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Handling competency-based questions
C o m p ete ncies are a co m bin a t io n of knowledge , sk ills and b e h avio ur 
required to do a specific job.

d In p airs, ask  and a nsw er one o f th e  followin g in te rvie w  q uestions.

1 Tell me a b o u t  a t im e when you had to m ak e a d if ficult decision .
2 Tell me a b o u t  a t im e when you d e m o nstra t e d  g o o d  c u s t om e r

service .
3 Tell me a b o u t a t im e when you showed strong le a d ersh ip  skills.
4 Tell me a b o u t  a t im e when you played an im p orta n t  role in a tea m .
5 Tell me a b o u t  a t im e when you e x p erie nce d  pressure a t  u niversity or a t  work .

b � s .l Listen to  t h re e  p eo p le  each a nsw erin g  on e o f th e  q u estio ns in
Ex ercise 1 a successfully. Id e n t ify  which q u estio n each sp e a k er is answerin g .

Sp e a k e r 1 ___  Sp e a k e r 2 ___  Sp e a k e r  3 —

C In pairs, d iscuss how you th in k  each sto ry ends. W h a t  would be an im pressive
conclusion to  each story, to re a lly  d e m o n stra te  t h a t  th e  sp e a k er p ossesses 
th e  n ecessary co m p e te ncy?

d � 52 N ow listen to  th e  rest  o f th e  e x tracts to  check yo u r p re d ictio ns in
Ex ercise 1c. W e re  yo u r id e as sim ila r?

e  T he q u estio ns in Ex ercise 1 a a re  all e x a m ples o f co m petency - based questions. 
In pairs, d iscuss th e  fo llowin g q uestions.

1 W h a t  is an in te rvie w er looking for in co m p etency - b ase d q u est io ns?
2 W h y  is it essen t ia l to p re p are  stories before yo ur in t e rv ie w?
3 How co m m on are  co m p etency - based in te rvie w q u est io ns?

f �  5.3 Liste n to two recru it m e n t e x p erts , G race  and O liver , d iscussing
co m petency - based q u estio ns and co m p are  t h e ir  id e as with yo ur a nsw ers in 
Ex ercise l e .
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g  A  co m m on tech niq u e fo r p lan nin g an d structu rin g  a nsw ers to  com petency -  
b ase d  q u estio ns is th e  ST AR m ethod . Look a t  th e  d iagra m  below. W h a t  do 
you th in k  th e  in it ia ls S, T, A  and R sta n d  fo r?

Se t  t h e  sce n e a n d  give 
th e  co n te x t . G ive  an 
o u tl in e  o f  a specif ic real 
sit u a t io n  o r p ro b le m  t h a t  
you faced in t h e  p ast

'ji! in: 'i!: mi mi m

Go in to m ore d e ta il  a n d  
id e n t i fy  th e  specif ic asp ects 
you focuse d on a n d  why. 
W h a t  was t h e  t a rg e t  o r t ask  
n ecessa ry  to im prove the 
s i t u a t io n ?

D escrib e  t h e  sp ecif ic actio n  
t h a t  you to o k  in o rd e r to 
im prove th e  si t u a t io n .  W h a t  
d id you do , how did you do 
it, w h e n did you d o it and 
w hy d id  you do i t?

h ^ 5 . 2 Liste n to  th e  e x trac ts in Ex ercise 1 d again . For each story, id e n tify th e  
fo ur sectio ns (S, T, A  and R).

i  Loo k a t  th e  se n te nces fro m th e  ca n d id a tes ’ s to ries an d  a nsw er the 
followin g q uestions.

1 Which  p hrasal verb  is used to d escrib e  an u n e x p ecte d success?
2 Wh ich  p hrasa l ve rb  is used to in tro d uce an u ne x p ecte d ca use?
3 Wh ich  p hrasa l ve rb  is used to in tro d uce an un e x p ected  resu lt?

It  tu rn e d  o u t th a t his acco u n tan t had  been taken i l l ...

So we actu a lly  en d ed  up gettin g p a id  within a  week ...

So it  a ll w ork ed  o u t in the end.

j  Pre p a re  a ST AR d iagra m  fo r one o f th e  q u estio ns in Ex ercise 1 a . Try to  use 
th e  th re e  p h rasa l ve rb s in Ex ercise 1 i.

Demonstrating your sk i l ls
It is essen t ia l you provid e evid ence o f how you acte d  in 
real si tu a tio ns in the p ast  in o rd er to show you have the 
t ra nsfe ra b le  skills re quired  for the jo b  you are  a p p lyin g  for.

2 a �  5.4 A f t e r  a p p lyin g  fo r a v a r ie ty  o f p osit io ns a t 
le ad in g  in te rn a t io n a l p h arm ace u tica l co m panies, 
C o m m u nications M a n a g e r Vicky Tang is invite d  to  a t te n d  
an in te rvie w  a t  C lyde &  Jo h n so n ’s. Liste n to  an e x tract 
fro m her in te rvie w  an d  a nsw er th e  fo llowin g q uestions.

1 W h e re  is Vicky fro m?
2 W h e re  did she go to u n ive rsi ty?

b � sJi Listen to a n o th e r ca n d id a te  fo r th e  sa m e p ositio n , 
Pie t e r  Volker, resp o n d in g  to  th e  sa m e q u estio n , and 
a nsw er th e  followin g q uestions.

1 W h e re  did Pie t e r  do his f irst d e g re e?
2 W h a t  did he do a t  the Un iversi ty of St  Pe t e rs b u r g?
3 W h e re  did he spend his stu d e n t work  p lace m e n t?

C In pairs, d iscuss V ick y ’s an d  Pie t e r ’s tech n iq u es 
fo r tack lin g  th e  q u estio n a b o u t t h e ir  e d uca tio n a l 
b ack grou n d . W h o se  tech niq u e is m ore successfu l?

Finish by t a lk in g  a b o u t  the 
o u tco m es of yo u r actio n  
a n d  th e d if f e re nce  it  m ad e . 
W h a t  h a p p e n e d  in th e  end , 
w h a t  w as acco m plish e d , 
a n d  w h a t  d id you l e a r n ?
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d � s j  Listen to P ie t e r ’s a nsw er ag ain . Wh ich  o f th e  fo llowin g co m p e te ncies 
d oes he d e m o n stra te  o r su g g est?

•  custo m er service  skills • t e a m w ork in g  • goal orie n ta tio n
•  f le x ib il i ty •  le a d ersh ip  •  co m m unica tio n skills
•  org an isa tio n al skills •  decision - making skills • in te rp erso n al skills

e  In pairs, t a lk  a b o u t yo ur e d uca tio n a l e x p erience . Try to d e m o nstra te  or 
su g gest severa l o f th e  co m p e te ncies in Ex ercise  2d . Try to guess w h a t 
co m p e te ncies yo ur p a r tn e r is focusing on.

f  ^ 5 .6 Listen to a n o th e r e x tract fro m Vick y ’s in te rvie w  an d a nsw er th e  
followin g q uestions.

1 W h a t  prob le m did Gree n Ph ar m ace u t ica ls h ave?
2 W h a t  did Vicky do to tack le  th is p ro b le m ?
3 W h a t  was th e e ffect o f V ick y ’s ac t io ns?

g  Vicky uses th e  ST AR m ethod to  structu re  h er answer.
U n d erlin e  p h rases in h er resp o nse t h a t  d escrib e  th e  fo ur 
sections.

1 Sit u a t io n  (the prob le m Gree n Ph ar m ace u t ica ls was facing)
2 Target (the solution to th is proble m)
3 Action (what Vicky did to solve the proble m)
4 Resu lt  (the results of her actions)

A t the m om ent I spend a lo t o f tim e trave llin g  between A sia  an d Euro p e working 
with reg io n al team s organising e d ucatio n al events, so I use both o f these sk ills 
on a re g u lar basis. Le t me g ive you an exam ple. A s you know, the Chinese 
m ark et is growing in a ll areas, including p h arm aceu ticals. However, a t the time,
Green Ph arm ace u tica ls fe lt they d id n ’t have enough co n tacts in China. It  was 
cle a r th a t the situ atio n  w asn ’t very good for us. We needed to im prove things.
So in ord er to increase our num ber o f co n tacts in China I d ecid ed to organise a  
p h arm ace u tica l conference in Beijin g . It  was my resp o nsib ility to ensure th a t a ll 
the rig h t people were invited . I re a lly  had  to use a ll my sk ills a t com m unicating , 
in both English an d M an d arin , to p ersu ad e p eo p le to p articip a te . In the end 
my hard  work resu lted  in a  successfu l conference, with our em ployees m eeting 
and talk in g to the rig h t people. As a  m atter o f fac t this conference was such a  
success th a t it is now an an n ual event, an d  has le d  d irectly to closer p ro fessio n al 
rela tio nships between Green Ph arm ace u tica ls an d key co n tacts in China.

h A d d one p hrase  fro m  Vick y ’s a nsw er in Ex ercise 2g to  each colu m n in th e  
followin g tab le .

Situ a tio n  Target Action Result

there was a time when . . .  what needed to be done was . . . therefore I  . . .  th is resulted in . . .
I  discovered t h a t . . .  i t  was very im portant t h a t . . .  I  organised . . .  th is led to ...

i  A d d th e  p hrases in th e  box to the ta b le  in Ex ercise 2h.

I  agreed to . . .  I  wanted to be a bit more . . .  probably the best example is . . .  
s o l . . .  So i t  a ll worked out in the end. the problem was . . . 
there was one tim e when . . .  we actually ended up . . .

U nit 5 Advanced in te rvie w  techniques 61



j  In p airs, t a k e  tu rns to  ask  and a nsw er th e  followin g com m on co m petency -  
b ase d  q u estio n , ‘Tell me about a time when you had to resolve a d ifficu lt 
situation

k  ^5.1  Liste n  to  V ick y ’s resp o nse to  th e  q uestio n in Ex ercise 2 j. In p airs , 
d iscuss th e  fo llowin g questions.

1 W h a t  was the p ro b le m ?
2 W h a t  did Vicky do to solve the p ro b le m ?
3 W h a t  skills did Vicky use to solve th e p ro b le m ?
4 Wo uld  you have han d le d  the si tu a tio n  in the sa m e w a y?

I  �  5.7 Vicky uses a ran g e o f e x pressio ns to s tru ctu re  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 ur 
answers.

Anyway, what happened was As soon as I  managed to
I  then In  the end I t  was very im portant
So I  decided to There was a t ime whe n
Unfortunately th is meant th a t which I'd  organised beforehand

O kay. (1 ) T U e v e  ^  H w e  wUew / was organising a  conference here
in London. It  was a  couple o f m onths ago , an d  it  was a re a lly  im p ortant
conference. (2) __________ one o f the m ain g u est speakers, who was due to give
the opening address, had  his flig h t cancelle d  and w asn ’t sure i f  he was going to
m ake it  on time. ( 3 )___________ the p articip a n ts were hap py with the conference,
and I knew they would be d isap p oin ted  if  he d id n ’t show up. ( 4 )___________ try
an d find an o th er flig h t fo r the speaker. A fte r a  b it o f negotia tin g with a  d ifferen t
airline , ( 5 )___________g e t him booked onto a  slig h tly la te r flight. (6) __________
even if  he cam e stra ig h t from the a irp ort, he would s till be a b it la te  fo r the 
opening address. I took a  risk  an d hoped th a t he w asn ’t going to be d e laye d
any more. ( 7 )__________ h e ’d lan d ed  I co n tacted  him, an d  when I knew he was
in a  ta x i an d on his way, which was ab o u t five  m inutes b efore he was supposed
to be on stage, I g o t up on the stage. (8) ___________ told the p articip a n ts ab o u t
the situ atio n  an d I invited  them to have som e coffee an d cak es while we waited ,
( 9 )  A ctu ally , they lik ed  this, as it  was a  chance to network a  lit tle
an d g e t to know som e o f the o ther conference p articip an ts. When the sp e a k er 
did fin a lly arrive , it  was actu a lly  d ifficu lt to g e t everyb o dy b ack in the m ain
hall. ( 10) ___________I m anaged to keep everyb o dy hap py and ensure th a t the
conference went as sm oothly as possible .

m  Which  te nse  d oes Vicky m ain ly use to  give th e  key even ts o f h er s to ry?

(I In p airs, d iscuss w h a t m ak es th e  followin g se n te nce fro m V ick y ’s a nsw er 
m e m orable .

When the sp e a k er d id  fin a lly arrive , it  was actu a lly  d ifficu lt to g e t everyb o dy 
b ack in the m ain hall.
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In te rvie w  a n ecd o tes a re  m ore lik ely to be in te rest in g  an d m e m ora b le  if 
th ey inclu d e so m e surp risin g  in form atio n . In V ick y ’s a n ecd o te  in Ex ercise  21 
she in tro d uces a su rp risin g  fac t  with th e  word actually. You can a lso  use in 
fact  o r as a m atte r o f fact. M a k e  th e  fo llowin g se n te nces m ore m e m ora b le  
using in fact, actually  o r as a m atte r o f fact. Seve ra l a nsw ers a re  p ossib le .

1 M y  boss w asn ’t convince d t h a t  it was worth investing in India . However , my 
research m an a g e d to prove t h a t  it was.

2 As a resu lt  of my actions, w h a t  could have been a d isas t e r tu rn e d  o u t to be 
a big success.

3 M y  work  had re a lly helped , and I th o u g h t t h a t  I would be invited to join the
m ark e t in g  t e a m  p er m anen tly ,  b u t I was invi te d  to lead the tea m!

4 I b e lieve d my su gg estions would lead to b igg er profits. W h a t  I d id n ’t e x p ect
was t h a t  pro fits a t  th e co m p any would grow by n e arly  2 0 % !

In pairs, t a k e  tu rns to ask  an d a nsw er one o f th e  q u estio ns in Ex ercise 
1 a on p age 5 9 . Use th e  ST AR d iagra m  you p re p a re d  in Ex ercise 1 j and 
e x pressio ns fro m th is sectio n to s tru ctu re  yo ur answers. Try to  m ake yo ur 
a n ecd o tes su rp risin g  an d m e m orab le .

Talking about your weaknesses
Turning negatives in to positives

In an in te rvie w you will a lm ost certa in ly face challe ng in g questio ns which 
a t t e m p t  to assess yo ur su ita b il i ty for the job . It  is vita l to avoid g e t t in g  caug ht 
in th e t ra p  of sayin g n e g a tive  th ings a b o u t  yourself . Pre p a r in g  for th ese 
‘d if f icult ’ q uestio ns will help you keep yo ur a nsw ers positive .

3 a  �  5.8 A  rece n t g ra d u a te , Ja r e k ,  has been invite d  fo r an in te rvie w  with an 
in te rn a t io n a l f in a ncia l com pany. H e a rra n g es to  m e e t up with his frie n d , 
O livia , who has b een w ork in g th e re  fo r a co u p le o f years . Listen to th e ir 
co nversa tio n  an d a nsw er th e  fo llowin g q uestions.

1 W h o  is going to in te rvie w J a r e k ?
2 W h y did Ja r e k  q uit  his last  j o b ?
3 W h a t  gen era l a dvice  does O liv ia  give J a r e k ?

b C o m p are Ja r e k ’s and O liv ia ’s a nsw ers to th e  q u estio n , ‘Why did you leave 
your las t job?' C o m ple te O liv ia ’s a nsw er using th e  w ords in th e  box .

although develop fee l further liked position 
stretched working

J a r e k ’s answer: O l iv i a ’s answer:

I hated  m y la s t job , I co uld n ’t stan d  (1) / re a lly  (2) - - - - - - - my
the boss. He used to d rive me cra z y! job , an d  the p eople I was ( 3 ) - - - - -
... I handed in my notice an d le ft as with, I d id n ’t ( 4 )  I was being
soon as I could . ( 5 )  enough. I ’m looking fo r a

(6)  in which I can  ( 7 )______
m y p ro fessio n al sk ills (8) ________

In p airs, d iscuss how you would a nsw er th e  followin g questions.

1 W h a t  a re  yo ur w e a k n esses?
2 Tell me a b o u t  so m ething you have found dif ficult a t  work .
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d In p airs, t r y  to  co m ple te  th e  fo llowin g a dvice  with  a su ita b le  word . Do you 
a g re e  with th e  a d vice?

1 In resp onse to open questio ns you should n ever act ive ly vo lu n te er 
_________   in form ation d urin g an interview .

2 Em ployers like to ask  you to give n e g a tive  in form ation not t o _____________
you , bu t to see w h a t  sort  of person you are.

3 You will see m much m ore e m ploya b le  if you can show yourself  as so m eo ne 
who sees pro b le m s a s _______________

4 Q u est io ns a b o u t  w ea k n esses a re  actu a lly  a ch a nce to d e m o nstra t e  how you
tack le  an d o v e rc o m e ______________ , and why you a re  the righ t person for
the job.

e �  5.9 Liste n  to t h re e  d if fe re n t ca n d id a tes resp o n d in g  to a q u estio n a b o u t 
t h e ir w ea k n esses . M a tch  th e  ca n d id a tes (1 - 3 ) to th e  tech n iq u es th ey use 
fo r tack lin g  th is q u estio n (a - c). Which  a nsw er did you like th e  m ost? W h y?

a Talk a b o u t  a ch a rac t e r flaw t h a t  could u lt im a te ly be viewed as a posit ive 
ch aracterist ic .

b Talk a b o u t  so m eth in g t h a t  is no lo n g er a weak ness. M e n t io n  how you 
overca m e the w e a k n ess and t h a t  you have solved sim ilar p ro b le m s more 
recently.

c Talk a b o u t  a k nowled ge - based wea k ness,  which is easily overco m e . M e n t io n  
why th is w ea k n ess isn ’t a serious prob le m and w h a t  ste ps you are act ive ly 
ta k ing to solve the proble m .

C a n d id a te  1 ___
C a n d id a te  2 ___
C a n d id a te  3 ___

f  In pairs, d iscuss th e  a d va n ta g es o f each techniq ue .

g  Which o f th e  th re e  ca n d id a tes in Ex ercise 3e used th e  ST AR tech n iq u e to 
a nsw er th is q u est io n?

Softening and emphasis

Wh e n  a nsw erin g  in te rview questio ns t h a t  req uire n e g a tive  in form ation you 
should soften any n e g a tives in yo ur response and e m p h asise a ny posit ive 
in form ation .

4  a  Look a t  th e  f irs t  ca n d id a te ’s resp o nse fro m  Ex ercise 3e. In pairs, d iscuss 
why th e  ca n d id a te  d o esn ’t  sim ply say, ‘In the past I used to procrastinate.’ 
in t h e ir  f irs t  sen tence .

Well, in the p ast I som etim es used to p rocrastin a te  a  little . There were tim es 
when I used to p u t things o ff until the last minute, when com pleting an essay for 
u n iversity fo r exam ple. Bu t I re a lise d  th a t p erh aps this w asn ’t the m ost e ffective  
w ay o f working and so I sta rte d  settin g  a s tric t schedule fo r a ll my p ro jects 
well in a dvance an d se t m yself p erso n al deadlines. Using a  schedule has 
re a lly  helped me an d I ’m much b e tte r organised  now and a b le  to tak e on m ore 
pro jects a t  the sam e time.
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b U n d erlin e  any words o r p h rases in th e  e x tract in Ex ercise  4 a t h a t  so ften 
n e g a tives and e m p h asise  p ositives.

C �  5.9 C o m ple te th e  second ca n d id a te ’s resp o nse using always, really  o r very. 
Listen again and check yo ur answers.

Hmm. M y w eak n esses? Le t me think. Well, in answ er to yo u r question you
m entioned th a t the s ta ff here use A p ple M acin tosh com puters. I am not (1 ] ______
fa m ilia r with A p ple M acs and I ’m used to using Windows. However, I m anaged to
learn how to use a  num ber o f program s ( 2 )  q uick ly on my own an d I ’m
sure I ’d g e t used to using A p p le M acs  ( 3 )  quick ly. I ( 4 )  enjoy using
com puters and new gadgets, and I ’m ( 5 )  keen to learn  how to use new
technology.

d  �  5.9 C o m ple te th e  th ird  ca n d id a te ’s resp o nse by a d d in g  th e  w ords in th e  box. 
Listen again an d check yo ur answers.

a b it of a lit t le  a lo t of as . . .  as possible 
ex tremely occasionally very

<a  b i f  oP
Weak n esses? Well, I can b e ja  w orkaholic an d a lw ays g e t involved in every p ro ject 
th a t I work on. I ’m hap py to spend tim e an d energy m aking sure th a t every 
p ro ject is successful. So , when I feel th a t o th er m em bers o f the team  m ight not be 
working as hard , I can g e t frustrate d . I ’m aw are o f this problem , and I try to solve  
situ atio ns lik e this by being p ositive  an d enthusiastic.

e  In p airs, d iscuss th e followin g q uestions.

1 W h a t  structure  did the first  ca n d id a te  use to d escrib e a prob le m t h a t  no longer 
e x is ts? W h y is th is structu re  esp ecia lly su ita b le  h e re?

2 W h a t  t e nse did she use to show the p rese n t result o f h er new stra t e g y for 
d ea lin g  with this p ro b le m ?

3 T he second ca n d id a te  said t h a t  he w asn ’t fa m il ia r with A p p le  Macs .  W h a t  
structu re  did he use to show w h a t  he is f a m il ia r w i t h ? W h a t  structu re  did he 
use to show how he would b eco m e fa m il ia r with A p p le  M acs in th e fu t u re?

4 W h a t  m odal verb  did th e th ird ca n d id a te  use to show t h a t  her w ea k n esses 
d o n ’t a lways af fect h e r?

f  Re w rit e  th ese  d escrip t io ns o f w e a k n esses using th e  e x p ressio ns in b rack e ts 
to so fte n  th e  n e g a tive  in form atio n .

1 I have dif ficulty m aking decisions, (occasio nally / a lit tle)

2 I used to be too stu b b orn  and it was hard to ge t me to chan g e my mind , (a b it / 
so m etim es)

3 Wh e n  work in g on pro jects I a m a ‘big p ictu re ’ person . T his m eans t h a t  I miss 
so m e details, (from tim e to t im e / might / minor)
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�  5.10 M a tch  th e  se n te nces (1 - 3) in Ex ercise 4 f  to  th e  rest  o f th e 
ca n d id a tes ’ a nsw ers (a - c). Listen an d check yo ur answers.

a A form er co lleag u e o f mine told  me th a t I was becom ing d ifficu lt to work 
with. Well, ever since then I have p u t sig n ifican t e ffo rt into m y team working  
sk ills an d now I ac tive ly  ask for a d vice  an d suggestions from my colleag ues 
when m aking decisions. Last y e a r I was even ask ed  to ch a ir weekly s ta ff 
m eetings while o ur boss was a w ay on business. 

b This is b ecause I p ay a  lo t o f a tten tio n to d e ta il and m ake sure th a t every 
single decision I m ake is the b est decision possible . Basica lly , I ’m som ebody 
who care fu lly considers a ll o f the a va ila b le  options before m aking a  choice. 

c I ’ve been aw are o f this for som e time. So now when I ’m m anaging a p ro ject 
I m ake sure th a t I h ave the su p p ort I need to keep an eye on sp ecific m inor 
d etails, leavin g  me free to co ncen tra te on m anaging the en tire project. I 
think successfu l m anagem ent is a b o u t gettin g the rig h t team  tog eth er and  
then co m pletely trusting them to do the jo b  yo u ’ve given them .

1 ___  2 _____  3 ____

U n d erlin e  w ords in th e  e x tracts in Ex ercise 4 g t h a t  e m p h asise  p ositives.

�  5.11 Listen to a ca n d id a te , A d a m , a nsw erin g  th e  q u estio n , ‘ What is i t  
about your job  tha t you dislike?’ In pairs, d iscuss th e  tech n iq u es he uses to 
tu rn  his resp o nse into an im pressive p osit ive  answer.

M atch  th e  n e g a tive  e x p ressio ns (1 - 6) to th e  m ore p osit ive  e x pressio ns 
(a - f).  Wh ich  e x pressio ns did A d a m  use in Ex ercise  4 i?

I  enjoy a great deal about my current job .
I'm keen to develop my practical skills.
I'm looking for an opportunity to 
contribute these skills to a larger 
organisation such as yours.
I  fe e l I'm best suited to working behind the 
scenes.
I'm seeking fresh challenges.
I'm seeking the possibility to develop 
further professionally.

In p airs, ta k e  tu rns to ask  and a nsw er th e  fo llowin g q uestions. Use th e  
tech n iq u es an d  e x pressio ns in th is sectio n to  so fte n  a ny n e g a tives and 
e m p h asise  th e  p osit ives in yo ur resp o nses.

1 W h a t  a re  yo ur w e a k n esses?
2 Tell me a b o u t  so m eth in g you have found dif f icult a t  university / work .
3 W h a t  skills do you need to im prove?
4 W h a t  k inds of d ecisio ns are m ost difficult for you to m a k e?
5 W h a t  did you dislik e a b o u t un iversity / yo u r last j o b ?

1 I'm bored with my job . It's too easy.A a

2 I  can't stand dealing with j b
customers. c

3 The place where I  work is too small. I

4 I  don't have many professional 1 ,
skills. \

5 I  only know the theory. \ e

6 There are things th a t I  don't like a t f
work.
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Asking questions of your own
It is ve ry co m m on for in te rvie wers to close an in te rvie w by ask ing if t h e  ca n d id a te  
has a ny q uestio ns they would like to ask . Pe o p le  who ask  good questio ns 
d e m o nstra te  real in t e rest  in and k nowled ge o f th e  job.

5 3 In p airs, d iscuss th e  followin g q uestions.

1 W h a t  sort  of in form ation should you t ry  to find o u t d urin g  your in t e rv ie w?
2 W h a t  q uestio ns would you ask  in an in te rvie w in yo ur co u n try?
3 A re  th ere  any q uestio ns you w o uld n ’t a s k ? W h y n o t?
4 Wo u ld  you ask  a b o u t  s a la ry?

b Re a d  th e  followin g e x tract fro m an a r t ic le  a b o u t ask in g q u estio ns in an 
in terview . Which  do you th in k  is th e  b est q u est io n?

Q u est io ns to ask
J ob hunters are always being told 

to ask one or two killer questions 
in an interview. But how exactly do 
you go about doing this?
It’s important to consider the culture 
of the organisation you are hoping 
to join and the personality of the 
interviewer. Be careful to adopt the 
right tone and convey a positive 
attitude. You want to ensure this

opportunity works for you, not c 
against you.
Pick and choose from the following 
list of tried-and-tested questions.

a What are the m ost/least enjoyable, e 
aspects o f  the role? 

b You mentioned there would be a 
lot o f  researching. Could you tell f  
me what your most successful 
employees fin d  most satisfying g 
about this part o f  the role?

What are the most important 
issues that you think the
organisation faces?
Could vou tell me more about the 
training opportunities you offer? 
Could you tell me how
performance is measured and 
reviewed?
Would there be a chance fo r  
promotion in the future?
Do you have any doubts about 
whether I am suited to this 
position?

<«■

C M a tch  th e  q u estio ns in th e  a r t ic le  (a - g) to  th e  fo llowin g e x p ert a d vice  (1 - 7).

1 This question can highlight t h a t  you are  keen to d eve lo p  yo ur skills and ad d 
f u r t h e r va lu e to a com pany.

2 T his question can e m p h asise your d e te r m in a t io n  to m ak e pro gress and to do 
so over the long t e r m ____

3 T his question can d e m o nstra t e  yo ur listening skills, and associa t es you with 
being successful in th e role, as well as finding it sa t isfy in g____

4 T his question can show t h a t  you like to know w h a t  sort  o f challe n g e you are  
going to face and t h a t  you like to ge t p ro p erly p re p are d  for i t - - - -

5 T his question can d e m o nstra t e  t h a t  you a p p recia t e  the im p orta nce of 
d e liverin g r e s u l t s .___

6 T his question can show t h a t  you are  in te reste d  in the e m ployer as well as the 
job . It will be cle a r you have done so m e research , d o ne so m e think ing , and are 
now keen to h e ar t h e ir  a n a lysis____

7 T his question is a ra th e r bold way of e m p h asisin g  so m e of yo ur strengths. It 
suggests you a re  open to co nstructive  crit icism and willing to learn from the 
e x p erie nce of o thers. In ad d it ion ,  it gives you a real ch ance to a d d ress any 
w ea k n esses th e  e m p loyer m ay th in k  you have. Finally, it a llows you to finish on 
a high, resta tin g why you thin k  you are  the right p e rso n____
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d  Look a t  fo ur versio ns o f th e  sa m e q u estio n  (a - d).  In p airs, d iscuss th e  
fo llowin g q uestions.

1 Which  versio n is th e  m ost asse r t iv e?
2 Which versio n is the m ost d e lica te / t e n ta t ive?
3 Which would you use?

I n o ticed  from yo u r brochure th at you are  active ly  involved  in severa l p ro jects 
to su p p ort the lo ca l com m unity.

a If  I were to work fo r you , would th a t be som ething I could  g e t involved in? 
b If  I work fo r you , w ill th a t be som ething I can g e t involved in ? 
c If  I worked fo r you , would th a t be som ething I could g e t involved in ? 
d If  I work fo r you , is th a t som ething I can g e t involved in ?

e  C o m ple te th e  fo llowin g ca n d id a te ’s q u estio ns with yo ur own ideas.

1 Could you tell me m ore a b o u t ____________________________________________
2 W h a t  a re  th e most i m p o r t a n t_____________________________________________
3 Could you tell me h o w ____________________________________________________
4 Wo uld  th ere  be a c h a n c e _________________________________________________
5 Do you h a v e ______________________________________________________________

f  It  is im p orta n t to  show you a re  liste n in g  act ive ly to  th e  in te rv ie w e r ’s 
resp o nse to  yo ur q uestio n . In p airs, ta k e  tu rns to ask  and a nsw er yo ur 
q u estio ns in Ex ercise 5e. Re m e m b er to  show you a re  liste n in g  act ive ly by:

•  k eeping eye co n tact with the in te rviewer;
• nod ding yo ur head;
• m ak ing noises and sh ort  co m m ents to show you u n d erstan d [O K  / R e a lly? / 

I see);
• p ara p hrasin g  w h a t  the in te rvie w er has just  told you (so yo u ’re sayin g

Dealing with telephone in terviews
Em ployers often use t e le p h o n e in te rvie ws for recru it m en t ,  as a w ay of scree ning 
large n u m b ers of a p p lica n ts before se lect in g a s m alle r pool of ca n d id a tes for 
face - to - face in terviews.

6  3 In p airs, d iscuss th e  following
q uestions.

1 Wo uld  you pre fer to have an 
in te rvie w face - to - face o r on th e 
t e le p h o n e?

2 W h y  is it increasin gly p o p u la r 
for initial in te rvie ws to be held 
over th e  p h o n e?

3 W h a t  are  th e  a d va n ta g es of 
t e le p h o n e in te rvie ws for the 
ca n d id a t e?

4 Wh e n  is th e b est t im e to 
a rra n g e  a t e le p h o n e in t e rvie w?

5 W h y  should you smile during a 
t e le p h o n e in t e rv ie w?

6 W h a t  is the ca n d id a t e ’s main aim in m ost t e le p h o n e  in t e rvie ws?
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b Re a d  th e  followin g a r t ic le  an d  co m p are  th e  a dvice  with yo ur a nsw ers in 
Ex ercise 6a .

Tack lin g t e le p h o n e in t erv ie ws
D u rin g  the in te rv ie w  you should :
•  sm ile , as this w il l  h e lp  you to rela x  and pro ject 

a p ositive im age to the in te rvie w er an d w il l  

a lter the to n e o f yo ur vo ice .
•  sp ea k s lo w ly  and cle arly . It's p erfectly 

acce p ta b le  to ta k e yo ur t im e w h e n  a nsw erin g  

questions.

•  g ive  short, m e m ora b le  answ ers.

•  use the person's tit le  (M r or Ms an d their last 
nam e). O n ly  use a first na m e if you are invited 

to.
•  keep a co p y o f yo ur CV o p en nex t to yo u , so 

that it's a t yo ur fingertips w h e n  you need it.

•  h ave a pen an d p a p er nex t to you so that you 

ca n  m ak e notes if yo u need to.

Re m e m b er that yo ur goal is to try and set up a 

face - to - face in terview . A t the en d o f the in te rvie w  
ask if it w o u ld  be p ossib le  to m eet in person .

"

seco n d in terview .

C Ale x  M e nck e n has rece n tly a p p lie d  fo r a nu m b er o f a d m in istra t ive  
assis ta n t  jo bs with th e a tres .  A  p o te n t ia l e m p loyer ca lls him fo r a te le p h o n e  
in terview . However, as A le x  has a p p lie d  to  m any t h e a t re s  he ca n n o t 
re m e m b er th e  sp ecific d e ta ils a b o u t th e  t h e a t re  when he rece ives th e 
une x p ected call. In p airs, d iscuss w h a t you would do in A le x ’s situ a t io n . 

d ► 5.12 Listen to th e  te le p h o n e  co nversa tio n  b e tw een A le x  and Jo h n  
Bra d sh a w  fro m K in g ’s T h e a tre . W h a t  do you th in k  o f th e  way A le x  d e a lt  
with th e  co n ve rsa t io n? Do you th in k  he han d le d  th e  co nversa tio n  w e ll? 

e  ^5 .12Listen again  an d co m ple te  th e  co nversa tio n .

Jo h n : Hello . Con I speak to A le x  M encken p le ase?
Ale x : This is Alex . (1 ) - - - - - - - - - - - - - - - - - - ?
Jo h n : H ello , Alex . M y nam e is Jo h n  Bra d sh aw  an d I ’m callin g  from Kin g ’s

Theatre regard in g yo u r recen t a p p lica tio n  for a position with us. Is this 
a good tim e fo r yo u?

Ale x : Oh, ( 2 )_____________________ U nfortu n ately I h ave ab o ut ten m inutes
before I h ave to leave . Is th a t enough time, o r can you ca ll b ack  la te r  
this a ftern o o n?

Jo h n : That would be fine. ( 3 )___________________ ? I ’m free a fte r 2pm .
Ale x : How a b o u t 2 .3 0 ?
Jo h n : Perfect. I ’ll ca ll you a t 2 .3 0 .
Ale x : Great. (A )_____________________
Jo h n : Yes. So do I. Sp eak  to you later. Goodbye.
Ale x : Bye .

I I is co m m o n p ract ice  these days for in itia l 

first in te rvie w s to be h eld  over the p ho ne .

The m ain reason for this is that it sig n if ica n tly 
red uces the cost for e m ployers, w h o  often use 
te le p h o n e  in te rvie w s as a m ethod o f filte rin g  

ca n d id a tes before m ovin g  on to face - to - face 

in terviews . T e le p h o n e in te rvie w s also have 

benefits for the a p p lica n ts as w e ll .  As w e ll as 

the o bvio us f in a n cia l saving , an a p p lica n t m ay 
feel m ore rela x ed w ith in  th e ir o w n  e nviro n m e n t 

surrou n d ed by th e ir C V  an d research m ateria ls to 

a id  them . You also d o n 't h ave to w e a r a suit!

It is essential that you organise a tim e for a 
te le p h o n e in te rv ie w  that is co n ve n ie n t for 

yo u . You sh o uld  suggest a tim e w h e n  yo u are 

u n lik e ly  to be disturbed , w h e n  yo u are in a q u ie t 
e n viro n m e n t an d you are co n fid e n t that you have 
p re p are d su fficie n tly to c o n v in c e  the in te rvie w er 
you are  the right person for the jo b , or a t least a
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�  5.13 A t  2 .3 0 p m  A le x  is sit t in g  co m fortab ly , he has th oro u g hly rese arch e d  
th e  p ositio n a t  K in g ’s T h e a tre  an d  he has a co py o f his CV in fro n t o f him.
Wh e n  Jo h n  Bra d sh a w  ca lls fo r th e  in terview , A le x  is fe e lin g  well - pre pared .
Listen to  an e x tract fro m  th e  in te rview an d a nsw er th e  followin g q uestions.

1 W h a t  resp o nsib ili t ies d oes Jo h n  m e n t io n?
2 Wo u ld  th e  successful a p p lica n t  receive help to do this j o b ?
3 W h y d o es Ale x  have pro b le ms h earin g  J o h n ?
4 How d oes Kin g ’s T h e a tre  su p p ort new t a l e n t?

�  5.13 Listen ag ain  an d t ick  ( � ) th e  p h rases you hear.

1 I ’m sorry , could  you sa y  th a t a g a in ? �
2 I d id n ’t q uite catch w hat you said .
3 I ’m havin g trou ble hearin g you. Can you h e a r me c le a rly?
4 Could you e x plain w hat you m ean by . . .?
5 So, i f  I un derstan d you co rrectly ...
6 Do you m ean . . .?
7 Could you e la b ora te  a  lit tle  on . . .?
8 Could you te ll me w hat th a t would in vo lve?

D ecid e w h e th e r th e  p h rases (1 - 8 ) in Ex ercise 6 g ask  fo r re p e t it io n  (R), 
c la rif ica t io n  (C) o r m ore in form atio n  (I).

1 _ R _  2   3 ___  4 _____  5   6   7   8 ___

�  5.14 C o m ple te  th e  fo llowin g e x tracts fro m te le p h o n e  in te rvie ws using th e  
p hrases in Ex ercise 6g. Listen and check yo u r answers.

1 C a n d id a te : C a u lA  y o u  e x pW h  wIa ^ F yo u  b y  p iece ra tes?
In te rvie w er: Piecew ork  is a  form o f perform ance - related p ay , where you

would be p aid  a  fix ed p iece ra te  fo r each unit you produce.
2 C a n d id a te : I ’m sorry , could you say th a t again , as

 ?

In te rvie w er: Yes o f course. M y nam e is M r Jo h nso n and I'm  callin g  to
discuss yo u r a p p lica tio n  fo r an in ternship here a t  A rie l 
Publishers.

3 C a n d id a te : ________________________ th a t when the co m pany is b usy I
would be req uired  to work overtim e?

In te rvie w er: Yes. Bu t o f course overtim e ra tes a re  higher than norm al
p ay .

4 C a n d id a te : _______________________
In te rvie w er: Yes, I can h e ar you p erfectly this end, although if  you ca n ’t

h e a r me well, p erh aps I ’ll try  and ca ll you b ack on a  landline . 
5 C a n d id a te : Your advertise m en t m entions ad m in istra tive work.

In te rvie w er: Well, b asica lly  it  m eans keeping our records up - to - date and
sending a  weekly e m ail to o ur clients.

6 C a n d id a te :  , w hat yo u ’re sayin g  is the jo b  m ay
involve som e overtim e?

In te rvie w er: Yes, b u t you would be p a id  e x tra fo r this.

In p airs, p ract ise  th e  d ia lo g u es in Ex ercise  6i.
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In p airs, ro le  p lay a te le p h o n e  in terview . S i t  back - to - back .

Stu d e n t A , you a re  th e  in terview er. In te rvie w  th e  ca n d id a te  fo r a jo b  you 
know well. Use th e  fo llowin g p hrases .

Let me start by outlin ing the main aspects of the position and 
then w e 'll see how closely your skills and experience match the 
job . OK?

One of the main responsibilities of the post holder is to . . .

Another part of the jo b  is ...

The role would also require . . .

What experience do you have in the area of . . .?

Tell me about a tim e when you had to . . .

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

Stu d e n t  B , you a re  th e  ca n d id a te . A nsw er th e  q u estio ns honestly. Use th e 
followin g cla rif ica t io n  p hrases.

I'm sorry, could you say th a t again?

I  d idn't quite catch w hat you said.

Could you explain what you mean by . . .?

So, i f  I  understand you correctly . . .?

Could you elaborate a li t t le  on . . .?

Could you t e ll me what th a t would invo lve?

A f t e r  th e  in terview , give fe e d b ack  to  each other. Sw a p  ro les and p ractise  
again .

In p airs , t e ll yo u r p a r tn e r a b o u t a jo b  you would like to  be in te rvie w e d  for. 
Look through units 4 an d  5 an d ch oose five q u estio ns to  ask  yo u r p artn er , 
b ase d  on th e  jo b  th ey have chosen . T hen ta k e  tu rns to  ask  an d  a nsw er yo ur 
q uestions. Try to use th e  tech n iq u es fro m  th ese  units to  m ake yo u r answ ers 
as im pressive as possible .
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