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Interviews are a moment to 
shine… or sink 
It’s not always easy to talk about yourself and 
many of us  need practice in making the most of 
ourselves.

Before the interview

Make a list of your skills, dividing them into three 
categories:

Hard Skills (Knowledge-based skills):  Acquired 
from education and experience (e.g., computer 
skills, languages, degrees, training and technical 
ability).

Soft skills (Transferable skills):  Your portable 
skills that you take from job to job (e.g., 
communication and people skills, analytical 
problem solving and planning skills)

Soft skills (Personal traits): Your unique qualities 
(e.g., dependable, flexible, friendly, expressive, 
formal, punctual and being a team player).
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TOP INTERVIEW 
TIPS 

Look the part, dress 
accordingly. 

Speak clearly. 

Have good eye contact 
with the interviewer. 

Don’t overstate your 
English skills. Many 
interviewers switch to 
English just to throw 
you off. 

Be truthful. Lies and 
half-truths will always 
find you out.  

Avoid  empty  cliches 
s u c h  a s  s a y i n g  t h a t 
you’re  a  “team  player” 
o r  “ h a rd  w o r ke r. ” 
Instead,  back  up  your 
claims  with  relevant 
stories  that  show  how 
yo u’ v e  a p p l i e d  yo u r 
skills in the past. 

Stay  positive  even  if 
you  feel  the  interview 
is going badly. 

TOP TIPS FOR INTERVIEWS  
FOCUS ON VOCABULARY
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PREPARATION IS THE KEY 
Prepare  a  short  introduction  about 
yourself. 

Make sure you know about the company. 
Check  out  the  company  website  and  be 
prepared to talk about new products etc 

Prepare  answers  to  difficult  questions 
such as “Tell  me about a time when you 
suffered  a  setback  or  when  you  had  to 
deal  with  a  difficult  colleague  ».  Be 
re a d y  to  g i v e  s p e c i f i c  e x a m p l e s  to 
demonstrate if probed further. 

Prepare  why  you  want  the  job.  Prepare 
positive statements not negativity about 
your  current  company.  Be  ready  with 
specific  reasons  and  examples.  Assess 
what  the  job  requires  and  the  skills  you 
can bring to the job

       PRACTICE WITH A FRIEND 

GRAMMAR CHECK (answers below) 
I _____  (grow up) in London. 
I _______ (graduate) 10 
years ago. I ______ (start) 
working for my present 
company 5 years ago, so I 
_______(to be)  working 
there since 2017. I ____ (to 
be) promoted after a few 
years. Since being there I 

______(work) on many different projects but now I 
_____(feel) ready to take on extra responsibility. I 
______ (to be) currently learning a new computer 
language.  This job in such a successful company 
_____ (to be) a marvelous opportunity for me.
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How to respond to 
the question; 
"What are your 
weaknesses?». 
Remember that nobody is 
perfect ! But try to say 
something that you’re not 
good at without looking 
terrible.
Keep away from clichés such 
as « I’m a perfectionist » 

S o m e e x a m p l e s o f 
w e a k n e s s e s  y o u m i g h t 
mention include:
Being too critical of yourself.

A t t e m p t i n g t o p l e a s e 
everyone.
Being unfamiliar with the 
latest software. 

The best way to handle this 
question is to minimize the 
trait and emphasize the 
positive. 

Select a trait and come up 
with a solution to overcome 
your weakness. 

For example, I’m aware that I 
sometimes miss the details, 
so I always double check 
myself when faced with a lot 
of information. I’m working to 
improve on this.
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Answers

I grew up  (grow up) in London. I  graduated (graduate) 10 years ago. I started (start) 
working for my present company 5 years ago, so I have been (to be)  working there 
since 2017. I was (to be) promoted after a few years.

Since being there I have worked (work) on many different projects but now I  feel (feel) 
ready to take on extra responsibility. I am (to be) currently learning a new computer 
language.  This job in such a successful company would be (to be) a marvelous 
opportunity for me.
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