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Top tips for interviewers 

 
1. Organise and prepare in advance of the interview.  There’s nothing more off putting for 

a candidate than an interviewer who hasn’t prepared and makes you feel like you’re 
not worth their time and advanced prep!  You will also feel more comfortable and in 
control if you prepare well.   
 

2. Decide the essential things you need to learn from the interview and prepare questions 
to probe them on - this could be in relation to their CV or the skills/attributes required 
for the job itself. 
 

3. Make notes of the key questions you intend to ask – there’s nothing worse than 
thinking after ‘oh no, I forgot to ask x which is crucial for the role’.    
 

4. Plan the environment – make sure you are somewhere private, let the relevant people 
know what you’re doing to prevent interruptions.   
 

5. Arrange the seating in an informal relaxed way. Don't sit behind a desk directly facing 
the interviewee - sit around a coffee table or meeting room table, you’ll get much more 
from them if they’re relaxed and you’ll feel more comfortable too. 
 

6. Dress to impress – will they want to work with you?  Don’t turn up in sloppy jeans and 
holey jumpers! 
 

7. Begin by explaining who’s who, the interview format and the follow up process.   
 

8. Remember the interview is the candidates’ first impression of your company too – so 
make it a good one! 
 

9. Ask open-ended questions - how, why, tell me, what, (and to a lesser extent where, 
when, which) to get the interviewee talking.  
 

10. Use 'How?' and 'What?' questions to prompt examples and get to the real motives and 
feelings. 'Why?' questions place more pressure on people because they suggest that 
justification or defence is required. 'Why?' questions asked in succession will probe and 
drill down to root causes and feelings, but use with care as this is a high-pressure form 
of questioning and will not allow sensitive or nervous people to show you how good 
they are. Think about how your questions will make the interviewee feel. Your aim and 
responsibility as an interviewer is to understand the other person - not to intimidate, 
which does not facilitate understanding! 
 

11. Make sure the interviewee does 90% of the talking.  
 

12. High pressure causes people to clam up and rarely exposes hidden issues - calm, 
relaxed, gentle, clever questions are far more revealing.  
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13. Probe the CV carefully to clarify any unclear points.  

 
14. Make sure you stay on track – don’t be swayed by them rolling out all their (perceived) 

best bits, achievements etc. – make sure you keep the interview focused to answer all 
the questions you have.  A general chat (unstructured interview) will not give you the 
results/answers you need to make the right decision. 
 

15. Give interviewees opportunities to ask their own questions. Questions asked by 
interviewees are usually very revealing. They also help good candidates to demonstrate 
their worth, especially if the interviewer has not asked great questions or there is a 
feeling that a person has for any reason not had the chance to show their real capability 
and potential. 
 

16. Be consistent.  Remember, if someone feels that they have been discriminated against 
in an interview they can try to make a claim against you – even with no service! 
 

17. End the interview on a positive note.  Thank them for their time and interest in the role.  
Explain the next part of the process and when they should expect to hear an outcome. 
 

18. Inform and tell them about any next stages – i.e. will there be tests?  Will there be a 
trial?  When will these be and when should they expect to hear? 
 

19. Make sure you do follow up with an outcome – positive or negative.  Again, remember 
the impression you are giving the candidate who may well speak to friends and family 
about us! 
 

20. When the final decisions have been made make sure you plan out a great induction – 
this is the last part of any recruitment process. 

 
 
 


