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How to prepare a job interview
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How to prepare a job interview

Preparing for an interview primarily means taking time to thoughtfully consider your 

goals and qualifications relative to the position and employer.

To accomplish this, you should perform research on the company and carefully review 

the job description to understand why you would be a good fit. 
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Guide For preparing for a job interview

examine the job 
description Qualifications & Reason 

of interviewing 

Search on the 
company and role

Consider your answers to 
common interview 

questions

Practice your speaking 
voice and body language

Think about adequate 
clothes for an interview 

early enough
Pay attention to your 

hairstyle &Accessories .

Conduct mock 
interviews

Have the documents 
ready

Consider stories from 
previous positions.

Prepare thoughtful 
questions for the 

interviewer 

Create a note with critical 
terms and names.
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Steps to preparing for a job interview

Consider your reasons for interviewing, as well as your qualifications.

Carefully examine the job description

During your preparation for the interview, you should refer to the employer's listed job description as a
guide. The job description is a list of the credentials, qualities, and background that the company is
searching for in an ideal applicant. The more you can connect yourself with these aspects, the more the
employer will be able to recognize that you are competent.

The job description may also provide you with ideas for questions to ask the company during the interview.

Before your interview, you should be clear about why you want the job and why you're qualified for it. You
should be prepared to explain why you are interested in the position and why you are the ideal candidate for
it.
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Steps to preparing for a job interview

Perform research on the company and role

A key component of interview preparation is doing research about the company you're applying to.

It will assist in giving context for your interview discussions in addition to assisting you in coming up

with intelligent interview questions.

Perform research on the 
company and role

Research the product or service

It's important to learn all you can about the product or service the 
company produces and promotes.

Research the role

It's important to read the job description carefully and make sure 
that you understand all the requirements and responsibilities that 

go along with it.

Research the company culture

This information can give you an impression of the tone and 
personality of the company, as well as what they value. No matter 

how good a job seems, it's important that you fit within the 
company culture and share a similar personality and values.
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Steps to preparing for a job interview

It’s important to make a positive and lasting impression during the interview process. 

You can do this by practicing a confident, strong speaking voice and friendly, open body language. 
While these might come naturally to you, you might also want to spend time performing them with 
trusted friends or family or in front of a mirror. 

Pay special attention to your smile, handshake and stride.

While you won’t be able to predict every question you’ll be asked in an interview, there are a few 
common questions you can plan answers for. 

Practicing your answers will help you feel more comfortable talking about yourself. Not all of us are 
naturally gifted when speaking at length about our career accomplishments. As you practice, you will 
start to sound - and feel - more comfortable.

Practice your speaking voice and body language

Consider your answers to common interview questions
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Common Interview Questions 

Tell me a little 
about yourself.

Why do you 
want this job?

How did you hear 
about this 
position?

What do you know 
about our 
company 

Why do you want 
to leave your 
current job?

Tell me about the last time 
a co-worker or customer 
got angry with you. What 

happened?

What are your 
biggest 

weaknesses?

What are your 
biggest strengths?

Out of all the 
candidates, why 
should we hire 

you?

Why do you want 
to work at this 

company?

What kind of 
work environment 
do you like best?

How do you deal 
with pressure or 

stressful 
situations?

Tell me how you 
think other people 

would describe 
you?

Where do you see 
yourself in five 

years?

What do you consider 
your biggest professional 

achievement?

Tell me about a challenge or 
conflict you’ve faced at work, 

and how you dealt with it.

Do you prefer 
working 

independently or 
on a team?

How do you plan 
to achieve your 
career goals?

What are your salary 
expectations?

What do you like 
to do outside of 

work?
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Steps to preparing for a job interview

You should dress rather conservatively in a traditional company. In creative and “young” companies 
you can also wear comfortable clothes. Maybe it is also necessary to buy adequate clothes for the 
interview. In any case, the clothes should be clean and neat and you should feel comfortable in them. 
As a rule for women: no belly top and no strapless top, no transparent blouse and no mini skirt. 
Many human resources experts (female or male) refuse that.

Pay attention to your hairstyle &Accessories .

Think about adequate clothes for an interview early enough

Men with long hair could give 
a negative impression 

especially in traditional 
companies.

Remarkable jewellery (for 
example big ear rings, many 

bracelets, piercing in the 
face), should be avoided.

Too much make up or a heavy 
perfume should be avoided.

Like always, these rules do not apply for all companies. In a young advertising agency you can also for 

example wear a curious hairstyle or remarkable jewellery. You should not pretend to be another person 

and feel comfortable. 
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Steps to preparing for a job interview

Practicing interviews is the best way to relieve anxiety and improve your confidence.

You should bring all important documents to an interview: A copy of your application, the invitation 
to the interview as well as copies of your certificates and references.

Most employers ask for digital copies of your resume with the application, but they may not have 
easy access to it during the interview itself. Having copies to present to multiple interviewers shows 
that you're prepared and organized.

Conduct mock interviews

Have the documents ready
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Steps to preparing for a job interview

Interviewers often ask questions that encourage you to describe situations that occurred in previous 
positions. This gives them a better understanding of how you might react to similar situations that 
occur within their workplace. Before your interview, think back to your previous positions to 
memorable situations that you excelled in. Use them as examples to answer certain questions.

It's not uncommon to forget your interviewer's name or other critical terms during an interview. Take 
a small note with you and hide it discreetly in a folder with your resume copies. Reference it as needed 
throughout your interview.

Consider stories from previous positions.

Create a note with critical terms and names.
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Steps to preparing for a job interview

Prepare thoughtful questions for the interviewer 

As your job interview comes to a close, one of the final questions you may be asked is, "What can I answer for 

you?" Your interviewer will expect you to have some questions.

Not asking any questions could make you seem unprepared or disinterested, so take the time to have some 

questions of your own ready to ask the hiring. 

Office Structure

Ex. How many people 
work in this 

office/department?

Duties and Requirements

Ex. What are you looking 
for in a candidate?

Culture

Ex. What are the biggest 
rewards of the job and working 

for this company?

Promotion

Ex. Do you provide 
professional development 

opportunities? 

Mission and Vision

How has the company changed over the last few years?

Best Questions 

to Ask the 

Interviewer

Questions You Can’t 

Ask During an 

Interview 
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