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Before the interview, make sure you have planned ahead and are aware or
have the following information:

B Approximate length of time and general style the interview will take

Details of tests, group exercises etc

u
B Additional documents to prepare and take with you
u

Plan your journey, have the address to hand and name/position of
interviewer/s

Contact number of the the firm/company

eNL Consultant contact number




Do Your Homework - Find out as much about the firm or company as
you can, its history, current situation, recent news, awards & accolades
and what the future holds. Their website is a good place to start,
alongside LinkedIn & Google. Gain information about the role and have
a thorough understanding of what the interviewer is looking for, top 3
essential candidate attributes and 3 desirable attributes for the role etc.

CV - How well do you know yourself? - Your CV is a basis for
discussion, make sure you are familiar with it and review your career
history thoroughly. Be prepared and well rehearsed for the 'tell me
about yourself' question. What have been your responsibilities and
accomplishments so far in your career. Be ready to refer to specific
examples. Know your strengths and weaknesses. Concentrate on
your most recent positions, whilst not ignoring the past.

How do | Look? - Decide what to wear, ideally a suit or equivalent
business wear, but also something you feel comfortable in. Find out
what their dress code is and dress accordingly.

Lasting Impressions - On the day, make sure you have a copy of your
CV, reference/s if available and a brief summary of your key
achievements to date. Leave copies with the interviewer.




Arrive promptly for your
interview — not too early
(10-15 minutes before
your slot is fine) and
definitely not late

First impressions count —
make sure you smile and
use a firm handshake

Try not to be too
negative about your
current or previous
employers

Emphasise what you can
do for your prospective
new employer, not what
they can do for you

Ensure your mobile
phone is switched off

Make sure your answers
are relevant and to the
point

Represent yourself
honestly

Please speak to us prior
to your interview about
how to handle the
“salary” question







Questions

Some questions you should be prepared to answer:

What skills do you have that would be beneficial to this
role?

What management style suits you? How do you like to
be managed?

How confident are you in your abilities & why?

How will you deliver profitable performance?

What are your 3 biggest achievements so far?

How do you cope with pressure & tight deadlines?

What do you look for in a job?

Why are you leaving your present position?

Why should the firm/company hire you?

What is your biggest strength/weakness?

What interests you about the position?

In what way do you think you can make a contribution to
the team/firm/company?




Questions

Questions you may consider asking:

. What are the required skills and attributes to progress
within the firm/company?

What challenges do you envisage for the firm/company
over the next 12 months?

How will my success be measured in the role?

What is considered to be superior performance?

What is a typical day like?

How much client contact will | have?

What |.T. systems do you have in place?

What are the firm's/company's plans for the future?

What would my billings, targets and chargeable hours

be?

How is your reporting structure set up?

What are the opportunities for growth and further
development in the firm/company?

Enquire about the next stage of the overall process




Salary
Questions

In larger, more traditional firms/companies with
set salary structures, there may be a
predetermined salary range that's already been
assigned to the position. In such cases, the

@ employer will likely tell you what the range is and
you will at least have some idea of what they
have in mind before you have to say what you
think is the appropriate level. But in many cases,
you'll just be asked what your expectations are
with nothing to go on from the employer.

| applied for this position because |
am very interested in the role and
your firm/company, and | know | can
make a positive impact, but I'd like
to table salary discussions until we
are both sure I'm right for the
position.

It would depend on the scope and
scale of responsibilities involved. What
do you have budgeted for this
position?

| am flexible, compensation comes in
the form of the salary, benefits,
bonuses, training, career opportunities
etc. So | am open to discussion. | am
interested in working for you and feel |
can make a meaningful contribution. |
am currently on £xxx and would hope
that you would make me your very
best offer.
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Resignation

Telling your Employer
Once you have reached the decision to resign, take a look through your

contract and company handbook to see what specific procedures your
employer has in place.

Make sure you're aware of the length of notice period you are required to
work. If you don't have a formal period of notice in your contract, try to
allow at least two weeks for the handover period as a good will gesture.

As well as having an official resignation letter, it's common courtesy to
speak to your employer in person about your intentions to leave.

Work out what you're going to say and stick to it. They may try to dig for
more information, so be certain what information you're willing to divulge.

This can be an emotional and stressful time, be prepared it relieves the
pressure.

Whenever you leave a job you're required to give a resignation letter to
your employer, even if you've had a face to face discussion.

The simplest way to do this is to state that you're leaving, specify the date
and to say thank you for the opportunity. Your resignation letter also
provides official notice that you are terminating your employment with the
firm/company.
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