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Telephone interview top 10 Tips:

In today’s market the Telephone Interview is the pre-curser for getting a face to face interview for most of our clients.  This sounds like a good thing since you do not have to drive to the client site and get dressed up in a suit, but do not underestimate the importance of the telephone interview.  If you do not do well you will NOT get the face to face.  Knowing this is paramount to making a good impression.  The challenges are not as apparent but make no mistake...they will derail you if you do not pay attention to the details.  Here are some tips for making a good impression on the phone interview and giving you the best possible chance to get to a face to face interview:
1. Take steps to make sure you are in an environment that is quiet and you have excellent reception or you are on a land line.  When there are noises in the background it is difficult to here you (especially if there are any accents, or dialects involved).
2. Listen carefully and keep your responses concise and on point.  Do not ramble and avoid using local slang.

3. Speak slowly, clearly and with conviction.  If you did not understand a question do not hesitate to have it repeated.  Smile while you are talking.  Smile can be heard!

4. Research the company you are interviewing with and make a list of questions.  Have the list in front of you as you address them.

5. Have your resume printed and in front of you so that you can refer to it with the interviewer.  Highlight your key accomplishment and things that are relevant to the job.

6. Go to the washroom before the interview begins.  You do not want to sound anxious for something as silly as a nature call that you cannot heed.

7. Have your computer available.  Many companies today looking for IT Professionals will ask you to do a technical test and you want to be ready for any situation.

8. Take notes to help keep you on tract with the conversation and provide you with important information you may need in the face to face interview.  DO NOT take notes using the computer keyboard.  The clicking of keys can be very distracting.

9. Stay professional in your conversations and attitude.  It is easy to slip into casual conversation on the phone but don’t be tempted to do it.  This is a professional interview.

10. Watch the clock.  Don’t let this be the telephone interview that never ended.  When you are finished remember to ask what will happen next and thank your interviewer by name.

The telephone interview is the last stepping stone between you and that coveted face-to-face where we know you will shine. By using these 10 tips, you are armed and ready to make a great impression.

