
 
 
 
 
 
 
 

   Knowledge Base 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Interviews: personal preparation 
 
 
 
 
Useful candidate advice regarding the personal preparation for interview 
 
 
 
Summary of contents 
 
1. Attitude 
2. Preparation 
3. Anticipation 
4. Appearance 
5. During the Meeting 
6. At the end of the Meeting 
7. Follow up 
8. Salary Negotiations 
9. In summary 
 
 
 
 
 
 
george james knowledge base 
 
During the course of our business we have produced and continue to produce tip sheets and training 
notes which we make freely available for download and distribution from the george james knowledge 
base. These documents cover all areas of our services; Recruitment, Sales Training, Corporate 
Development, Performance Coaching, HR Services, and Interim Management & Non-Exec Directorships. 
In addition guest articles are added providing useful tips and ideas on areas not covered by george james 
ltd.  For a full listing please go to www.georgejamesltd.co.uk
 
We hope that you find this document interesting and are able to put it to good use. If you wish to discuss 
any of the points raised please contact us. Should you wish to reproduce part or all of this download in 
your own material please contact us for permission. 
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Interview personal preparation 
 
1. Attitude 
 
When going to an interview, remember it is not a one sided meeting. The company may need 
the person more than the person needs the job. Even if in a position of strength a good 
attitude is key. People are looking for enthusiasm, a positive ‘can do’ approach balanced with a 
sense of reality. If during the meeting you feel confident of your abilities to do the job and 
make a positive contribution, say so. Interviewers are not mind readers. They are looking for 
someone who believes they can deliver. If you believe you can contribute make sure they 
know this and the contribution you could make relevant to the situation.  
 
2. Preparation 
 
Good preparation is essential. Find out about the company, its products, applications, market 
and even the people you will be meeting. Have your searching questions written down. It will 
help ensure you do not take a job that is not quite what it seems and shows the interviewer 
your professionalism. If they make a statement about the job or the company which is either 
key to you joining or you do not fully accept ask for proof. Ask why, how, show me type follow 
up questions. We will be pleased to help you formulate such questions. 
 
Some people like to prepare for an interview by running an offer analysis of themselves. 
Prior to an interview you should know your strengths, what benefits these bring an 
organisation and which are applicable to the role being discussed. This helps ensure you do not 
under sell your value by failing to convey the maximum contribution you can make. 
 
Rarely if ever is the selected candidate “ideal” with respect to meeting all the requirements of 
the candidate profile. Everyone has their own strengths and weaknesses. When constructing 
the candidate profile few people draw on real life experiences, they simply list every possible 
contribution the new person could make. Often it is noted that the person who is offered the 
position is the one who has best managed the areas where their skills and experience do not 
match parts of the candidate profile. It is worth taking a few moments to be self critical, look 
where potential weaknesses may lie and consider your responses to questioning in these 
areas. 
 
 
3. Anticipation 
 
Try to anticipate the questions you will be asked and prepare your responses which should be 
concise. What supporting evidence can you provide to convince those conducting the interview 
with respect to performance, measurable results, outcomes and achievements? Prepare for the 
key questions “Why should you be employed for the role for which you are being interviewed?” 
It should take no more than one minute to answer this! 
 
If you are being interviewed for a position which involves significant change in role, what 
evidence can you use to illustrate the efforts you have made to help prepare yourself for such 
a move? What relevant experience have you gained?  What have you learnt? 
 
4. Appearance 
 
Good personal preparation is very important. Again, by taking the time to consider your 
appearance it indicates both enthusiasm to do your best and an understanding of what is 
expected. There is an old saying “when recruiting people check their shoes!!” Often good 
clothes are ruined by a terrible pair of old or dirty shoes. This indicates a lack of attention to 
detail and pride in what message someone sends about themselves. Other visual stimuli to 
creating a positive impression include the use of a quality pen, smart writing pad and the 
taking of notes. 
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5. During the Meeting 
 
There is an old saying “he who questions leads”. Questioning not dominating the 
conversation, allows us to control the meeting, shows interest, courtesy and professionalism. 
Everything you say has either a positive of negative impact. Only say what contributes to the 
positive impression you are aiming to give 
 
 
6. At the End of the Meeting 
 
Finally at the end of the meeting either ask for the job or ask if they have any reservations 
about progressing with you to the next stage. Use the words you are comfortable with. Even a 
very soft question such as “can you give me any feedback today from our meeting” is better 
than nothing. The reason this is so important is that it prevents misunderstandings. We have 
seen cases where a job was not going to be offered because the interviewer either made 
assumptions or incorrectly interpreted statements made during the interview. By checking at 
this stage you can clear up any misunderstandings before they become fixed in the mind of the 
interviewer. If objections are raised which you cannot answer on the spot, seek agreement to 
take a defined period, a day or two, to think about them and how to respond. Then take the 
time to think about if they are real, false or irrelevant and take your case back to the 
company, providing of course the position is still of interest. Your recruiter can assist you at 
this stage, of course. 
 
 
7. Follow up.  
 
Make sure you take the business card or at least the contact details of the people you meet. 
Then follow up thanking them for their time, confirming your interest and making the sale by 
covering your key strengths. 
 
 
8. Salary Negotiations 
 
Many people, even sales people who are trained to negotiate ask advice on how to manage 
discussion relating to the compensation package. The golden rule is “make the sale first and 
then discuss the price of hiring you”. The best outcome for an employer is to hire the person 
who brings the greatest value to their business. Price is only one part of this equation. Hence 
the best time to negotiate the compensation package is when the customer (interviewer) says 
they want to place an order and make an offer. Conversely the best job should offer the best 
value and salary is only one part of the compensation package. Other factors such as career 
advancement, learning opportunities, diversification of CV, culture, environment etc all have to 
be taken into account. Neither party can be expected to determine value until the end of the 
interview process. This is the time to negotiate. At this point your recruiter will work with both 
parties to ensure that a mutually beneficial agreement is reached. 
 
9. Summary 
 
At the end of the day the key factor for success is ATTITUDE, always positive, friendly yet in 
control, keen and confident to do well. Two heads are better than one. If you are uncertain 
with respect to any aspect relating to the interview process, call george james to discuss 
your options and decide on the best way to proceed. 
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Specialists in Recruitment, Sales Training, Corporate Development, Performance Coaching, HR Services, and 
Interim Management & Non-Exec Directorships 
 
Serving the Scientific and Technology Markets 
 
Pan European coverage with United States capability for major projects 
 
 
About You  
 
If in order to meet your personal and business objectives you need to recruit the best people, train and develop your 
existing team, develop the knowledge and skills of a key manager, raise additional funding or make an acquisition or 
divestiture we would like to speak with you. 
 
If you are interested in developing your own knowledge and skill set to achieve further success and make the most of 
your talents with proven coaches we would like to talk. 
 
If you are looking for your next career move or wish to have some impartial and experienced career advice we would 
like to hear from you 
 
 
Our Customers  
 
US companies looking to establish themselves in Europe needing to recruit and/or wanting assistance with the 
associated logistics. 
 
European start up companies looking for additional funding, the recruitment of key staff or assistance with their HR 
processes. 
 
Established small businesses to the largest international corporations looking to recruit train and develop their existing 
staff, review their HR processes or make an acquisition or divestiture. 
 
European Distributors looking to recruit and/or train and develop their existing staff.  
 
Venture Capitalists looking to recruit early stage commercial people into companies they have invested in.  
 

 
 

Recruitment 

Sales Training 

Corporate Development 

Performance Coaching 

HR Services 

Interim Management & Non-Exec Directorships 
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