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Your Interview 
 

 

This is the moment you have been waiting for. Your interview is your chance to shine. So, don’t ‘wing it’ 

do your homework and prepare some impressive answers.  

 

One of the most common mistakes in an interview is not being prepared.  

Review the Job Posting 

Review the job posting and the “about us” page on the company’s website as well as any social media 

pages (LinkedIn, blogs, etc.). Why are you moved to apply for this job? 

  

• Do you have the right personality and attitude in terms of the demands of the 

organization and the position? 

• Is there specific job-related history you can highlight? 

• Are there any personal relatable stories or connections you can share? 

• What work experience do you have that sets you apart? 

• How will you address the needs of employer? 

• Can you elaborate on your résumé? 

• Do you understand your strengths and weaknesses and have a sense of direction? 

• Do you have any questions about the organization and the job?  

 

 

 

 

 

 

 



 
 

First Impressions – the Dos and Don’ts  
 

DO be friendly to everyone you encounter at the interview 

DO arrive early. Punctuality shows respect for your employer 

DO dress appropriately for the type of organisation. Business casual or slightly smarter than the staff 

DO make sure you wear clean clothes and shower in the morning. Any odours can be a turn off 

DO be well groomed – have a neat and tidy appearance e.g. brush your hair and clean your shoes 

DO smile when you walk through the door and make eye contact with everyone in the room 

DO offer a firm handshake that demonstrates confidence 

DO express appreciation for being invited to the interview – good manners go a long way 

DO be positive and relaxed so that they can imagine you as the person they want to keep around 

DO wait to sit down until the interviewer invites you to do so 

DO switch your phone to airplane mode or OFF. Seriously. 

DO eat and drink water before the interview and a breath mint (especially if you ate garlic!) 

DO sell yourself. This is not the time to be humble. 

 

DON’T assume the invite to the job means you have the job. Big mistake. 

DON’T eat, drink or chew gum 

DON’T act desperate 

DON’T ask about salary and benefits – or wait until the end of the interview 

DON’T say anything negative 

DON’T bring up personal issues or family problems 

DON’T be self-deprecating 

DON’T wear strong scents – perfume can be a turn off as some people have sensitivities  

DON’T wear flip flops (be aware of any policies around clothing and shows and turn up dressed 

appropriately  

DON’T talk yourself out of an opportunity. Show commitment to the position 



 
 

How to Prepare 

 

Know yourself 

To impress an employer, you must be well prepared and understand the value of what you have to 
offer.  

Review your résumé and be prepared to give examples to substantiate all claims.  

Some interviewers want to see how you have grown over time in areas related to their position(s) (e.g., 
interpersonal and work skills, motivation). 

Others will want you to talk about your mistakes and what lessons you learned from them. 

 

Know the company / organization 

A common mistake in an interview is having limited knowledge about the company or position.  

Demonstrate your interest in the company and job by:  

• Researching the person (or persons) you will be meeting with 

• Review the company’s values, mission statement and vision 

• Prepare some questions to ask about the company and job 

 

Who is interviewing you and what is their job title and role?  

 

 

 

 

 

 
 



 
 

Write down everything you know about the company and the position?  

 

 

 

 

 

Do you have any questions about the company and the position?  

 

 

 

 

 

 

 

 

 

What Questions Will They Ask Me? 

The next phase of the interview consists of the interviewer asking you questions to try to determine 
your fit. Having knowledge of possible questions helps you to prepare points to include in your answers.  

Behaviour-based and situational/hypothetical questions are increasing in popularity because they are 
considered to be more valid predictors of on-the-job performance. 

Great communication skills in an interview will be a good indicator that you are right for the job. 
Think about the questions you may be asked so that you can prepare an articulate and concise response.  

Try to relate your answers to how you will benefit the company. 



 
 

Generic interview questions: 

• Can you tell me about yourself? 
• What do you know about our company? 
• Why are thinking about leaving your current job? 
• What interests you about this job? 
• What do you consider to be your greatest strength? 
• What do you consider to be your weaknesses? 
• How will you deal with your weakness in this role?  
• Where do you see yourself in 5 years? 
• Can you describe your work style? 
• What do you expect from your manager 
• Do you have any questions for us? 
• Is there anything we didn’t cover that you want to add? 

 

PAWS model 

• The "PAWS" model is a useful method for answering classic questions such as "Tell me about 
yourself." The answer should take approximately ninety seconds because that's the typical 
attention span. 

• When an employer asks this question, s/he is looking for those aspects of your life that are 
relevant to the job, such as how you became interested in the field, related experience, and 
courses taken. "PAWS" stands for Profile, Academic, Work, and Skills. Include all or as many of 
the four (in any order) to reinforce your fit for the job. As with any interview response, limit your 
answer to a maximum of ninety seconds. 

 

Here are some examples of what to discuss in each of the four areas: 

• Profile: Mention how you became interested in this field and perhaps point out any relevant 

community involvement, extracurricular activities, memberships, and personal interests that 
further demonstrate your commitment to the field 

• Academic: Talk about your educational background (degrees/diplomas/certifications) and 

other related training and professional development initiatives/courses that you have 
participated in 

• Work: Highlight paid, or unpaid experience related to the job 

• Skills: Refer to specific technical skills that relate to the position or field (e.g., programming 

C++, knowledge of GIS) and relevant transferable skills (e.g., time management, problem-solving 
skills) 

 

 



 
 

Behavioral questions: 
 

Behavioral interview questions focus on how you handled various work situations in the past. Your 

response will reveal your skills, abilities, and personality. Your past behaviour is a good indicator of how 

you will function in the future.  

 

Example Questions 
 

• Describe a time when you had to interact with a difficult client.  

• Tell me about a time you were under a lot of pressure.  

• Describe a time when your team or company was undergoing some change. How did you adapt? 

• Give me an example of a time when you had to make a quick decision.  

• Tell me about your proudest professional accomplishment. 

• Describe a time when you saw some problem and took the initiative to correct it rather than 

waiting for someone else to do it. 

• Tell me about a time when you worked under extremely loose supervision.  

• Give me an example of a time you were able to be creative with your work.  

• Give me an example of a time when you were able to successfully persuade someone to see 
things your way at work. 

• Working effectively under pressure 

• Handling a difficult situation with a co-worker 

• Thinking creatively 

• Completing a project   

• Writing a report or proposal 

• Anticipating potential problems and developing preventative measures 

• Making an important decision with limited facts and information 

• Making a quick decision during the absence of a supervisor 

• Making an unpopular decision 

• Adapting to a difficult situation 

• Being tolerant of a different opinion 

• Dealing with an upset client 

• Delegating a project 

• Explaining a complex concept to a client, colleague, or peer 



 
 

• Surmounting a major obstacle 

• Prioritizing the elements of a complicated project 

• Tell me about a time when you had to rely on written communication to get your ideas across to 

your team. 

• Give me an example of a time when you had to explain something complex to a frustrated 

client. How did you handle this delicate situation? 

• Give me an example of a time when you were able to successfully persuade someone to see 

things your way at work. 

• Describe a time when you were the resident technical expert. What did you do to make sure 

everyone was able to understand you? 

• Give me an example of a time when you had to explain something complex to a frustrated 

client. How did you handle this delicate situation? 

• Tell me about a successful presentation you gave and why you think it was a hit. 

 
 
 

S.T.A.R. Format Answers for Behavioural Questions 
  

  
S.T.A.R. method Example Question: “describe a time when you 

had to deal with an emergency or unexpected event 
at work”. 

Situation: Think of an experience that relates to 

the question. Explain the situation (chose an 
example of a successful outcome!) It doesn’t 
necessarily have to be work related if it’s 
relevant.  Include all the elements of the story: the 
who, what, where, when and how. 

 

Task: Given the situation describe the task you 

undertook. Be concise and keep it specific to the 
situation. Highlight any specific challenges you 
faced. 

 

 



 
 

Action: Describe exactly what you did to 

manage and complete the task. Focus on what 
YOU did and highlight YOUR qualities that a hiring 
team will find desirable (initiative, teamwork, 
leadership, dedication, etc.) 

 

 

Result: Focus on the learning points. Share 

what the outcome of the situation was and 
how YOU specifically contributed to that 
outcome. What were the results of your 
actions? 

 

 

 
 

Situational / hypothetical questions 

An interviewer will use situational/hypothetical questions to establish how you would react to and 
handle real-life situations on the job. For situational/hypothetical questions, candidates must have a 
good understanding of the job and its requirements. Here are some examples of this type of question: 

▪ If you had met your project deadlines and your direct supervisor was unavailable, describe how 
you would remain busy 

▪ You are the manager of a small software testing team, and one individual is continually late for 
work and taking extended breaks. How would you approach the issue? 

▪ During construction, a contractor unexpectedly finds a very large object in one of the trenches 
where he is about to dig. He requests that you tell him how to proceed. How would you deal 
with this situation? 

▪ You plan a workshop to teach newcomers to Canada how to use word-processing software. 
Unfortunately, only four people have registered, and you are required to have a class of ten. You 
really feel that the training is important but are worried about the financial consequences. It is 
five days before the class is scheduled to begin. What do you do? 

▪ You have a conflict with someone who is senior to you and is not your supervisor. Describe how 
you would handle it 

 

Skill-testing questions 

Potential employers often require proof that you have the practical skills and savvy to successfully do 
the job. Skill-testing questions can be hands-on (e.g., programming on a computer, solving a complex 
math problem, etc.) and are more common in technical, scientific, and industrial/manufacturing fields. 
The following are examples of skill-testing questions: 



 
 

▪ What is the difference between server-side and client-side scripting? 
▪ Provide a brief description of a diode 
▪ Explain the theory of elasticity 
▪ What is a comma splice? 

If you know the answer, great!  If not, don't fake it. Instead, indicate your interest and desire to learn. If 
possible, indicate something else that may compensate for this lack of knowledge (e.g., "I'm not familiar 
with that programming language but I do have experience with...") 

 

 

Talking About Salary 

If applying for short-term work (e.g., co-op or summer), you will likely have only one interview, so it is 
acceptable to discuss salary. If you need to know the salary and it has not been discussed, ask about it as 
your final question. 

Employers hiring full-time or contract staff may inquire about your salary expectations during a first 
interview to see if they are compatible with what they are offering and to see how much value you place 
on your experience, skills, and educational background. If they do so, offer a salary range that you know 
is realistic based on your research.  

 

Your rights in the interview 

There are clear human rights guidelines for employment interview questions. By law, an employer must 
focus on gathering information relevant to the position when deciding if an applicant can perform the 
functions of a position. 

“Because there is no explicit or clear indication that employers in B.C. are not allowed to ask questions 
related to your race, sex or any other protected ground, an outright refusal to answer such questions 
may not be your best option. 

You can most certainly let the employer know the question is inappropriate or you may want to ask how 
the question relates to the position you’re applying for. For example, if you’re applying for a job as a 
receptionist and you’re asked how many children you have, you can ask the employer how that 
information pertains to the position you’re applying for. Perhaps the underlying concern is around 
attendance. In this case we’d suggest highlighting your past attendance records and your ability to do 
the job as opposed to answering the direct question.” BC Human Rights Clinic 

 

 



 
 

Inappropriate Interview Questions: 

 

▪ Race 
▪ Ancestry 
▪ Place of origin 
▪ Colour 
▪ Ethnic origin 
▪ Citizenship 
▪ Religion 
▪ Sex 

▪ Sexual orientation 
▪ Age 
▪ Record of offences 
▪ Marital status 
▪ Same-sex partnership status 
▪ Family status 
▪ Disability 

 

How should you answer any questions based on the above? There is no clear-cut answer. Much depends 
on you. For example, "Do you have or plan to have children?" may indicate a concern about an ability to 
put in the time to work overtime or to travel. In this example, your answer should convey your 
willingness to maintain a flexible work schedule. 

You may elect to say "Why do you ask?" or "Would you explain how this point is connected to the 
qualifications for this job?" This could cause the employer to reconsider or clarify the question. It may 
offend some employers, but probably not the majority. 

If you feel that you should not answer the question (you shouldn't have to, after all) or that you are not 
interested in working for the company, you may state, "I don't feel obligated to answer that" or "That 
question is inappropriate." If you choose this option, you will either enlighten (the employer may not 
realize it is illegal and will be happy that you pointed it out) or offend (the employer may not consider 
you for the position). 

 

Interview formats 

 

Individual interview 

The most common interview format is one interviewer interviewing one candidate, either by phone, via 
video, or in person. 

Panel interview (two or more people) 

Although it is important to have good eye contact with the person who asks you a question, also look at 
the other interviewers frequently to include them in the discussion. Try to remember each person's 
name and use his or her name during the interview. 



 
 

General / group interview or information session 

This approach is intended to provide applicants with a large amount of information about the 
organization and the job. The format is used to save time and ensure that everyone understands the 
basic facts. This process is usually followed by an individual interview. A well-timed and intelligent 
question may help the employer to remember you positively. 

Competitive group interview 

In this interview format, one or more persons interview many candidates at the same time. This type of 
interview is sometimes used when a position involves team work and the interviewers want to see how 
you interact in a group setting, when the company wants to see who emerges as a leader within the 
group, or when people are being interviewed for several similar roles within the company. It is 
important to thoughtfully and intelligently contribute, be attentive to the contributions of others, and 
not to monopolize the conversation. 

Telephone interview 

Telephone interviews are an effective way to quickly and cost-effectively screen or hire candidates. If 
there will be more than one interview, the first may be conducted by phone; candidates being seriously 
considered may be invited to a subsequent on-site interview.  

All the usual advice about interview skills still applies. Your attire is your choice, but you may find that 
dressing professionally increases your confidence and allows you to perform better. Choose your words 
carefully and be succinct. It is also important to vary your voice tone, tempo, and pitch to keep the 
employer's attention. Ensure that you are in a private setting to eliminate any distractions or 
background noise. 

Video conferencing or Skype 

In this type of interview, recruiters use video technology to conduct interviews at a distance. Use the 
same strategies as you would if you were meeting in person. Depending on the sophistication of the 
technology, you may experience short transmission delays. Make eye contact with the camera, which, to 
the employer, appears as direct “eye contact.” Remember to check the monitor periodically to observe 
the interviewer’s body language. 

Second interview 

When interviewing you for a long-term position, a prospective employer may invite you and other 
finalists to visit the organization. This gives them an opportunity to interview you in greater depth to 
determine whether a good match is developing. Do not assume that a second interview will lead to a job 
offer; ensure you actively listen, ask relevant questions, and collect specific information about the 
company so you can elaborate on how your strengths match the organization’s requirements.  



 
 

Top Tips for Virtual Interviewing 
 

Find a Neutral Space 
• Find an environment that is peaceful and appropriate (no dogs, phones or work colleagues).  

• Appropriate backdrop (no colorful posters, dirty clothes or an unmade bed) 

• Also, make sure that the television, radio and other such devices are on mute and the kids are not 
around until the whole interview is over.  

• Ensure you have a quiet space! 

Download the App 
• Make sure you have the chosen platform downloaded e.g. Zoom or Business Skype and understand 

it’s functionality. 

Internet Connection 
• Check your internet connection – do a practice call to a friend using the chosen platform 

• Get a set of headphones so that the interviewer does not hear themselves echoing back 
 

Finally - Bring a Notebook and Pen 
 

This shows you are detail oriented and come prepared. Make notes during the interview so that you can 

follow up later. You may wish to have some questions written down so that if there is anything you 

would like clarified about the position you don’t forget in the heat of the moment. You want to make 

the best of this opportunity to make sure that the job is a good fit for you. 

 

Keep your résumé, organization information, points that you want to highlight, and list of questions 

handy; in fact, keep these in front of you during the interview for easy reference. (Don't shuffle your 

papers though!) Have a pen and paper available to note any comments or questions that may occur to 

you during the interview. 

 

 

 

 

 



 
 

Interview Cheat Sheet 

 

We know we covered a lot in this chapter. So here’s a cheat sheet summing up all the things you need to 
prepare before you go in and nail those interviews!  

 

Company:  

Position:  

Date:  

Time:  

Place:  

Who I’m meeting with:  

What I love about the position: 

 

The (specific) things about this company and position that make it a great fit for 
me: 

1. _________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

2. _________________________________________________________________________________ 

___________________________________________________________________________________  

___________________________________________________________________________________  

 

3. _________________________________________________________________________________ 

___________________________________________________________________________________  



 
 

___________________________________________________________________________________  

What skills I bring to the position:  

The key skills and experiences that make me perfect for this job  

1. _________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

2. _________________________________________________________________________________ 

___________________________________________________________________________________  

___________________________________________________________________________________  

3. _________________________________________________________________________________ 

Challenges to address: 

Questions the interviewer might have about my background, and how I’m going to tackle them 

1. _________________________________________________________________________________ 

___________________________________________________________________________________ 

_________________________________________________________________________________ 

2. _________________________________________________________________________________ 

___________________________________________________________________________________ 

3. _________________________________________________________________________________ 

___________________________________________________________________________________ 

 

Accomplishments to highlight: 

My specific projects and achievements that relate to this job and highlight my skills 

1. _________________________________________________________________________________ 

___________________________________________________________________________________ 



 
 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

2. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

3. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Questions to ask: 

Things I don’t know about the job or company, but want to ask during the interview 

1. _________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

2. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

3. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 



 
 

And not to forget: 

Contacts I have at the company, fun facts about my background, or anything else to mention! 

1. _________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

2. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

3. __________________________________________________________________________________ 

___________________________________________________________________________________ 

 

Post-interview notes: 

1. _________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

2. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

3. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

 

 



 
 

Follow-up needed (questions, red flags etc):  

 

1. _________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

2. __________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

3. __________________________________________________________________________________ 

___________________________________________________________________________________ 

 

50 Great Questions to Ask at Interview 

It’s a good idea to have some questions ready so that when the interviewer asks, “Do you have any questions 

for us?” that you don’t get tongue tied. Asking some well thought out questions shows that you are engaged 

with attention to detail. 

 
The Job 
 
First, make sure you have a handle on exactly what the day-to-day responsibilities of the job will be—both 
now and in the future. 
 
1. What does a typical day look like? 
2. What are the most immediate projects that need to be addressed? 
3. Can you show me examples of projects I'd be working on? 
4. What are the skills and experiences you’re looking for in an ideal candidate? 
5. What attributes does someone need to have in order to be really successful in this position? 
6. What types of skills is the team missing that you’re looking to fill with a new hire? 
7. What are the biggest challenges that someone in this position would face? 
8. What sort of budget would I be working with? 
9. Is this a new role that has been created? 
10. Do you expect the main responsibilities for this position to change in the next six months to a year? 
 
 
 
 



 
 

Training and Professional Development 
 
Think of each new job not just as a job, but as the next step on your path to career success. Will this position 
help you get there? 
 
11. How will I be trained? 
12. What training programs are available to your employees? 
13. Are there opportunities for advancement or professional development? 
14. Would I be able to represent the company at industry conferences? 
15. Where is the last person who held this job moving on to? 
16. Where have successful employees previously in this position progressed to? 
 
Your Performance 
 
Make sure you're setting yourself up for success by learning up front the goals of the position and how your 
work will be evaluated. 
 
17. What are the most important things you’d like to see someone accomplish in the first 30, 60, and 90 days 
on the job? 
 
 
18. What are the performance expectations of this position over the first 12 months? 
19. What is the performance review process like here? How often would I be formally reviewed? 
20. What metrics or goals will my performance be evaluated against? 
 
Interviewer 
 
Asking questions of the interviewer shows that you're interested in him or her as a person—and that's a great 
way to build rapport. 
 
21. How long have you been with the company? 
22. Has your role changed since you've been here? 
23. What did you do before this? 
24. Why did you come to this company? 
25. What’s your favorite part about working here? 
 
The Company 
 
Because you're not just working for one boss or one department, you're working for the company as a whole. 
 
26. I've read about the company's founding, but can you tell me more about ___? 
27. Where do you see this company in the next few years? 
28. What can you tell me about your new products or plans for growth? 
29. What are the current goals that the company is focused on, and how does this team work to support 
hitting those goals? 
30. What gets you most excited about the company's future? 
 
 
 
 



 
 

The Team 
 
The people you work with day in and day out can really make or break your work life. Ask some questions to 
uncover whether it's the right team for you. 
 
31. Can you tell me about the team I’ll be working with? 
32. Who will I work with most closely? 
33. Who will I report to directly? 
34. Can you tell me about my direct reports? What are their strengths and the team's biggest challenges? 
35. Do you expect to hire more people in this department in the next six months? 
36. Which other departments work most closely with this one? 
37. What are the common career paths in this department? 
 
The Culture 
 
Is the office buttoned-up conservative or a fly-by-the-seat-of-your-pants kind of place? Learn the subtle, but 
oh-so-important, aspects of company culture. 
 
38. What is the company and team culture like? 
39. How would you describe the work environment here—is the work typically collaborative or more 
independent? 
40. Can you tell me about the last team event you did together? 
41. Is there a formal mission statement or company values? (Note: Make sure this isn't Google-able!) 
42. What's your favorite office tradition? 
43. What do you and the team usually do for lunch? 
44. Does anyone on the team hang out outside the office? 
45. Do you ever do joint events with other companies or departments? 
46. What's different about working here than anywhere else you've worked? 
47. How has the company changed since you joined? 
 
Next Steps 
 
Before you leave, make sure the interviewer has all of the information he or she needs and that you're clear 
on the next steps by asking these questions. 
 
48. Is there anything that concerns you about my background being a fit for this role? 
49. What are the next steps in the interview process? 
50. Is there anything else I can provide you with that would be helpful? 
51. Can I answer any final questions for you? 
 

 
 


