INTERVIEW TIPS
A job interview is a critical time when you need to make the best impression possible.  It can be a stressful process but with a bit of preparation it needn’t be.  Below are some job interview tips you can follow. 
Do:
· Be punctual - arrive a few minutes early before your appointment time, clearly introduce yourself and the purpose of your visit. 
· Be professional - be nice to everyone you meet from the moment you step into the premises, till the time you walk out (you don’t know who you will be working with!). 
· Dress appropriately - first impression counts.  Wear clothes suited to that particular environment. Be neat and tidy. Be conscious of strong odours like cigarette smoke.  If you’re not sure what clothes would be suitable for your interview, get advice from your recruitment consultant.
· Pay attention to what the interviewer is saying and take an interest in what is being said. There is nothing worse than asking a question that the interviewer has already talked to you about.
· Be confident about yourself - the interviewer will pick up on this.  Good posture and eye contact are essential!  Sit up straight with both feet on the floor. You should also control nervous habits such as fingernail biting.
· Smile it says a thousand words! 
· Be yourself. Speak clearly and enthusiastically about your experiences and skills. Be professional, but don't be afraid to let your personality shine through.
· Be formal, even if the interviewer is relaxed, they are still assessing you as a potential employee. 
· Be prepared for your interview. This means be knowledgeable about the company and have questions ready when you are asked.  Use the internet to research the company’s website for material about on their history, job descriptions or annual reports. This will show the interviewer that you are keen on the position.
· Know your strengths, weaknesses and goals - this is a commonly asked question in interviews. 
· Provide examples to support your answers experience that relates directly to the job you are going for, skills you have developed from previous employment, and accomplishments. 

Don’t:
· Go unprepared - a lack of understanding of the position and the company will lead to poor answers. 
· Be nervous, although this may seem like a difficult thing; remember that you will give better answers when you are focused on the questions being asked.
· Be negative about yourself. Think in a “can do” attitude. 
· Put down current and previous employers, their procedures or company. Focus on the positives. 
Below is a sample of the types of question you may want to ask in the interview:

· What is the next step in the hiring process? 
· What are the day-to-day responsibilities of this position? 
· Do you offer any training programs to your staff? 
· What are the company's plans for future growth? 

· What are the company's strengths? 

· What does the company wish to improve on? 

· Can you tell me what kind of work environment it is? 

· What qualities are important to you? 

And remember, practice makes perfect. You should practice answering questions with a friend or with a family member. When practicing avoid terms such as “like” and “you know” and don’t sound too rehearsed, as though you have memorised each answer. 

Good luck!
