match the job requirements and plan your answer or, b) ask a clarifying question 

such as ‘what do you specifically want to know?’ 

 

 

Take your time when answering questions: 

Give yourself room to think, ask for clarification if you are struggling to answer a question and/or 

pause, look thoughtful- don’t be scared of silence.  If you mess up an answer or get hopelessly lost 

or forget the question, don’t ramble, instead act naturally.  Say “I’m sorry, I don’t quite understand 

the question” or “ that’s a difficult question”.  You can also reflect back part of the question to make 

sure you are answering the question.   

 

Remember the interviewer wants to know what you have done, so make sure you start your answers 

with “I” not “we”.  Try to answer questions using evidence from situations that are similar to the 

job you are applying for, e.g. an incident during a challenging summer job is probably more 

appropriate than University examples, although this is not always the case.  Wherever possible 

make enthusiastic statements about your life and the job you’re being interviewed for. 
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Some common Q & A’s 

 

Q:  Tell me about yourself.  The interviewer is really saying ‘I want to hear you talk’. 

A:  Spend a couple of minutes describing your qualifications, career history and range of skills- 

emphasising those skills relevant to the job. 

 

Q:  What are your strengths?  The interviewer wants a simple answer, which demonstrates what 

you are good at and how it is going to add value. 

A:  Concentrate on your main strengths.  List three or four explanations of how they could benefit 

the employer.  Strengths to consider include technical proficiency for the job; ability to learn 

quickly; determination to succeed; positive attitude; your ability to relate to people, achieve a 

common goal and of course any specific competencies relevant to the job.  Make sure you have 

concrete evidence of any strengths mentioned. 

 

Q:  What is your greatest weakness?  The interviewer is asking you about your self-perception 

and self-awareness. 

A:  You can either a) use a weakness such as lack of experience (not ability) on your part in an area 

that is not vital for the job; or b) describe a personal or professional weakness that could be 

considered a strength and the steps you have taken to combat it, e.g. you find it difficult to let go of 

a problem until it is solved but you’re learning to take a step back and ensure other work is fairly 

prioritised.   

 

Q:  Where do you want to be in 5 years?  The interviewer is interested in how the job fits into 

your career goals and whether you are going to be around for the long haul. 

A:  Reassure the employer that you are committed to the job and believe it will be challenging and 

exciting, therefore providing you with opportunities to continuously grow and improve. 

 

 

Questions to ask at the end of the interview 

A chance to ask questions at the end of an interview is a great opportunity to show an employer 

what you already know and that you have done your homework.  Also it reflects interest, 

enthusiasm and listening skills. 

 

Ask about: 

• Details of the role and duties involved 

• Issues such as career progression, the company’s plans for the future, etc. 

• Any issues from the interview that you need clarifying 

• Recent changes in the company/department- bring in any knowledge you have of its working 

practices, strategy, objectives, etc. 

 

Examples of questions to ask: 

• Would I undergo training for this role?  If so would this be on the job? 

• What is a typical day like in this role? 

• Who would I work with?  Is it possible for me to meet them? 

• How would my work and progress be evaluated? 

• What kind of person tends to succeed in this role? 

• It’s not exactly a question but I would like to tell you briefly about X because it is directly 

relevant to my application. 
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• When will I hear the outcome of this interview? 

Do not ask about: 

• Perks or your salary (unless specifically asked- in which case ask for the salary range) 

• For information that is given in the job specification or during the interview 

 

 

After the interview… 

If the interview was a success, well done.  If you were not offered the job or invited to the next 

stage of the selection process, don’t despair- you can’t win them all.  Try to turn the experience into 

a positive one… 

 

…review your performance: 

Write down what you did well and what you could do better next time. 

 

…get feedback…practice makes perfect! 

It is crucial to use the interview as a learning experience and ask how you performed in the 

interview.  Try to get pointers as to areas of experience you may need to develop and how you 

could improve your interview technique.  Discuss these with as many people as possible (friends, 

GraD, family, mentors, line mangers, etc.) 
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