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Module 04:  
Interview Preparation 
It takes 7 seconds  to make a 
first impression, and three 
minutes  for an employer to 
make a hiring decision - be the 
best you can be! 
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follow-up 

 

 

 

 

 
Be the best you can be: 

Prepare for your interview, project a professional 
image, anticipate the employer’s needs, and 
respond to their questions  with confidence! 
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The type and number of interviews  will vary from one 
employer  to another, based on the position you are 
applying for, and the structure, culture and management 
structure of the organization. 
 
When you schedule an interview, try to get as much 
information about the person (or panel) you will be meeting  
with.  
 
You will likely have more than one interview, because most 
employers will bring a candidate back a few times to be sure 
that he/she will fit into the company culture. 

Introduction: Types of Interviews 

 
There are many 
different types of 
interviews. Once you 
are selected for an 
interview, you may 
experience one or more 
interviews. 
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During a face-to-face 
interview, your focus 
should be on the person 
asking the questions.  
 
Maintain eye contact, 
listen and respond once 
a question has been 
asked.   

Introduction: Types of Interviews 

 
TRADITIONAL  
FACE-TO-FACE 
INTERVIEW 
 
Most interviews are 
face-to-face 

Your goal is to establish 
rapport with the 
interviewer and show 
them that your 
qualifications will 
benefit their 
organization and meet 
their needs. 
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Typically, three or more 
members of a panel 
may conduct this part of 
the selection process.  
 
Try to "read" the various 
personality types of 
each interviewer and 
find a way to connect 
with each interviewer.  

 
PANEL / COMMITTEE 
INTERVIEW 
 
In this situation, there is 
more than one 
interviewer 

Remember to take your 
time in responding to 
questions. Maintain eye 
contact with the panel 
member who asked the 
question, but also have 
eye contact with other 
members of the panel 
as you give your 
response. 

Introduction: Types of Interviews 
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Telephone interviews may also be used as a preliminary 
interview for candidates who live far away from the job site. 
It is important to treat this interview as you would a face-to-
face connection.  

Arrange for a quiet place and time to schedule the 
conversation. Listen carefully to the questions before you 
answer. Since your voice is important, express energy with your 
tone of voice.  

Have a copy of your resume and your  
employer contact sheet nearby as a reference 
in case an employer calls you unexpectedly.   
Try to be prepared! 

 
TELEPHONE INTERVIEW 

Many organizations will 
conduct interviews by 
telephone to narrow 
down a list of 
candidates 

Introduction: Types of Interviews 
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Selected candidates are gathered together in an informal, 
discussion type interview. A subject is introduced and the 
interviewer will start the discussion.  The goal of the group 
interview is to see how you interact with others and how you 
use your knowledge and reasoning to influence others.  

The interviewers may ask questions in an unstructured manner; 
therefore, the questions and comments may be unrelated. 

This type of interview is used to: 
• Observe how candidates react under pressure
• Evaluate how individuals interact with people with different

personalities
• Assess the "fit" with the group

 
GROUP INTERVIEW 

A group interview is 
usually designed to find 
the leadership potential 

Introduction: Types of Interviews 
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Asynchronous interviews are often used to save time during 
the early phases of the hiring process. In such a scenario, the 
employer might pose a set of questions and ask job seekers to 
record their responses in a video. This allows the employer to 
screen candidates quickly and select which ones will proceed to 
the next stage of the hiring process. 

Synchronous interviews conducted in real time over the 
Internet can be used in place of traditional face-to-face 
interviews to give the employer a sense of how well the 
candidate is able to communicate. This type of interview is 
especially useful when travel costs are prohibitive or there are 
other obstacles, such as scheduling, that prevent the employer 
and potential candidate from meeting in person. 

 
VIDEO INTERVIEW 

Video interviews  are 
useful at many stages of 
the hiring process 

Introduction: Types of Interviews 
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An interview usually 
has Four Phases: 

Greeting / Introduction 
Employer’s Questions 
Candidate’s Questions 
End / Closing 

Preparation 
Make sure you leave enough time for travel to the 
interview location. If you’re not familiar with the location, 
leave home early and plan to arrive at least 10 to 15 
minutes before the interview appointment time. 

Dress appropriately and wear clothes  
that relate to the job you are applying for.  
Your clothing should be clean, pressed and 
presentable. Lose the gum and avoid  
smelling like smoke or other strong  
fragrances, which can be distracting to the  
interviewer.  

 
SEE ALSO 
REFERENCE 

• Dressing for an
Interview
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An interview usually 
has Four Phases: 

Greeting / Introduction 
Employer’s Questions 
Candidate’s Questions 
End / Closing 

Preparation 
Know something about the company, research the 
company’s services and products before the interview.  
Check the company’s website for information on 
structure, culture and management structure of the 
organization. 

Know what job you want. Sometimes 
employers ask  what position you are  
applying for, and why.   
An employer will want to know what you 
can do for the company and how your  
experience can help them. Be ready to  
provide examples. 

 
SEE ALSO 
REFERENCE 

• Company
Research
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An interview usually 
has Four Phases: 

Greeting / Introduction 
Employer’s Questions 
Candidate’s Questions 
End / Closing 

Preparation 
Be natural and sit comfortably with a good 
posture.  Try to be calm and listen carefully to the 
interviewer’s questions. Do not interrupt! 

Adopt a confident attitude.  Present yourself as a 
skilled worker; “sell” your qualifications, abilities 
and related experience. 

Be specific and truthful.  If you have been fired 
from a job and are asked about it, state that you 
have learned from your mistakes and have gained 
valuable experience.  
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An interview usually 
has Four Phases: 

Greeting / Introduction 
Employer’s Questions 
Candidate’s Questions 
End / Closing 

Preparation 
Show your interest in the job and the company. 
Do not ask questions that are clearly answered on 
the company’s web site or in any literature 
provided by the employer to you in advance. Never 
ask about salary and benefits until those subjects 
are raised by the employer. 

Remember to ask this question last: 
What is the next step in the interview 
process for this position?  OR 
When do you plan to make your  
decision? 

 
SEE ALSO 
REFERENCE 

• Questions for
the Interviewer
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An interview usually 
has Four Phases: 

Greeting / Introduction 
Employer’s Questions 
Candidate’s Questions 
End / Closing 

Preparation 
Remember to thank the employer and politely ask 
about the next steps, and when you can expect to 
hear back. 

Ask for the interviewer’s business card so you can 
send a thank you letter or card. 

Make notes immediately after the 
interview! 
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Typical Interview 
Questions:  

Are those related to 
your education, training 
and previous 
employment 

In addition to answering questions about your 
knowledge, skills and abilities, anticipate, develop 
and practise your responses to questions about 
your: 
• Strengths and weaknesses
• Expectations in terms of supervision and

reporting
• Flexibility and adaptability
• Ability to work and get along with others
• Reasons for leaving previous employers, and

pursuing your particular goals

Questions 
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SITUATIONAL 

Demonstrate your 
problem solving skills 

Sometimes, employers present problematic scenarios 
that require solutions. These are referred to as 
Situational Questions.  

They are not real situations that have happened, but 
(hypothetical) situations that could happen in your next 
job. You need to demonstrate your analytical and 
problem solving skills in your answers.  

The employer wants to hear how you think through a 
problem. Remember: Do not answer this question too 
quickly. Try to take a few moments to consider the 
situation before you answer.  

Questions 





04/17 

Interview preparation      

SITUATIONAL 

Examples: 

You have been working on a project for over a month and 
are about to finish writing the report. Suddenly you 
realize some very important facts that should be included 
in this project have been overlooked. What would you do 
in this situation? Or what would you do if this happened? 

You are working on a group project with your colleagues. 
While the deadline is getting closer, the group still cannot 
agree on how the project should be completed and one 
of the members is simply not doing his share. What 
would you do in this situation?  

Questions 

 
SEE ALSO 
REFERENCE 

• Situational
Questions
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SITUATIONAL 

More examples: 

A client (customer) has been using the products and 
services of our company (organization) for three years 
and noticed some changes in the way business is being 
conducted in our field. The client is making an inquiry 
about these changes. What would you tell this client? 

You have heard that one of your clients has complained 
to your supervisor because he is dissatisfied with your 
work. What would you do in this situation?  

Questions 
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BEHAVIOURAL 

Questions based on the 
idea that your past 
behaviour indicates 
how you will behave in 
the future 

The employer will ask behaviour-oriented questions, 
based on your past work experience.  

You will need to provide specific, real examples of how 
you used a particular skill or behaviour in your past jobs. 

Questions often focus on “soft skills” relating to your 
relationships and ability to manage difficult situations, for 
example, being able to work under pressure.  

Questions 
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BEHAVIOURAL 

Examples of questions specific to individual soft skills 
Coping: Tell me about a high stress situation when it was 
necessary for you to keep a positive attitude. What 
happened?  
Assertiveness: Tell me about a time when your job 
required you to say, in a professional manner, how you 
really felt about a situation. What did you say and how 
did you say it?  
Planning & Organization: Planning is more than thinking, 
it is also doing. Tell me what you have done with such 
tools as flow charts, production schedules and filing 
systems, or anything else to help you plan.  

Questions 

 
SEE ALSO 
REFERENCE 

• Behavioural
Questions
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INAPPROPRIATE 
QUESTIONS 

If you are asked an inappropriate question during 
an interview, politely refuse to answer and tactfully 
let the employer know that you are uncomfortable 
answering.  

You might also ask, if the question is related to 
concerns regarding performance on the job. 

Always be professional and diplomatic! 

Questions 
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ASKING YOUR OWN 
QUESTIONS 

At the end of the 
interview, you may be 
asked if you have any 
questions 

Saying “no” may imply that you have limited knowledge 
or interest in the organization.  

Base your questions on your research of the organization. 
Examples include questions about the values and culture 
of the organization, the team you would be working with, 
and performance measures. 

Avoid asking questions already answered 
in the job posting, or readily available on  
the company’s website. 

Questions 

 
SEE ALSO 
REFERENCE 

• Questions for
the Interviewer
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The STARS Technique 

ACTIONS 
Describe the actions you 

took 

RESULTS 
Explain what happened 
as a results of your 
actions 

Use the STARS 
technique to 
describe your 
accomplishments 
and to answer  
interview 
questions 

TASK 
Explain what you 

needed to do, why it 
needed to get done, and 
the challenges you were 

faced with 

 
SKILLS 
Describe the skills you 
used to achieve your 
goals 

SSITUATION 
Describe the situation or 

problem you faced 

T 
A 

R 
S 
* Use this technique to 

respond to 
Behavioural  and 
Situational questions 
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Always follow-up with a thank-you card or email! 

Thank-you notes are a good way to let the interviewer(s) know 
that you appreciate the opportunity to interview for the position, 
and learn more about the organization. Encourage the employer 
to call if they have any further questions. 

If your application is not successful, thank the interviewer for 
their consideration, politely express your disappointment  and re-
state your continued interest in further opportunities. 

Follow-Up 
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Resources: 
• Behavioural Questions
• Company Research
• Dressing for an Interview
• Interview Checklist
• Questions for the Interviewer
• Situational Questions

Worksheets: 
• Common Interview Questions
• Using the STAR Technque.

Please proceed to Module 05: Strategies for Success 

Additional resources and worksheets 
Informational Bulletins: 
• A Survey of Canadian Employers
• How to prepare for a Job Fair
• Telephone Interview Tips and

Techniques
• The Absolutely Crucial Thank-You

Letter
• When to Disclose
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