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This module covers: 

• Shortlisting 
• The Interview 
• Interviewing Skills 
• Assessing Candidates 
• Evaluation 
• Summary 
• Further Reading 

 

Interviewing is still the most commonly used method of recruitment selection, although research 
shows it's less reliable than many other methods. Therefore, if you are using interviewing as a 
selection method, you need to take steps to make it as reliable as possible. In this module we focus 
on the skills involved in the interview itself, and on how to make sure it is a valid and effective part 
of your selection process. 

No amount of effective interviewing will compensate for a poorly conducted shortlisting process, so 
this is our starting point. 

 

Shortlisting 

The objective of shortlisting is to apply a fair selection process to reduce the number of applications, 
by identifying those applicants who meet the selection criteria, and by rejecting those who do not. 

Yet in practice, the shortlisting process can often seem a difficult, time-consuming and unwieldy 
task. 

For many people, the shortlisting process becomes difficult to handle because of: 

• large numbers of applications 
• the volume of information to read 
• the difficulty in gaining consensus among those who are responsible for selection 
• time constraints. 

The solution is to design and use a clearly structured shortlisting procedure based on information 
from the job description and the selection criteria. Asking all applicants to complete the 
organisation's application form makes shortlisting a much easier and quicker process. 

At the shortlisting stage your only source of information about each candidate is usually their 
application form. Some selection criteria, e.g. 

• educational qualifications 
• previous experience 

can be evaluated in part against the written information on the form. You will assess other criteria 
by other parts of your selection process. 
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Using a shortlisting matrix 

A shortlisting matrix increases the objectivity and efficiency of the shortlisting process. 

For jobs which have a small number of clearly defined selection criteria, you can simply categorise 
the criteria as essential or desirable. 

Selection Criteria 

 

For some jobs with a large number of criteria, it may be helpful to give each criterion a weighting 
which reflects its importance in the job, e.g. on a scale of 0-2 you can indicate relative importance 
where 0.5 is less important than 1.0. For example: 

In our example, the weightings reflect the content of the job, where report writing forms an 
occasional part, and is a skill which can be learned, whilst the other skills are essential for the 
jobholder to perform their job effectively from day one. 

It's essential that any weightings are agreed by everyone who will be selecting the candidate before 
shortlisting takes place. 

 

Shortlisting matrix checklist 

The selection panel needs to: 

• Identify selection criteria which can be evaluated from the application form, rating them as 
essential or desirable or weighting them. 

• Identify any other essential criteria which cannot be evaluated from the application form 
and agree alternative methods of evaluation. 

• Draw up a matrix, listing the selection criteria across the top and the candidates' names 
down the side. 
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• Systematically read through each application form, looking for and recording evidence by 
ticking relevant boxes where selection criteria are met. 

• When all applications have been reviewed against the criteria, add up scores for individuals 
if using the weighting system, or add up number of ticks in the essential and desirable boxes. 

• Reject candidates who do not meet the essential criteria. 
• Identify candidates who meet all the essential criteria (and, if necessary most of the 

desirable criteria) to go forward in the selection process. 

Evidence versus assertion 

When reading through application forms it's important to distinguish between evidence and 
assertion. The best candidates will usually give specific examples of their skills and achievements, 
making it clear what the outcomes were. Phrases such as 'I was involved in…' are not usually specific 
enough to provide any valuable evidence; 'involvement' may cover anything from managing a 
project to booking the meeting rooms. 

The statements below are examples from application forms. The third column provides an 
assessment of whether or not the statement provides evidence of the candidate's competence in 
specific criteria. When you are shortlisting, you will need to look for evidence to demonstrate 
competence. 

 

Does criteria evidence given in application form demonstrates competence? 

A. Organisational skills I was involved in a working party looking at site management. This is not 
specific enough to provide good evidence. A better answer would have stated the role 
played by the candidate in the working party, plus some examples of the tasks carried out in 
this role. 

B. Proficient in use of Word for Windows I used a windows environment on an Apple 
Macintosh in my previous job, and I currently use Word for Windows to produce all my own 
correspondence. Yes, this provides plenty of positive evidence that this person is likely to 
have the skills required. However, you would still need to confirm this evidence in a job-
related practical test for all candidates. 

C. Team leadership skills I currently supervise a team of three people. More evidence of the 
team leadership skills used in supervising these three people is needed to make this answer 
specific. See example F. 

D. Organisational skills I am chairperson for the Area Playgroup Association. In this role I agree 
and distribute the agenda, chair meetings to an agreed schedule and provide a summary of 
the meeting for the Minutes. Yes, this answer provides specific evidence. 

E. Time management I have always had busy jobs and am good at managing my time well. Not 
specific enough. Providing some reasons why the jobs were 'busy' and how the candidate 
managed his or her time would help identify some evidence of time management skills here. 

F. Team leadership skills I supervise a team of three people and undertake all the recruitment, 
appraisal and training for these posts. I recently undertook an exercise to evaluate team 
roles, following which I have defined the team's responsibilities more sharply and started 
some team-building activities. This answer gives specific examples of responsibilities 
involved in supervising the staff, and of the way in which the applicant chose to carry out 
those duties. 
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G. Accurate record keeping I keep weekly records of household outgoings and bills in order to 
keep the household costs within our budget. Yes, there is specific evidence in this answer of 
the skill required. Beware of judging the relative merit of examples provided by applicants. 
This is as valid an example of keeping accurate records as, say, keeping records of staff 
absences. 

Beware of: 

• introducing new criteria at the shortlisting stage 
• the temptation to rate highly those candidates who share your personal philosophy or 

interests 
• adjusting your assessment of candidates to fit the process, e.g. if you wanted to interview six 

people and you have seven who meet the criteria, it's fairer to interview them all than to 
start looking for reasons to exclude one. 

Keeping records 

It's essential to keep records of all stages of the selection process and particularly of reasons for 
rejecting or including a candidate at each stage of the process. 

The shortlisting matrix can help you to do this. 

Be aware of the need not to discriminate in your note taking at this stage. 

At every stage of the selection process it is vital that you are able to justify your decisions 
objectively. The shortlisting matrix and any other records you make must be kept for a period after 
the appointment has been made, in case of any legal challenge under discrimination legislation. 

 

Inviting candidates to interview 

It's good practice to allow candidates at least a week's notice for interview, so that they can make 
any necessary arrangements with current employers, or re-arrange other commitments. 

Consider how flexible you can be with your interview schedule, not only in advance, but also on the 
day. 

The e-mail / letter you write to invite the applicant for interview will give a strong first impression of 
the organisation. It's important to maintain a positive image of the organisation and to demonstrate 
courtesy and efficiency in any communication. 

Your organisation may have general details or an information 'pack' that it sends to job applicants, 
together with more specific information about this particular job. It's good practice to: 

• describe the format of the selection event(e.g. if there will be any assessment exercises) 
• explain if there is anything they need to bring with them 
• give the names/positions of those who will be involved in the selection 
• provide a contact name and number, telling the candidate what to do to confirm 

attendance. 

Candidates who have not been shortlisted should receive equally courteous letters. When wording 
such letters, put yourself in the recipient's position and consider how they might feel when receiving 
your letter. 
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No matter how many unsuccessful applicants there are to respond to, each one should be made to 
feel that this is a personal letter. When standard letters are used it's vital to check that details are 
correct, and that all parts of the letter apply to the recipient. 

Where an applicant may genuinely be suitable for another post in the future, it's encouraging to say 
so. However, a line like this should not be included if there is no realistic chance of the candidate 
meeting the selection criteria in future. 

 

The Interview 

The selection interview is a two-way process. Both the interviewer and the interviewee have their 
own aims. 

For the selection panel, the aims are to: 

• further assess the candidate's suitability for the job 
• ensure the candidate has a clear picture of the job and the organisation 
• check the information already gathered is valid and reliable 
• reinforce the image of the organisation as a good employer. 

The candidate's aims are to: 

• find out sufficient information about the job and the organisation to decide whether the job 
is suitable for them (if they are successful) 

• clarify any queries about the terms and conditions of the job 
• find out how and when they will hear about the outcome of their application. 

Many interviewees form a strong impression of whether they would like to work in an organisation 
from the way the interview is conducted, the people they meet and especially from those they are 
interviewed by. 

Whether or not they are successful in their application for this job, it's important to ensure that each 
candidate leaves the interview feeling they have been treated fairly, professionally and courteously, 
and that they had the opportunity to ask and have answered, any questions they had. 

 

Interview preparation 

The majority of candidates (and interviewers) experience some nervousness about interviews. One 
of the first roles of the interviewer is to put the candidate at ease. You and any others who are 
involved in the process are more likely to be able to do this if you feel relaxed yourselves - and you 
will feel more relaxed if you are well prepared for the interview and have planned and agreed a 
suitable structure. 

Successful interviewing requires both preparation and planning. 

 

The preparation involves ensuring that everyone has the documents and information they need, and 
that any details concerning the interview location and procedures have been sorted out. 

You will need to: 
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• plan a timetable for the interviews 
• organise the use of a suitable room 
• arrange any catering required 
• make any special arrangements for disabled candidates. 

There are particular aspects to consider when conducting a panel interview. 

 

Panel Preparation 

An experienced and effective interview panel will be able to operate as a homogeneous unit, 
knowing when to hand over from one interviewer to the next, how much time to allow for answers, 
when to 'help out' a colleague by asking a follow-up question to probe a difficult area, and when to 
keep quiet. But most interview panels come together as a 'team' for the first time when there is 
vacancy to fill, and have to learn how to work well together. It is possible to increase the efficiency 
and effectiveness of a team approach to a selection interview with some simple preparation. The 
panel should meet together before conducting interviews to get a common understanding of the key 
issues as outlined below. 

 

Even if you are interviewing with only one other person, it's important that these same points have 
been covered in advance of the interview. 
 

During the interview 
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A good interview is one in which the candidate feels able to speak freely and the interviewer obtains 
all the information which is required. It helps if the interview is structured to flow in a smooth and 
logical sequence. 

 

Interviews should be structured to have an opening, a main body and a conclusion. 

• The opening is when the candidate is welcomed, introduced and briefly told what procedure 
is to be followed. The 'tone' is set and the desired balance between formality and informality 
is established. Most candidates will be feeling tense and you can help to put them at ease by 
building rapport. 

• The main body of the interview is where most of the information relating to the selection 
criteria is obtained. Make sure your questions are designed to achieve your objective and 
you're not side-tracked by your first impression of the candidate. 

You will need to apply effective listening and questioning skills, which we'll consider later. 

The conclusion is when you close the discussion, answer any final questions from the candidate, 
thank them for attending and explain what the next step will be (for example, how and when they 
will be informed of the result). 

 

Establishing rapport 

Establishing rapport is important in all interviews, whether it is a one-to-one or a panel interview. 

It's harder to establish a relaxed atmosphere in a panel interview. Candidates may have 
preconceived ideas of how panel interviews are run and may even have experienced the 'grilling' 
they can turn into, if they are not well planned and managed. Panel members can also feel uneasy 
unless they are very clear about their role. 

 

A badly handled panel interview can leave the candidate feeling: 

• unnecessarily stressed or nervous 
• unable to follow through a point 
• unable to relate to all the assessors on the panel 
• that they are being judged on their ability to survive the interview rather than on their ability 

to do the job. 

Positive rapport can be created by: 

The selection panel 

By electing and respecting a chairperson for the panel, who is responsible for introductions, and for 
managing the structure of the interview. The candidate is likely to focus on this person to establish 
initial rapport, so it's important that the chairperson is someone who will be confident and positive 
in the role. 

 

And: 
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• agreeing and keeping to the interview outline and timing 
• agreeing who will ask which questions, without interrupting each other. 

 

Individual panel members: 

Should use positive body language such as: 

• leaning forward slightly 
• smiling 
• resting your arms naturally, but not folded 
• not fidgeting or doodling 
• giving the candidate full attention when he or she is answering another panel member's 

question 
• not interrupting another panel member 
• directing questions through the chairperson 
• listening to the questions and answers. 

 

The chairperson: 

• starting the interview with some general conversation/remarks to put the candidate at ease 
• providing the interviewee with an outline of the format the interview will take 
• checking the candidate is happy for colleagues on the panel to take notes 
• starting the questioning with an 'easy' question, such as how they found out about the job, 

and if it had been advertised, what appealed to them most about it. 

The room layout can also affect the atmosphere; having a table around which everyone, including 
the candidate, is seated may reduce stress levels and so result in a better quality interview. 

 

Interviewing Skills 

A good interviewer will use a range of questioning and listening techniques in the course of the 
interview to help the flow of the interview and to elicit the information required. Interviewing is a 
skill and like all skills can be improved through practice and evaluation. There are, however, aspects 
to interviewing which you use every day, such as asking questions and listening to the answers. 

 

Questioning 

There are some types of questions which are particularly useful in selection interviews: 

Open questions 

This type of question encourages the interviewee to 'open up'. Because this type of question is 
designed to encourage the candidate to give more than a single word answer, they tend to start with 
words such as: 

• why.... 
• who.... 
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• what.... 
• when.... 
• how.... 
• where.... 

or with phrases such as: 

• tell me about a time when.... 
• explain to me about how you.... 

You may choose to start each of the broad sections of your interview with an open question. These 
can lead onto competency based questions such as:- can you give me an example of how you’ve used 
verbal communications to change someone’s mind? 

Probing questions 

These can be used to: 

• extract more detailed information about the candidate's experience 
• probe broad statements a candidate may have made in the course of a previous answer 
• get beyond superficial or rehearsed answers to questions. 

Probing questions use the answer received for one question as the basis for taking the discussion 
further with your next question. For example: 

• You say you enjoyed the challenge of that project. What particularly did you enjoy about it? 
• Can you give me an example? 
• I was interested to hear you say… can you tell me more about that? 
• Can you enlarge on the statement you made about…? 
• You said you did… Can you give me a specific example of how you carried that out? 
• Reflecting back the candidate's exact words can be a less obtrusive way of probing 

potentially sensitive areas, e.g. 'You say you had difficulty in that situation…?' 

Although it seems as if probing consists simply of requesting more information, to be able to probe 
effectively you need to: 

• concentrate solely on the candidate 
• make very brief notes to return to 
• watch for what is said and how it is said, checking for incongruities 
• use silence as thinking time for both of you. Assure the candidate that there is plenty of time 

and so get beyond superficial answers 
• keep asking supplementary questions, focusing on the points the candidate raises, until you 

get to the required detail. 

 

Closed questions 

These questions can be answered with a straight 'Yes' or 'No', although a candidate may choose to 
elaborate on an answer. Their main uses in an interview are to: 

• check facts - e.g. Do you have a qualification in food handling? 
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• ensure that you have understood information correctly - e.g. 'You have been working as a 
part-time volunteer counsellor for the last five years? 

• close down or move on an over-talkative candidate. 

There are some techniques, such as the use of leading or hypothetical questions, which are 
inappropriate for a selection interview. However, they're often used either inadvertently or in the 
belief that they will provide insights into the interviewee. 

 

Leading questions 

These questions are phrased in such a way as to make it clear to the interviewee what answer the 
interviewer is expecting. They are often used inadvertently when an interviewer has made up their 
mind about a person and asks a question which will elicit the response they are expecting to hear: 

e.g. You do like working in a team, don't you? 

• So, you feel you would be able to handle this aspect of the job well, then? 
• The technique reveals nothing more about the candidate, and may force them into a false 

position, because they are aware how they are expected to respond. 

 

Hypothetical questions 

These ask candidates to imagine how they might behave in an imaginary situation. They can be valid 
in testing elementary knowledge (e.g. familiarity with a certain procedure or process), but for more 
complex situations they tend to test only how well the candidate can imagine the situation, rather 
than what he or she would actually do. These questions can simply show how experienced an 
individual is in an interview situation. 

The type of approach which is more appropriate asks questions which prompt specific examples of 
how the candidate tackled situations in the past, based on the assumption that past action is a good 
indicator of future behaviour. However, you still need to question whether past behaviour is 
relevant to this particular job, especially if the role is changing fast. 

To summarise some key types of question: 



 

The Selection Interviewing Process_SampleStudyUnit 
- 11 - 

 

 

Planning interview questions 

When assessing against selection criteria it helps to prepare a couple of questions in advance of the 
interview for each of the selection criteria you wish to assess. This gives you the opportunity to 
consider the sort of information you need to gather and the best question type to use. The examples 
below illustrate some appropriate questions to assess the selection criteria given. 
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When you are planning the interview: 

• look at the list of selection criteria you plan to assess 
• for each criterion, devise a question which will help you gather evidence against that 

criterion 
• think of a follow-up question if necessary 
• check that your questions give the candidate enough context, so that you can help foster the 

friendly but professional environment of the ideal interview. 

For example: 

• Motivation - Can you give me an example of a time when you had to motivate your staff to 
do a job which they found boring or difficult? Why did you choose that approach? What did 
you do? How did you do that? 

• Decision making and judgement - What was the most difficult decision you had to take in 
your previous job? Why was it particularly difficult? What else could you have done? How 
did you weigh up the various options? Whom did you consult? 

• Team skills - What did you do in your last job to make a contribution towards teamwork? 
Perhaps you could give me an example to illustrate what you are saying. What do you do if 
your proposals meet with opposition from your colleagues? 

 

Once you have some general questions, you should read through each candidate's application form 
carefully, and note which areas of their experience these questions are likely to relate to, so that you 
can personalise the question in the interview. 
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As you read through the application form again you should also note any information you wish to 
clarify during the interview. 

A useful acronym which may help you remember the key elements when you're questioning to 
establish competence is: 

• S Situation 
• T Task 
• A Action 
• R Result 

In other words, you should cover each of these four points in order to obtain satisfactory evidence of 
competence in a particular area: 

• the situation explains the context 
• the task describes exactly what was to be done 
• the action shows what the candidate actually did 
• the result indicates what was achieved. 

Although evidence clearly has to be drawn from current or past examples of the candidate's 
performance, bear in mind that the context in which a task was performed may have changed, so 
whilst past behaviour is a good guide to future performance, it is not infallible (if you are the 
candidate - relate the skill or ability you’re illustrating back to the vacancy you’re applying for and 
explain why it’s useful.) 

 

Avoiding unfair discrimination 

You can avoid unfair discrimination in your interview questions by ensuring that questions: 

• are broadly consistent: the same kinds of questions (although not necessarily identical) are 
applied across different racial groups, sexes, age groups 

• are relevant to the selection criteria 
• avoid stereotypes and generalisations about a candidate's perceived background 
• take account of genuine culturally based needs 
• are not based on assumptions about roles in the home or family 
• about the individual's ability to fulfil the requirements of the job are applied equally to men 

and to women 
• are about job requirements and not about domestic intentions and arrangements, e.g. 'You 

will sometimes be required to work a late shift at short notice. Will you be able to do that?' 
rather than 'Will you be able to make arrangements for your children when you have to 
work late?' 

Active listening 

It won't matter how good your interview questions are if you don't listen to the answers and absorb 
the information you require. Active listening relies on you being able to give the candidate your full 
attention. When interviewing with others you will also need to listen to the candidate's answers 
when a colleague is asking the questions. It is useful to be aware in advance of anything that you 
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know can easily distract you from listening actively to the speaker, and to make an effort to reduce 
its impact. 

 

Some common blocks to effective listening are: 

• Rehearsing: Some interviewers ask one question and then begin to prepare or rehearse the 
next question. This means their attention is divided, making it difficult to concentrate fully 
on what the candidate is saying. This may be due to nervousness, or lack of preparation. 

• Personal prejudice: Despite everything we can do to make the selection process as objective 
as possible, we all have personal prejudices. Research shows that most interviewers form an 
opinion of the interviewee within the first few minutes, an impression based largely on 
appearance, voice and mannerisms. This can affect the way the interviewer questions and 
listens to the interviewee and can lead to allegations of discrimination and legal action. It's 
vital to be aware of your own personal prejudices and to eliminate any influence they may 
have on your decisions, by developing effective listening skills which enable you to 
concentrate on the information the interviewee provides in answer to your questions. 

• Dreaming or mind reading: Mind reading is a common block to listening. Much information 
is missed as you try to work out what the other person is really thinking or feeling. Dreaming 
is even worse; when something an interviewee says triggers off a private chain of thoughts, 
it will quickly become apparent to the interviewee that you are not giving them your full 
attention. 

• Physical distractions: Outside noise, temperature and layout of the room, thirst, hunger can 
all distract some people from listening properly. 

 

In an ideal interview, you might expect the candidate to be talking for 80% of the time, and the 
interviewer(s) for only 20% of the time. This is notoriously difficult to achieve, but with well-
prepared questions and active listening, you are much more likely to achieve it. 

 

Some tips for active listening: 

• relax and smile where appropriate 
• adopt a positive, open attitude and look attentive 
• maintain good eye contact with the speaker. Where possible in an interview, arrange to 

make notes for a colleague who is questioning, and vice versa 
• keep an open mind. Don't over-react to initial responses 
• summarise what has been said, to check your understanding and to show you have been 

listening 
• encourage the speaker by nodding and the occasional 'uh, huh' but be careful not to lead 

the candidate 
• reduce physical barriers, such as interruptions or distractions 
• observe non-verbal communication - a cluster of non-verbal clues can give a very different 

message from what is being said - watch out for this 
• keep asking until you understand 
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• structure and guide the discussion, by making statements which help the candidate to see 
how the rest of the discussion may take shape. This helps the candidate's awareness of the 
issues that need to be resolved and the preferred order in which each might be dealt with. 

 

Assessing Candidates 

The identification of the most suitable candidate will be based on all the information gathered 
throughout the recruitment and selection process, not only at the interview. The final selection 
should be done as soon as possible after you've seen all the candidates, when information is still 
fresh in your mind. 

The objective is to find the candidate who most closely meets the requirements of the selection 
criteria, and the final decision should be reached by consensus between everyone who has been 
directly involved in the selection process. 

After the interview you should identify the relevant evidence from each assessment method. Classify 
this information according to the job-relevant skills, knowledge or aptitudes it demonstrates. As a 
group, weigh up all the evidence, both positive and negative against the appropriate criterion. 

If you are using a weighting system, the highest scoring candidate will be the one who most closely 
meets your selection criteria. Remember that when assessing a disabled candidate you must 
evaluate their suitability after any reasonable adjustments have been taken into account. 

If you used essential and desirable criteria, the successful candidate should be the one who meets all 
the essential criteria, and who comes closest to meeting all the desirable criteria. 

If the most suitable candidate is someone who has declared a disability, reasonable adjustments 
must be considered, and you should consult the candidate about the best way to overcome the 
effects of the disability in the workplace. Not offering a post to a candidate because it would require 
you to make adjustments may be unlawful discrimination. 

All that remains now is to offer the job to the successful candidate, hope that they accept, and 
complete the necessary administrative details. 

 

Evaluation 

Whether or not your recruitment exercise is successful, it's important to review and evaluate the 
process you have just completed to see what lessons can be learned from its successes or missed 
opportunities. This information can then be used to improve future recruitment and selection 
campaigns. 

Review and evaluation processes help to ensure that the organisation's recruitment and selection 
system is: 

• achieving the objective of securing candidates who best meet the selection criteria 
• making the best possible use of resources 
• fair and objective throughout all its stages. 

There are three main areas which need to be reviewed, which relate to these objectives: 
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The process, to establish whether: 

• it was either too long or too short 
• the appropriate selection criteria were used 
• the most cost effective methods of selection were chosen 
• the selection panel was able to accurately assess candidates against the criteria 
• candidates selected against the criteria prove to be good in the job. 

The recruitment campaign, to ensure that: 

• the method of attracting the candidates (e.g. advertising) provided value for money 
• good PR was also achieved 
• assessment exercises or tests provided valid and useful information. 

Equal opportunities information may need to be collated and compiled to: 

• monitor ratios (e.g. of sex, ethnic origin, disability), for applicants reaching each stage of the 
selection process 

• check whether any group is being disproportionately excluded from any part of the process 
• determine whether positive action should be considered for future vacancies of this kind 
• ensure that best practice is adhered to. 

Check that you know how Equal Opportunities information is compiled and collated in your 
organisation, and where it is held. 

You may also need to review aspects such as the administration process for the campaign, or how 
the selection panel, if it was a panel process, performed as a team. It's important to ensure that any 
recommendations for improvements are circulated to those who have the authority to implement 
them. 

 

The candidate’s view - how to prepare for an interview 

Interviews are stressful, how ever experienced you are in your career. So, the more time you spend 
preparing for an interview, the more confident and in control you will feel.  

Here are five steps to follow… 

1. Research the Organization 

It may seem obvious, but you must know about the organisation you are hoping to join. Start by 
looking at the organization's website, particularly the "about" section. Many organisations have a 
separate corporate site. Check it out.  This will help you to plan answers that align with the 
organization's goals and values. Referencing and linking key facts about the organisation to you 
possible role during the interview will demonstrate your diligence and serious intentions for the job. 
In the UK you can look at the accounts of any public company they can be found under Companies 
House. 
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If you can, research your interview panel. Visit their LinkedIn profile to discover their professional 
interests and career history. Find out if they are on Facebook or Twitter – they will be looking at you! 
There may be common links based on this research. So, make discreet inquiries within your wider 
professional network about them and their work. This will help you to anticipate their questions, and 
to build rapport with them on the day. 

 

2. Be prepared 

You are bound to be under pressure in the interview, so having answers ready for the most common 
– and most difficult – questions will ensure that you don't forget something important. This will also 
save you from having to think them up on the spot! 

Deconstruct the job description, what skill or experience are essential, what are desirable - the 
interview will be structured around these elements. Consider how your experience matches the job 
requirements, and try to come up with examples. On the web you will find lists of the most common 
questions for both conventional and competency based interviews. Most interviews will cover these 
topics.  

Rehearse, rehearse, rehearse. Many people find role-playing  useful before an interview. Sit down 
with your partner, friend or colleague who's willing to act as the interviewer. Film or record the 
interview. Go away and reframe your answers. Then, go through it again. Keep your answers to 
under 2 minutes. You can always check with your interviewer if they want to know more. Read their 
body language. Do several rounds of mock interviews until you feel confident with your answers. 

You can also use visualization techniques  to rehearse a successful interview. Picture yourself sitting 
confidently, speaking clearly, and giving all the responses you've prepared. 

Have ‘you’ on a page as a memory map – contact us if you want to know more. 

 

3. Keep calm, no surprises  

You will be nervous. Research a few relaxation techniques. The flight or fight response can be 
controlled. Being prepared is the first step in that process. Make sure you know the format of the 
interview. How long it will last. Will there be informal meetings with other staff. They may offer 
feedback on their impressions of you. The more you know about the challenge ahead, the more 
comfortable you'll feel. 

 

4. You looking at me? 

Arrive for the interview looking professional. The CEO may not wear a tie or the power suit in their 
company profile, but they may interview in their work attire. Check the dress code – smart casual or 
business? Don’t wear clothes that distract your interviewers, don’t make how you look all they 
remember of you. Even for an interview in a creative organisation be just a little more conservative / 
conventional than you might be on other occasions.    

 

 

https://www.thebalancecareers.com/tough-interview-question-answers-2061233
https://www.how2become.com/blog/25-competency-based-interview-questions-and-answers/
https://www.psychologistworld.com/stress/fight-or-flight-response
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5. Plan the day – reduce your risks and stress of arriving late 

If you can do the journey to the interview location before the day. Or, look on Google for the 
building. Catch an early train – check your route and leave plenty of time to get to your destination. 
Better to have a coffee nearby than arrive in a sweat. People regularly miss interviews, or arrive late, 
due to unexpected hitches on their journey. Many have gone to the wrong site! 

 

Have your presentation on the memory stick and your iPad/PC. Even store it online. Have a paper 
copy of your CV / Resume.  

 

During the Interview 

 

1. Their first impression will stick 

People will make a first impression of you within minutes if not seconds. If it is bad one you will 
spend the rest of the interview trying to recover the ground. Be courteous, polite and friendly to 
everyone you meet – making a great first impression  will pay off later in the process. 
 

2. Answer the question! 

Count to three, then answer the question, even if you have a prepared response to that question. 
Give yourself thinking time. Make sure you answer the questions that you are asked. 

Listen carefully and ask for clarification if necessary. It's better to have the question repeated than 
address something you have misunderstood. This approach will buy you some time to consider your 
answer for those questions that you had not predicted. 

Don’t be smug! 

 

3. Ask questions 

The interview is a dialogue. It is important that you ask questions, even though you see little point – 
would you turn them down on the basis of a bad answer?  

Here are some questions to consider: 

• What is the biggest challenge in this role? 
• Who will be my boss, or who will I be reporting to? What are their expectations? 
• Who previously held this role? Why did they leave? 
• What does this company value the most? 
• How will my success be evaluated?  
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4. Get your tone right – mirror their language – scan the room  

An interview is a formal situation and your approach should reflect that. Aim to match your tone to 
that of the interviewer. Scan the room during the interview, talk to each interviewer, to make sure 
that your words are having the desired effect. 

 

5. Pay attention to your  body language -  and theirs 

Practice maintaining good eye contact, offering a firm handshake, sitting comfortably but 
confidently in your chair, and smiling. Keep your body under control! If you tend to wave your hands 
about, fold them in front of you. Don’t fidget.  

Look at their body language. Are they comfortable? They might be ill at ease with each other! Who 
really is in charge, your new boss, HR, or your boss’s boss?   

 

After the Interview 

Follow the three steps below to make sure that you get the best out of the whole process. 

 

1. Follow Up 

After your interview, send a thank-you letter or email within 24 hours. Include everyone on the 
interview panel, not just the person at the top. If you can't contact everyone directly, ask your 
primary contact to pass on your thanks. 

 

2. If you are offered the Job 

If you're offered the position, make sure you have all the information about the role. This is the time 
to get details about your start date, the terms and conditions of employment, and what kind of 
onboarding  or training you'll receive. Now horse trade over the salary! 

 

3. If  you are not offered the Job 

A rejection is tough to process, especially if it was a role you really wanted or thought you could 
easily secure. Sometimes things simply don't go our way. There will be many factors behind the 
decision of who gets a job offer, the human factors are of greater importance than your functional 
capabilities. Don’t take it personally. Factors way beyond your control, internal politics, personal 
chemistry and luck.   

 

4. Get feedback 

Ask why you did not get the job. Try to get feedback from your interviewers on how you performed, 
and how well your skills matched the position on offer. If you didn't get the job or contract, learn 
whatever lessons you can to increase your chances of success in the future.  
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Summary 

In this module we looked at the skills involved in using a selection interview and how to be 
prepared for an interview 

 

Interviewer 
Shortlisting is a vital early stage in the process. It requires a systematic approach to ensure it's based 
on objective measures. Any correspondence - to those candidates who have been asked for 
interview and to those who have not - must be prompt, courteous and contain sufficient information 
to leave the recipient with a good impression of the organisation. 

Good preparation and planning is the key to an effective interview, and we considered how you 
need to prepare in advance, particularly if you're interviewing with other people as a panel. An 
effective interview follows a planned structure, within which you need to establish rapport and use 
effective questioning and listening skills to elicit the information you need to make an objective 
assessment. 

Finally, it's important, as with any business process, that you evaluate its success so that each stage 
in the recruitment and selection process can be continually improved. 

Other Leadership Toolbox learning materials you may find useful are: 

• The Employment Cycle 
• Preparing for Recruitment and Selection 
• Joining and Leaving the Organisation 

 

The interviewee 

All of us need to brush up on our interview skills from time to time. 

• Preparation is essential before an interview.  
• During the interview, try to make a good first impression 
• Once the interview is over, send a thank-you message to everyone involved in the process.  

 

 

Further reading 

Hooley, Tristram Why employers don’t care about qualifications 2019 
 
Kumari, Gita & Dr Pradhan Human Resource Flexibility and Organizational Effectiveness: Role of Organizational 
Citizenship Behaviour and Employee Intent to Stay 2014 
 
Lepak, David P, Snell, Scott A The human resource architecture: Toward a theory of human capital allocation 
and development 1999 



 

The Selection Interviewing Process_SampleStudyUnit 
- 21 - 

 
William Bridges, Jobshift: How to Prosper in a Workplace Without Jobs, Nicholas Breally, 1996 
John Courtis, Interviews: Skills and Strategies, IPM, 1986 

European Management Guides: Contracts and Terms and Conditions of Employment Incomes Data Services - 
Institute of Personnel and Development, 1995 

Linda Jay (compiler), Questions and Answers: Employment Law. Croner’s Publication Ltd. 1997 

D. Oates and Viv Shackleton, Perfect Recruitment, Arrow Business Books, 1994 

Michael Pearn and Rajvinder Kandola, Job Analysis: A Manager's Guide (2nd ed.), IPM, 1993 

Gwyneth Pitt: Employment Law (3rd ed.), Sweet and Maxwell, 1997 

Recruitment Strategies - Haymarket/MTI, 1998 

Paul Sparrow and Mick Marchington (ed.), Human Resource Management: The New Agenda, Pitman 
Publishing, 1998 

Peter Willis, 'Testing Times': Peter Willis on psychometric testing, Personnel Today, 30 October 1997 
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