Tips for the telephone interview.....
You might think that the best thing about a telephone interview is that, like a radio presenter,
you don't have to worry about how you look! Well you are right in a sense; however, an
interview is still an interview even if you don't have to go to their offices. You need to be as
prepared and well presented as you would be for a face to face interview.
Initial interviews by telephone are more common than they used to be. It's an inexpensive way
to screen candidates in the initial stages of a recruitment campaign. The recruiter may just be
looking for a confident manner and intelligent responses to some set questions. But don't take
anything for granted. You may find you are on the phone for an hour and a half and are
expected to answer detailed questions about previous roles and achievements as well as
knowing about their business.
Don't allow yourself to be caught on the hop. If you're not able to make some quiet time when
they call then set a time for the interview to take place. You have to be a bit more organised
about the telephone interview because it's on your home turf. Make sure you won't be
interrupted and be sure to charge your phone in advance. Keep a copy of your CV by the
phone and all the other relevant information you might need such as the role profile and their
website. Prepare and compose yourself in advance. If you sound confused and disorganised
you might not get a second chance.
You should have some information from the prospective employer about the role, such as the
job description and also information on the company. Think about answers you might give to
their questions, particularly with regard to competency based questions. Do your research and
prepare some questions to ask them exactly as you would for a regular interview.
Smile when you talk on the telephone. You'll be more relaxed, you'll sound more confident and
assertive. Seriously think about using a headset for telephone interviews. Apart from the fact
that it will make it much easier to take notes you'll be able to concentrate on the conversation
rather than on balancing the phone between shoulder and ear while you search for a pen.
In all other respects treat the interview as you would a one to one interview but remember that
time tends to be limited for a phone interview, normally about 30mins is average. It's a good
idea to ask at the start, if not before the interview, about the structure or sequence of the
interview process so you know what to expect. If part of the process is going to be that you
are offered a choice of topics to brainstorm you don't want to be taken by surprise.
A phone interview is likely to feel less spontaneous and flexible than a one to one. The
interviewer may well have a set script of questions and while you may feel rushed, at some
points, if the interviewer thinks they have the information they need they will want to move on.
This is the tricky thing about the telephone interview - you can't judge reactions in the same
way as when you are face to face with an interviewer. It's a little harder to engage the
interviewer in a two-way conversation if she has a schedule of questions and a row of tick
boxes. As you don't get the feedback or body language information that helps in the face to
face situation, it might be useful to ask questions such as "is that what you needed to know?"
or "do you want me to go into more detail?"

Other things to bear in mind......make sure you sound enthusiastic, the sort of person they
want on the team. Pace yourself, a good interviewer knows you may need a little time to
compose a good response, so do take time to think about answers. Be aware that they may be
pushing you to answer as part of their interview technique. Listen carefully and if you don't
fully understand the question, ask for clarification. Don't allow yourself to become flustered,
especially if some of the questions seem either irrelevant or overly-specific. And remember the
interviewer may need some time to make notes between questions so don't worry unduly
about short silences, be patient.
Make sure you have the interviewer's email details so that after the interview ends you can
write them a thank you note, so as to reiterate your interest in the role and outline key points
discussed and what you think you bring to the table.

