7 TELEPHONE
INTERVIEW TIPS

Telephone interviews should be given the importance they deserve.

It is important o remember that an employer somewhere has a list of people io ring and has allocated 15
or 20 minutes each in an effort to create a shortlist. They are probably going to be quite pointed and

snappy in the discussion asking a series of questions in rapid fire.

Put yourself in this persons shoes; at the end of a day, after a succession of phone interviews, will this

person remember you above any of the others spoken 107?

This person will have a handful of notes with boxes ficked and observations quickly penned in here and

there.

You are just one of many. That evening or the next day all the applications will be reviewed and the

number of boxes ticked’ will be important. How many boxes did you tick for the employer?

You and all the other applicants are faceless people, so you need to ensure that you stand out? You were

just another voice at the end of the phone line. Your job is to make sure it does.

The phone interview is a one dimensional event. You just hear a person speak. Your voice, your
intonation, your diction, and how you deliver your presentation wiil all go to forming an image of the person

at the end of the phone.

It is not enough to just have our C.V. laid out on the tabie in readiness for any question asked.

Reading an answer to any question will sound just like that; read.

Despite being on the telephone you must know the content of your C.V. thoroughly and only use the C.V. if

you gef stuck on a question.

However, if you are fully familiar with your career history and are properly prepared this should never

happen.



Here are 7 TELEPHONE INTERVIEW TIPS;

1. Answer the call bright and cheeriul. Say hello and thank the caller for ringing. Talk {o the interviewsr, do

not sit and just ahswer yes or know o guestions asked.

2. iftaking the call from home, ensure the locaiion is privaie ang quiet Tor the duration of the call. Children

rurming arcund of a baby crying in the background won't provide an air of professionalism.

3. Choose =z location so you will be facing a2 wall or similar blani location. Facing 2 window may/will

distract you and break your concentration.

4. Have your C.V. spread out in front of you and not siapled. Also have other relevant documentation
such as the job specification and or other noles you may have prepared and laid out in front of you. Keep

& pen and notepad beside you Tfor notes.

£, rave information you may be asked about prepared such 2s referees and vour diary in the svent of

being asked to attend a face-to-Tace interview.

8. Have a giass of watler o hand In case you dry up.

7. Hyou are on Skype all the sbove applies excepi;

Check the view the caller will see behind you. The view behind vou should be neutral or just blank. Avoid

distractions for the caller.

Ensure your C.V. and notes are pinnad immediately above the screen of your laptop or PC. The caller
wan't notice vou eye movemesnt when vou guickly glance at notes just inches above the screen. You

should not be seen (o have to consult notes on vour desk at every quastion.

Genis, 8 1o 5 Monday to Friday dress shirt and tie or other similar. Remember, on & PC screen 2 two day
stubble fooks & or 6 days. The best plan is to shave and be fresh and well groomed. Ladies, just be wall

grogmed,

Son'l forgel to smile from ime {o Hme too. It mekes vou so much more pleasant!

Wishing vou sifccess,



