Top Interview Questions: How to Answer Interview Questions to Get Your Dream Job
If you’re applying for jobs you’ll benefit tremendously if you do some research on top interview questions before you attend any interviews. By working out how to answer interview questions you will give yourself a good advantage over the other candidates applying for jobs.

Not long ago I worked for an employment agency. Eight of us joined at the same time. We were all employed on a 6 month contract to work for another company. At the end of the 6 months the company advertised six permanent posts.

We all applied and we were all invited to the interviews.I was first up for interview and the first one to be invited back into the office after the interview. They offered me one of the full time posts and, as you can imagine, I walked out of the office with a big smile on my face. Unfortunately the elation turned to sadness - none of my friends were offered jobs and some of the posts were actually re-advertised.

My friends were all informed that they were doing a fantastic job, the company was keen to employ them, but they just didn’t perform to the basic level that was required in the actual interview. Luckily the jobs were re-advertised and, with a little bit of coaching, my friends passed their interviews and they were offered permanent jobs. I’m going to explain how you can also prepare yourself for interviews.

There are some frequent interview topics or ‘top interview questions‘. Rather than trying to predict every single question it’s important to understand the types of questions you could be asked. You also need to understand what potential employers are looking for. Quite often employers use their own set questions with a prepared ‘marking scheme’. You will be awarded points as you touch on key areas and ideas. Here are some of the interview topics or top interview questions that you could be asked - along with tips on how to answer interview questions.

1. The ‘ice breaker’.
There is usually an initial attempt to put you at ease at the beginning of the interview. It’s usually a simple question and may not even be officially ‘marked’ (the interviewers are not yet taking notes and awarding points). However, you need to create a good impression with your answer.

In the study of the psychology of memory there is something called the primacy effect - people tend to remember the first information they receive. First impressions are extremely important and can set the tone of the rest of the interview. Such questions (or statements) include:

· How are you? 

· Did you have a good journey? 

· Tell us a little bit about yourself. 

The company doesn’t want to know that your alarm clock didn’t go off, you have a headache or that you are desperate to leave your current job etc. They don’t want to employ someone who moans - they want to find a new employee with a good personality and a positive outlook on life.

Answer the question in an appropriate way - you had a very good journey and a chance to have a quick look at the city. You’re feeling very good - it’s great to be given the opportunity of the interview with the company etc.

If they ask you to talk about yourself then use it as an opportunity to celebrate your achievements in aspects of your life that illustrate your usefulness to their company. Keep it concise but make sure that you give them a good overview of what a great person you are. You have only a short time in which to show that you are the best candidate for the job, so go ahead, make the first impression a good impression.

2. Have you done your homework?
You’ve applied for a job with a particular company. They like to see that you’ve thought about it carefully and that your decision was well informed. They may check to see what homework you’ve done. Make sure that you know a little about the company and the post that you are applying for. You may be asked:

· What made you apply for the job? 

· What do you know about our company/organization? 

Make sure that you do your background research on the company - try searching on the Internet or phone the company switchboard and ask if they have an information pack about the company. make sure that you can talk about the company and what they do (estimate the time that could be allocated to this by looking at your total interview time slot- be prepared to talk about the company for a small proportion of that time).

Is it a small or large company - do they have the one site or sites all over the world. What are their products and services etc. Take an interest in them; it shows that you are keen to work for them.

If you’re asked why you applied (or why you want to leave your current job) you can use some of this information and extend to include what attracts you to the particular post that you’ve applied for. Show them that you’re already doing aspects of the job (if its relevant) and let them see that you’re flexible and keen to advance your career.

If you are asked why you want to leave your current job do not give negative answers - don’t tell them you hate your boss/workmates or that you can’t cope with all the changes - tell them briefly what you’ve achieved and that you’re looking for new challenges - you’ve decided it’s time to move on if the right opportunity presents itself. This could be that opportunity.

3. Questions about you knowledge and skills.
You will be asked questions relating to your skills, your experience and possibly your qualifications.

If the company have provided you with a person specification (a list of qualities, qualifications and experience that is necessary or desirable) or a job description (which lists the roles that the successful candidate will be asked to perform when they take up the post) then you should turn each of the statements into a possible question.

Relate the questions to your own experience. Work out how to best to answer such questions. If you are already at the interview stage then they do think that you may be able to do the job - you need to fill in the details for them. Use good examples from you work (or other) experience to explain how you meet the criteria set and to show them what you bring could already bring to the company. You may be asked:

· What makes you think that you are a good candidate for this job? 

· What experience have you had in……. 

· When have you used ….. 

· What can you contribute…. 

Don’t just say ‘Yes I’ve got relevant experience’, tell them where, when and how. You only have this one chance - give it your best shot. Go, blow your own trumpet!

4. Individual work or teamwork?
There is often a question relating to your ability to work in a team:

· Do you work better in a team or as an individual? 

It’s a bit of a trick question. Potential employers want to employ an individual who can take the responsibility to work alone when necessary but who is also a great team player. Tell them it depends upon the situation and the type of work that has priority at that particular point in time. Give good examples of when you have done both.

Every company has goals. Managers have goals and targets that they have to achieve with their teams. Individuals have their own goals and targets, but they contribute to the productivity and success of the company. At any point in time you are working within a team.

If you are writing a report, the chances are that other people have had to make their contributions to it. Have you collected information from co-workers, customers, other agencies? Report writing seems to be a very focused, individual task, but when you look at the bigger picture it isn’t.

If you are selling to customers you still have to liaise with co-workers and managers about new products, low stock etc. We all have to be prepared to get our own jobs done one time, but without good communication and team work we wouldn’t get very far.

Think about your own employment history. Produce similar examples related to your own experience and astound them with your ability to do both at the same time! Quite often you just cannot separate the two.

These days employers like to see that we are taking responsibility as individuals - they also want good team players who are working effectively with others to achieve the goals of the team, the department or the company. You have to do both - it’s almost impossible to separate the two. Even a brain surgeon needs a team!

5. Knowing your strengths.
Interviewers like to ask:

· What are your strengths? 

If you are asked for your one greatest strength then you must give an attribute that can be used over a wide range of situations. You could include things like your management skills, your ability to solve problems, or your ability to see jobs through to completion.

If you are asked for strengths (i.e. plural) then you can give maybe three or four good examples - its another opportunity to show your strong character, your skills and any expertise that you have developed in a particular area of interest. Try to think of something that is an important aspect of the work you are applying for.

6. The questions that no-one likes.
Questions relating to your performance in negative situations are often used in interviews. Don’t be afraid of these, just make sure that you come out of this one looking good. You have to be honest and realistic - you also have to show that you can deal with the problems too. You could be asked to comment on your own weaknesses, your co-workers weaknesses or company/organization weaknesses.

Examples of this type of question include:

· What are your weaknesses (or what is your biggest weakness)? 

· What do you dislike most about your work and how do you deal with it? 

· What kind of co-workers annoy you? 

· If you could change anything in the company that currently employs you, what would it be? 

If you are asked for your own weaknesses then you have to identify things that can be improved with training.

Maybe your IT skills aren’t as good as they could be. What are you doing to improve the situation? College, self study and learning from colleagues are all possibilities. Maybe you are managing staff but feel that you would benefit from some formal training.

Just look for ideas that will improve your knowledge and skills and make you a better employee. After all, if you are already at the interview stage you must fit the bill on paper - employers don’t like wasting their time by interviewing lots of people who don’t have the qualities that they are looking for.

If you’re asked about difficulties with co-workers then be honest. People are not perfect. We all have flaws and some of them can be really annoying. Make sure that you raise an issue that can be resolved. So, you don’t like time wasters/people who don’t get on with their work. Neither do employers. You don’t like it when staff are rude to customers. Neither do employers. You don’t like people who distract you from important work near to the end of the day. Neither do employers.

Select an issue but make sure that you can talk about appropriate action to deal with the issue if it arises. Would you have a quiet word with the co-worker regarding unacceptable behaviour? Would you speak to a manager?

Finish off by assuring employers that you are a team player and that you generally get on well with co-workers, clients and customers. The choice is yours. Finish on a positive point.

The same rule applies if you are asked about changing a company - are there any communication problems or barriers that you could work on? Be prepared with a problem you’ve experienced and be prepared to tell them what would happen if you had were in a position to change the situation.

7. The salary question.
When the interview is almost over they may well ask:

· What salary you would be prepared to accept if you were offered the job? 

This is not a trick question - don’t undersell yourself. Give a figure that you are comfortable with (or a range that feels acceptable).

If you give a figure that is too low, two things may happen.

Firstly, they may offer the job and pay you at the low rate - you won’t be in a position to argue because you suggested the figure. It may be some time before you can prove that you are a tremendous employee who deserves more money.

Secondly, if the figure is low they may start wondering why you are prepared to accept such a low figure - is that all you are worth?. You need to be honest. Decide on a reasonable figure that you are prepared to accept.

Check the going rate for this type of work. If you are a good candidate they are unlikely to turn you away because your figure was rather high. They may want to negotiate, but I doubt that they would refuse you simply on the basis that the figure is a little too high. Give them a good figure and assure them that you will earn it!

8. The final question.
The last thing they usually ask is:

· Do you have any questions? 

This is your final chance to show them that you are keen to do well within the organization. Ask them about training (within their organization and outside the organization), chances of promotion, career progression. Show them that you are keen to do a great job.

