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RECRUITMENT






Interview Etiquette
Do:
· Introduce yourself courteously with a smile and a firm (not bone crunching) handshake. 
· Appear confident but not arrogant. 
· Activate your interpersonal antennae - as quickly as possible try to 'read' the personality of the interviewer, and take your lead from their interview style. 
· Try to 'connect' with the interviewer, to show an understanding of them and the company 
· Answer questions clearly, honestly and succinctly - beware of rambling! 
· Maintain regular eye contact with your interviewer 
· Try to ensure the interview is a dialogue rather than a series of questions and answers 
· Ensure you show how your experience would benefit the company 
· Ask relevant questions relating to the company its products services and the position you are being interviewed for. Some example questions are: -

· What will my responsibilities be? 
· Why has the role arisen? 
· How will you assess my performance? 
· How does the role fit into the structure of the department? 
· How does the department fit into the organisation as a whole? 
· Who will I report to and are there persons reporting to me? 
· Where does my line manager fit into the structure? 
· What encouragement is given to undertake further training? 
· Who are your customers? 
· Where is the company going? 
· Any expansion plans? 
· Where is the specific location of the position?
·  Will the position entail travelling? 
· How soon will you decide on the appointment? 
· What is the next step? 
· Demonstrate you are a motivated individual and that you will fit into the company structure and team in which you will work 
· Tell the interviewer how much you enjoyed your meeting 
· Express enthusiasm for company and job (even if you have doubts) 
· Ask interviewer if they have any unresolved reservation or concerns about your ability to do the job - and address any such queries 
· Briefly reiterate your strengths and selling points relevant to the role 
· Establish what happens next and when 
· Thank the interviewer for their time 
Don’t:
· Don't act disinterested 
· Don't go unprepared 
· Don't talk too much

· When responding to a question or making a comment, get to the point. 
· Nothing demonstrates your insecurity more than endless commentary that goes nowhere 
· Don't talk too little - you're expected to be an active participant in the interview, not simply a head nodder

· One-word answers brand you as disinterested, scared or arrogant

· Don't knock your current (or past) employer/s - this is perhaps the ultimate interview offence

· Stick to your own accomplishments and the resulting performance when discussing your situation 
· Don't take credit for things you didn't do -this is likely to come out when references are taken and it may appear that you have been dishonest 
· Don't hide holes in your CV - periods of unemployment and falsified dates and degrees, qualifications/skills are simple to detect - address CV gaps or other potential concerns directly

· Have an explanation about why you chose this route and what you learned from it 
· Don't negotiate too early. If you raise the issue of rate or salary, it's clear to recruiters and employers that your primary interest is money, not opportunity. Wait until they bring up the topic, and don't negotiate during the interview - let your recruitment consultant do this on your behalf. A third party will be able to negotiate more clearly on your behalf, with less emotional involvement

After the interview.

Now is the time to breathe a sigh of relief and think positive thoughts. Call your consultant as soon as you have left the interview to give your feedback.  You also should analyse your interview performance objectively. What's your gut feeling? Consider how interested the employer seemed in you and whether you made particular points which really stood out. Were your questions answered? Was the environment right for you?  Would the role be challenging enough?

If you realise you made mistakes, don't dwell on them, but do tell your recruitment consultant, they may be able to smooth matters over with the interviewer. 

Your recruitment consultant will contact the client to thank them on your behalf and reiterate your aptitude for and interest in the role. This is feedback is essential to the success of any job-search endeavour, in addition to being courteous, this keeps your name fresh in the employer's mind. It's also a way to remind the employer how well your qualifications fit the position's requirements. 

If you don't get the job, don't take it personally or get discouraged. Some job opportunities don't work out even when they seem to be a perfect match for your skills. 
Focus on the interviews in your future - the ones you still can influence - rather than on past meetings you no longer have control over. 
However, it is important to learn from your experiences. Do ask your consultant what the client's feedback was from the interview, both positive and negative. Is there anything you should do/say differently the next time? If you feel you would benefit from more interview technique training ask your recruitment consultant - they are trained to assist you in portraying yourself to your best potential at interview. 
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