
CANDIDATE’S GUIDE:
5 TOP TIPS FOR A SUCCESSFUL 
JOB INTERVIEW

An interview is a key part of the recruitment process as it allows both you and the potential employer  
to meet in person,  discuss the role and assess your suitability for it.
Even if you are only passively looking it’s important that you make a great impression as you never 
know what other opportunities might arise in the future.

 THE MOST IMPORTANT THING IS TO BE PREPARED.
     “Winging it” rarely does you any favours.

The tips in this guide may not seem like rocket science but you’d be surprised how often people aren’t 
prepared, and how often this opens opportunities for those who are...
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1. ASK YOUR RECRUITER WHAT TO 
EXPECT BEFOREHAND
Interviews can take a number of formats and as you move through the process you may find yourself meeting 
different people and responding to different styles of interviews. You will need to be flexible and adaptable as the 
process is often variable from role to role.

• Communication Skills

• Personal Presentation

• Technical Ability and experience

• Initiative

• Personality and cultural fit

• Motivation and Drive

• Strengths and Weaknesses

• Enthusiasm and interest in the company and the role

• Other specific values, beliefs and interests e.g. work-life balance, corporate social responsibility etc.

PANEL INTERVIEW

BEHAVIOURAL INTERVIEW

TECHNICAL INTERVIEW

UNSTRUCTURED INTERVIEW

A Panel Interview is where you are interviewed by a 
group of people at the same time. Each representative 
in the panel may focus on different areas. After the 
interview the panel will discuss the interview and 
their thoughts on your suitability for the role.

A Behavioural Interview works on the assumption 
that past behaviour is a strong predictor of future 
performance. The interviewer will ask about 
particular situations that you have experienced in 
previous roles, and in each case they will ask you to 
explain in detail how you tackled the situation and 
what the outcome was.

A Technical Interview will focus on your technical 
ability, what your skills are and how you would go 
about doing specific tasks. This may include written or 
verbal technical test.

An Unstructured Interview can take any form. They 
are often “informal” in nature. The interviewer will 
generally cover a mix of technical questions, general 
questions, behavioural questions and even random 
“brain teaser” type questions. They typically give a 
strong insight into the interviewer, and whilst very 
hard to prepare for they are often enjoyable and 
highly interactive.

Types of interview

What the interviewers are likely to be assessing...
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2. MAKE A POSITIVE IMPRESSION 
The best way to shine in an interview is to be professional and prepared. Always arrive on time, look professional 
and pay attention to your body language.

Relax and be confident in your preparation and most of all, be yourself.

• Use a folder to bring anything you need:

 » A copy of your resume as they may refer to it 
in questions

 » A copy of the position description

 » Note paper and pen to take notes

 » Prepared Questions/ Any research notes 

• Pay attention to your body language: smile, look 
them in the eye, wait for them to offer you a seat 
before you sit down, don’t fidget. 

• Check in with your recruiter that you know 
exactly what has been presented to the 
company, and don’t be afraid to ask them 
background questions about the company as well.

• Confirm time and location and plan how to get 
there, where to park and allow extra time

• Arrive on time and act with purpose around the 
office, you never know who might be looking out 
for you.

• Turn off your mobile phone on entering the 
building.

• Dress professionally

• Ensure you have fresh breath, don’t smoke before 
the interview 

• Know the correct pronunciation of the 
interviewer/s names and their titles

A handy checklist



04
Spark RecruitmentTM

3. RESEARCH THE COMPANY AND 
THE ROLE 
Make sure you have a solid background of the company you are interviewing for and the role itself, even if you 
think you know a lot about them.  An hour or so invested will show initiative, enthusiasm and a genuine interest 
in them as a company as well as the role.

It’s not uncommon for interviewers to ask you questions about “what you know about the company” or “what 
you thought of their website” to check your preparation. It’s essential that you have done enough background 
research to answer their questions appropriately.

Some thought starters

• What are the company’s core products and services?

• How is the company perceived in the market place?

• Who are its competitors and what makes them different?

• What challenges/opportunities is the industry currently facing?

• Find out what you can about the company’s financial situation.

• Try to think like a customer of the company and identify potential improvements.

• Try to find out what their current priorities are: major jobs, share floats etc.

• Who will be interviewing you and what can you find out about them (eg try LinkedIn)
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4. PREPARATION IS THE SECRET TO 
SUCCESS
You won’t ever know for sure what questions you will be asked until you are in the interview itself,  but it’s helpful 
to think through the projects and achievements from your career that are likely to be most relevant to the role.  If 
you anticipate common questions and practice answers that are clear and concise you will find that things tend to 
flow more easily when you are in the interview. 

On the day the key is to listen for the actual question itself and ensure that you are tailoring your response to the 
exact question they are probing. Do not try to learn responses by heart as this won’t do you any favours.

One of the most common opening questions is “tell me a bit about yourself.” Prepare to nail this question with a 
really robust answer- clear, concise, informative and tailored to the role you are going for. But keep it natural and 
make sure it doesn’t sound rehearsed!

Aim to summarise your career, your strengths, why you are looking for a job and why you are interested in this 
role, all in 2 minutes or less.

Here’s the 4 big areas you can prepare for:

1 PREPARE YOUR “OPENING STORY”

Some thought starters
• Why are you interested in this company and this role? What excites you about it?

• What relevant experience would you bring to the role?

• What unique skills and attributes would you bring to the role?

• What is the culture you have enjoyed working in most and why? How do you like to work with 
others?

• What are the most positive things you have to say about each of the roles you have had / 
companies you have worked in?

• Why are you interviewing and what are you looking for in your next role?
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You can expect to be asked some general questions throughout the interview process, you will find some 
examples below. The best way to prepare is to think about your responses and how you can best frame these up 
for a potential employer in a positive way.  

General questions are also a great way for you to identify which attributes of your next role are most important to 
you. This in turn helps you to evaluate career opportunities in a more robust way and to hopefully find yourself a 
really solid fit.

2 THINK THROUGH GENERAL QUESTIONS

Common General Questions 
• Why are you interested in this particular role?

• What do you know about the organisation?

• What do you really want to achieve in your next career move?

• What style of management gets the best from you?

• What have you done that shows initiative in your career? What were the results?

• What do you see as your strengths? What examples do you have of how these have helped you 
achieve results?

• What would others say are your areas for development? How are you working on these?

• Where do you see yourself in five years time?

• Which particular job did you enjoy the most?

• Why did you choose your particular career?

• What lifestyle factors matter most to you (commute/travel/flexible hours..) 

Important

Most interviewers are very familiar with the law but be aware that they cannot ask you questions that 
may discriminate in any way. Such as whether you have children, your religion etc.
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One of the most common structures used in interviews is behavioural interviewing. The thought process behind it 
is that past behaviour is a strong predictor of future behaviour on the job.

Because each question is a bit of a ‘case study’ into your past work projects it’s important to be able to effectively 
bring people up to speed with the situation and help them follow the story you are telling. The most effective way 
to answer these sorts of questions is to use the structure “STAR” (situation, task, action, result) 

Think about key projects you have worked on in advance and situations that have been particularly instrumental 
in your career, or that might be relevant to the job you are applying for. Even though you possibly worked on a 
team or had others involved be sure to be clear about your personal contribution to the outcome. 

3 PRACTICE SOME BEHAVIOURAL INTERVIEW QUESTIONS

Common Behavioural Questions
• Can you tell me about the project you have lead/worked on that you are most proud of and why?

• Can you give me an example of a particularly challenging situation that you have faced on a project 
you were leading. How did you resolve it?

• Can you give me an example of a team you have lead through a complex project. How did you 
manage the project team?

Think of projects that might be most relevant 
to talk about at interview. 

Make sure you listen for the key question 
being asked and tailor your answer 
appropriately

Practice using the STAR format to ensure that 
you tell a clear and concise story, complete with 
outcome.

Try to answer the question in 2-3 minutes. It’s 
common for the interviewer to ask some further 
questions about your example at the end.

1

3

2

4

What’s the best way to prepare
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This question will invariably come at the end of almost every interview. It’s a great opportunity to make a good 
impression. This is not the time to say no, or to ask about salary or perks.  It’s an opportunity to show a genuine 
interest in the company or the role and to probe how it might fit with your objectives. Aim to ask 2-3 good 
questions at the end of the interview which help you find out more whilst making a good impression.

• What are the biggest challenges the company is facing?

• How would you describe the culture?

• What are the biggest growth opportunities for the business unit?

• How does the local unit interact with the Head Office?

4 THINK UP SOME SMART QUESTIONS IN ADVANCE

Examples

“Do you have any questions for us?”
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5. MAKE THE MOST OF THE INTERVIEW

POST INTERVIEW

You are being interviewed because the company wants to hire somebody, has reviewed your resume and  believes 
your background/ experience may be suitable to the position.  Have confidence in yourself and your preparation, 
be genuine, open and honest, and most of all answer the questions constructively with solid examples.

Give your recruiter a call to talk through how it went and what your next steps are.  
Try to be as detailed as you can, honest and open.  

Be prepared but flexible: Preparation is the key 
to success but remember you need to answer the 
questions on the day not the ones you predict! The 
most important thing is to structure your responses 
so that they are easy for the interviewer to follow 
and understand

Listen carefully to the questions and make sure 
you have understood them properly.  Don’t be 
afraid to ask the interviewer to repeat the question. 
Don’t rush to fill in silence. Think before you 
speak

Speak clearly and confidently, don’t rush your 
answers. Try and maintain a comfortable level of 
eye-contact throughout

Use practical examples to illustrate your skills 
and show how they suit the role and the company

Be clear and concise, ensuring that you provide 
the detail they are looking for in your responses

Ask smart questions at the end. Demonstrate an 
interest in their business

Show enthusiasm for the business and 
the role

Close the interview with a handshake and 
a genuine thank you; make a positive last 
impression

Here are our final tips:

Good luck and please call us if you want any advice on how best to show your spark at interview


