The People
Bureau

Working in partnership

INTERVIEW TECHNIQUES

QUESTIONS TO ASK AT THE END OF INTERVIEW (if not already asked):

- How has the vacancy occurred?

- Which other departments will | be working closely with?
- What will be my immediate objectives/ tasks?

- Will there be further interviews?

- What career opportunities will there be?
- How would you describe your company culture?
- What is your company’s training policy?
- Do you have any concerns as to whether | am suitable for the position?

TOP TIPS FOR COMMUNICATION:

Green Light - use frequently:
Certainly

Of course

What | recommend ...

What I will do for you

| appreciate ......... however
You are welcome

Amber Light — use sparingly:
Hopefully

Um

I’'m afraid

Maybe

Perhaps

It should

Soon as possible
Pl try

OK

Is that alright?

Red Light — reduce or eliminate!
Obviously

Basically

Actually

No

That’'s wrong

You’re wrong

With respect

So

You must be joking

You won'’t like what | am about to say...
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