
Interview Preparation – Interview Questions
1 of 18 – Welcome
Welcome to this session on interview questions.
In this session we will be covering:
· Why you are being asked questions
· A range of commonly asked questions and how you might answer them
· Unusual interview questions
· Questions to consider asking your future employer
2 of 18 – Introduction
Interview questions and styles will change for every interview you go to.  Some will be formal and some may be a little more relaxed. However, there are questions that are commonly asked at many interviews.

It is worth while taking the time to look at a range of questions you might be asked, by thinking about them beforehand it will give you more confidence on the day of your interview.

So why are you being asked these questions?
· To see if you have the skills and experience to carry out the job
· To check your enthusiasm, motivation and interest for the job – why did you choose to apply?
· To see whether you will fit in with the working environment and the staff

Remember – it is your opportunity to check out them too!
3 of 18 – Preparation
Avoid any surprises; interviews need preparation if you are going to show your potential employer you are professional, keen and have the skills they are looking for.   

Interviews can be a daunting and a scary experience, but if you can manage to hold your nerve it will make you appear more confident.  By spending some time preparing popular answers it will help give you a good start.

Some questions come up time and time again.  These are usually about you, your experience and the job you are applying for.

Let’s have a look at a few of the most common questions.
4 of 18 – Tell me about yourself
This question is at the top of the list of common interview questions.   It is usually one of the opening questions. It's a really good question, as you can provide the interviewer with a great first impression.

What are the skills, characteristics and successes that you have achieved? How do they make you a strong candidate in terms of the job description?

Keep your answer concise and try not to waffle. You could begin with an overview of your highest qualification and what your greatest achievements are, before running through your work experience (remember this can be voluntary work too) and give examples of the skills that you've developed which are relevant to the job.

If you haven’t got much work history, focus on the areas of your education that you've most enjoyed and how this relates to the job.

Why are you being asked? This type of question is designed to find out a bit more about you: your experience, knowledge and your personality. After all, nobody wants to work with someone who they won’t get on with. It’s just as important as your experience.
5 of 18 – Work experience and knowledge
This is where the interviewer tries to find out more about you. Make sure you have read the job description so that you are ready to match your experience and knowledge to what they are looking for where possible.  Don’t worry if you haven’t got all of the skills, be ready to talk about the ones that you do have.

Why?
These are designed to dig a little deeper and find out if you have the skills needed to actually do the job.

Is your work experience a good fit for what they are looking for?

Do you have the right knowledge to fit right in or will they need to train you?
6 of 18 – Strengths and weaknesses
What are your strengths? Know your strengths, and be ready to talk about the ones which are relevant to the job you're being interviewed for. It's important to quote examples rather than just say you have the skills.

Here are just a few examples to help you, which employers often look for:
· Determination – this shows that you are focused and will want to succeed
· Communication – to be able to get on with a wide range of people
· Team working – to be able to be an effective team member working well with others
· IT skills - most jobs need some IT skills
· Good attitude - hard worker, honest, polite, co-operative, willing to learn, flexible
· Quick learner - so you can take on new tasks as the needs of the organisation change
· Flexibility – to do a variety of tasks willingly and enthusiastically
7 of 18 – Task 1 - Strengths
Now try and identify some of your strengths that employers look for.

Download the Interview Questions PDF document and complete Task 1

Choose two of your strengths that a potential employer will be looking for. Whichever strengths you choose, ensure that you can evidence them with examples.
8 of 18 – Strengths and weaknesses
What are your weaknesses?
This classic tricky interview question appears to be asking you to tell your potential employer what you aren’t so good at - but if you use the right tactics it can be a great opportunity to show that you are right for the job.

Find something that you can turn in to a positive, such as how you've worked on the weakness, or you could present it as an opportunity for something you want to develop.

Watch this video to see some examples to help you:
James Caan – What is your greatest weakness?

Remember, never say that you have no weaknesses!
9 of 18 – Task 2 - weaknesses
Now try and identify some of your weaknesses and how you can turn them into a positive.

Please complete Task 2 on the PDF document.
10 of 18 – Common interview questions
Have a look at these two websites at commonly asked interview questions and how you should and shouldn’t respond to them:

Common interview questions and answers

Common Interview Questions

Now, complete Task 3 on your PDF sheet by attempting some commonly asked interview questions.
11 of 18 – Unusual interview questions
If you were an animal, what would you be?

You probably won't have prepared for this. The interviewer is seeing if you can think on your feet – make sure you take your time over this type of question, and think of something that generally reflects you, but also has positives you could apply to the world of work.

Other example questions:
If you were a biscuit, what type of biscuit would you be?
If you were a fruit, what type of fruit would you be?

What the interviewer really wants to know is, are you able to think on the spot and come up with a reasonable answer?  It is testing your initiative.  There is no ‘good answer’ but just be prepared for this sort of question.

Visit this website to look at strategies to use to help you with this type of question:
Answering unusual interview questions
12 of 18 – Asking questions
At the end of an interview, you will usually be asked “Do you have any questions?”

Make sure that you prepare questions ready and if all your queries have been answered, mention that the interviewer has covered everything you need to know already. Remember that you can also ask questions if the moment naturally arises during the actual interview.

Good interview questions to ask the employer include:
· How could I impress you in the first three months?
· What is a typical career path in this job?
· What's the proposed start date for the role?
· What development plans does the organisation have?
· What training and development is provided?
· Why do you like working for this organisation?
· Is there anything that you would like to improve in your department?
13 of 18 – Top interview tips
Here are some tips to help you with your interview:

Practice
The more practice you have at interviewing, the more comfortable you'll be during a job interview. Practice (ask a friend of family member to help) answering common interview questions to get an idea of how to respond.

Stay calm
Interviewing can be nerve-wracking, whether it's your first interview or you have interviewed many times in the past.

Compose your thoughts
Take your time when answering questions, don't rush. Briefly, think about your response before you answer. Taking the time to compose your thoughts so you can respond effectively is better than jumping in too fast and missing something you wish you had said after.

Give examples
When you respond to interview questions give examples of how you handled related situations. The more specific you are, the more the hiring manager will see that you have the skills to do the job.

Ask for clarification if you aren’t sure what the interviewer is asking.
14 of 18 – Question 1
Complete the paragraph below choosing from the following words, random, description, preparation, common, rare, relevant, selected, meditation, paper and thought. You will not need all of the words.

Too many job seekers stumble through interviews as if the questions asked are completely blank. But many interview questions are blank and can be expected, so make sure that you have done some blank so that you are ready to answer them with confidence, use the job blank to help you make sure what you say is blank.

The paragraph should read:

Too many job seekers stumble through interviews as if the questions asked are completely random. But many interview questions are common and can be expected, so make sure that you have done some preparation so that you are ready to answer them with confidence, use the job description to help you make sure what you say is relevant.
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What response would you give to “What are your weaknesses”?
A. I don’t have any weaknesses
B. I used to feel overwhelmed with my level of work, now I feel I can manage my time efficiently
C. Ugh, my last boss
D. My inexplicable attraction to doughnuts

The correct answer is B, I used to feel overwhelmed with my level of work, now I feel I can manage my time efficiently.
16 of 18 – Question 3
What response would you give to “Why should I hire you”?
A. I need the money
B. I really need a job
C. I bring additional qualities to the job
D. Without me your business is doomed

The correct answer is C, I bring additional qualities to the job.

17 of 18 – Question 4
Indicate if the following statement is true or false:

The more practice you have at interviewing, the more comfortable you'll be during a job interview.

The correct answer is true.
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Well done. You have completed this session on interview questions.

In this session we have covered:
· Why you are being asked questions
· A range of commonly asked questions and how you might answer them
· Unusual interview questions
· Questions to consider asking your future employer

If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help.


