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In today’s competitive job market, being 
invited for interview is a big achieve-
ment in itself but you might still be up 
against some strong competition so it is 
always best to be well prepared in order 
to make the most of this valuable oppor-
tunity to sell yourself to a prospective 
employer.

There are as many different types 
of interview as there are companies 
recruiting – no two interviews are ever the 
same – but there are some basic, common 
sense rules to follow to put you at an 
advantage and to help you stand out from 
the other candidates.

Good preparation and presentation are 
important as not only will this give a 
good impression to the interviewer but 
should also increase your self-confidence 
ensuring that you give the best possible 
performance.

It is important to remember the following:

• � Confirm your attendance
• � Plan your journey – allow sufficient 

time to arrive early and don’t forget to 
research parking if you are driving

• � Make sure your interview outfit is 
appropriate and comfortable – first 
impressions are lasting impressions. 
It is advisable to keep your clothing 
business-like rather than the latest 
fashion and to avoid too much jewellery 
or make up.

• � Research both the organisation and 
the job for which you are applying. 
Try and find out as much as you can 
about how long the company has been 
trading, how many staff they have and 
the areas in which they specialise. This 
will show the interviewer that you 
are interested and enthusiastic about 
joining them.

• � Get all your paperwork together neatly 
in a file – the advert, your CV, a copy of 
your completed application form, the 
job specification and the original job 
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advert. Certificates gained at any recent 
training should also be included.

• � Think about questions you might be 
asked – this will help you to plan some 
answers in advance

The most important facts the interviewer 
wants to know are:

• � Why have you applied?
• � What skills and experience do you have 

to offer?
• � Why are you better than the other 

candidates?
• � Will you fit in?

Almost all the questions you will be asked 
are designed to answer these questions so 
it is worth spending some time think-
ing carefully about your motivation for 
applying and what skills and experience 
you have already gained which you could 
bring to the team and what contribution 
you could make.

There are many different types of inter-
view ranging from a one to one informal 
meeting to a structured group interview 
and you may not know until you arrive 
what you are going to face. Everyone suf-
fers from nerves so try not to worry and 
be as relaxed as you can – sometimes the 
interviewer is nervous too!

In addition to the interview conversation 
during which you should try to build a 
rapport with the interviewer, you may  
be asked to complete aptitude tests. 
These are designed to assess that you 
have the required competencies for the 
job and may include role play, computer 
tests, group exercises or competency 
assessments. All the candidates will be 
facing the same tests so try to remain calm 
and focus on doing your best.

Towards the end of most interviews, 
the tables will be turned and you 
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will be given the opportunity to ask 
questions. Be prepared and try to ask 
relevant questions that have not already 
been covered during the interview. 
For example you might want to ask if 
you can be shown where you would 
be working, about the opportunities 
for further training or progression or 
when you might expect to hear if you 
have been successful. Your questions 

should demonstrate that you have 
already taken an interest in the Practice 
but try not to ask a question to which 
you should already know the answer! 
It is not recommended that you ask 
questions about the salary or benefits 
– these are things that can be discussed 
once you have been offered the post 
and you know that you are the chosen 
candidate.

Remember the golden rule – fail to pre-
pare, prepare to fail!

Good luck!

For further support with this or any other 
HR issue, BVNA members can call the 
BVNA Legal Helpline on 01822 870270 or 
email nickyackerley@hrsupportconsul-
tancy.co.uk.
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