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Once your interview has been confirmed, follow the checklist below to ensure you are fully prepared
and ready for your upcominginterview.

1.Schedule aholiday with your current employer.
2.Speak to your recruitment consultant for a full interview brief.
What you need to know is:

« Whenistheinterview,day,date, time,and place?

« Whom will the interview be with? Will it be one interview or a series with different people from the
company?

« Will this be a competency-based interview? If there is a presentation required, ensure you have a
full brief.

3.Check out the logistics of the interview location. Do you know where it isand how to get there? [If not,
timethejourney!]

4.Doyour online homework and read the company’s website and blog. Make a note of anything exciting
or information about their growth plans. Look at their testimonials or case studies. Look at their social
media presence, what are they sharing that you could use as a conversation starter?

5. Review the job description and your CV. Identify the links between the role you are applying for and
your CV.

6. Prepare three potential answers to questions that you may be asked that would demonstrate your
ability to deliver on each specific part of the job description.

7.Review the competencies that the role requires. Reflect on your own experience and past successes
and prepare examples that demonstrate these competencies.

8. It is essential to use the STAR (Situation, Task, Action and Result) model when answering
competency-based questions. The main competencies that interviewers will look for are:

o Teamwork

» Sales

« Ability

e Planning & Organisational skills
o Customer Focus

« Initiative

» Motivation/Drive for results



9. Practice delivering your answers so that you are fluent and can communicate them with
confidence. Ask a friend or significant other to practice with you.

10.If you have documented evidence related to your success take that with you. This might include

letters of commendation from one of the senior leaders, your last performance review, thank you
letters or any awards you might have won.

11. Prepare questions to ask your future employer. Make these questions about the company and
role that you have not been able to find information on; questions such as the future of the
company and role rather than details of the compensation and benefits package.

12. Plan what you intend to wear. Though this might sound ‘old school’, first impressions count and
what you wear to an interview needs to be professional and appropriate for the role you are
applyingfor.If youare unsure, check with your recruitment consultant.
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CLAYTON RECRUITMENT

We understand that while talent is your greatest asset - it
canalso be your scarcest resource - which is why you
need arecruitment partner with the market expertise,
insight and network to deliver the right people at the
right time.

Clayton Recruitment has been partnering with
organisations across the local, regional and national
market for over three decades and during that time has
built up an enviable reputation for trust and reliability.
We provide an experienced and credible voicein the
market by beingable to demonstrate a detailed

knowledge of the talent agenda.

Talentisallabout people,and just like you, our
consultants are true expertsin their field with areal drive

for excellence which informs everything they do.

With specialist divisions covering Commercial, Financial,
Industrial, Engineeringand Nursing appointments, on
bothapermanentand temporary basis, Clayton
Recruitment is the only name you’ll ever need,and what’s

more - we are nice people to do business with!

LET’S KEEP IN TOUCH

Keep up to date with the very latest industry news and
insight, by connecting with us on our social channels:



https://twitter.com/Clayton_Legal?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
https://www.linkedin.com/company/clayton-legal/
https://www.facebook.com/ClaytonLegalRecruitment/
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Trinity House

88-96 Market Street West
Preston

PR12EU

T:01772 259121
E: enquiries@clayton-recruitment.co.uk
W: clayton-recruitment.co.uk




