
• A •
absenteeism, 45–46, 223–224
achievements

emphasising, 60
questions about, 41–42, 114–115,

174–175
actions, emphasising, 36
active listening, 28
adaptability, 14
advancement opportunities, 

242, 267
advertisements, using to identify

potential questions, 19–22, 92
Advisory Conciliation and

Arbitration Service Web site,
217

age/age discrimination, 173,
208–210

aggressive questions, 187–188. See
also pressure interviews

aggressive responses, 196, 209, 261
All of us have personality defects –

what is yours?, 113–114
ambition and drive, 12–13, 22
analytical skills

competency-based questions,
140–144

emphasising, 12
mental calculations, 202–206

anger
in others, handling, 68–69
your temper, questions about, 54

applications for multiple jobs,
98–99

aptitude tests, 229–230
Are you a good manager?, 81–82
Are you an organised person?, 47
Are you concerned that your time

away from the workforce may
put you at a disadvantage?,
187–188

Are you married?, 210
Are you pregnant at the moment?,

212
arithmetic, mental, 202–206
arrests, criminal convictions, 216
asking questions. See questions to

ask interviewers
assessment centres, 231–234
authority, response to, 54–55

• B •
background. See also skills and

experience
achievements and

accomplishments, 41–42
failures, 43
motivation, 40–41
passions, 41
regrets, 43–44
strengths, 38–39 
telling about yourself, 36–38
tips for summarising, 35–36
weaknesses, 39

balanced business scorecard, 78
Barclay, Liz (Small Business

Employment Law For
Dummies), 176, 199, 208

Belbin, Meredith (psychologist),
team type descriptors, 65

bigger picture
asking about, 242
showing awareness of, 14–15

body language, 29, 44, 118
boss, current, 60, 84–85
Burton, Kate

Building Confidence For Dummies,
32, 44

Neuro-linguistic Programming For
Dummies, 32, 40
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• C •
calculations, mental, 202–206
CAR (challenge, actions, result)

approach to answers, 36
career plans and goals

long-term planning, 263–270
questions about career changes,

178–186
questions about current plans,

21, 104, 105
challenges

as motivation, 36, 40, 80
questions about, 97

change
of careers, explaining, 178–186
of jobs, explaining, 97–98
responding to, 50–51

chemistry with interviewer, 10
children and childcare, questions

about, 210–212
Citizens Advice Bureau Web site,

217
clarification, asking for, 130
closed questions, 118–124
closed versus open questions, 43
coaching skills, 145–146
colleagues

difficult, talking about, 147–149
working with, 197–198

commitment, emphasising, 10
communication skills, 11, 27–30,

44, 118
company, current, 82–87. See also

organisation, prospective
competency-based interviews

interpersonal/customer relations
skills, 146–151

leadership/management skills,
144–146

personal effectiveness, 151–153
by skilled interviewers, 135–137
thinking/planning skills, 140–144
tips for handling, 133–135,

139–140
by unskilled interviews, 137–138

competitors, 94

completer finisher team type, 65
composure, 112
computer skills, 50–51
concerns about job, 95
confidence, 32, 44, 114, 246
conflict, ability to handle, 69
co-ordinator team type, 65
course of study, 160–162, 166–167
creativity, 48–49
criminal convictions, arrests, 216
criticism

ability to give, 70
ability to take, 70–71, 152
constructive, 71, 94–96
of fellow employees, 117–118
of interviewer, 116

crossing arms and legs, 29
customer service skills, 68–69,

146–151
CV (curriculum vitae)

explaining gaps in, 187
providing at interview, 24
revising to attract interviews, 15
tips for building, 270
tips for preparing, 25
as work history, limits of, 73–74

• D •
detail, ability to handle, 49
determination, 12–13
diplomacy, 70
disabilities, physical, 225
disappointment, ability to handle,

55, 115–116
discrimination, 217. See also illegal

questions
discussions, turning questions

into, 243–244
diversity in working environment,

103
Do you feel that you should have

achieved more in your current
job?, 174–175

Do you have any concerns about
our organisation?, 95
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Do you have any doubts about
your ability to do the job?,
121–122

Do you have any medical
conditions that you should
tell us about?, 224

Do you have any questions for us?,
237–244

Do you have any regrets?, 43–44
Do you have children?, 210–211
Do you have good presentation

skills?, 67–68
Do you keep up with current

affairs?, 221
Do you like regular hours and

routine working patterns?,
118–119

Do you mind paperwork?, 119–120
Do you mind travelling?, 123–124
Do you prefer to work on your own

or in a team?, 64–66
Do you read much?, 219–220
Do you regret not staying on at

school?, 170–171
Do you take work home with you

at weekends?, 121
Do you think you are overqualified

for this job?, 122
Do you think you should have gone

to university?, 171–172
Do you want to change career

because you are disillusioned
with your current one?,
181–182

Do you work well under pressure?,
47–48

Does your partner mind you being
away from home?, 212–213

Don’t you think you are
overqualified for this job?, 122

dream job and employer, 100–102
dressing appropriately, 22–24, 258
drive and ambition, 12–13, 22
duties, current, 74–75. See also

skills and experience

• E •
education

extra-curricular activities, 167
part-time jobs during school,

165–166
part-time study, 168
questions for graduates, 157–162,

166–167
questions for mature students,

162–163
questions for school leavers, 159,

168–172
relevance of degree, 163–164

e-mail for follow-up letters, 248
employer

ideal, 101–102
prospective, talking about, 89–96

end of interview
asking about next steps, 245–246
final impression, 246–247
followup 248–249
selling yourself, 44

experience. See skills and
experience

extra-curricular activities, 167
eye contact, 28, 228, 232, 247, 

259, 260

• F •
failures, 43
faults, 63–64
feedback, soliciting from

interviewers, 246, 252–253
fidgeting, 29
final impressions. See end of

interview
first impressions, 32, 246, 259
flexibility, 14
follow-up letters, 248–249
freelancers, 191
full-time employment, 80
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• G •
gardening leave, 86
Give me an example of a difficult

decision you have made,
142–143

Give me an example of a project
that went wrong, 141–142

Give me an example of a time you
exceeded a customer’s
expectations, 150–151

Give me an example of how you
have developed yourself, 153

Given your background, why have
you decided to change
career?, 180

graduates, university
choice of university, 158–159
degree subject, 160
delay in applying for jobs, 168
difficulties, 166–167
extra-curricular activities, 167
mature students, 162–163
part-time jobs, 165–166
part-time study, 168
performance, 159–169
relevance of degree, 163–164
what you enjoyed, 166
what you have learned, 160–162

Grossman, Loyd (TV host), 82
group exercises, 233
growth opportunities, 270
guesstimate questions, 202–205
guidelines for in-tray tests, 231–232

• H •
hands, using effectively, 29
Have you ever been arrested?, 216
Have you ever been fired?, 189
Have you ever broken the rules to

get a job done?, 120–121
Have you ever had to give

someone negative feedback at
work?, 148–149

Have you received any job offers
so far?, 100

health-related questions, 222–225
How are you at handling 

conflict?, 69 
How are you with new

technology?, 50–51
How did you get your last job?, 75
How did you respond to the last

piece of criticism you
received?, 152

How difficult did you find
university as a mature
student?, 163

How do we know that you’ll stick
with this change of direction?,
183–184

How do you cope with job stress?,
55–56

How do you cope with your
disability?, 225

How do you deal with
disappointment?, 55

How do you feel about starting at
the bottom again?, 184–185

How do you respond to authority?,
54–55

How do you respond to 
change?, 50

How do you take personal
criticism?, 70–71

How do you think you can improve
on your performance?, 61

How do you think your degree is
relevant to this job?, 163–164

How do you think your friends
would describe you?, 62–63

How does this job compare with
others you’re looking at?,
99–100

How have you changed in the last
ten years?, 177

How important is money to you?,
107–108

How is your performance
measured?, 77–78
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How long do you plan to stay in
this job?, 104

How many bottles of carbonated
water are consumed daily in
California?, 202–203

How many cars does Pakistan
have?, 203–204

How many days did you take off
sick last year?, 223–224

How much are you earning at the
moment?, 106–107

How much do you know about this
position?, 91–92

How much do you think you are
worth in a job?, 108

How old are you?, 208–210
How tidy is your desk at work?, 47
How well do you take direction?,

54–55
How will you cope with the drop in

salary that changing career
necessitates?, 185–186

How will you cope working with
peers who are ten years
younger than you?, 185

How would you define leadership?,
201–202

How would you define teamwork?,
200

How would you describe your
current company?, 83

How would you describe your
dream job?, 100–101

How would you describe your time
management skills?, 46–47

How would you rate me as an
interviewer?, 116

How would you rate our
products/services/Web site?,
92–93

How would you rate us against our
competitors?, 94

How would you rate your current
boss?, 84

How would you rate your customer
service skills?, 68–69

How would you rate your progress
so far?, 174

How would you rate yourself 
as . . . ?, 52

How would you react if your boss
said you had to come into 
the office for the entire
weekend?, 199

How would you respond if I said
that you’re not the best
candidate we’ve seen today?,
115–116

How would your team describe
you?, 62

humility, 117
hygiene, 25
hypothetical questions, 194–200

• I •
I don’t see why someone with your

degree would want to work in
our field, 164

I have a dinosaur on an island – how
many sheep would I need to
feed it in perpetuity?, 204–205

I’d like you to multiply 8 by 9 and
then take 13 away from the
result, 205–206

If you could meet anyone living or
dead, who would it be and
why?, 128–129

If you hadn’t been made
redundant, would you have
considered work in this 
field?, 190

If you spotted a colleague doing
something unethical, what
would you do?, 197–198

If you were a cartoon character,
who would you be?, 127

If you were an animal, what would
you be?, 126

If you were in charge of our
company, what would you do
differently?, 96
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If your current job isn’t challenging
you, what could you do to
change it?, 97

illegal questions
about age, 208–210
about arrests, 216
about health, 222–225
about life outside work, 217–222
about marriage and children,

210–213
about nationality, 215–216
about religious beliefs, 214
about sexual orientation, 213
tips for handling, 207–208, 217

I’m afraid you’re a bit expensive for
us, 109

I’m concerned because you’ve
been with one employer for a
very long time – why is 
that?, 175

implementer team type, 65
importance versus urgency, 47
improvement, focusing on, 61
industry sector preferences, 98
inflection, 31
influencing skills, 11–12, 147
Internet research, 18
interpersonal skills

competency-based questions,
146–151

demonstrating, 28–31
general questions, 64–71, 198
importance of, 27–28
Luton Airport Test, 261

interview experience
evaluating, 247–248, 250–253
tips for, 35–36

interviewers, what they look for,
10–15

interviews, obtaining, 15
intonation, 31
in-tray tests, 231–232
Is English your mother tongue?,

215

• J •
job, current, questions about,

74–78, 82–87
job descriptions, reviewing, 19–22,

92
job offers

asking for in writing, 266
evaluating, 266–268
negotiating salaries, 268–269
questions related to, 100, 190
spontaneous, how to handle, 246

job, prospective. See also
organisation, prospective

expressing desire for, 44
ideal, describing, 100–101
job market changes, 176
multiple job applications, 98–100
tips for finding, 75, 263–270

job stress, ability to handle, 55–56
jobs, previous

part-time, 165–166
questions about, 75, 168
reasons for leaving, 79–81, 83
skills and lessons learned, 78–79

job-share positions, 119
journalists, ability to handle, 21–22

• K •
key concepts, defining, 200–202

• L •
late arrival, 24, 257–258
leadership skills

competency-based questions,
144–146

demonstrating, 20, 81–82
general questions, 200–202

leading questions, 113–118
learning and development

asking about opportunities for,
241–242

demonstrating learning ability,
13–14
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leaving job, reasons for, 79–81, 83
leisure activities, outside interests,

57–58, 218–222
lessons learned, 78–79
listening skills, 28, 38, 68–69
Luton Airport Test, 261
lying

about arrests, 216
about efforts to improve current

job, 97
about how others see you, 59
about ideal employer, 101
about job offers, 100
questions related to, 70
about reading books and

newspapers, 220, 221
about sick leave, 224

• M •
making a difference, 40
management skills

competency-based questions,
144–146

general questions, 62, 81–82
measuring, 78

managerial positions
questions about creativity, 48–49
questions about paperwork,

119–120
questions to ask interviewers,

238
managers, working with, 103–104
marketing executive positions,

21–22
marketing materials, examples, 21
marriage, 210
mature students, 162–163
May we approach your referees?,

86–87
men, dressing appropriately, 23
mentoring skills, 144–146
money. See also salary

as motivation, 40
questions about, 106–110
talking about too early, 261–262

monitor evaluator team type, 65

monologues and monosyllabic
responses, 260

monotone voice, 30
motivation, 40–41
mumbling, 30

• N •
National Association for the Care

and Resettlement of Offenders
Web site, 216

nationality, 215–216
negatively-phrased questions,

113–118, 151–152, 181–186
nervousness, 25, 32
networking skills, 75, 265–266
Neuro-linguistic Programming For

Dummies (Ready and Burton),
32, 40

note taking after interviews,
247–248

notice period, 86, 106
numerical ability, 202–206

• O •
office/office manager positions,

19–20, 120
Old Boys’ Network, 57
older candidates, 173–178
organisation, current, questions

about, 82–87
organisation, prospective

answering questions about,
89–95, 197

asking questions about, 95–96
matching responses to, 63, 74–76
researching/visiting before

interview, 17–19
teamworking requirements, 64–67

organisational culture
answering questions about, 54–57
asking questions about, 241–243
considering when evaluating job

offer, 267–268
matching responses to fit, 63–64
and teamworking requirements,

64–67
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organisational fit, 102–106
organising skills, 14, 47
others’ response to you

assessment of faults, 63–64
boss, 59–60
colleagues, 61–62
friends, 62–63
performance evaluations, 60–61
team members, 62

Ours is a work hard, play hard
culture – how do you feel
about that?, 57

outside interests, leisure activities,
57–58, 218–222

• P •
panel interviews, 227–228
paperwork requirements, ability to

handle, 77, 119–120
part-time jobs, 165–166, 238
passions, describing, 41
people skills. See interpersonal

skills
performance appraisals, 60–61,

77–78
personal circumstances

blaming, cautions about, 175
impact on career, 182–183
questions about, 207–222
when to refer to, 114–115

personal effectiveness, 151–153
personality defects, 113–114
personality tests, 229, 230
persuasion skills, 11–12, 147
planning skills, 14, 140–144
plant team type, 65
Platt, Brinley (Building Confidence

For Dummies), 32, 44
portfolios, 48
positive emphasis, 83–85, 92, 

94, 113
posture, 29
PowerPoint demonstrations, 67
predictors, 133–134

preparing for interview, 17–19, 24,
30–31, 91–92. See also
research

presentation skills, 67–68, 232–233
pressure, ability to handle, 47–48
pressure interviews

closed questions, 118–124
leading questions, 113–118
odd questions, 124–129
silence during, 130–131
tips for handling, 111–112
when you don’t know the 

answer, 131
primacy effect, 246
problem-solving skills, 12
professionalism, 22–25
psychometric tests, 229–230
public speaking skills, 68

• Q •
questions to ask interviewers

examples, 238–243
preparing beforehand, 237–238,

240, 262
pressure interviews, 115
soliciting feedback, 252

• R •
rapport with interviewer, 29–30
rating yourself, 52
Ready, Romilla (Neuro-linguistic

Programming For Dummies),
32, 40

recency effect, 247
receptionist, treating politely,

258–259
recognition, as motivation, 40
recruitment agencies, 92
redundancy, 188
references

checking with, 250
questions related to, 86–87

regrets, 43–44
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rehearsing for interviews, 31, 
91, 124

reliability, 45
religious beliefs, 214
research

for career change, 184
on good working environments,

201
before interviews, 17–22, 90–93
about reasonable salaries,

108–109
resource investigator team type, 65
responsibility, as motivation, 80
results, emphasising, 36
retail positions. See sales positions
returning to work, 186–191
revamp positions, 94
risk taking, 56–57
role play simulations, 234
routine, preference for, 118–119

• S •
salary

and career change, 185–186
expectations for, 106–110
negotiating, 109, 268–269

sales positions
and questions about money, 

108, 109
researching, 19–21, 93

school leavers, 168–172
security, desire for as motivation,

80
See this pencil I’m holding? Sell it

to me, 124–125
self-employment, 191
self-motivation, 20
selling yourself, 44
setbacks, responding to, 55
sexual orientation, 213
shaper team type, 65
short-term contracts, 238
sickness record, 45–46
silence during interviews, 130–131
skills and experience

emphasising, 19–22, 74–75, 131

opportunities to develop, as
motivation, 80–81, 107, 109 

specific questions about, 45–52,
102–103, 105

summarising, 35–44
transferable, 79, 180

Small Business Employment Law
For Dummies (Barclay), 176,
199, 208

smiling, 29–30
software skills, 51
speaking too quickly or too 

long, 30
specialist team type, 65
strengths, 38–39
sweating, 25

• T •
tact, 70
Talk me through how you coached

or developed a team 
member, 145

Talk to me about a difficult
colleague you’ve worked with,
147–148

Talk to me about a mistake you
made and what you did to
rectify it, 143–144

teamworking skills
Belbin’s team worker type

descriptor, 65
characteristic behaviors, 13
defining team work, 200
demonstrating, 21
questions related to, 61–62,

64–67, 102–103, 200, 218–219
technology, adapting to, 50–51
telephone interviews, 228–229
Tell me a story, 127–128
Tell me about a significant project

you managed, 141
Tell me about a time that you failed

to achieve your goals, 151–152
Tell me about a time you inspired a

team?, 144–145
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Tell me about a time you
persuaded someone to
change their mind, 147

Tell me about a time you sold
something to a customer,
149–150

Tell me about a time you used your
personal network to business
advantage, 149

Tell me about an occasion when
you had to deal with a difficult
team member, 146

Tell me about yourself, 36–38
Tell me something interesting

about yourself, 57–58
temper, 54
tests, testing, 229–230
thank you letters, 248–249
thinking aloud. See analytical skills
This is a challenging role — are

you sure you are ready to take
it on at this stage of your
career? 176–177

Through the Keyhole (TV pro-
gramme), 82

time management skills, 46–47
To what extent are your personal

circumstances impacting
upon your desire to change
career?, 182–183

2:1 rule, 92

• U •
unethical behaviours, responding

to, 197–198
Unique Selling Point (USP), 58–59,

94–95
university experience. See

graduates, university
urgency versus importance, 47

• V •
videoconference interviews, 229
voice, tips for using, 30–31
volunteer positions, 181

• W •
We all have a team role – what

would you say your role tends
to be?, 66–67

We are a diverse company – how
will you cope with that?, 103

We need someone who is tactful
and diplomatic – how does
that profile fit you?, 70

weaknesses, 39, 60
Web sites

for finding volunteer positions,
181

for handling discrimination, 217
job help for offenders, 216

Webcam interviews, 229
weekend work, 199
What are you most proud of?, 42
What are you passionate 

about?, 41
What are your biggest

achievements?, 41–42
What are your childcare

arrangements?, 211
What are your religious 

beliefs?, 214
What are your strengths?, 38–39
What are your weaknesses?, 39
What did you do outside of your

studies?, 167
What did you find most difficult

about your course?, 166–167
What did you learn from your part-

time jobs?, 165–166
What did you most enjoy about

your time at university?, 166
What do you dislike about your

current job?, 76–77
What do you do with your leisure

time?, 218
What do you know about our

company?, 90–91
What do you like about your

current job?, 76
What do you think our unique

selling point is?, 94–95
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What does your day-to-day job
involve?, 74–75

What further education do you
think you will need for this
job?, 172

What have you learned in each of
your previous jobs?, 78–79

What have you learnt from being at
university?, 160–161

What is it that attracts you to our
company?, 93

What is your attitude to taking
risks?, 56–57

What is your greatest failure?, 43
What is your greatest fear?, 129
What is your sexual orientation?,

213
What keeps you up at night?,

116–117
What kind of manager would you

like to work for?, 103–104
What makes for a good working

environment?, 201
What motivates you?, 40–41
What news story has grabbed your

attention recently?, 222
What newspapers do you read?,

221–222
What software packages are your

familiar with?, 51
What sorts of part-time jobs have

you had?, 165
What sports do you play?, 219
What subjects did you enjoy

most?, 169
What subjects were you good at,

not so good at?, 169–170
What was the last book you 

read?, 220
What was the last film you saw?,

220–221
What would other people say your

faults are?, 63–64
What would you consider

adequate remuneration for
this role?, 108–109

What would you do if a colleague
came to you in tears?, 198

What would you do if you
disagreed with a decision
taken by your manager?,
195–196

What would you do if you were
unable to secure a job in this
profession?, 186

What would you do if your boss
asked you to do something
that went against your
principles?, 194–195

What would you do if your child
were suddenly taken ill?, 196

What would you like to be earning
in two years’ time?, 110

What would you say if I were to
offer you this job right now?,
199–200

What would you say your Unique
Selling Point is?, 58–59

What would your boss say about
you?, 59–60

What would your colleagues say
about you?, 61–62

What’s your attitude to taking
risks?, 56–57

What’s your boss’s biggest failing?,
84–85

When do you plan to have
children?, 211–212

When do you plan to retire?,
177–178

When would you be available to
start?, 106

Where do you see yourself in five
years’ time?, 105

Where were you born?, 215–216
Who do you most admire and

why?, 128
Who else are you applying to?,

98–99
Who was your favourite teacher?,

125–126
Who would your ideal employer

be?, 101–102
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Why are you looking to leave your
current company?, 96–97

Why did you choose to go to the
university you went to?,
158–159

Why did you choose to go to
university as a mature
student?, 162

Why did you choose to study 
part time rather than full
time?, 168

Why did you choose your degree
subject?, 160

Why did you leave before you had
finished your university
course?, 159

Why did you leave each previous
employer?, 79–81

Why did you not achieve more in
your last job?, 114–115

Why did your last employer select
you for redundancy?, 188

Why didn’t you go to university?,
171

Why didn’t you stay at school?, 170
Why do you think you are better

than the other candidates?,
117–118

Why do you want to leave your
current company?, 85

Why do you want to work in this
industry?, 98

Why have you been out of work for
so long?, 189–190

Why have you changed jobs so
many times?, 178–179

Why have you left applying for
jobs until after finishing your
course?, 168

Why should we hire you?, 44, 105
willingness to learn, 52
women

discrimination against, 211–212
dressing appropriately, 23–24

working environment, 176, 201. See
also organisational culture

worries, cautions revealing,
116–117

Would you have any problems
relocating?, 123

Would you rather be a big fish in
small pond or a small fish in a
big pond?, 197

Would you say you’re creative?,
48–49

Would you say you’re good with
detail?, 49

Would you say you’re reliable?, 45
writing examples, 21

• Y •
You have a gap in your CV – what

did you do in that time?, 187
You mention you took a lot of time

off last year – why is 
that?, 223

Your leisure interests seem very
solitary – does this affect your
team skills?, 218–219

Your university results aren’t very
good – why is that?, 159–160

You’ve been working for yourself
for some time now. Why do
you want to work for someone
else again?, 191
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