
Preparing for the in terview
C o n gra tu la tio ns! If you have been invited to an interview , you 
have passe d a significant test . Your CV an d cover le t t e r have 
m ade a strong first im pression . You have been se lecte d  in front 
of your rivals, and m a d e it to the sh ort  list.

Pre p ara t io n  is the key to a successful interview . T he o th er 
ca n d id a tes may have sim ilar qualif ica tions,  skills and e x perience . 
The in te rvie w is yo ur o p p ortu n ity to prove you are  th e b est 
ca n d id a te  for th e job . Ensurin g you are well - prepared will help 
you to reduce stress, increase yo ur confid ence an d im prove your 
chances of being offered the job .

Preparing for the interview 
Making a positive first 
impression
Dealing e ffectively with 
interview questions 
Talking about yourself 
Avoiding common mistakes 
Proving you've done your 
research

|..v%
w

1 a  In p airs, d iscuss th e  fo llowin g q uestions.

1 H ave you eve r been in te rviewe d for a jo b  in En g lish? How did it g o?
2 How do you feel a b o u t  going for an in t e rv ie w?
3 How can you p re p are  for an in t e rv ie w?

b  In p airs, d iscuss th e  followin g t ips fo r p re p arin g  fo r an in terview . Which  
ones do you th in k  a re  m ore im p o rta n t? Which  o n es would you do f irs t?

• Try to p re d ict the q uestio ns you a re  likely to be ask e d  during the interview .
•  Do so m e research into th e co m p any you are  a p p lyin g for a jo b  with .
• Find o u t e x act ly w h a t  th e job involves.
•  A n a lyse  yo ur skills and e x p erie nce an d identify a re as w h ere th ey match the 

jo b  re q u ire m e n ts a n d the co m p a ny needs.
• Re h e arse  th e interview .
• D ecid e w h a t  yo u ’re going to wear.
•  Pre p a re  a list o f q u estio ns to ask  a t  th e end o f the interview.

U nit 4 Successful in terviews 47



Making a posit ive f irst impression
Before you arrive

You never ge t a second chance to m ak e a f irst im pression .
Pe o p le  s t a r t  forming t h e ir im pression of you im mediately, 
looking a t  the ou tsid e and making assu m p tio ns a b o u t  the 
inside. It  is yo ur resp o nsib ili ty to ensure  t h a t  you send o u t 
t h e  righ t m essage a b o u t  who you are , through yo ur physical 
a p p eara nce ,  yo ur clo th es and yo ur b o dy language .

2 a Im agin e you m et so m e b o dy new today . A f t e r  a few m in utes ta lk in g  to you , 
w h a t m ight th ey say a b o u t you , fo r e x a m ple how successful o r w e a lth y you 
are , yo u r level o f e d uca tio n , o r yo u r p ro fessio n a lis m ?

b In pairs, d iscuss w h a t you can do to cre a t e  a p ositive  f irs t  im pressio n with 
an in terview er . T hin k a b o u t th e  followin g points.

•  yo ur a p p e ara nce
•  b o dy lan gu age
•  how to ‘b re a k  the ice ’ with th e  in te rvie w er

C In p airs, d iscuss th e  followin g in te rvie w  tips. W r i t e  do o r don’t  ne x t to each 
tip .

1 A rr ive  ten m in u tes early.
2 Sp e a k  English with a friend before the interview .
3 Brin g  a close friend o r re la t ive  with you for sup p ort .
4 Take a co py of yo ur CV and e x a m ples of yo ur work  with you.
5 Le arn so m e im pressive  words a n d p hrases to use in th e interview .
6 M e m orise  long answ ers to q u estio ns t h a t  you a n t icip a t e  being asked .

d ^4.1 Silv ia  C arn ali has been invite d  fo r an in te rvie w  a t  th e  co m m u nicatio ns 
agency, F u te rra .  Be fo re  her in te rvie w  she m e e ts N in a , a human reso urces 
m anager, fo r so m e in te rview p re p a ra t io n  tips. Listen to  th e  co nversa tio n  
and w rite  N in a ’s o p inion [do/don’t) ne x t to  th e  t ip s (1 - 6) in Ex ercise 2c. Do 
you a g re e  with N in a? W h a t  t ip s d o es N ina m ention t h a t  a re  no t inclu d ed in 
th e  list a b o ve?

Sm all ta lk

3 a

The o u tco m e o f an in te rvie w can be decid ed  in the first f ive minutes. Fro m the 
m o m ent you a rr ive  for an in te rview you are being assesse d .  Even before the 
in tervie w itself begins you will be co m m u nica tin g  a m essage a b o u t who you are. 
In o rd er to cre a te  a posit ive im pression , i t ’s im p orta n t  t h a t  from the m o m ent 
you a rr ive  w h a t  you say is clear, co n fid e n t an d enthusiast ic.

�  4.2 Listen to  e x tracts fro m th e  beginning o f Si lv ia ’s in te rvie w  
a t  F u te rra  an d A le x  M e nck e n ’s in te rvie w  a t  a London th e a tre . 
A nsw er th e  fo llowin g q uestions.

1 W h y is M r  Lewis la te  for the in t e rvie w?
2 W h a t  does Silv ia  rea d  while sh e ’s w a it in g?
3 W h a t  useful in form ation does Silv ia  ge t from th e rece p t io n ist?
4 How d oes Silv ia  cre a t e  a posit ive f irst  im pressio n with M r  Le wis?
5 W h a t  do Ale x  and Karl ch a t  a b o u t  before th e  in t e rv ie w?
6 How does Ale x  cre a t e  a posit ive f irst im pression with K a r l?
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In pairs, d iscuss th e  fo llowin g q uestions.

1 Silv ia  is ve ry polite to th e recep t ionist .  W h y  is th is i m p or t a n t?
2 W h a t  does Silv ia  ask  the rece p t io n is t? How could th is help her a p p lica t io n?
3 Ale x  m entio ns t h a t  a friend of his who works a t  th e t h e a t re  su gg este d he 

a p p lie d  for the job . Do you thin k  th is was a good id e a?

�  4.2 M a tch  th e  co nversa tio n  openings (1 - 8) to  th e  resp o nses (a - h).  Listen 
to th e  e x tracts again an d check yo ur answers.

1 I'm  afraid Mr Lewis is in a meeting at 
the moment.

2 Can I  get you anything while you w ait?
3 I'm  sorry I'm late . Our meeting overran a

bit.
4 How are you?
5 It's nice to meet you a t last.
6 Did you have any trouble finding us?
7 I  can't believe the weather at the 

moment!
8 How did you find out about us?

No, no trouble a t all.
No, thank you . I'm fine.
I  know. It's awful, isn 't i t?
Thank you . It 's  nice to meet you too . 
You were highly recommended to me 
by a friend .
I'm very well, thank you .
That's quite a ll right.
That's okay. I  was just admiring the 
office.

In p airs, p ract ise  th e  sm all t a lk  in Ex ercise 3c.

Loo k a t  th e  fo llowin g e x a m ples o f in te rvie w  sm all ta lk . M a tch  th e  
beginnings (1 - 1 0) to  th e  en d ings (a - j).  Wo u ld  you say th ese  to  th e  
rece p tio n ist  (R),  t h e  in te rvie w er (I) or both (B)?

1 Do you th in k  I  could h a v e - - - a I  got caught in the rain.
2 Do you have a company brochure b your to ile t  to freshen up?
3 I'm very sorry I'm late . � � c a glass of water while I'm w aitin g? R
4 Do you thin k I  could use d I  was planning to be here over an hour ago,
5 I  was ju s t  admiring your office. but my train was cancelled .
6 Are there many other candidates e I could have a look a t while I'm waitin g?
7 I  had terrib le problems parking

here. f Is  i t  always th is busy?
8 I'm afraid I'm not feeling very well. g It  a ll looks very modern. Is i t  new?
9 The office is smaller than I h Do you have many people working

expected. elsewhere?
10 Is there somewhere I  could leave

•1 Could I  sit  down for a few minutes?
my umbrella? j scheduled for in terviews today?

H avin g so m e sm all ta lk  he lps to  build a p osit ive  ra p p o r t  with th e  
in terview er. In th e  U K  th e  w e a th e r an d t ra n s p o r t  p ro b le m s a re  ve ry 
com m on and a p p ro p ria t e  sm all t a lk  topics. In pairs, d iscuss th e  followin g 
q uestions.

1 W h a t  small ta lk  topics are co m m only d iscusse d in yo ur co u n try?
2 A re  t h ere  a ny things you would avoid ta lk ing a b o u t?

In pairs, ro le  p lay a rriv in g  a t  an in te rvie w  and m aking sm all t a lk  with th e 
rece p tio n ist .

Stu d e n t A , you a re  th e  ca n d id a te . Try to g e t so m e useful in form atio n  from 
th e  rece p tio n ist which you can use la t e r  in yo ur in terview .

Stu d e n t  B , you a re  th e  rece p tio n ist .

Sw a p  ro les an d p ract ise  again .
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Body language

Much o f th e  im p act you cre a t e  a t  an in tervie w is b ase d on your body language , 
and ge t t in g  this righ t is esse n t ia l.  T he way you walk , sit a n d act  m ay in fluence yo ur 
in t e rvie w er ’s opinion of you as much as w h a t  you actu a lly say.

In pairs, d iscuss th e  followin g q uestions.

1 How could your b o dy language le t you down in an in t e rvie w?
2 How can you avoid th ese  p ro b le m s?

�  4.3 Listen to five p eo p le  sp e a k in g  a b o u t b o dy lan g uage and bad f irs t  
im pressio ns in in terviews . W r i t e  th e  e x tract n u m b er (1 - 5 ) ne x t to the 
proble m  it m entions. Then match each proble m  (a - e) to the a dvice  on how to 
avoid  it (A - E).

Problem Advice
a Trembling v o ic e   A Make eye contact, but remember not to stare.
b Sweating _ ! _ — B Polite ly decline tea or coffee.
c Bad p ostu re   \  C Breathe slowly and deeply.
d Shaking h a n d s  \  D Sit  up straigh t and lean forward when speaking.
e No eye c o n ta c t   E Make sure you know in advance how to find the in terview venue.

W h a t  t ip s on b o dy lan g uage would you give so m eone bein g in te rview e d  fo r a 
jo b  in yo ur co u n try?

Dealing e f fec t ively with in terview questions
Resp o n d in g to questio ns a t  an in te rview is yo ur o p p ortu n ity to give evid ence of 
yo ur skills and e x p erience ,  prove you know w h a t  th e jo b entails, and d e m o nstra t e  
th a t  you are  the b est person for th e job.

In pairs, d iscuss th e  followin g q uestions.

1 W h a t  q uestio ns might you e x p ect to be ask ed  in any jo b  in t e rvie w?
2 W h a t  a dvice  would you give so m e b o dy a b o u t  d ea ling  with in te rvie w q u est io ns?

Look a t  th e  followin g com m on in te rvie w  q uestions. W r i t e  th e  ty p e  o f q uestion 
(a - c) ne x t to each q u estio n ( 1 - 1 2 ).

a Q u est io ns t h a t  req uire you to ta lk  a b o u t  yourself , yo ur a m bitions, yo ur 
personality , yo ur h o b b ies and in te rests 

b Q u est io ns t h a t  require you to prove you have research e d  the jo b  and co m p a ny 
you have a p p lie d  for work  with 

c Q u est io ns t h a t  req uire you to d e m o nstra t e  you have th e skills and e x p erie nce 
req uired for the job

1 Can you tell us so m eth in g a b o u t  yo urse lf?
2 W h a t  e x p erie nce do you have t h a t  is re leva n t for th is p o s i t i o n ?___
3 W h a t  did you learn during yo ur t im e a t  u n iv e rs i t y?___
4 W h a t  do you see as yo ur s t r e n g t h s?___
5 W h a t  do you thin k  a b o u t  our w e b s i t e ?___
6 W h a t  a t t rac t e d  you to the p o s i t i o n ?___
7 How would yo ur co lleag ues d escrib e  y o u ? ___
8 W h a t  sorts of pro jects did you work  on in yo ur last  p o s i t i o n ?___
9 W h a t  u niversity did you a t t e n d  and why did you choose i t ? ___

10 How do you typ ica lly a p proach new p r o j e c t s?_______
11 W h a t  do you know a b o u t  o ur c o m p a n y ?___
1 2 W h e re  do you see yourse lf  in f ive y e a rs ’ t i m e ? ___
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C In p airs, t ry  to  th in k  o f so m e m ore q u estio ns fo r each ca te g o ry (a - c).
Which  q u estio ns would you welco m e in an in te rvie w? Which  q u estio ns 
would you not lik e to be ask e d?

d In p airs , t a k e  tu rn s to  ask  an d  a nsw er th e  q u estio ns in Ex ercises 5 b and 
5c. Wh ich  q u estio ns are  e asies t  to  a n sw er? Wh ich  a re  th e  m ost d if f icu lt?

e  ^4.4 Liste n to t h re e  e x tracts fro m an in terview . Wh ich  th re e  q u estio ns in 
Ex ercise 5 b is th e  ca n d id a te  resp o n d in g  t o ?

f  ^4 .4 Listen again and , in pairs, d iscuss how each a nsw er could be im proved .

g  M a tch  th e  a d vice  on how to a nsw er q u estio ns (1 - 5 ) to th e  p ract ica l t ips 
(a - e).  W h a t  w ere  th e  sp ecific p ro b le m s with th e t h re e  e x tracts in Ex ercise 
5 e?

    v v v  '  . .  ^

a I f  you personally did something , say 'I  did' rather than 'we did' 
or 'i t  was'.

b Most lies or exaggerations get discovered and suggest bad
judg m ent on your part, 

c Do not assume interviewers know what your previous job
involved , even i f  they work in the same organisation . I t  is also 
im portant not to use jargon or acronyms th a t the in terviewer 
might not be familiar with , 

d Don't talk  for too long, or drif t away from the point. Be
alert to any signs from the in terviewer of boredom, loss of 
concentration , or signals th a t you are talk ing too much.
However, also ensure th a t you say enough, 

e Answers th a t can't be heard demonstrate poor interpersonal 
and com m unicative skills.

h Look a t  th e  f irs t  in te rvie w  e x tract fro m  Ex ercise 5e. Re w rite  th e  ca n d id a te ’s 
a nsw er and im prove it by:

• d e le tin g a ny sections which drif t  aw ay from the point;
•  tryin g  to m ak e th e re m ainin g se n tences more dyna mic.

Well, I ’ve n ever re a lly  thought ab o u t it. I suppose I ’d lik e to be m arried  with 
kids, perhaps. M y s is te r’s g o t three kids, and th e y ’re re a lly  great. I ’d  also lik e  
to be doing a  jo b  I enjoy. T here’s nothing worse than being stuck in a  boring job  
where you have the sam e routine every day. It ’d be a  jo b  with lo ts o f 
resp onsib ility, b u t I sup pose not too much. I wouldn’t w ant to g e t stressed . If  
I was lucky enough to g e t this job , i t ’d  be great, b u t I suppose five ye ars is a  
long tim e without a  change, so I ’d try to g e t a  prom otion , i f  I could .

I see i*wsel£ ^Aolvyfi a\ job  I v-e^Olv ev\iov.____________________________________

1 ^4 .5 Listen to an im proved a nsw er an d  co m p are it  with yo ur id eas. W h a t
tech n iq u es did th e  ca n d id a te  use in th e  im proved a nsw er?

1 Be clear and 
e x plicit

2 Be audible

3 Be concise

4 Be tru th ful

5 Focus on action 
you have taken
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J Look a t  th e  th ird  in te rvie w  e x tract fro m  Ex ercise  5e. Re w rit e  th e  ca n d id a te ’s 
a nsw er an d  im prove it by:

•  tryin g to m ak e it m ore action - focused -  m ak e every se n te nce focus on w h a t  the 
sp e a k er actu a lly d oes o r did;

• a d d in g specific e x a mples.

Well, usu ally there needs to be a  d e a r  p ictu re  o f w hat the aim s o f the p ro ject are. 
So i t ’s esse n tia l to speak to everyo n e involved  b efore tak ing any action . In my 
curren t jo b  we use p ro ject m anagem ent so ftw are to help us keep track  o f w hat we 
have to do and when we h ave to do it. O f course, i t ’s im p ortan t th a t som eone 
keeps an eye on w hether people a re  actu a lly  doing w hat th e y ’re sup posed to be 
doing, an d  o bvio usly you also need to d ea l with une x pected situ atio ns as they 
com e up.

TUe -fivsf Hum I A c  is siwe I've gof <7v verily c le w  picftwe wUgyf I
y\ee^ Vo <7vcUieve. Lef we give you <?n\ ex<?uMple ...________________________

k Listen to an im proved a nsw er an d co m p are it with yo ur ideas.

I  In p airs, ta k e  tu rns to  ask  and a nsw er th e  th re e  q u estio ns in Ex ercise  5e.

Talking about yourself
In all in te rviews you will be required to ta lk  a b o u t 
yourself . T he in te rvie w ers w a n t  to find o u t w h e t h e r yo u ’re 
the typ e o f person who would be a b le  to do the jo b  and 
also w h e t h e r yo ur p erso n ali ty would fit  in with th e  rest  of 
the company.

6  3 In p airs, d iscuss how you would a nsw er th e  followin g
q uestions.

1 Can you tell us so m eth in g a b o u t  yo urse lf?
2 W h a t  did you learn d urin g yo ur t im e a t  u n ive rsi ty?
3 W h a t  k inds of th ings do you w orry a b o u t?
4 Wo uld  you say yo u ’re an a m bit io us p erso n?

C � o  Liste n to  a recru it m e n t e x p ert , Grace , co m m entin g on each o f 
A le ja n d ro ’s answers. Do you a gree with h e r?

d � '4.9 Liste n to  th e  a nsw ers A le ja n d ro  gives in th e  re a l in terview . How has he 
im proved his resp o nses?
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�  4.7 A le ja n d ro  is a rece n t Econo m ics g ra d u a te , 
p ractisin g  fo r an in te rvie w  a t  an in te rn a t io n a l ban k .
Liste n to  his a nsw ers to  th e  fo ur q u estio ns in Ex ercise 
6 a. In pairs, d iscuss w h a t you th in k  o f A le ja n d ro ’s 
answers, an d  su g gest w ays in which he could im prove the m .



�  4.9C o m p le t e  A l e j a n d r o ’s i m p ro v e d  a n sw e rs  usin g  t h e  c o r r e c t  f o r m  o f  t h e  
v e r b s  in t h e  bo x . Lis t e n  a g a in  a n d  ch ec k  y o u r  a n sw ers .

apply com municate develop gain get (x 2) 
lead make meet m otivate ptrt work

In t e rv ie w e r :  Can you te ll us som ething ab o u t yo u rse lf?
A le j a n d r o :  Well, I ’m m otivated  and I (1) P ^ t .. a lo t o f e ffo rt into everyth in g I do,
w hether I ’m stu dyin g a t  university, a t work o r even when I'm  p layin g  sport. D uring  
my la s t y e a r a t u n iversity I was cap tain  o f the b ask e tb a ll team . I had  to organise
m atches and  ( 2 ]  the p layers . As cap tain  it  was esse n tia l th a t I was a b le  to
( 3 )  e ffective ly an d  g e t along with everyb o dy in the team  ... an d  fo r the
first tim e in ye ars o ur team  m anaged to reach the reg io nal final. We d id n ’t win,
unfortunately, b u t ( 4 )  the team  to the fin a l was a  big achieve m ent fo r me.
In t e rv ie w e r :  W h at d id  you learn  during yo u r tim e a t u n ive rsity?
A le j a n d r o :  Oh, lo ts o f things. M y Econom ics d egree  was very p ractica l, and there
were m any elem ents o f the degree th a t could  be  ( 5 )  to the business world.
I had a nu m ber o f challenging assignm ents, which often had to be co m pleted
within a  sh ort p erio d  o f time. This helped me to (6)  m y p rio ritisin g  sk ills
and a b ility  to ( 7 )  to tigh t deadlines.

In t e rv ie w e r :  W h at kinds o f things do you w orry a b o u t?
A le j a n d r o :  I w orry ab o u t norm al things, the sam e as everyb o dy else, I think. I
w orry ab o u t (8)  d ead lines an d  (9)  everyth in g done on time. I used
to w orry a b o u t d a ta  on my co m p uter q uite a  bit. Now I b ack up a ll my d a ta  on 
an e x tern al h ard  drive , so th a t everyth in g is protected . This way I ’ve g o t one less 
thing to w orry about.
In t e rv ie w e r :  Would you say y o u ’re an am bitious p erso n?
A le j a n d r o :  Yes, I would say th a t I ’m am bitious. I ’m very keen to ( 1 0 ) a jo b
with a  co m pany such as yours where I can  ( 11)  fu ll use o f my d egree and
pro fessio n al ex perience. I am a d e d ica ted  w orker and would hope to { 12) ______
in tern al prom otion b ase d  on m y perform ance a t work.

U n d e r l i n e  u se fu l p h r a s e s  f ro m  A l e j a n d r o ’s a n s w e rs  in E x e rc ise  6 e  w h ich  yo u 
co u ld  use  t o  a n s w e r  t h e  s a m e  q u est io ns .  F o r  e x a m p le ,  I p u t a  lo t o f e ffo rt in to 
eve ru th in a  I do. w h e th er I ’m ... o r even when I ’m ... Pl a n  y o u r  own a n sw e rs  t o  
t h e  q u es t io n s .

In p a irs ,  t a k e  t u r n s  t o  a s k  a n d  a n s w e r  t h e  q u es t io n s .

Avoiding common mistakes
W h a t e v e r  jo b  yo u ’re a p p lyin g  for, t h ere  a re  so m e q uestio ns t h a t  you will n early 
a lways g e t ask ed . Pre p a rin g  for th ese q u estio ns will help you to use the m to 
d e m o nstra t e  e f fective ly why you a re  the b est ca n d id a te  for the posit ion .

In p a irs ,  d iscu ss h o w yo u w o u ld  a n s w e r  t h e  f o l lo w in g  q u es t io n s .  T h e n ,  t a k e  
t u r n s  t o  a s k  a n d  a n s w e r  t h e m .

1 W h a t  do you see as yo ur st re n g ths?
2 W h a t  un iversity did you a t te n d ,  and why did you choose i t?
3 W h a t  a re  your w e a k n esses?
4 W h a t  do you like doing in yo ur sp are t i m e?
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b � 4.10 Liste n to two recru it m e n t e x p erts , G race and O liver, sh arin g  t ip s on 
e ffect ive  ways to a nsw er th ese q uestions. Do you a g re e  with th e m ? W h a t  
would you change a b o u t yo ur own a nsw ers to m ake the m m ore e f fe c t ive?

C � 4.10 M a tch  th e  a dvice  given by G race  an d O live r (a - h) to th e  q u estio ns (1 - 4) 
in Ex ercise 7a . Listen a g ain  and check yo ur answers.

a Use e x a m ples from yo ur e x p erie nce to su p p ort  yo ur claims. _ L
b D o n ’t say t h a t  you chose it b eca use it was the closest one to h o m e____
c M e n t io n  w h a t  steps you have ta k en to tack le  th is p r o b le m .___
d Focus on th e educat ional / acade mic / professional reaso ns for yo ur ch o ice____
e D on’t use t e n ta t ive  lan gu age such as ‘I f e e l ’ or ‘I th in k  I’m quite good a t ’. ___
f M e n t io n  anyth in g  t h a t  d e m o nstra t es you work in g as p a r t  o f a te a m or group .

g Don’t say that you have none____
h Talk about things th a t are unusual and m em orable____

d � 4.11 Lid ia an d Ra fa  a re  both a p p lyin g  fo r a m ark e tin g  p osition with a 
m aga z ine b ase d  in N ew York . Listen to  t h e ir  a nsw ers to th e  q u estio ns in 
Ex ercise 7 a an d d ecid e who is th e  stro n g er can d id a te .

e  � 4.11 C o m ple te  th e  fo llowin g e x tracts from Lid ia ’s in terview . Listen again and 
check yo u r answers.

1 I ’m also  a b le  to p rio ritise  my work an d work un d er p^essu^e if  d ead lines a re  
m oved forward .

2 I d id a  lo t o f__________into universities, both a b ro a d  and in Spain .
3 In the end I d ecid ed to go to the U n iversity o f Barce lo n a  as it was c le a r th a t its

Econo m ics d ep artm ent had  an e x ce lle n t___________
4 Well, my French is a  b it rusty, so I h a v e __________ sta rte d  evening classes to

im prove it.
5 I s till p la y _________ fo r a  lo ca l club an d love going aw ay with the team  for

m atches a g a in st o th er clubs.
6 I ’m also  a __________traveller.
7 D uring the sum m er la s t y e a r I ___________ a month in A frica  working with

volunteers a t  a  n a tio n a l reserve .

f  Look a t  th e  followin g a nsw er t e m p la tes b ase d  on Lid ia ’s answers. C o m ple te 
th e  t e m p la tes so th ey a re  tru e  fo r you .

1 I a m  and apply a ________________ approach to my work.
I believe i n _________________ This enables me t o ___________________ I’m also
able t o __________________ For example, in my last j o b ________________ _
I implemented a new system f o r________________ _ This way we were able to

2 I did a lot of research i n t o __________________ In the end I decid ed  to
__________________ as it was cle ar t h a t  i t s __________________ had an e xcellen t
re p u ta t io n .

3 Well,  I feel t h a t __________________ , so I have rece n t ly s t a r t e d __________________
to i m p r o v e ___________________ I used to b e  , but I’ve start e d
 , which has e n a b le d  me t o __________________

4 I e n j o y  I’m also a k e e n ____________________ D uring th e
_________________ I ___________________ I’m c u r r e n t ly_________________ _

g  In p airs, t a k e  tu rns to  ask  and a nsw er th e  q u estio ns in Ex ercise 7 a , using the 
t e m p la tes in Ex ercise 7f.
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Proving you've done your research
Successful ca n d id a tes are  the ones who research the jo b and the co m pany. They 
are  a b le  to walk  into an in tervie w confid ent th ey have e x act ly w h a t  the co m p any 
is loo king for.

8  a  � 4.12 D urin g h er in te rvie w  with F u te rra ,  Silv ia  C arn a li is ask ed  w h a t she
knows a b o u t th e  co m pany, and why she w a n ts to work  there . Liste n to  th e 
e x tract fro m th e  in te rvie w  an d  a nsw er th e  fo llowin g q uestions.

1 W h a t  did Silv ia  do before a p p lyin g  for th e  posit ion a t  F u t e r r a?
2 W h a t  a t t rac t e d  Silv ia  to F u t e r r a?
3 W h a t  e x p erie nce will Silvia  be a b le  to use in th e j o b ?
4 W h a t  did Silv ia  like a b o u t  F u t e rr a ’s w e b si t e?
5 Wo uld  Silv ia  p re fer to work  for a large o r small o rg a n isa t io n?

b �  4.12 C o m ple te th e  fo llowin g e x tracts fro m Silv ia ’s in te rvie w  using th e  
p hrases in th e  box . Listen a g ain  and check  yo u r answers.

attracted me to dynamic place to work from everything I'v e  learnt 
It's clear from look a t your website research into the market 
well - established reputation

1 Well, before ap p lyin g for this p osition I d id  som e yese<?vycU  iv\Fo F U e  wunv-Uef 

an d Fu te rra  cam e out on top.
2 I had  a __________________and could see th a t you work with a  va rie ty o f

p e o p le ...
3 Well, i t ’s re a lly  som ething t h a t_________________ Fu terra .
4 The Ju n io r C onsultant p ost com bines these two are as a t a  co m pany with a

5 You cam e across online as an e x citin g , - - - - - - - - - - - - - - -
6 _________________ yo u r website th a t Fu te rra  is a q uite a  sm all co m pany ...
7 I d e fin ite ly f e e l,_________________ a b o u t Fu terra , th a t this is the typ e o f

org anisatio n I ’d lik e to work for.

C � 4.13 Listen to  th e  in terview ers , M a t t  an d D an , d iscussin g Silv ia ’s 
p erfo rm a nce in th e  in terview . Do you a g re e  with t h e ir  co m m e n ts?

d Wh e n  d e m o nstra t in g  t h a t  yo u ’ve rese arch e d  th e  co m pany, you should
m ention p osit ive  th in gs t h a t  a t t ra c t e d  you to  th e  co m pany. Find e x a m ples o f 
p osit ive  e x pressio ns in a u d ioscrip t 4 . 1 2  on p ag e 9 0 . Can you th in k  o f any 
m ore e x a m ples o f p osit ive  lan g uage o f yo ur own?

e  Cross o u t th e  word  in bold t h a t  ca n n o t be used to  co m ple te  each o f th e 
fo llowin g sen tences.

1 1 had a look a t  yo ur website . It ’s really im pressive / innovative / ehaHenging /
eye - catching.

2 I w a n te d  to work  with th is co m p a ny b eca use you have a really strong /  
en joyable / outstanding / e xcellen t re p u ta t io n .

3 T he work  you do see ms to be very fulfilling / worthwhile / satisfying / first - class.
4 I w as im presse d by yo ur fulfilling / innovative / first - class / best - selling

products.
5 I th in k  work in g for you would be ve ry enjoyable / challenging / fantastic /  

fu lfilling .
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Thin k o f a co m p any you would lik e to  w ork  for. Pla n  yo ur a nsw ers to th e 
followin g q uestions. In p airs , ro le p lay th e  in terview . Stu d e n t A , you a re  
th e  in terview er . Stu d e n t B , you a re  th e  ca n d id a te . Sw a p  ro les and p ractise  
again .

•  W h a t  do you know a b o u t ______________ ?  A n d  why would you like to work
h e re?

•  Can tell us why th is im presse d y o u?
•  Can you tell us a bit m ore a b o u t  w h a t  a t t rac t e d  you to the posit ion of 

 ?

•  You m e ntio n e d th a t  you looked a t  o ur website . W h a t  did you th in k  of i t?
•  Wo u ld n ’t you p re fer to work  for a _____________ o rg a n isa t io n?

Demonstrating you've got what i t  takes
In every in te rview you will be ask ed to ta lk  a b o u t  yo ur t ra nsfe ra b le  skills and 
e x p erie nce and how th ese m e e t the re q u ire m e n ts for the job .

�  4.14 Susa n a  C ilveti is a rece n t g ra d u a te . Liste n  to an e x trac t  fro m h er 
in te rvie w  fo r a sa les assis ta n t  p ositio n and a nsw er th e  followin g q uestions.

1 W h a t  skills does Susa n a  thin k  a re  n ecessary for a sales assis t a n t?
2 W h a t  was she doing before she moved to En g la n d?
3 W h a t  evid e nce d o es she give of her f in ancia l e x p e r ie nce?
4 Su sa n a  claims to be a highly e ffective co m m unica tor . Do you th in k  she 

provid es enough evid e nce to su p p ort  this c la i m ?

�  4.14 Listen a g ain  an d co m ple te  th e  fo llowin g se n te nces so th ey a re  tru e  
fo r Susa n a  by u n d erlin in g  th e  co rrec t  w ords in bold .

1 In my last  job I was resp o nsib le  for im p le m en tin g new s tra te g ies / se llin g 
so uve n irs / n e g o tia t in g  d eals.

2 I a m used to d e a lin g  with custo m ers / m anagin g big b u d ge ts / coping 
with proble ms.

3 I can sp ea k  Ita lian re aso n a b ly well / a li t t le  / f lu en tly .
4 T his perio d of e m p loy m e n t gave me e x p erie nce of m anaging p eo p le  / 

n e tw ork in g  / org a n isin g  events.
5 Wh e n  I was a t  u n iversity I used to be e d ito r o f th e  u n iversity m aga z ine / a 

m e m b er o f th e  s tu d e n t council / ca p ta in  o f th e  vo lleyb a ll tea m .
6 I feel I am a well - organised p erso n / highly e f fect ive  co m m u nica tor / 

re lia b le  an d e ff icie n t e m ployee .
7 I can work  well u n d er p ressure  / well a u to n o m o usly / b est as p a r t  o f a 

tea m .
8 I am a b le  to be firm  b u t f a ir  / d e le g a te  e f fec t ive ly / use my in it ia t ive  to 

solve proble ms.

C hoose th e  b est en d in g fo r each se n te nce  in Ex ercise  9 b so th ey a re  tru e
fo r you . You can inven t yo u r own endings.

In pairs, t a k e  tu rns to ask  and a nsw er th e  fo llowin g q uestions, using yo ur
a nsw ers in Ex ercise  9c to help you .

1 W h a t  lan g u a g es can you s p e a k?
2 How would you d escrib e  the way you w o r k ?
3 W h a t  skills did you d eve lo p  a t  un iversity / a t  yo ur last j o b ?
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6 � w s  In h er in te rvie w  a t  F u te rra ,  Silv ia  C arn ali is ask e d  how h er sk ills and 
e x p erience m atch th e  re q u ire m e n ts fo r th e  p ositio n . Listen to th e  e x tract 
and m ake a n o te o f th e  sk ills she m entions.

f � m s Silv ia  uses a ran g e o f p h rases to o rg a n ise  h er answer. C o m ple te h er 
a nsw er using th e  p hrases in th e  box . Liste n again an d  check yo u r answers,

also when ever since finally Firstly Following
For example For my dissertation for three reasons
I  th i nk I'm sui t ab le for t he position a t Fut -erra because 
Secondly So So to sum up That's really when 
When I  was a t years ago

Well, ( 1) I Huv \U iVv siAt.V<?vbie Toy f U e  posiHon Fid - eyy** b e c a u s e  /

understand the issues you d e a l with an d am p assio n a te  ab o u t them . Four
(2 ) ____________________ I jo in e d  Green p eace an d have been an active  m em ber
(3 ) - - - - - - - - - - - - - - - - - -

(4 ) ____________________ my BA I found out ab o u t an e xciting p ro ject in
K enya an d sp en t six  months there ed ucatin g lo ca l p eop le ab o ut the need
for reforestation . ( 5 )  I s ta rte d  g ettin g in terested  in
su sta in a b ility an d  (6) _____________________ I sta rte d  learn in g  ab o ut d ifferen t
com m unication stra teg ies. (7 )_____________________ , o ur team  found th a t
sim ply p uttin g up p osters d id n ’t re a lly  have much o f an im pact, b u t going and  
talk ing to resp ected  m em bers o f the com m unity and gettin g them to ta lk  to 
others was much m ore effective .

(8) ____________________ u n iversity I was the co m m unications o fficer o f
the stu d ent union and I was resp onsib le fo r d ealin g with sup pliers and
other stu d ent organisations. ( 9 )____________________ I ’ve g o t quite a  lo t o f
com m unication ex perience. I know yo u ’re also looking fo r som eone w ho’s good
a t research . (1 0 )_____________________ fo r my M A I ’m research in g how b est to
com m unicate re forestatio n issues, build ing on my own p ractica l e x periences 
g ain ed  in Kenya .

(1 1 )____________________ , I think I ’m su itab le  fo r the p osition a t Fu te rra
(1 2 )______________________ (1 3 ) _____________________ , I ’ve done a lo t o f
com m unication work. ( 1 4 )_____________________   I ’m a good team  worker,
and  (1 5 )  , b ecause I h ave a  good understanding o f the
susta in a b ility issues this ag ency d eals with.

g  Un d erlin e  useful p h rases fro m Silv ia ’s a nsw er which you could use in an
in te rvie w  o f yo u r own. For e xam ple , / think I'm suitable fo r the position a t ...
because I ...

h Pu t th e  fo llowin g sta g es in th e  sa m e o rd e r as Silv ia ’s answer.

1 Talking a b o u t  yo ur e x perience , p rovid in g back gro u n d in form ation for an 
a n ecd o te

2 Su m m arisin g  how th e vario us e x a m ples have fully answere d  th e  question
3 Givin g specific d e ta ils from previous e x p erie nces and showing how th ese 

e x p erie nces re la te  to the re q u ire m e n ts of the job
4 Ex pressin g  enthusiasm  for the jo b  and b rie f ly re la tin g yo ur ch a rac t e r to th e 

job
5 Giving a second e x a m ple of e x p erie nce t h a t  re la t es to th e  job re q u ire m en ts
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1 Thin k o f a jo b  t h a t  you would like to  a p p ly for. Pla n  yo ur a nsw er to  th e
q uestio n , ‘How do your shills and experience match the requirements fo r this 
position?' using th e  s tru ctu re  in Ex ercise 9h .

j C o m ple te th e  followin g se n te nces so th ey a re  t ru e  fo r you .

1 I th in k  I’m su ita b le  for the posit ion o f __________ , b e c a u s e ___________________

2
3
4
5

Following my d e gree I _______
I st a r t e d  ge t t in g in te reste d  in 
Wh e n  I was a t  u n iversity I ___
So to sum up, I th in k  I’m su ita b le  for the posit ion a t
reasons. F i rs t ly ,____________________________________
Se c o n d ly ,_____________________________ , and f in a lly _

for th re e

Look a t  th e  fo llowin g ta b le  and a d d  two m ore co m m on in te rvie w  q uestions. 
T hin k o f a jo b  you would like to  a p p ly for. Pre p a re  yo ur a nsw ers to  all th e  
q u estio ns using w ords an d p hrases fro m th is unit.
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Can you t e ll us something about yourself?

What do you see as your strengths?

What do you like doing in your spare tim e?

What do you know about our company?

How do your skills and experience match the 
requirements for th is position?

I  In grou ps o f t h re e  ro le  p lay a jo b  in te rvie w  using th e  t a b le  in Ex ercise 9k.

Stu d e n t A , you a re  th e  in terview er. You should ask  a se lectio n  o f q u estio ns 
fro m th e  t a b le  in Ex ercise 9k.

Stu d e n t B , you a re  th e  ca n d id a te . You should a nsw er th e  q u estio ns honestly, 
using yo u r n o tes in Ex ercise  9k .

Stu d e n t C, you a re  th e  o bserver. You should m ake n o tes on th e  ca n d id a te ’s 
a nsw ers in th e  t a b le  in Ex ercise 9 k , using /  an d X sym bols.

If  p ossib le , record  th e  in terview , as th is will help  you to id e n tify yo ur 
in d ivid u al stre n g ths an d w ea k n esses. Wh e n  you have fin ish e d , t h e  o b se rve r 
should give fe e d b ac k  on th e  ca n d id a te ’s p erform ance . Sw a p  ro les an d 
p ractise  again .
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