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Interview common questions
3 Simple Rules
1. Start with a HEADLINE. Summarize the answer with a short and concise headline. This will help the interviewer take note of what the answer is about, allow them to pay attention to the main points when you speak about them in detail later and help you to remain on track.
2. Get to the point – be direct with your answer. Make it easier for yourself and the interviewer. Don’t make it cryptic and wait for the end to deliver the punchline. Be Clear, Concise and Direct. 
3. Support everything you say with evidence. Don’t just say it, PROVE IT! Use real life examples of when you implemented what you are talking about. This will add credibility to you and your answer. 
Introductions
· Tell me about yourself?
This question can be tricky for many people! Remember that this is your only opportunity in the Interview for you to talk about yourself in a more personal tone. The rest of the interview will focus on your skills, experience, the way you handle work related situations etc. However, take note that your personal information is like salt, don’t overdo it otherwise it will be counterproductive. Try this framework to get you started:  TRAPS
Thank them  Role  Academic  Pathway  Social 

Aspirations
· When did you know you wanted to pursue a career ……………… and why?
· Where do you see yourself in the short term and long term?

Education (mostly for Graduates)
· What did you study?
· How did you feel about your results?
· Are you thinking of furthering your education with a masters or PhD?

Career/Work experience (if applicable)
· How did you arrive in your current/most recent position?
· What are your responsibilities within the role?
· How important is attention to detail in your current role?
· Why are you looking to move?
· What have been your best achievements in your current role?
· In your last appraisal, what areas of development were identified?
· How would your Manager describe you?

Competence based questions
Having a solid framework to structure your competency or “tell me a time when” answers is vital so that you can develop a coherent and detailed answer as well as making an emphasis on what the question is searching for. Many answers take between 3-8 minutes to say, so considering we speak on average 120 words per minute, having between 360 – 960 words depending on the complexity of the task is what you should be looking for. Here’s a breakdown of the STAR+ model we recommend at Interview Coaching. 
· Situation – Create a short headline of the story to give the interviewer a mental anchor,  afterwards, include People, Place and Time.
· Task – Outline what the target of the story is about, what was the task and/or obstacles in your way.
· Action – This is the most important part of the story, it’s your skills and experience that they are looking for so think carefully and be detailed. Also, place an emphasis on the hows and whys of what you did, rather than just a list of tasks.
· Result – The outcome is what they are paying you for, make sure you can quantify or qualify your efforts, use data, facts and figures. 
And the plus…
· Reflection – Lastly, nowadays businesses are concentrating highly on continual development and agile methodologies, employers want to see if their staff can reflect, analyse and self-improve. Do they have the ability to accept criticism and learn from mistakes.
· Describe an example of how you have effectively worked as part of a team.
· Describe an example of when you have been given responsibility for a project from start to finish. What was the task? How did you ensure that the deadlines were met?
· Describe how you build good relationships in a working environment.
· Describe an example of how you have influenced a decision-making process at work/university.
· Describe an example of when you have been set a strict deadline and how you ensured that it was met.
· Describe a highly pressurised situation that you have found yourself in – what were the pressures/who or what was pressuring you? How did you overcome them?
· Describe an example of when you have had to remain resilient against a challenging person/group of people. 

Company Knowledge
· What do you know about the company you are interviewing for?
· Why is this an organisation that you would like to join?
· What can you bring to the organisation?
· If we could improve one product or service we offer, what would it be and why?

Personality
· How would your best friend describe you?
· If you could take 3 items with you to a desert island, what would it be?
· If you had a superpower, what would that be?
· What are your 3 main strengths?
· What are your 3 main weaknesses? 


Customer Service
· What skills are most needed when working in Customer Service?
· Describe a time you had a challenging customer, what was the problem and how did you resolve it?
· How do you respond when you don’t know the answer to a question?
· The customer is saying you’re taking too long to solve the issue, what do you do?
· The customer is pointing out a big known problem with your product, what do you do?
· Describe a time you received excellent customer service.
· Describe a time you received extremely poor customer service.

Some good questions for you to ask the interviewer.

Asking the interviewer or the panel your own questions plays a particularly important role in the interview. Not only for your own purpose of actually figuring out if it’s the right job and place for you, but it also tells the interviewer quite a lot about you. Often the questions you ask are just as important and sometimes more important than the answers to give to their questions. Here are some general questions that are great to ask:
· Let’s say you pick me because I am the best fit for the role, what would I have had to have done during the first 6 months for you to be confirmed that selecting me is the right choice?
· Can you please show me some examples of projects that I’d be working on?
· What is the single largest problem facing your staff, and would I be in a position to help you solve this problem?
· What specific qualities and skills are you looking for in the job candidate?
· Is this a new position, or did someone leave? If someone left, why did they leave or what did they go on to do?
· What is the typical career trajectory for a person in this position?
· What would you say are the three most important skills needed to excel in this position?
· Who would be my manager, and will I have the opportunity to meet him or her?
· Why do you like working here?
· What does a typical day or week look like for the person in this position?
· How do you see this position contributing to the success of the organization?
· What do you think distinguishes this company from its competitors, both from a public and employee perspective?
· Does the company offer continued education and professional training?
· How can I best contribute to the department?
· What particular achievements would equate to success at this job? What would success look like?
· Are you most interested in a candidate who works independently, on a team, cross-functionally, or through a combination of them all? Can you give me an example?
· What is your ideal communication style with your staff? Do you meet regularly with your team, rely heavily on e-mail, use status reports or work primarily through other means?
· Do you have any concerns about me or about my qualifications that may prevent you from selecting me for the job?
· What is the next step? When do you think you will be making a decision?
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