
Interview preparation - Before the interview
1 of 15 – Welcome
Welcome to this session on before the interview.

In this session we will be covering:
· Researching the organisation
· Planning your journey
· Creating the right image
2 of 15 – Research the organisation
If you are invited to an interview you should spend some time researching the organisation; this will give you confidence if you are asked any questions on what they do.

Here are some ways that you could gather information about the company:
· Business publications or magazine articles
· Internet research – have they got a website?
· Social media – do they have a Facebook page? Are they on LinkedIn?
· You could telephone and ask for an information pack if this is relevant
3 of 15 – What should you research?
Some things you could find out about your potential employer:
· What is the main purpose of the business? 
· What they do? 
· Do they make products or sell them?
· Who are their customers
· What sort of organisation are they? For example, a manufacturer, supplier of goods, supplier of a service like healthcare or insurance.

Think about what skills you have which the employer will be looking for.
4 of 15 – Asking questions
When carrying out your research, you may also want to make notes if you have any questions to ask the employer.
· Can you tell me more about the organisation?
· How many people do you employ?
· What are the organisation’s plans for the future?

By asking questions this shows that you have an interest in what they do, it will also help you be prepared for them asking you if you have any questions – this is often the last thing you will be asked.
5 of 15 – Task
Carry out some research and see what you can find out. Choose a local employer - this could be an organisation you are interested in, or one which employs many people in your area. Use the internet to see what you can find out about them.

Download the Before the Interview PDF and complete task 1.
6 of 15 – Plan for the interview
Find out what the interview will involve making sure you’re prepared.

If you have a disability, all employers must make reasonable adjustments for you to have an interview. If you need the employer to make particular arrangements, contact them before your interview. This is to make sure they can make these arrangements.

When you are invited for interview, you may also be informed what will happen.  It could be that you only have an interview. However, for some jobs you may be asked to complete a test or make a presentation.

Make sure you understand the role you are applying for – read back through the job description, make a note of any skills or experience the employer is looking for.
7 of 15 – What to take with you
When you are invited to interview, there may be details about what you should take with you.  Make sure you get together everything you need BEFORE the interview day, so that you are calm and ready.

You may be asked for:
· ID (Driving licence, passport)
· Exam certificates
· Samples of your work

You may wish to take:
· Pen and notepad
· Job description/person specification
· Bottle of water
8 of 15 – Plan your journey
How will you be travelling to your interview? You could try travelling to the company the day before the interview – this will help you to check your route and see how long the journey takes.

By car
Plan your route, make sure you know how long the journey will take and allow extra time in case traffic is busy.  Make sure you have enough fuel.  Make sure you know where to park.

Public transport (Bus, train)
Check the timetable and how much it will cost, make sure you allow extra time in case there are any delays.

Backup plan
Can you plan another way of getting there in case something unexpected happens (such as your car breaking down, or your train being cancelled)?
9 of 15 – What to wear?
Deciding what to wear for the interview will depend on what sort of work you will be doing. Decide what to wear and get your clothes ready the day before. This will save you panicking on the day or spending too much time choosing which could make you late!

You don’t have to buy a new outfit. Aim for a neat, clean and tidy appearance; if you look good it will help you feel good.
10 of 15 – Question 1
Indicate if the following statement is true or false:
Make sure you understand the role you are applying for – read back through the job description, make a note of any skills or experience the employer is looking for.
Answer
The statement is true.
11 of 15 – Question 2
When preparing for interview, when should you do the following either before the day or on the interview day?
1. Eat a healthy breakfast
2. Decide what to wear
3. Plan your journey
4. Gather what you need (exam certificates, ID)
5. Research the company
6. Read back through the job description and person specification

The correct answers are as follows:

Before the day you should:
1. Decide what to wear
2. Plan your journey
3. Gather what you need (exam certificates, ID)
4. Research the company

On the interview day you should:
1. Eat a healthy breakfast
2. Read back through the job description and person specification
12 of 15 – Question 3
These are all important things to remember.

Fill in the blanks using the following choices, after, complement, argue, time, early, before, late, criticise, casually, and smartly. You won’t need all the words.

Remember, you should:
Dress blank, first impressions really count.
Get your outfit ready the night blank.
Take your blank if you need to think.

What not to do:
Don’t be blank.
Don’t blank a previous employer – it may make you look like a trouble maker.

The correct sentences should read:

Remember, you should:
Dress smartly, first impressions really count.
Get your outfit ready the night before.
Take your time if you need to think.

What not to do:
Don’t be late.
Don’t criticise a previous employer – it may make you look like a troublemaker.

13 of 15 – Question 4
What items might you be asked for at an interview? 
Choose all that apply:
· ID (driving license, passport)
· Snacks
· Exam certificates
· Samples of your work
Answer
You may be asked for 
· ID (driving license, passport)
· Exam certificates
· Samples of your work
14 of 15 – Finally
Make sure you prepare and do your planning:
· Make sure you do your homework
· You may wish to inform your references that you have an interview so that they are aware that they may be contacted
· Get plenty of sleep
· Eat a healthy breakfast
· Have the name of the person you are meeting ready when you arrive

Good Luck!
15 of 15 – End
Well done. You have completed this session on before the interview.

In this session we have covered:
· Researching the organisation
· Planning your journey
· Creating the right image

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


