


Interviews normally last for 40-60 minutes
depending on the position you applied for.

However, your first impression is
made in the first 5 minutes of
an interview, soitis important to give
the right impression to the interviewer from
the first few crucial minutes. This not only
includes what you say in the interview but
your appearance and behaviour.
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You can get information
about the company
profile by reading the
company brochure or
an annual report. If you
can't find these things, get
the relevant information
from the organisation’s
website.

It is good practice for you
to understand the job
profile in the organisation
and which of your skills
would be beneficial for the
company. For example, if
you are applying for the
position of the marketing
executive, identify the
products to be marketed

and suggest some of the
key selling points.

A majority of
the employers

look for the
candidates’
communication skills,

adaptation to work
situations, team-
building skills and
quickness to deal with
problem-solving etc.

Identify certain incidents
from your previous
employment where you
have been pro-active and
played a pivoted role in
resolving the issue.

It is also good practice

to ask questions to the
employer when you

are given the chance.

Ask questions

which demonstrate
your interest and
understanding in

that organisation. You
can also ask questions
regarding the available
opportunities and training.
Itis important NEVER to
ask about the salary or
other remunerations - this
might show that money is
one of your sole aims for
getting employment.
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Be on time! Itis aIways
advisable to plan your journey
as traffic delays are common.

Make sure you greet
your first point of contact
with a smile. It doesn't matter
whether your first point of contact

is interviewer itself or one of the
employee in that organisation.

Keep calm and if you are anxious
take few deep breaths and relax.

The standard recommendations w?
for job interview clothes are based

on common sense - be tidy, smart and relatively
conservative and understated. You can take a
more personal approach by dressing according
to the company culture, the position and what
makes you feel comfortable while maintaining a

professional look. If there are any requirements
provided by the company, then it is wise to
follow them.
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Don’t carry irrelevant

papers in your briefcase asitis

not professional to have papers fly around
when you are trying to retrieve documents.

Ideally your briefcase must contain:

Briefcase [ _
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-~ Be confident and introduce yourself

-» Make eye contact with the
intexrviewer as soon as you enter
the room

- Speak clearly and answer with
examples

=» Avoid one-word answers — these
show lack of thoughtfulness and effort

->» Be positive

ﬁ ! swear
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