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To get to the point of interviewing, you will have drawn up your job description, and from that, your person specification 
– detailing the list of skills, knowledge, experience and behaviours that you are looking for in the perfect candidate. You 
will have used this information to select from a number of applicants – and now you need to take it to the next level of 
detail through the interview process.  

Preparation 
Don’t just turn up – prepare well. Remember that the interview is a two way process – the candidates are deciding If they 
want to work with you as much as you are assessing them – so you need to deliver a professional interview. Prepare by 
reviewing the key documentation – the job description, the person specification, the job advert that was posted, and of 
course, the candidate’s CV. You should be ready to ask the important questions that provide you with the evidence you 
need to make a selection decision. There may be some standard questions for every candidate, but it is also likely that 
there will be individual questions you want to focus on for each candidate – reflecting their own experience and skills. Be 
sure that you have thought through these questions in advance – structure them in a way that provides the best opportunity 
for the candidate to tell you what you need to hear.  

Get the basics right too – make sure security and reception are expecting your candidates, book the room, have water 
available, check the availability of your fellow interviewers, and have all your paperwork ready in advance.  

Also, make sure you understand the full interview process – because the candidate may ask, and because you should know 
what stage you are responsible for – and if any other information is available o you. For example, have you used 
psychometric tests to gather further information about a candidate – and if you have, have you received the feedback 
information that will support your interview.  

The start 
Recognise that the candidate is likely to be nervous. Make sure that their initial impression is good, that your welcome is 
warm and puts them at ease. Shaking their hand, make good eye contact, ask about their journey, and offer them a drink.   

Tell the candidate how the interview is structured before you start, introduce yourself, your role, and your accountability 
in the interviewing process (e.g. are you the decision maker or will successful candidates be refereed onwards). Introduce 
the position you are interviewing for, and the company. 

Plan your questions carefully, and remain conscious of how you are phrasing them throughout the interview. Asking closed 
questions may limit the candidate’s response to one word answers. You may find it more effective to ask open questions 
such as who, what, where, when, why or how, or better still to ask ‘talk me through…’ or ‘describe…’ Follow up interesting 
points with ‘tell me more’. If you do use this method, just bear in mind the candidate may not give you the information 
you need, so be prepared to prompt them or probe with further questions. 

The middle: 

 Career History – run through the candidate’s CV from past to present, asking relevant questions as you go through. 
This is useful to establish how the candidate’s career has evolved and how they have developed their skill set 

 Competency – if your person specification highlights the key competencies you are looking for in the role for example 
- results orientation, leadership, innovation, etc. - ask questions focussed around these attributes. Particularly use 
the prompts of ‘tell me about a time when’ to ask candidates to give evidence based examples of their skills in these 
areas.   

 Role specific– if the vacancy is very specific, asking questions relevant to the role, instead of general competency 
questions could be the most effective way of assessing your candidate. Use the job description as the main prompt 
for your question development.  

 The ‘informal chat’ – If you use a less formal interview approach, be clear with the candidate that this is your 
approach. Use this approach as an introductory ‘getting to know you’ session, possibly at the early or tentative stages 
of the interview process, or at the end when you are seeking senior sign off. It is not a very effective way to establish 
suitability for an in-depth role, but can be effective as a relationship builder.  

You may choose to combine some elements (e.g. a brief career history review followed by some competency based 
questions) or to have more than one interview in the process, with a different focus in each.  

The end 
Once you have gathered all the information you need, you should allow the candidate the opportunity to ask you questions. 
You may also want to clarify some points on ‘housekeeping’ – their current notice period, their current salary or package 
etc. You should clarify for them the next stage(s) in the process, and when they can expect to hear from you. Don’t make 
an offer, or an indication of their performance in the interview (although confident candidates may well ask you how they 
got on!). Thank them for their time, and exit them warmly. Leave them with a good impression. And follow up on your 
commitments to give them an outcome, provide feedback etc. 

Call us on 07738900038, or email enquiries@mitchellpalmer.co.uk 

to find out how we can help you to select the best.  
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