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1.0 The Full time job of finding a Job 

 
 
 
 
Modern Job hunting is a full time role. It is a combination of CV building, reaching out to 

the right people, old fashioned footwork and networking. It doesn’t take long to post a 

CV online or to apply to a few Recruitment companies but taking this as the extent of your 

job hunt would be a big mistake. 

 
Make it your full time Job. A full time job seeker needs to make job hunting their 

mission, their 40 hour week - full time job. Job seeking takes planning, initiative, 

persistence and skills. It is not a couple of hours a day of internet activity. You need to 

manage your job search, keep track of the companies and recruitment companies you 

have applied to and the response to your application. 

 
As you go through the recruitment process, you will encounter numerous techniques and 

styles of interviews, from one on ones to assessment Centre’s along with an array of 

testing. This guide will outline how to build a CV and sit an interview along with attending 

an assessment Centre, how to prepare for them and the questions you will be asked and 

the questions to ask. 

 
Strategy 

 
 
You know your goal, now what is your strategy. Having a plan in place is essential for 

job hunting. You can start by building a spreadsheet of applications, tracking where you 

have sent your applications and the response. This will help you keep track of your 

effort and show you the result of your work. Identify the companies that didn’t come 

back to acknowledge an application and put in a courtesy call. 

 
Connections matter 

 
 
We can’t emphasis this enough. Networking is very important. It sometimes is not what 

you know but who you know. Network as best you can throughout your professional 

associates and ex colleagues/employers, Friends and Family. Be proactive. 

 
Interview Experience Counts 

 
 
Don’t waste an opportunity to sit down with someone. Prepare thoroughly for each 

interview you participate in and remember, even if you don’t get the job, interview 

experience is invaluable. The more experience you have in interview, the more 

comfortable you will be when attending them.  

http://www.excelrecruitment.com/
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Give your Curriculum Vitae to the right people 
 
 
Sending out a CV and cover letter to every company that works in the sector you are 

interested in is too much of a blanket approach. If the company has a position they may 

interview you, if not your CV will at best case be filled, worst case forgotten. Apply to 

companies recruiting or if a business is of particular interest, apply with a strong cover 

letter about why you want to work there.  

 
Technology's role 

 
 
Most of your applications will be via email for positions you find on-line on Job Boards 

such as Jobs.ie. You need to have email and internet skills. If you’re not comfortable 

around a computer, upskill yourself to become comfortable.  

 
Time is money 

 
 
When working at full time job seeking, every free minute you spend relaxing can feel 

like a career opportunity slipping away. It is important that like any job you take your 

time off. Keeping a positive mental attitude is vitally important and a break from the 

search will help keep you on track. 

http://www.excelrecruitment.com/
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2.1 Preparing your C.V 
 
Your Curriculum Vitae is your selling tool for interview. The importance of a good CV, 
cannot be undervalued, it is an opportunity for you to make a positive or negative 
impact with a prospective employer and is the deciding factor for employers when 
making a decision to call you for an interview or not. 

 
An employer will only spend about 20 seconds looking at your C.V. before deciding 
whether to read on. Therefore the importance of a good and concise C.V is crucial. It is the 
difference in whether you will get called for interview or not. 

 
Your C.V needs to be visually clear- a maximum of 2 pages using bullet points to outline 
your most important and relevant information. To ensure that your CV stands out and 
catches the attention of the potential employer in those first 20 seconds, you must make 
sure your strongest selling points are on the first page. 

 
1.  Don’t Skip the Gaps: 

Don’t leave any gaps on your CV. It is important to tackle any education or 
employment breaks head on. Missing years will be seen as either suspicious or 
lazy. For example, a year out travelling should be highlighted on your CV as valuable 
life experience. If a previous position has not worked out, this needs to be 
explained in a reason for leaving statement and adds honesty to the document. 
Remember the CV is a selling tool and needs to sell, try to take something positive 
from each role and experience and highlight that.  

 
2.  Spelling and Grammar: 

Employers will at times reject Curriculum Vitae with bad grammar and spelling. It 
may seem obvious that this is the first thing you should check before completing 
your CV, but many people do not. Turn on the Spell Check on your PC, use a 
thesaurus and make sure a friend or family member reads the document before 
sending it off. A small typing error can be the difference between the acceptance 
and rejection tray.  

 
3.  Avoid any irrelevant information: 

Think about your job role and the competencies required. Vague and irrelevant 

hobbies such as ‘socializing’, ‘going to the pub’ or ‘listening to music’ are irrelevant 

and take up valuable space. If you are going to include hobbies on your CV, try to 

make them relevant, for instance if they include team sports it shows an ability to 

work in a team. Remember you’re not a kid anymore and this is a professional selling 

document, keep it professional. There is no need to write ‘Curriculum Vitae’ on a 

cover page by itself, it is evident what the document is.  

http://www.excelrecruitment.com/
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4.  Get Your Dates Right: 

It is astounding the amount of candidates who haven’t got a clue about their 
dates of employment or education. One of the first questions on a standard 
reference  checking  form  is  ‘can  you  confirm  the  employee’s  dates  of 
employment’. Do not have discrepancies when it comes to dates, it will cause 
problems for you in interview and lead to suspicion. Find out what year you 
completed your Leaving Certificate or finished your education and work up from 
there. 

 
5.  Formatting: 

Avoid Graphs, bar charts and lots of graphics. Avoid Whacky fonts, shiny paper, 
sound effects or the overuse of Logo’s. You want to stand out, but this is a 
professional document. If including a picture of yourself, make sure you look 
professional in the shot, not a selfie. Keep the formatting basic and only save 
your CV in Word Format 2003-2007, otherwise prospective employers may have 
compatibility issue and may not be able to open it. 

 
6.  Sell Sell Sell: 

This is your opportunity to sell yourself, a CV should outline your roles and 
responsibilities and education along with the achievements you have had along the 
way. Do not be afraid to ‘Big’ yourself up (but no lies), remember it is a selling 
tool. When exploring your responsibilities, think out each role and what you do 
on a day to day and week to week basis-this will remind you of what you actually 
do and your achievements within each position. Get friends and family to look at 
your CV. A fresh pair of eyes may add valuable information to it. 

 
We can’t emphasize enough the importance of a Strong Curriculum Vitae, often 
candidates may throw one together when they have had a bad day and the 
motivation to do so. This is not sufficient in today’s market; this is your first chance 
and may be your only chance to make an impression with a prospective employer. 

http://www.excelrecruitment.com/
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2.2 Curriculum Vitae Template 
 
Personal Details: 
Name 
Address 
Telephone 
Email 
Date of Birth 

 
Personal Profile: 

 
Optional - detailing specific skill set and traits you may have relevant to the role 

 
Educational Background: 

 
Third level 
Second level 
Also any in-house/extra-curricular courses completed (professional only - e.g.: IT) 
No need to provide a list of subjects and results unless particularly excellent 

 
Employment Background: 

 
Start with your most recent employment. Candidates should detail all experience, even 
short-term contracts and part-time roles 
Please do not leave any gaps 
Get your dates correct 
Outline most important and relevant responsibilities 
Avoid irrelevant information 

 
Skills and Achievements: 

 
Using academic achievements to highlight certain skill sets e.g.: Class Prefect implies 
leadership skills etc. 
Detail any courses completed outside of professional realm e.g.: First Aid, HACCP, 
Health and Safety etc. 

 
Interests and Hobbies: 

 
Hobbies can tell a lot about a candidate - e.g.: playing for a football team indicates that 
they are team players etc. 
Also detail any voluntary or extracurricular work endeavours 

 
References: 

 
References should only be provided on request by potential employers. 

 
 
 
 

http://www.excelrecruitment.com/
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2.3 Preparing your Cover Letter 
 
Your  cover  letter  is  your  most  important  first  step  to  catching  your  prospective 
employer’s attention.  The purpose of your cover letter is to complement your C.V not 
duplicate, therefore keep the following points in mind when drafting your letter. 

 
o Your letter should be short, concise and to the point 

 
o Your letter should be specific to the job that you are applying for, therefore 

do not use a generic cover letter 
 

o Find out who specifically you are addressing your letter to (even if the job 
advert has not specified a name, it’s worth trying to find out the correct 
name). 

 
o Your letter should include, your name and address, the prospective 

employers name and address and date. 
 

o Your letter should consist of no more than 3/4 paragraphs 
 

Your first paragraph – Introduce yourself and explain why you are writing and 
what position you are applying for.  (Be specific with regards to where you heard 
or saw the advert, or if this is a speculative CV point out what position you are 
looking for within their company.) 

 
Your second /third paragraph - Point out your relevant experience for the 
position you are applying for. Outline your most important 
information/experience/qualification that will catch the employers attention and 
that will represent your C.V. Show your understanding of the company and why 
you think you would suit their company and what you would contribute to the 
company. Make specific points outlining your area of expertise and relevant 
information about the company. (This will show the employer you have done 
your research and have an understanding of the company and its requirements). 

 
Your Final paragraph – you need to come across positive and confident. 
Thank the employer for their time and consideration, point out that you have 
enclosed/attached your C.V for their attention and you look forward to hearing 
from them. Keep this paragraph short but with the employer feeling the need to 
contact you. 

 

 

http://www.excelrecruitment.com/
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3.0 Interviewing 
 
 
 
You’ve finally made it. All that hard work sending out CV’s has finally paid off and you’ve 
been called in for a face-to-face job interview. Congratulations! This is an important next 
step in your career. It’s also your only chance to make a lasting first impression on a 
prospective employer.  

 
Many people fall at the last hurdle by not adequately preparing for an interview.  Whilst 
they can do the job on offer, they don’t do a strong enough interview to get the job on 
offer. Try and beat the stress by knowing some common mistakes that are made when 
meeting with potential employers and avoiding them.  

 
 
First Impressions Last: 
A common question at the start of an interview is what do you know about us?  This is not 
just idle chat. The employer will often judge your interest and commitment from the 
amount of knowledge you have about them. Visit the company web site, pick up any 
news  items  you  can, understand  their corporate  structure,  find  out  who  their 
competitors are, their history, how did they begin. The more information the better.  

 
Prepare, Prepare, Prepare:  
Your CV may be impressive on paper, but employers also appreciate a candidate who 
can ask several intelligent questions during an interview. Prepare at least 3 or 4 
questions in advance to ask the interviewer. Interviews are an exchange of information, 
and not having questions to ask can reveal a lack of preparation.  
 
Be sure you know what skills, traits and attitudes the employer is looking for.  You might 
ask about specific details of the job position, such as functions, responsibilities, who you 
would work with, and who you would report to. Don't ask questions that raise 
warning flags. For example, asking "Would I really have to work weekends?" implies that 
you are not available for weekends. Also, avoid initiating questions about compensation 
(pay, vacations, etc.) You might seem more interested in cash or time-off than the actual 
job. 

 
Sell Yourself!! 
Many candidates make the common mistake of failing to show enthusiasm.  This is your 
first and sometimes only chance to showcase your personality. Don’t walk in announcing 
how you’re having a bad day. Be polite and upbeat. Show your enthusiasm for both the 
job and the opportunity to interview for it. And don’t forget to thank the person at the 
end of the interview.  Display your initiative by talking about what functions you could 
perform that would benefit the company, and by giving specific details of how you have 
helped past employers. 

http://www.excelrecruitment.com/
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Avoid the Pitfalls: 
 
To avoid making mistakes in the interview, you should be aware of common pitfalls. We 
asked number of employers what they felt were the worst mistakes made by a prospective 
candidate. 

 
1. And in at number one it’s the mother of all pet hates – Not showing up!!  Whilst 

emergencies do have a habit of arising simply not showing up is inexcusable.  If you 
can’t make the interview call and cancel or reschedule.  The worst thing that can 
happen is to get a reputation for this.  Similarly being late makes a bad impression 
and is interpreted by the interviewer as evidence of lack of dependability and 
professionalism. 
 

2. Poorly or inadequately dressed.  An interview is a formal discussion as such 
business attire is essential if you want to impress.  
 

3. Failing to find out about the company and the position.  This shows a complete 
lack of interest, and candidates who have not done their homework will not go very 
far in interview. 
 

4. Not turning your phone off during an interview.  The interviewer has taken the 
time to meet with you common courtesy suggests that the time allocated to 
them is free from interruptions. 
 

5. Wasting time.  Why apply for a position you have no interest in.  Applying for a 
retail role when you are looking for a 9 – 5 job is pointless, you have not only 
wasted your own time but even more so wasted both the time of the employer. 

 
Preparation and enthusiasm is the key. If you are unsure about your interviewing skills 
practice and then practice some more.   

http://www.excelrecruitment.com/
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3.1 Job Interview Types 
 
There are different types of job interviews you may participate in during the hiring process. 
Here are the major ones and tips on how to handle them. 

 
Stress Interview 
Stress interviews are a deliberate attempt to see how you handle yourself. The interviewer 
may be sarcastic or argumentative, or may keep you waiting. Expect this to happen and, 
when it does, don't take it personally. Calmly answer each question as it comes. Ask for 
clarification if you need it and never rush into an answer. The interviewer may also lapse 
into silence at some point during the questioning. Recognize this as an attempt to unnerve 
you. Sit silently until the interviewer resumes the questions. If a minute goes by, ask if he 
or she needs clarification of your last comments. 

 
One-On-One Interview 
In a one-on-one interview, it has been established that you have the skills and education 
necessary for the position. The interviewer wants to see if you will fit in with the company, 
and how your skills will complement the rest of the department. Your goal in a one-on-
one interview is to establish a rapport with the interviewer and show him or her that 
your qualifications will benefit the company. 

 
Screening Interview 
A screening interview is meant to weed out unqualified candidates. Providing facts about 
your skills is more important than establishing a rapport. Interviewers will work from an 
outline of points they want to cover, looking for inconsistencies in your resume and 
challenging your qualifications. Provide answers to their questions, and never volunteer 
any additional information. That information could work against you. One type of 
screening interview is the telephone interview. 

 
Lunch Interview 
The same rules apply in lunch interviews as in those held at the office. The setting may be 
more casual, but remember it is a business lunch and you are being watched 
carefully. Use the lunch interview to develop common ground with your interviewer. 
Follow his / her lead in both selection of food and in etiquette. 

 
Committee Interview 
Committee interviews are a common practice. You will face several members of the 
company who have a say in whether you are hired. When answering questions from 
several people, speak directly to the person asking the question; it is not necessary to 
answer to the group. In some committee interviews, you may be asked to demonstrate 
your problem-solving skills. The committee will outline a situation and ask you to 
formulate a plan that deals with the problem. You don't have to come up with the ultimate 
solution. The interviewers are looking for how you apply your knowledge and skills to a 
real-life situation. 

http://www.excelrecruitment.com/
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Group Interview 
A group interview is usually designed to uncover the leadership potential of prospective 
managers and employees who will be dealing with the public. The front-runner candidates 
are gathered together in an informal, discussion-type interview. A subject is introduced 
and the interviewer will start off the discussion. The goal of the group interview is to see 
how you interact with others and how you use your knowledge and reasoning powers to 
win others over. If you do well in the group interview, you can expect to be asked back 
for a more extensive interview. 

 
Telephone Interview 
Telephone interviews are merely screening interviews meant to eliminate poorly qualified 
candidates so that only a few are left for personal interviews. You might be called out of 
the blue, or a telephone call to check on your resume might turn into an interview. Your 
mission is to be invited for a personal face-to-face interview. 

 

http://www.excelrecruitment.com/
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3.2 Common Job Interview Questions 
 
By rehearsing interview questions, you'll become more familiar with your own 
qualifications  and  will  be  well  prepared  to  demonstrate  how  you  can  benefit  an 
employer. Some examples: 

 
Tell me about yourself 
 

 Make a short, organized statement of your education and professional 
achievements and professional goals. Then, briefly describe your qualifications for 
the job and the contributions you could make to the organization. 

 
Why do you want to work here?" or "What about our company interests you 

 

 Few questions are more important than these, so it is important to answer them 
clearly and with enthusiasm. Show the interviewer your interest in the company. 
Share what you learned about the job, the company and the industry through your 
own research. Talk about how your professional skills will benefit the company. 
Unless you work in sales, your answer should never be simply: "money." The 
interviewer will wonder if you really care about the job. 

 
Why did you leave your last job? 

 

 The interviewer may want to know if you had any problems on your last job. If you 
did not have any problems, simply give a reason, such as: relocated away 
from job; company  went  out  of  business;  redundant;  temporary  job;  no  
possibility  of advancement; wanted a job better suited to your skills. If you did 
have problems, be honest. Show that you can accept responsibility and learn from 
your mistakes. You should explain any problems you had (or still have) with an 
employer, but don't describe that employer in negative terms. Demonstrate that 
it was a learning experience that will not affect your future work. 

 
What are your best skills? 
 

 If you have sufficiently researched the organization, you should be able to imagine 
what skills the company values. List them, then give examples where you have 
demonstrated these skills. 
 

What is your major weakness? 
 

 Be positive; turn a weakness into a strength. For example, you might say: "I often 
worry too much over my work. Sometimes I work late to make sure the job is done 
well." 

 

 

 

http://www.excelrecruitment.com/
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Do you prefer to work by yourself or with others? 
 

 The ideal answer is one of flexibility. However, be honest. Give examples describing 
how you have worked in both situations. 

 
 
 
What are your career goals? / What are your future plans? 

 

 The interviewer wants to know if your plans and the company's goals are 
compatible. Let him know that you are ambitious enough to plan ahead. Talk about 
your desire to learn more and improve your performance, and be specific as 
possible about how you will meet the goals you have set for yourself. 

 
What are your hobbies? / "Do you play any sports? 

 

 The  interviewer  may  be  looking  for  evidence  of  your  job  skills  outside  of  
your professional experience. For example, hobbies such as chess or bridge 
demonstrate analytical skills. Reading, music, and painting are creative hobbies. 
Individual sports show determination and stamina, while group sport activities 
may indicate you are comfortable working as part of a team. Also, the interviewer 
might simply be curious as to whether you have a life outside of work.  Employees  
who  have  creative  or  athletic  outlets  for  their  stress  are  often healthier, 
happier and more productive. 

 
What salary are you expecting? 

 

 You probably don't want to answer this one directly. Instead, deflect the question 
back to the interviewer by saying something like: "I don't know. What are you 
planning on paying the best candidate?" Let the employer make the first offer. 
However, it is still important to know what the current salary range is for the 
profession. Find salary surveys at the library or on the Internet, and check the 
classifieds to see what comparable jobs in your area are paying. This information 
can help you negotiate compensation once the employer makes an offer. 

 
What have I forgotten to ask? 

 

 Use this as a chance to summarize your good characteristics and attributes and 
how they may be used to benefit the organization. Convince the interviewer that 
you understand the job requirements and that you can succeed. 

http://www.excelrecruitment.com/


 

Excel Recruitment 
The Number One Grocery Recruitment Company 

www.excelrecruitment.com // 01-8148747 

 

3.2.1 Interview questions 
 
Here are some other job interview questions you might want to rehearse. 

 
Qualifications 

 
 What can you do for us that someone else can't do? 
 What qualifications do you have that relate to the position? 
 What new skills or capabilities have you developed recently? 
 Give me an example from a previous job where you've shown initiative? 
 What have been your greatest accomplishments recently? 
 What is important to you in a job? 
 What motivates you in your work? 
 What have you been doing since your last job? 
 What qualities do you find important in a co-worker? 

 
Career Goals 

 
o What would you like to be doing five years from now? 
o How will you judge yourself successful? How will you achieve success? 
o What type of position are you interested in? 
o How will this job fit in your career plans? 
o What do you expect from this job? 
o Do you have a location preference? 
o Can you travel? 
o What hours can you work? 
o When could you start? 

 
Work Experience 

 
 What have you learned from your past jobs? 
 What were your biggest responsibilities? 
 What specific skills acquired or used in previous jobs relate to this position? 
 How does your previous experience relate to this position? 
 What did you like most/least about your last job? 
 Whom may we contact for references? 

 
Education 

 
 How do you think your education has prepared you for this position? 
 What were your favourite classes/activities at school? 
 Why did you choose you’re major? 
 Do you plan to continue your education? 

http://www.excelrecruitment.com/
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3.3 Asking Questions during a Job Interview 

 
At most interviews, you will be invited to ask questions of your interviewer. This is an 
important opportunity for you to learn more about the employer, and for the interviewer 
to further evaluate you as a job candidate. It requires some advance preparation on 
your part. Here are some guidelines for asking questions: 

 
Prepare five good questions. You may not have time to ask them all. Ask questions 
concerning the job, the company, and the industry or profession. 
Your questions should indicate your interest in these subjects and that you have read 
and thought about them. Ask them something relevant to business that you saw on their 
website or social media. It shows you took time to research and ask them a question 
pertinent to business.  

 
Don't ask questions that raise warning flags. For example, asking "Would I really have to 
work weekends?" implies that you are not available for weekend assignments. If you are 
available, rephrase your question. Also, avoid initiating questions about compensation 
(pay, vacations, etc.) or education reimbursements. You might seem more interested 
in cash or time-off than the actual job. 

 
Don't ask questions about only one topic. People who ask about only one topic are often 
perceived as one dimensional and not good candidate. 

 
Clarify. It's OK to ask a question to clarify something the interviewer said. Just make sure 
you are listening. Asking someone to clarify a specific point makes sense. Asking someone 
to re-explain an entire subject gives the impression that you have problems listening or 
comprehending. For example, you can preface a clarifying question by saying: "You 
mentioned that ABC Company does (blank)…Can you tell me how that works in 
practice?" 

http://www.excelrecruitment.com/
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3.4 Questions to Ask During a Job Interview 
 
A job interview is an opportunity for you to learn more about a potential employer. 
Indeed, what you learn from an interview may determine whether or not you want the 
job you're interviewing for. The following are examples of the types of questions you 
might ask at your job interview. 

 

 "Can you please tell me how your career has developed at XYZ Company? Would 
someone entering the company today have similar opportunities?" 

 
 "If I work hard and prove my value to the business, where might I be in five years?" 

 
 "I read in your literature that your training program is comprised of three six- 

month rotations. Does the employee have any input into where he will go at the 
end of each rotation? How do you evaluate the employee's performance during 
the training period?" 

 
 "How many individuals complete your training program each year?" 

 
 "When does the training program begin?" 

 
 "What is the length and structure of the training program?" 

 
 "Do most trainees advance fairly rapidly through the program?" 

 
 "How does the position and the department contribute to the overall company 

mission and philosophy?" 
 

 "What is a typical day (assignment) [for a position you are applying for] in your 
company?" 

 
 "What characteristics best describe individuals who are successful in this position?" 

 
 "Does the position offer exposure to other facets of your organization? 

 
 "To whom does this position report?" 

 
 "How will my performance be evaluated?" 

 
 "How often are performance reviews given? By whom?" 

 
 "What are the opportunities for advancement?" 

 

 

http://www.excelrecruitment.com/
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3.5 Toughest Interview Questions 

 

Why should we hire you? 
Here's the chance to really sell yourself. Be careful not to answer this question too 
generically, however. Nearly everyone says they are hardworking and motivated. Set 
yourself apart by telling the interviewer about qualities that are unique to you. 

 
Why do you want to work here? 
This is one tool interviewers use to see if you have done your homework. You should 
never attend an interview unless you know about the company, its direction and the 
industry in which it plays. If you have done your research, this question gives you an 
opportunity to show initiative and demonstrate how your experience and qualification 
meet the company’s needs 

 
What are your greatest weaknesses? 
The secret to answering this question is being honest about a weakness, but 
demonstrating how you have turned it into strength. For example, if you had a problem 
with organization in the past, demonstrate the steps you took to more effectively keep 
yourself on track. This will show that you have the ability to recognize aspects of 
yourself that need improvement, and the initiative to make yourself better. 

 
Why did you leave your last job? 
Even if your last job ended badly, be careful about being negative in answering this 
question. Be as diplomatic as possible. If you do point out negative aspects of your last 
job, find some positives to mention as well. Complaining endlessly about your last 
company will not say much for your attitude. 

 
Describe a problem situation and how you solved it. 
Interviewers want to see that you can think critically and develop solutions, regardless 
of what kind of issue you faced. This will demonstrate that you are responsible and can 
think through situations on your own. 

 
What accomplishment are you most proud of? 
The secret to this question is being specific and selecting an accomplishment that 
relates to the position. Even if your greatest accomplishment is being on a championship 
GAA team, opt for a more professionally relevant accomplishment. Think of the qualities 
the company is looking for and develop an example that demonstrates how you can 
meet the company’s needs. 

 
Tell me about yourself. 
While this query seems like a piece of cake, it is difficult to answer because it is so 
broad. The important thing to know is that the interviewer typically does not want to know 
about your hometown or what you do on the weekends. He or she is trying to figure you 
out professionally. Pick a couple of points about yourself, your professional experience 
and your career goals and stick to those points. Wrap up your answer by bringing up your 
desire to be a part of the company. 
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3.6 A Guide to Competency based interviewing 
 
Competency based interviews are a style of interviewing often used to evaluate a 
candidates competencies or skills. Interviewers seek to obtain information about 
candidate’s behaviour in specific situations through specific structured criteria and 
competency based questions.   
 
Interviewers are looking for you to provide them with past performance, learning skills, 
how you adapt to new situations or jobs and your understanding of the role you are 
being interviewed for. 

 
Competencies 

 
 When you apply for a job, first and foremost you look at your ability to do the 

job or your fit with a particular position. You look at your experience and how 
recent and relevant it is.  A  company  needs  to  identify,  define  and  measure  
many  of  the competencies that employees require for jobs at all levels, from 
leadership, managerial, sales and administrative positions 

 
What are competencies? 

 
 Competencies are defined as the characteristics of an individual which underlie 

performance or behaviour at work. 
 
Performance on the job can be influenced by the knowledge, abilities and aptitudes of 
an employee along with work styles, personality, interests, principles, values, attitudes, 
beliefs and leadership/subordinate styles. Employees learn, develop and refine many of 
their competencies over the course of their careers.  Assessment instruments and services 
are available and can help you measure the competencies related to effective job 
performance. 

 
Competencies can play a key role in: 

 
 Staffing 
 Career counselling 
 Succession planning 
 Training and development 
 Team building 

 
 

Preparing and practicing for your interview is the key.  When you have thought through 
all possible questions and thoroughly thought through your answers and your 
understanding of the company your next step is to visualize the actual interview and 
how you would like to be thought of after the interview. Confident, Capable, Enthusiastic 
and definitely Qualified for the role. 
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3.7 Dealing with nerves 
 
Going for a job interview is always an anxiety provoking event. The best way to control 
your job interview nerves is to thoroughly prepare in advance. It is important to get 
advice and tools on how to ease the tension and make the job hunting process easier 
and the interview more enjoyable. 

 
Here are some tips and advice on how to calm those nerves and be composed and 
confident on the day.  

 
The 5 minute surf 

 
Understanding the organization’s business and the issues it faces will instantly impress 
the interviewer. A quick 5 minutes web search can throw up a wealth of insight and 
knowledge. Do the same across their social media channels, most companies at the very 
minimum are on Facebook and Twitter and allows you to quickly learn about the 
company and culture.  

 
Put yourself on the spot 

 
Focus on those elements of the interview which are in your control - i.e. you and what you 
already know. Spend 5 minutes writing down the most challenging questions you could be 
asked, then focus on answering one each day in the countdown to interview.  

 
Adapting your language 

 
Most organizations have a definite corporate language used to depict the company's 
structure and processes. Spend 5 minutes studying the job spec to get a feel for how 
they describe your role and what you will be doing. If you can adapt your own language to 
that of the company and include some key phrases in your interview you are instantly 
going to make the interviewer feel comfortable and illustrate that you clearly understand 
what it is they are looking for. 

 
Why should I work for you? 
 
An interview is not a one-way affair; it is also your way of finding out more about the 
company and your employer so it's important you ask questions too. Spend some time 
thinking about what drives you ethically, motivationally and idealistically. Developing 
questions which allow you  to  test  your  motivations  will  very  quickly  help  you  work  
out  what  sort  of organization or department they are and whether they will suit you. 
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3.8 Assessment Centres 

 
Assessment centres are becoming increasingly popular in the market place. They enable 
an employer to assess a candidate more accurately and efficiently. As an employer it is 
about making informed choices at each stage that will cull the largest number of irrelevant 
candidates. 

 
The different stages typically include the following although the order varies from 
company to company: 
 

 Psychometric or aptitude tests 
 Competency based interview 
 Presentations 
 Group Exercise. 

 
Aptitude Tests: 
Aptitude and Psychometric testing are now widely used by many employers in the 
selection process, as it tries to level the playing field and objectively assess applicant’s 
abilities to reason with verbal, numerical and abstract data. They are designed to 
measure a candidate’s capacity to perform in a particular way. The results of which can 
be used to compare their score and therefore their ability to perform, with groups of 
others tested, who are already working in this area. 

 
Competency Interview 
There are  a  number  of variations of these but all typically ask for a situation where 
you have demonstrated a particular competency, for example good communication, 
leadership, staff development, morale  boosting,  using  the  premise  that  one  of  the  
best  predictors  of  future performance is past performance. 

 
Presentations: 
Presentations can be quite daunting for candidates.  In general candidates are given a 
generic topic on which they must prepare a brief presentation. The presentation is 
designed to test their ability to lead, influence, present and deliver a message to an 
audience.  

 
Group Exercise: 
Candidates will be given a task or a topic to discuss. They will be observed and 
assessed on their ability to participate, to lead without dominating, to contribute ideas, 
to persuade and to make practical judgments. Typically candidates will be given a problem 
to solve or a discussion point which requires a collective decision to be taken. This is often 
presented in the form of a brief, which also includes a time limit when the result of the 
discussion will need to be conveyed to the assessors. 
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What are the benefits of the assessment centre? 
 
Ultimately the process is a learning curve for both the employer and the potential 
employee.  It is better for the candidates to leave the assessment centre knowing that 
they do not want to join the company, rather than being unsure, likewise the process is 
quite in-depth and the company has the opportunity to view candidates in different 
scenarios rather than an hour long interrogation of their abilities. 
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3.9 How to Prepare for a Job Interview 
 

 Make a good impression at your interview by doing a little homework 
beforehand. Research the Company and the Position. 

 
 The more you know about the company and the job you are applying for, the better 

you will appear in the interview.  
 

 Find out as much key information as you can about the company, its products and 
its customers. If possible, talk to people who work at the company.  

 

 Some useful things to  search for and find out more about the company are  
 

 Office locations 
 Products and services 
 Customers 
 Competitors 
 History 
 Recent news 

 
Dressing Appropriately.  
 

For women: 

 A straight-forward business suit/smart trousers and blazer combination. 
 Wear sensible Shoes. 
 Be moderate with make-up and perfume. 
 Wear simple jewellery. 
 Hair and fingernails should be well-groomed. 

 
For men: 

 A clean, ironed shirt and conservative tie are a must. 
 A simple jacket or business suit is a good idea as well. 
 Shoes should be polished. 
 Face should be clean-shaven; facial hair should be neatly 

trimmed. 
 Hair and fingernails should be well-groomed. 
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Making a Good Impression on Job Interviews 

 
Here's  what  you  should  keep  in  mind  the  day  of  the  interview  and  immediately 
afterward. 

 
Before the Interview 

 Be on time. Being on time (or early) is usually interpreted by the interviewer as 

evidence of your commitment, dependability, and professionalism. 
 Be positive.  
 Relax. Think of the interview as a conversation, not an interrogation. And remember, 
 The interviewer will often be as nervous about making a good impression on you. 

 
During the Interview 

 
 Show self-confidence. Make eye contact with the interviewer and answer his 

questions in a clear voice. Work to establish a rapport with the interviewer. 

 Remember to listen. Communication is a two-way street. If you are talking too 

much, you will probably miss cues concerning what the interviewer feels is 
important. 

 Reflect before answering a difficult question. If you are unsure how to answer a 

question, you might reply with another question. For example, if the interviewer 
asks you what salary you expect, try answering by saying "That is a good 
question. What are you planning to pay your best candidate?" 

 When it is your turn, ask the questions you have prepared in advance. These 

should cover any information about the company and job position you could not 
find in your own research. 

 Do not ask questions that raise red flags. Too many questions about holidays may 
cause the interviewer to think you are more interested in taking time off than helping 
the company. 

 Show you want the job. Ask about specific details of the job position, such as 
functions, responsibilities, who you would work with, and who you would report to. 

 Avoid negative body language. An interviewer wants to see how well you react 

under pressure. Avoid these signs of nervousness and tension: 
o Frequently touching your mouth 
o Faking a cough to think about the answer to a question 
o Gnawing on your lip 
o Swinging your foot or leg 
o Folding or crossing your arms 
o Slouching 
o Avoiding eye contact 
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After the Interview 

 
 End the interview with a handshake and thank the interviewer for his or her 

time. Reiterate your interest in the position politely ask when you should expect 
a call to hear an update.  

 Send a "Thanks for the Interview" note. After the interview, send a brief thank you 
note. Try to time it so it arrives before the hiring decision will be made. 

 Follow up with a phone call to your recruitment consultant if you are 

contacted within a week of when the interviewer indicated you would be. 
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3.10 Ten Rules of the Interview 
 
 
 
 

Keep your answers brief and concise. 
Unless asked to give more detail, limit your answers to two to three minutes per 
question.  

 
Include concrete, quantifiable data. 
Include measurable information and provide details about specific accomplishments when 
discussing your strengths. 

 
Repeat your key strengths three times. 
It's essential that you comfortably and confidently articulate your strengths. Explain how 
the strengths relate to the company's or department's goals and how they might benefit 
the potential employer.  

 
Prepare success stories. 
In preparing for interviews, make a list of your skills and key assets. Then reflect on 
past jobs and pick out one or two instances when you used those skills successfully. 

 
Put yourself on their team. 
Show that you are thinking like a member of the team and will fit in with the existing 
environment. Be careful though not to say anything that would offend or be taken 
negatively. Your research will help you in this area. 

 
Image is often as important as content. 
What you look like and how you say something are just as important as what you say. 
Studies have shown that 65 percent of the conveyed message is nonverbal; gestures, 
physical appearance, and attire are highly influential during job interviews. 

 
Ask questions. 
The types of questions you ask and the way you ask them can make a tremendous 
impression on the interviewer. Good questions require advance preparation. Just as you 
plan how you would answer an interviewer's questions, write out specific questions you 
want to ask. Then look for opportunities to ask them during the interview. Don't ask 
about benefits or salary. The interview process is a two-way street whereby you and the 
interviewer assess each other to determine if there is an appropriate match. 

 
Maintain a conversational flow. 
Use feedback questions at the end of your answers  and  use  body  language  and  
voice  intonation  to  create  a  conversational interchange between you and the 
interviewer. 
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Research the company, product lines and competitors. 
Research will provide information to help you decide whether you're interested in the 
company and important data to refer to during the interview. 

 
Keep an interview Journal 
As soon as possible, write a brief summary of what happened. Note any follow-up action 
you should take and put it in your calendar.  
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3.11 Interview Summary 
 
Because of its importance, interviewing requires advance preparation. Only you will be 
able to positively affect the outcome. You must be able to compete successfully for the 
job you want. In order to do that, be certain you have considered the kind of job you want, 
why you want it, and how you qualify for it. You also must face reality: Is the job 
attainable? 

 
In addition, recognize what it is employers want in their candidates. They want "can do" 
and "will do" employees. Recognize and use the following factors to your benefit as you 
develop your sales presentation. In evaluating candidates, employers consider the 
following factors: 

 
 Ability 

 Character 

 Loyalty 

 Initiative 

 Personality 

 Communication skills 

 Acceptance 

 Work record 

 Outside activities while in school 

 Impressions made during the interview 
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4.0 Testing 

 
You may come across testing during the recruitment process. This is very common place 
today. There are two types of testing generally used during a recruitment process.  

 
 Psychometric or Personality testing 
 Aptitude testing 

 
Psychometrics 

A person’s behaviour is a necessary and integral part of who they are. In other words, much 

of our behaviour comes from “nature” (inherent), and much comes from “nurture” (our 

upbringing). Psychometrics examine how we act or our observable human behaviour, this 

is useful in the recruitment process 

Psychometrics examines four dimensions of people’s behaviour, these being: 

 How you respond to problems and challenges. 

 How you influence others to your point of view. 

 How you respond to the pace of the environment. 

 How you respond to rules and procedures set by others 
 

Candidates are given a serious of behavioural statements and asked in a timed exercise to 

answer if they feel they and ‘most like’ the statement or ‘least like’ the statement. These 

answers then generate a report that highlights different factors around the person’s 

behaviour. These Include- 

 An understanding of the basic natural behaviour that will be brought to the job 

 If working alone this will identify how you would choose to do the job 

 It will give an insight in to the specific talents that will be brought to a job 

 Communication tips for dealing with the person - Do’s and Don’ts  
 

Aptitude Tests 

Aptitude tests are part of pre-employment psychometric assessments to determine if you 

are intelligently fit for a job. Almost 75% of the world’s top employers use psychometric 

tests as part of their recruitment process for high ranking jobs. Knowing that you are likely 

going to face one of these during a job interview – Then you can better prepare for one as 

well. 

Aptitude Tests Categories 

 Logical Reasoning 
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 Nonverbal Reasoning 

 Verbal Reasoning 

 Spatial Reasoning 

 Numerical Reasoning 

  

More Information about Aptitude Tests 

There are many different kinds of aptitude tests, since there are many different skills. In 

general, these tests are supplied by special assessment companies. Each test provider has a 

particular method and style of testing. However, all these companies provide similar test 

types and below follows an overview of the most common aptitude test categories: 

Logical Reasoning 

As the name indicates, this test gives an idea of your ability to come to a logical conclusion 

when presented with a problem. These problems are often illogical or contradictory and 

you are not expected to solve them based upon your knowledge but to rely solely on what 

is actually in front of you. For this type, tests with syllogisms are often used. 

Nonverbal Reasoning 

Measures your ability to discover patterns in abstract data and to extrapolate these logical 

patterns in order to make the right choice. Abstract reasoning is considered the best gauge 

of one’s ability to solve problems in new situations, independent of experience or acquired 

knowledge. This type of intelligence is also known as fluid intelligence, and includes 

deductive reasoning and inductive reasoning. 

Spatial Reasoning 

As a rule, this kind of test is only given if you are required to have good spatial awareness – 

architects, pilots, designers, etc. – and you are required to think in three dimensions. During 

these tests your ability to manipulate two dimensional objects into three dimensional 

objects is assessed. 

Verbal Reasoning 

This type of test gives an indication of your ability to analyse and understand written 

information, as it is important for employers to know how well you can communicate. 

Analogy tests are often used for this. 

Numerical Reasoning 

The evaluation of your elementary arithmetic skills are an integral part of nearly every 

assessment or psychometric test. This provides employers with an indication of your ability 
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to work with numbers. As a rule, this is done through series of numbers and simple mental 

arithmetic tests. There are also tests that include tables and graphs that must be 

interpreted, and tests that assess your ability analyse trends, costs and your general 

accuracy with regard to numbers and figures. 
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5.0 Summary & Skills for Work Week 2016 
 
Times have changed. 

It is important that job seekers realize that they should be using both traditional methods 

and non-traditional methods to help increase their chances of finding the right position. In 

today's market, you need to reach out to people who could give you access to new networks 

and employment opportunities outside of your field of expertise. Even effective job seekers 

may have exhausted their own network and have to expand it. This could mean the 

difference between finding the right position or not.  

 

Skills for work week  

Having completed your CV preparation and interview skills part of the week, we are now 

going to show you what we do in our business. You are going to learn what working for our 

company is like, the roles we employ, along with what some of our employees do in these 

jobs.  
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Browse our Social Media Channels above and chat with us using the #FIF16 hashtag

http://www.excelrecruitment.com/
http://www.excelrecruitment.ie/
https://www.facebook.com/excel.recruitment
https://www.linkedin.com/company/excel-recruitment
https://twitter.com/excelrecruit

