
1 .  Th ink  about  the  t ype  o f  j ob /company  you  want  to  work  a t .

Too  o f ten  peop le  app ly  fo r  a  pos i t i on  tha t  they  have  no t  r ea l l y  thought

about ,  o r  the  t ype  o r  cu l tu re  o f  the  o rgan i sa t ion  they  want  to  work  fo r .  I n  my

expe r i ence ,  peop le  spend  more  t ime  re sea r ch ing  wha t  t ype  o f  ho l iday  and

the  des t ina t ion  they  w i sh  to  v i s i t ,  t han  they  do  con templa t ing  where  they

wi l l  spend  2200  hou r s  a  yea r .  ( f o r  an  ave rage  4  yea r s ! )

2 .  App roach  compan ies  d i r ec t l y ,  no t  s imp ly  v i a  ema i l /web

Assuming  you  a re  a l r eady  t a l k ing  w i th  r ec ru i t e r s ;  don ’ t  s imp ly  r e l y  upon

them!  Rec ru i t e r s  and  j ob -boa rds  do  no t  have  access  to  ALL  the  pos i t i ons

on  o f f e r .  A sk  f r i ends ,  l ook  in  l oca l  newspape r s ,  Facebook ,  L inked In  o r

company  webs i t e s  and  APPLY  d i r ec t ,  e i the r  i n  pe r son  o r  by  good ,  o ld

fa sh ioned  pos t .

3 .  Ta i l o r  you r  CV  & cove r  l e t te r  spec i f i ca l l y  f o r  each  j ob

Whi l s t  i t ’ s  impor tan t  to  have  an  up  to  da te  gene r i c  CV  ready  ‘ f o r  a c t i on ’  a t

a l l  t imes ,  t a i l o r  you r  CV  and  cove r  l e t te r  to  su i t  the  ro le  and  o rgan i sa t ion .

Make  you r  CV  re levan t .  Avo id  c l i chés .  Use  spe l l  check  bu t  a sk  o the r s  to

p roo f  r ead  i t .  Don ’ t  con fuse  s t a t i one ry  w i th  s t a t i ona ry  fo r  example .  Then

address  you r  app l i ca t ions  to  a  spec i f i c  i nd i v idua l s  r a the r  than  ‘ dea r  s i r  o r

madam ’ .  Avo id  ema i l  app l i ca t ions  i f  you  can !

4 .  Fo l low  up  each  app l i ca t ion  w i th  a  phone  ca l l .

Th i s  i s  such  a  s imp le  th ing  to  do ,  and  ye t  mos t  peop le  don ’ t  do  i t .  You  have

submi t ted  you r  app l i ca t ion  fo rm and  tha t ’ s  i t…you  wa i t ?  Wrong !  A f te r  3

days  p i ck  up  the  phone  and  enqu i re  r ega rd ing  the  p rog res s  o f  you r

app l i ca t ion .  O f ten  i t ’ s  those  who  a re  p roac t i ve ,  who  take  ac t ion ,  appea r

en thus i a s t i c ,  t ha t  go  on  to  ‘w in  the  day ’
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5 .  Resea r ch  each  company  p r io r  to  i n te rv i ew .

Wi th  Goog le ,  Facebook  and  L inked In  i t ’ s  easy  to  know what  t ype  o f

o rgan i sa t ion  you  have  app l i ed  to ,  the i r  USPs  ( l ook  i t  up ! )  and  to  do  some

resea r ch .

6 .  C rea te  a  l i s t  o f  ques t ions  to  a sk /be  a sked  a t  i n te rv i ew

One  o f  the  bes t  ways  to  impress  a  p rospec t i ve  employe r  i s  t o  have  a  l i s t  o f

ques t ions  r eady  p repa red  to  a sk  the  in te rv i ewer .  A f te r  a l l ,  i t ’ s  a  TWO WAY

process  and  you  need  to  know i f  the  company  you  a re  i n te rv i ew ing  w i th  a re

su i t ab le  fo r  you .  I t ’ s  a  b i t  l i ke  speed  da t ing  i f  you  l i ke !  Wr i t e  a  l i s t  o f

ques t ions  you  want  to  have  answered  about  the  ro le ,  the  company ,  the

p rospec t s  and  t r a in ing  oppor tun i t i e s .  Avo id  a sk ing  about  s i ck  pay  and  such

nega t i ve  sub jec t s .  And  remember ;  th ink  about  the  ques t ions  f rom the

employe r s  po in t  o f  v i ew ;  how w i l l  YOU come  ac ross  a sk ing  them?

Then ,  and  th i s  i s  ve r y  impor tan t ;  d raw  up  a  l i s t  o f  50 ,  yes ,  50  ques t ions  you

migh t  be  a sked .  I nc lude  the  obv ious  s t r eng ths  and  weakness  ques t ions  o f

cou r se  bu t  work  ha rd  a t  the  o the r  49 !  Such  ha rd  work  w i l l  pay  d i v idends

because  you  mus t  now p repa re  you r  answers  ON  PAPER .  Take  you r  t ime ,

and  rea l l y  th ink  about  you r  answers .

Yes ,  th i s  i s  ha rd  work  BUT  i t  i s  wor th  the  e f fo r t !  Do  you  REALLY  want  you r

idea l  j ob?  O f  cou r se ,  bu t  so  do  YOUR compet i t i on !  You  have  to  be  bea t

them!

7 .  Ro le  p lay  you r  i n te rv i ew  responses  w i th  a  f r i end

Be fo re  you  a t tend  an  in te rv i ew  i t  i s  c ruc i a l  tha t  you  p repa re  p rope r l y .  To  do

th i s ,  and  YES ,  I  am se r ious ,  r o le  p l ay  the  ques t ions  you  may  have  to

answer  AND those  you  wou ld  l i ke  to  a sk  you r se l f .  I  sugges t  spend ing  4

hour s  ( 8  x  ha l f  hou r  ses s ions ) .  P rac t i ce  a sk ing  ques t ions  and  answer ing

them.  Take  i t  easy  to  s t a r t  w i th  and  then  push  you r se l f  ha rde r .  L i kewi se  a sk

you r  f r i end  to  ge t  toughe r  and  toughe r  w i th  you ,  bu t…have  some  fun  w i th  i t !

A f te r  a  f ew  hour s  you r  answers  w i l l  become  a  r e f l ex  AND you  w i l l  become

more  con f iden t  i n  a sk ing  you r  ques t ions .
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8 .  Check  ou t  how to  ge t  to  the  company  be fo re  the  day

Hones t l y ,  I  am amazed  how o f ten  excep t iona l  cand ida tes  b low  i t  by  no t

tu rn ing  up  on  t ime ;  because  they  ge t  l o s t  o r  m i sca l cu la te  the  t ime  needed

to  t r ave l  to  the  in te rv i ew .  Check  ou t  where  the  company  i s  and  how to  ge t

the re  i n  RUSH HOUR TRAFF IC .  A  Sunday  a f te rnoon  d r i ve  i s  no t  the  same

as  ca t ch ing  two  buses .  P l an  in  advance .

9 .  Know the  name/pos i t i on  o f  you r  i n te rv i ewer

Th i s  i s  so  obv ious  bu t  the  onus  i s  upon  you  to  e s tab l i sh  who  you r

in te rv i ewer  i s ,  t he i r  pos i t i on ,  r e spons ib i l i t i e s  and  i f  t hey  a re  the  REAL

dec i s ion  make r .  Use  Facebook ,  Goog le  &  L inked In .

10 .  D res s  smar t l y  i r r e spec t i ve  o f  the  pos i t i on

Whethe r  you  a re  app ly ing  fo r  a  d i r ec to r  l eve l  ro le ,  an  account s  t r a inee

pos i t i on  o r  a  j ob  in  the  warehouse  o r  the  f ac to ry ,  DRESS  SMARTLY .

Nobody  was  eve r  r e fused  a  pos i t i on  j u s t  because  they  wore  a  su i t ,  smar t

j a cke t  &  t i e  o r  b louse  and  sk i r t  w i th  we l l -po l i shed  shoes .

11 .  Have  a  ha rd  copy  o f  you r  CV  w i th  you

No  excuses .  So r r y .  Don ’ t  t ake  a  USB ,  t ake  the  r ea l  th ing

12 .  Tu rn  you r  phone  o f f

Hones t l y .  Peop le  s t i l l  f o rge t .  Don ’ t  mute  i t !  Ac tua l l y  tu rn  i t  o f f .  S imp les . .

13 .  Use  a  ha rd  back  book  to  make  no tes .

Le t ’ s  be  c l ea r .  You  want  to  impress .  You  want  to  s t and  ou t .  You  want  to  be

taken  se r ious l y .  The re  i s  no  way  tha t  you  w i l l  r emember  eve ry th ing  tha t  you

hea r .  You  need  to  have  you r  ques t ions  p repa red  in  advance  on  pape r .

I nves t  a  f ew  pounds  o r  do l l a r s  i n  a  smar t  HARD BACK  book .  S imp ly  do ing

th i s  w i l l  se t  you  apa r t .
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14. If you like the job , TELL THEM

Often candidates forget to tell the interviewer that they are interested in the position, even

when it’s PERFECT. Don’t be shy, say you’d like the job if offered to you and explain WHY it

suits you. In a sales job, go one better, show your sales skills by asking WHEN CAN I START?

Not the strategy for accounts staff, but essential for sales professionals. If you can’t sell

yourself…you won’t be able to sell for the company!

15. Follow up your interview with a thank you LETTER

This is a simple courtesy. As above, explain your enthusiasm. The best and most effective way

to do this is by writing and posting a letter. Classy! Avoid emails if possible.

16. Learn from 'turn downs' by asking for feedback

Sadly, not all recruiters or employers will offer feedback. But DO ask for it. Learn from it and

don’t take it personally by becoming angry or frustrated. It’s better to know that you yawn at

interview and be able to deal with it than not! Not that YOU’D EVER yawn at an interview, but

you appreciate the concept I hope.

17. Repeat until you are working

Yes, keep at it. If you are NOT working then you should spend 8 hours a day on this project. If

you ARE working set aside 4 hours a week, over two nights or at the weekend.

Good Luck

Graham Martin
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