
 

 

 
So you have an interview or have been made a job offer! 
Here are some tips to help you through the process. 
 

Handling an Interview – Stage 1 
Interviews are a necessary evil when it comes to job hunting.  No matter how well-qualified you are for a job, your 
personality and personal presentation will still count when your prospective employer sizes you up.  Whatever your 
confidence levels, you can develop and work on the skills required to make the interview process more productive. 
  
Be Prepared: 

 Know who it is you are meeting, where the building is and how to get there.  
 Bring your contact details, spare CV, pen and notepad.  
 Have information at the ready to impress the interviewer with your research.  
 Do your homework – find out about the company, read trade magazines, visit competitor websites, etc.  
 Study the job specification; match it to your CV so you can provide evidence that you meet the criteria.  

First Impressions Last: 
 Wear a smart but comfortable suit or outfit.  
 Remember that you are making an impression as soon as you walk through the front door.  
 Be courteous to everyone, from the Receptionist to the Managing Director - you never know who might 

influence the final selection of candidates, or even the job winner.  
 Look at all interviewers (if a panel) when greeting them, smile and carefully remember their names so you 

can address them throughout the interview.  
 If the area in which you are being interviewed is not adequately stocked or prepared, e.g. you do not have a 

glass of water in front of you, ask for one.  It is better to speak up and be as comfortable as possible.  
Questions: 

 Relax - imagine you're having a conversation with someone you know.  
 Listen carefully - people get so caught up with nerves they forget to listen to the questions; slowing the pace 

will help you hear the questions and answer them correctly.  
 Before you respond to more difficult questions, think about your answers and how you want to express 

them - this will help you speak more confidently.  
 Body language demonstrates how comfortable you are with your subject matter - if you are enthusiastic 

about what you are saying, smile and let your hands do the talking.  
 If you said something you did not mean and are worried it could damage your chances, simply rectify this by 

restating what you actually meant - don't hold back, it could be your only chance to get that point across.  



 

 

 Be factual and honest about your strengths and weaknesses - show that you recognise your weaknesses and 
that you are striving to improve them.  

 If you get stuck on a question, do not dwell on it for too long but politely ask if you can come back to it later.  
 
Sample Questions to ask the client: 

 What are the other people in the department like?  How would their roles impact on mine?  
 What would my core responsibilities be?  
 What training or induction is given?  
 What sort of one-off projects might I be given?  
 How much interaction would I have with other departments, or with clients and suppliers?  
 What scope is there for taking on extra work, or being involved in any other aspects of the company?  
 What plans do you have for expansion?  How would these plans impact on my role?  
 Where are the opportunities to progress within the company?  
 What key characteristics do your high performers possess?  

 
You might want to write some of these questions down and refer to them during the interview as you may forget 
them in the heat of the moment 
Make your questions specific to the industry you are interviewing for, e.g. if being interviewed for a marketing role 
use buzz words related to the market.  
 
Conclusion: 

 There may be an explanation of how the process will continue - if not, ask.  
 Try to find out when you should hear back - but do not be pushy as some recruiters will not want to commit 

themselves to timescales until they have had time to consider all candidates.  
 Make sure the appropriate people know where you can be reached.  
 Finally, thank your interviewer for his or her time and shake hands.  
 Remember to say a personal goodbye to each person you talked to.  
 Do not forget to acknowledge the receptionist as you leave, particularly if you have been looked after while 

waiting.  
 
Post-interview action: 

 Call your recruitment consultant and let him or her know how it went.  
 Your consultant is employed by the company to liaise with you, and can also handle any queries or 

objections raised, or persuade the employer to wait while you supply more information.  
 Some interviewers may give you their direct line in case you have any further queries - take advantage of this 

if necessary but do not overdo it.  
 Allow a reasonable amount of time - a week is ideal.  
 Write a letter or email confirming your interest and thanking the company for its consideration.  A timely but 

subtle reminder like this could pay dividends.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Handling an Interview - Stage 2 
 
Congratulations 
You have successfully negotiated the first interview only to find out that you have to go through it all again. How do 
you achieve success at the second interview stage and ensure that the desired job becomes yours?    
 
First and second interviews  
The first interview lays the foundations: it involves checking out your academic background, skills base and 
experience to see that they tie in with your CV and match the job specification.  
The second interview goes a stage further and can take on different formats - you could be meeting several staff 
members (panel interview) or a series of one-to-one interviews.  
 
Alternatively, it could take the form of an all-day assessment centre - some have even been known to last even 
longer. 
 
Whatever the format, the questions asked will probe two particular areas:  

 Are you competent to do the job? This question focuses on your skills and experience  

 Are you going to fit in with the company? This is to establish if you will be suited to the company culture  
 
Your personality and the personal impact you make is what will really land you the job. Be yourself and let your 
personality shine through. Enthusiasm, positivity and honesty will go a long way.  
 
Preparation – Failure to prepare is preparing to fail!  
The second interview is a more thorough and detailed process, this time however you have an advantage, you have 
been there once already and obviously impressed enough to get a call back, this time round liaise with us to fact find 
in terms of the finer details of how you did in your first interview, the client may have given us an insight however 
big or small as to why they liked you, or why they are keen to meet with you again.  
 
This type of inside information can be invaluable to you in preparing for the next round, and you can use this may 
provide you with a distinct advantage over your competitors.  
 
Walking into an interview knowing you have done your homework will give you confidence. Your preparation should 
concentrate on all the practical and intellectual aspects of the interview:  

 Find out the names and titles of the interviewers beforehand.  
 Check the time and location and plan your route accordingly.  
 Allow extra time for your journey in case of delays.  Remember to take the phone numbers of those meeting 

you.  
 First impressions count for so much so ensure that you look clean and always wear a suit unless the 

environment is particularly informal.  
 Take a copy of your CV, a pen and paper - it is by no means certain the interviewer will have a copy from 

your first visit.  
 Make sure you pick up business cards of those interviewing you so that you can write thank you letters.  
 Contact the employer for clarification on expenses as most employers pay all reasonable expenses incurred 

on visits.  Keep records for transportation, lodging and food.  
General interview tips 
Think back to your first interview.  

 What main areas did the interviewers concentrate on?  Be prepared for a more intense focus.  
 Look at the information given to you - brochures, presentations etc. and be prepared to answer questions.  
 Which questions did you find difficult?  Be prepared to answer the same questions again.  
 Let the interviewer know more about you - this is your chance to express your ideas.  
 Think of fresh examples and information i.e. about your achievements.  



 

 

 Do not get distracted - focus and listen carefully to the interviewer.  
 Know your skills and strengths and express them with confidence  
 Have confidence, remain calm, be concise, positive and enthusiastic.  

Questions to ask 
Asking questions shows initiative and that you are interested in the position.   

 What am I expected to accomplish in my first six months?  
 How would you define your company culture?  
 What support will I receive for my professional development?  

Be sure to have some questions prepared that relate directly to information you were given at the first interview. It 
not only shows enthusiasm but also that you are capable of listening. Be sure also to clarify any of your doubts about 
the organisation, training etc. This is a two-way process - so it is just as much their mission to find out if they really 
like you as it is yours to see if you would fit in with them.  
 
Presentations 
In many cases in today’s market, an organisation may request that you prepare a brief or even sometimes detailed 
presentation on a pre-determined subject.  This subject is usually highly specific to the industry in which you are 
applying for the post, but it can sometimes be something totally different. The main reason for a client requesting 
that you compile and present are as follows: 

 They want to see how you prepare, research and present on a topic.  
 They want to see how well you cope under scrutiny or under pressure. 
 The wish to test your listening and communications skills.  
 It may be a core aspect to the role, i.e. presentations may form a large part of the new post. 

 
Presentation Tips 

 Read the brief and topic and understand it.  
 Prepare and research topic on the web.  
 Include their corporate logo and colors (shows excellent attention to detail).  
 Use graphs and diagrams where appropriate.  
 Use buzz cards in addition to your PowerPoint presentation (avoids you having to read off the screen which 

can be distracting).  
 Compile a hand out for everyone to take away.  
 Time your presentation to the slot allocated.  
 Ask for any questions and answer accordingly.  
 Check that the company uses the same system as the one you designed your presentation on. 
 Email a copy of the presentation to the main contact at least 2 days prior.  
 Bring a backup copy on a memory stick just in case.  
 Remain calm and stand up straight whilst delivering the presentation. 

 
Follow-up actions after the second interview 
Remember to give immediate feedback to us after the interview.  This needs to include any areas you felt you may 
have fallen down on - perhaps you have a nagging doubt about a specific answer you gave or forgot to press home a 
certain point about a special skill or experience you have.  
We can cover this for you in our call to the employer.  If you have been interviewed directly, send a thank you note, 
or email expressing enthusiasm and keenness to join, sent immediately to the person who interviewed you - this can 
be a deciding factor as to whether you receive a job offer.  
There is a possibility you will be offered the job on the spot, at the end of the interview - if you are, and are unsure, 
be confident enough to ask for time to think about it. It is normal practice, however, to find out several days later.  
Second interviews can be daunting - but if you put in the preparation, your hard work may well pay off. 
 
 
 
 
 



 

 

Competency Based Interviews 
 
When it comes to securing a new position, the interview is the most vital stage in the process.  
There are several ways a client can approach an interview, from panel interviews to psychometric testing, but the 
most popular interview type used in today’s market is the competency based interview. 
 
What is a competency based interview? 
The reason behind asking competency based questions is that a candidates past performance is the best indicator of 
their future performance. The emphasis is focused on identifying and analysing previous examples of effective 
performance on the job. This interview style is one which you can be the most prepared for. 
 
How to answer competency based questions? 
When answering competency based questions you need to ensure that you are giving examples.  
 
Example answers must have four main ingredients: 
Situation or Task: you must ensure you explain the circumstances surrounding your example.  
Set the scene allowing the interviewer to understand the background. 
Action: describe what you did to solve the situation or task. 
Result: what was the outcome of your actions? 
This is the part which most people forget to mention but it is the most vital part of a successful answer. 
  
All of these ingredients must be included in your answer or your answer will be incomplete.  
 
For Example: “Give an example of a positive change you initiated?" 
Answer: "When I started my new role in ABC company back in 2011 there was no filing system in place. I decided to 
introduce a new system to the company. I spent an afternoon filing all the documents in alphabetical order and 
colour coded them. This increased the efficiency and productivity of the administrative duties of the company and 
the filing system is still being used today in the company". 
 
Some common competency based questions 
Tell me about a time when you changed your priorities to meet others’ expectations? 
Give an example of how you provided a service to a client/stakeholder beyond their expectations? 
Give an example of a difficult or sensitive situation that required extensive communication? 
Describe something you have done to improve the performance of your work unit? 
Describe a situation where you were successful in getting people to work together effectively? 
Tell me about a time when you had to lead a group to achieve an objective? 
Describe a situation in which you took a creative approach to resourcing to achieve a goal? 
Describe a time when you were in a high pressure situation? 
Describe a time when you created a strategy to achieve a longer term business objective? 
  
In conclusion: 
Be ready with specific and relevant examples to demonstrate your skills in the competencies highlighted for the role. 
Be clear and to the point in your replies - remember you will only have a specific amount of time allocated to you, so 
make sure every moment counts. 
 
If you have prepared your answers for this interview you will shine like a star!!! 
 
 
 
 
 



 

 

Pitching the Right Salary 
 
One of the trickiest subjects for you to negotiate or even address is that of salary.  Sometimes you may feel 
embarrassed even mentioning it; others feel quite confident because they are certain they should be earning more.  
So how do you get the result you want without putting your potential employer offside?  
 
Background Information/Research 
Tip number one is to do as much research as possible.  Indeed, it would be foolish not to when so much information 
is readily available at your fingertips.  You should begin by asking one of our experienced consultants for market 
specific information.  
For further general information on average figures, often the best sources are the specific industry's professional 
organisations - these are the groups who conduct salary guides on a regular, often yearly basis.  
Your immediate peer group is another rich source as you can conduct your own informal survey with other 
professionals to gain knowledge about expected salaries, job titles and career paths.  
Buy trade magazines or publications which advertise the type of jobs you are looking for and take note of salaries 
that are published. You should be subscribing to these anyway so you can keep abreast on a whole host of industry 
information.  
 
For company-specific information, you may need to do more digging. Some companies publish salary information on 
the careers section of their websites. With others, you may need to inquire further with their personnel departments 
 
Salary Negotiation 
It is important to remember that, even when armed with great salary information, you should always push salary 
discussions to the later stage of job interviews.  Certainly, do not approach the subject in your first interview because 
you will lose negotiating power if you disclose your requirements too soon.  
Look beyond salary to the benefits packages being offered such as annual leave entitlement, car allowance, health 
insurance, education reimbursement, pension schemes and flexible working hours.  It never hurts to ask for more 
money, but be careful about the way you ask.  
A very good way to avoid discussing salary at first interview and leave room open to negotiation is to throw the 
salary question back to a client, e.g. when asked mention that you have been informed by us of the salary scales 
related to the position and that you would be interested in a competitive offer within that bandwidth.  
This is totally down to personal preference, you may feel it necessary to be direct and lay your cards on the table or 
you and the client may want time to weigh up the options and sleep on it.  
In any case you will have all salaries and benefits confirmed by us prior to attending any interview and the client will 
be briefed that you are already aware of the type of package on offer.  
 
Remain Professional 
Steer clear of mentioning any other job offers that you may have received. Do not hold people to ransom because it 
could: a) backfire or b) damage your future with the company.  
One final piece of advice - especially for first-time jobseekers - is that you should never sound too desperate, and do 
not accept just any job offer.  Discussing money with your employer need not always be the cringe-inducing 
experience many people assume it to be.  
Armed with the right knowledge and a bit of confidence, you might be pleasantly surprised with what you can 
achieve. 
 
 
 
 
 
 
 



 

 

 

Great Questions to Ask at Interview 
 
Do you know that most good employers are expecting you to ask questions at interview – and that if you fail to ask 
questions, you may appear as if you are not truly interested in the job, and the employer may think less of you as a 
result? 
It’s not just about asking any old question, you must avoid foolish questions, and by foolish, I don’t mean questions 
like “Why is the Sky Blue?”, I mean questions where you could have easily have found the answer by researching on 
their website. Asking these kind of foolish questions will make it look like you could not be bothered to research the 
business in advance and will not reflect well on your candidacy. 
So to do a complete interview, it’s vital that you research the website in detail beforehand, and then, based on the 
remaining gaps in your knowledge of their business, prepare a set of pertinent questions and then ask them at 
interview. To help you with this process, I have presented 10 pertinent interview questions that you might like to ask 
at interview. 
 
These questions are intended to be asked of the actual hiring manager. 

1. What exactly would my day to day responsibilities be? 
You may have received a job description, but job descriptions can be out of date and they are static 
documents that may not reflect the dynamic nature of the role, or the balance of emphasis of each duty. 
The role is the fundamental reason that you are joining the business so it is fine to seek clarification to ensure 
it meets your expectations.  
 

2. Can you describe a typical week or month in the job? 
While the job description can tell you what your duties may be, it does not really give you a live impression of 
the role. Asking this question will give you a more realistic impression of the role, so you can really 
understand how you feel about the position. 

 
3. What are the key challenges/objectives for the job holder over the next three months? 

This is in part a trick question. You are trying to get the interviewer to reveal if there are any genuine crises 
lurking within the role. At the same time, by using positive terminology like challenges (as opposed to issues), 
you are showing the interviewer that you are motivated, you are someone who likes to achieve and that you 
want to support the manager/business in achieving their objectives. It’s a star question. 
 

4. Is this a new role?  
If yes, ask them to explain why it was created? If no, ask them how the role became available? 
You are trying to understand if there is anything problematic with the role which caused the employee to 
resign or to be fired. If the employee was promoted or simply moved on to better things then all is good. 

 
5. What are the training and development opportunities? 

The employer’s website may make some reference to this, but many do not.  
Training and Development is crucial to you doing your job well and to helping you meet your career 
objectives, so it’s good to know your employer’s position on this. Also, this will show that you are ambitious 
and thinking ahead. 

 
6. Are there any shortcomings in my application that may prevent you from offering me the job? Would you 

like me to clarify anything else? 
In sales terms, you are effectively trying to close the deal. You are now showing the interviewer that you are 
positive about the role and that you are open to feedback about any deficiencies you may have. If you do get 
a useful answer from the interviewer, it gives you the chance to address these issues immediately, and if you 
are able to address those concerns, you move one step closer to getting the job. 

 



 

 

 
 
 

7. What is the next step in the process? 
This is a simple but important question as by inquiring and showing curiosity about the future process, you 
let the employer know that you are genuinely interested in the role. 

 
8. May I have your business card? 

Ask each interviewer for a business card and then you will be able to send them a thank you note. 
 

Good luck! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Resignation Checklist / Handing 
Your Notice In 

 
Well, the day has finally arrived and you are feeling nervous yet excited about your new position, here are some tips 
to help the deed go more smoothly: 
 
The Top Ten Tips to a Hassle Free Resignation 

 Prepare your letter – short and sweet is best.  
 Do it as soon as possible – do not delay.  
 Ask for time alone with your boss (let them be the first to know).  
 Be professional but give constructive criticism.  
 Leave on good terms. 
 Remember your reasons for leaving. 
 Maintain interest in your role until your notice ends.  
 Be discreet.  
 Relax.  
 Celebrate your new job!  

 
Our commitment to finding you a new career does not just end the day you accept your new post, we are still 
available to talk to in confidence if you are having any doubts or need any advice whatsoever throughout the course 
of your resignation and we encourage all candidates to keep in contact with us throughout this period.  
 
Your First Day 
It is your first day and you are nervous but hopefully excited too, here are some tips to help your first day to run 
smoothly:  

 Arrive early.  
 Look smart and businesslike.  
 Show enthusiasm.  
 Be friendly to everyone you encounter.  
 Demonstrate knowledge about your new employer.  
 Listen, learn and ask lots of questions.  
 Be organised and write things down  

 
Finally, call your Recruitment Consultant at the end of your first day to let them know how it went.  We love to hear 
from our candidates to hear how things are going and to wish them well, it’s one of the perks of our job! 

 

 

 

 

 

 

 

 



 

 

Handling Counter Offers 
A counter-offer is an offer from your current employer to rival the one you have received from your future 
employer, to convince you to stay.  
Counter-offers can take many forms: a straight increase in salary, additional company benefits, a sought-after 
promotion or new job title, additional responsibility, a change in role, more involvement in projects that interest you 
- or any combination of these.  
 
Reasons to keep you 
Counter-offers can be confusing.  Leaving a job, especially if you have been there for some time, is difficult.  Being 
put under pressure to stay, and having your reasons for leaving challenged or undermined, does not make the 
process any easier.  
As enticing as counter offers may appear to be, it is important to keep a clear head, take a step back and consider 
the options available.  Reasons why an employer might want you to stay include: 

 Replacing an employee can be expensive.  
 It might mess up their budget to re-recruit that time of year.  
 They may not have time to re-recruit right now.  
 They want to have you cover while they hunt for your replacement.  
 They want you to finish the project you are working on.  
 They don't have the time to train someone new at the moment.  
 Losing staff might reflect badly on your employer.     

 
Should I stay or should I go? 
There is rarely a good reason to accept a counter-offer and stay where you are.  You wanted to move, you've been 
through the recruitment process, you've been successful and you have scored a job that meets your criteria.  
Think about these factors:  

 From the day of your resignation, your loyalty will always be in question.  
 This lack of loyalty is likely to be an obstacle to future promotions.  
 Your colleagues will look at you differently - after all, you do not really want to be there do you?  
 Your boss will probably start casting around for your replacement immediately - whether you stay or not.  
 Why are they offering you what you deserve now, rather than before your resignation?  
 Has the real reason you resigned been adequately addressed?  
 How guilty do you really feel? After all, should you not be putting yourself first? Would the company think 

twice about getting shot of you if the chips were down?  
 
Rocky ride 
Do not let an unexpected counter offer stop you in your tracks.  Take it in your stride, thank your employer for the 
opportunity and reaffirm your intention to leave.  Stand your ground.  However, should you decide to accept the 
counter-offer and stay with your current employer, be aware that your resignation may not have been forgotten.  
You are going to have to work extremely hard to win back your employer's trust.  You might have to strive harder 
than your colleagues to prove your loyalty and worthiness as a long-term prospect.  Your new post-resignation life 
with your old company is not going to be easy 
 
 
 
 
 
Network Recruitment act as both an Employment Agency and as an Employment Business we as a company operate 
under strict ‘best practice’ policies and procedures governed by the NRF and REC of which we are corporate members. 
We are an equal opportunities employer and act on behalf of both our and candidates and clients as a professional 
Recruitment Consultancy.  


