
v

Chapter Description Page

1	 Some very basic questions

>	 Interviews are complex
>	 Where is my career going?
>	 What chance do I really have? 
>	 Why have my previous interviews failed?
>	 Do I know what makes me an effective 

performer at interview?
>	 What is the Interviewer really 	

looking for?
>	 What will I get out of the interview – 

whatever the result?
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2 Preparing for the Interview 

>	 How the Interviewer prepares
>	 How the Interviewee prepares
>	 Helping the HR Department help you
>	 Promotion interviews
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3 Interview Structure

>	 The Interview process
>	 Traditional Interviews
>	 Competency (Behavioural) Interviews 
>	 Mixed Interviews
>	 Phone (Screening Interviews)
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4 Managing Questions

>	 Types of questions
>	 How Interviewers can get it wrong!
>	 Deep probing techniques
>	 How long should an answer be?
>	 Structuring your answers 
>	 Dealing with the ‘opinion question’
>	 Preparing for the ten standard questions
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5 Presentations and preparing for them

>	 Preparing and structuring your 
presentation

>	 Grooming and Presentation: Dress Code

51

6 Rehearsals and Last-Minute 
preparation
 
>	 Interview coaching
>	 Chase pre-interview nerves: 	

use visualisation 
>	 Simulating the interview: 	

pre-interview rehearsal techniques 
>	 Using Video
>	 Waiting for the interview 

61

7 Communication and Rapport 
during the Interview

>	 Verbal and non-verbal communication
>	 Active Listening 
>	 Matching rapport patterns 
>	 Dealing with Nerves during the Interview
>	 Interviewers get nervous too! 
>	 Disasters, including ‘drying’ 
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8 Salary Negotiation

>	 When to discuss salary
>	 Basic Negotiation techniques and 	

Salary Negotiation
>	 Behaviours of effective negotiators
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9 Reviewing the Interview

>	 You did not get the interview: 	
What happened? 

>	 Checking back on prepared material 
>	 Asking for and receiving feedback
>	 Differentiating between good and 	

poor feedback
>	 Planning your next interview
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W Workbook Supplement
 
>	 Answering the basic questions
>	 Reviewing the last year at work
>	 Reviewing your major projects and 

achievements
>	 Matching your experience to 

Competencies
>	 Promotion Interviews: Assessing 	

job overlap
>	 Identifying the support you provide 
>	 PAR response framework
>	 STAR response framework
>	 Generic Questions: Deveoping 	

your responses
>	 Presentation Preparation
>	 Last minute changes
>	 Reviewing your last interview
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