
                                       

 
 

 

 

The ABC to Succeed   

 

Preparation 

o Bring your CV or resume that you can check during the 

interview. 

o Be on time, or a few minutes early. Late arrival for a job 

interview can never be excused. 

o If you have the application documents, make sure you give 

them to the right person. If you get a form to fill in, fill it out 

completely. 

o Check your Facebook profile, your Linked-in profile etc. 

Odds are that the employer will. 

 

Arriving 

o Greet properly with a hand shake and a smile. 

o Do not sit down until you are offered a chair. 

o Put your phone away, and turn off the sound. 

 

Interaction 

o Be both a good listener and a good speaker during the 

interview, and smile happily. :) 

o Look people in the eye during the interview. 



                                       

 
 

 

o Follow the interviewer's reasoning, but try to get the interviewer 

to describe the job and tasks early in the interview so that you 

can relate your background and experience to the job. 

o Try to be detailed in your responses, and tell things about 

yourself that relates to the job. 

 

About you 

o Remember that you are the only one who can "sell" yourself to 

the interviewer. Make sure you in a serious way convey your 

knowledge and experience to the interviewer. 

o Do not lie. Be honest, and try to show that there can be a "plus" 

if you lack something – this shows that you are willing to learn. 

o Do not vilify your current or previous employer. 

o Do not ask about salary, vacation days, bonuses or retirement 

at the initial interview, unless you are sure to get the job. 

However, you should know your value and be prepared to 

state what salary you desire. 

o Behave as if you are determined to get the job you 

interviewed for. 

 

 

 

 

 



                                       

 
 

 

The End of the Interview 

 

o If the conversation is going well: Ask about what will be the first 

thing to deal with, and the long-term goal of the work.  

o If you still are interested in the job, say so. If another 

interview/test is part of the procedure, you are looking forward 

to it! 

o If you are offered the job and you want it, accept 

immediately.  

o If you need time to think about it, be polite and tactful and 

agree on a date for you to come back with your answer. 

o Do not be disheartened if you do not get an offer for the job 

during the interview. Usually the employers want to meet all 

the applicants, before deciding. 

o If you feel that the interview is not going well and are sure you 

have already been rejected, do not show your 

disappointment. The interviewer can have a bad day, and 

there might be another job for the same company in a little 

while. 

o A professional recruiter will conclude the interview by saying: 

"My overall view of you is ...", but many times it is not a recruiter 

who does the interview. Then you can ask the person who 

interviewed you what opinion s/he has of you and if anything 



                                       

 
 

 

needs clarifying. This may be the last opportunity to correct 

any misunderstandings or ambiguities. 

o Show appreciation for being interviewed. You have done all 

you can, if you have answered the employer’s two most 

important questions: 

• Why are you interested in the job, and the company? 

• What can you offer and can you handle the job? 


