PREPARING FOR AN INTERVIEW ”

your letter of application is your ambassador, but in an i i
must represent yourself_‘ . Itis, therefore, sensible to make a good f;pz:;
gion by your {leat and tidy appearance. Your interviewer is bound 1o see
if your dress is neat and your person clean.

Youlahog;(dl arrive for the interview a few minutes before time, This
is not only good manners but also a useful way of composing yourself be-
forchand. :

When the interviewer invites you to take a seat be careful how you sit:
relax but do not lounge.

It is better to anticipate the questions you will be asked. If you know
what the job is about and what the organisation is doing, you will be able
to answer clearly and to the point. So keep the facts ready and speak up;
an inaudible reply tends to make an interviewer impatient. Do not, on the
other hand, talk too much. Many candidates fail at interviews through
talking too much.

Look at your interviewer when you answer; be natural and straight-
forward. Poise may get you the job; nervousness will not. Be confident,
and remember that life will not come to an end if you are not appointed.

Telling why and how

/1 . 'Why should you appear neat and tidy at an interview?

2. Why should you arrive for the interview a few minutes before

/  time?

3. How should you sit during the interview?

' 4. Why should you anticipate the questions which may be asked at

the interview?

5. How should you adjust your voice when speaking at the interview”
("'6. What are the reasons for many candidates failing at interviews?
ROLE PLAY

1. Imagine you are interviewing a candidate for a job. The job is that of
an Assistant to the Managing Director of an export firm. Make a list of
questions you would like to ask the candidate.

Example: Are you married? ;
Ask questions about: education, experience, interests, hobbies, languai::
known, knowledge of English (spoken and written); ability © prep: e
reports, deal with correspondence, arrange meetings, send messages,
handle computers; salary expected, references, etc-
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