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Step 7: Top 10 Fundamentals of Preparing for an Interview 
 

 
Preparing for your big interview? Here are the 10 essential tips to keep in mind for a 

successful and rewarding interview experience. 

DO 
 

 Research Your Prospective Employer/Interviewer 

 
Doing this makes you seem proactive, enthusiastic, and more interested in the job than 

other applicants, making a great first impression. With research, your answers are more 

meaningful and in-depth. If you know your interviewer's name, research them as much 

as possible. Knowing specific details about the company and job role (use job 

description) can prepare you to outline how the position fits in your job search. The 

whole idea of the interview is to give the appearance that you are looking for the right 

match, not just the first job offer that comes along.  

 Make the interview about them  

Think about what the company wants/needs from you. After all, the interview isn’t really 

about you but rather finding a candidate to meet their needs. Do some research on the 

company and any potential challenges they may be facing. Can you help them increase 

profits, reduce costs and meet deadlines? How will you improve the hiring manager's life 

if they hire you? Learn to answer their questions with this mentality and you will have 

much more success.  

 Listen Attentively and Ask Questions 

 
Do not show any signs of being bored or frustrated—slouching, yawning or glancing at 

the clock. Listen, and ask questions if you need clarifications. Be an engaging  
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interviewee, rather than a disinterested, passive one. Employers like questions, not 

having any questions prepared can cost you the job.  

Keep in mind that employers judge you on the questions you ask, badly chosen 

questions can have just as much of a negative impact than asking no questions at all. 

Taking the time to research the company provides the foundation for thoughtful 

questions to be developed.   

 Be Assertive and Confident 

 
Answer questions with authority, and absent of doubt. Answering with a hint of doubt 

only makes the interviewer’s job of filtering out wrong candidates easy. Maintain eye 

contact when answering questions; avoid slouching, and have a firm handshake. 

Remember your interviewer's name and use it within the first 10 minutes of 

conversation.  

The benefits of this are two-fold, you build rapport and trust with your interviewer, 

while studies have also shown you appear more confident, competent and impressive 

when using someone’s name while talking to them. The stronger the rapport with your 

interviewer, the more likely they are to remember you.  

 Follow Up! 

Make sure you ask for a business card of the interviewer/s at the end of the meeting. 

Within 24 hours of your interview, send a thank you email to each interviewer. 

Acknowledge the time and consideration of the interviewer, thanking them and further 

expressing your interest in the position. Mention specific points you spoke about so they 

know its not just a copy and paste email.  

Be sure to also ask at the end of the interview when you can expect to receive feedback. 

If you don’t hear anything within the timeframe stated to you, follow up with an email and 

check for feedback. This will significantly increase your chances of receiving a job offer.  

DON’T 
 
Avoid doing these things, to prevent leaving the wrong impression on your interviewer 
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and potential employers. 

 Arrive Late 

 
Leave a good first impression on your interviewer by arriving up to 30 minutes before 

the interview is scheduled. Ensure your personal schedule is cleared up to 

accommodate the interview; a bad first impression usually lingers when employers 

make their final decision. 

 Have Your Phone On 

 
Keep your phone on silent mode, or to be on the safe side, switched off during the 

course of the interview. Turn off all alarms and reminders prior to the meeting. 

Unnecessary interruptions are not appreciated by interviewers and do not paint you in a 

positive light.  

 Use Poor Grammar or Slang 

 
Even if your meeting is casual, you would be smart to only use proper grammar. Avoid 

using slangs (except those that are peculiar in your industry). Maintain absolute 

professionalism through the course of the interview. 

 Talk Down on Past Employers 

 
Do not speak negatively about your previous employers or coworkers—you are only 

projecting yourself as hard to work with, confrontational, and someone who looks to 

blame others. Focus on the positive experiences and the benefits you accrued from past 

jobs, and highlight how they aided your growth and development. 

 Lie 

 
Answer questions truthfully, do not overstate your qualifications or lie about prior work 

experiences. Remember that employers have fact-checkers and can always call on your 

references to verify these details. Recruiters aren’t just assessing your skill, but also your 

character. No one wants someone they can’t trust their team. If you seem like your trying 

to hide information, you will also appear dishonest to the hiring manager.  

Follow these tips, and you will be well prepared for the biggest interview of your career.  
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