


Interview Skills
An interview is a chance for you to show an employer you’re 
the right person for the job. It’s your chance to make a good 
impression and show what you have to offer. A good interview 
should be a two-way process where you also have the 
opportunity to decide if the job and organisation are right for 
you.

Types of interviews
There are various different types of interview including:

Face-to-face - with one person

Panel interview - face-to-face but with 2 or more people and 
can include a presentation or other assessment.

Telephone interview - often the first stage in a recruitment 
process.  Used more frequently when there are lots of 
applicants

Group discussion - usually forms part of an assessment centre 
day with other assessments and candidates 

Online interview - you’re interviewed, using an online video 
conferencing platform like Teams or Zoom

Preparation
Never underestimate the importance of preparation.   
This is one of the easiest ways to stand out but is also often 
overlooked by candidates.  Things to consider to ensure you’re 
well prepared are:

 •  Read through the job description and person 
specification carefully.  You should be clear on the 
skills and experience the employer is looking for.

 •  Have a look around the company’s website to find out 
more about the products or services it offers and any 
future plans it has.

 •  Re-read your CV and spend some time thinking about 
things the interviewer may ask you.

 •  If you’ve been asked to do a presentation, practice to 
ensure you keep to your timings and always take a 
back-up copy.

 •  Think of at least 2 or 3 questions you can ask at the 
end of your interview.  The questions you ask should 
show you’re enthusiastic and interested in the job.

 •  Ensure you are dressed professionally.  Try your outfit 
on a few days before to ensure it fits and that you are 
comfortable wearing it.

Getting there
If you’re being interviewed at the company’s premises, you will 
need to familiarise yourself with how to travel there.  Check 
what time you need to arrive and the name of the person you 
need to see. Plan your journey and check the timings of public 
transport if required.  Plan to arrive at least 15 minutes before 
your scheduled interview time.  If you’re going to be late for 
any reason, make sure you notify the organisation as early as 
possible.



During the interview
The interview itself is your chance to make a good impression 
and showcase why you are the right candidate for the job.  
Remember that it’s okay to be nervous.  Some things to 
consider to ensure you make a good impression are:

 • Make sure your phone is switched off.

 •  Greet your interviewer confidently and remember 
to smile.

 • Ask for a glass of some water if you need it.

 •  Be polite and use the right language and behaviour for 
a professional situation.

Body Language
First impressions count so be aware of your body language 
during the interview.  Remember to smile, make eye contact 
and sit up straight.  Avoid touching your face or biting your 
fingernails as this is distracting.  Try to avoid folding your arms 
across your body as this can be perceived as creating a barrier 
between yourself and the interviewer, try placing your hands 
in your lap instead. 

Interview Questions 
 •  Listen carefully to questions you are asked and think 

about your answer before you begin.

 •  If you do not understand a question, ask the 
interviewer to repeat it or explain it another way.

 •  Consider using the STAR method to answer questions 
about your experience.  This technique involves talking 
about the Situation you were in, the Task you were 
asked to do, the Action you took, and the Result you 
achieved.

 •  Be positive about your experiences - if you’ve faced 
situations where something has not gone well, show 
what you learned from this.

 •  Tell the truth - do not exaggerate or inflate your 
skills or experience and avoid coming across as 
overconfident.

 •  Ask a couple of prepared questions when you’re 
invited to - choose questions that make you sound 
keen, rather than ones about benefits or salary.

Closing the interview
At the end of the interview, thank the employer for their time 
and tell them that you are looking forward to hearing from 
them.  When you leave the interview, consider writing down 
some of the questions that you found difficult to answer.  
This can help you to prepare for future interviews.  Consider 
sending a follow-up email after the interview to thank the 
employer for their time and confirm that your happy to answer 
any additional questions they may have.  This should ideally be 
sent within 24 hours of the interview.



Virtual Interviews
A virtual interview is an interview that takes place remotely 
using a video conferencing platform like Microsoft Teams, 
Zoom or other online communication platforms.   These types 
of interviews became particularly prevalent during the Covid 
pandemic when many organisations were working from home.  
Although the Covid restrictions and guidelines have started to 
ease and lift in most areas, many organisations are continuing 
to rely on virtual interviewing to fill their vacancies. Virtual 
interviews are usually conducted in the same way as face-
to-face interviews, although special consideration is needed 
when using virtual communication as you will have less ability 
to read body language and non-verbal cues.

Preparation
Prepare like you would for a face-to-face interview.  An 
interview is happening over an online platform, should be 
treated the same as a normal interview.  Other than planning 
your travel to the organisation’s premises, you should prepare 
in the same way you would if you were going into the office.  
See the preparation guide above for how to ensure you are 
well prepared for the interview.

Dress
You should dress in the same way you would for a face-to-
face interview and ensure you are dressed professionally from 
head to toe.  Doing so makes you appear more professional 
and enthusiastic about the position and will also make you feel 
more confident and well prepared. Remember, an interview 
that takes place remotely, such as from your home, should 
be just as formal as one that takes place in an office.  Its also 
important to ensure your outfit looks professional on camera.  
Consider trying it on beforehand and sit in front of the platform 
you’ll be using for the interview so you can make sure it looks 
right inside the video frame.

Technology
Technology can be unpredictable so it’s important to test 
out your technical setup ahead of time.  At least a day before 
your interview, consider testing out the platform you’ll be 
using for interview, your internet connection and the laptop or 
computer you’ll be using.  A virtual interview requires you to 
have a camera and microphone on your computer, a software 
program (such as Microsoft Teams or Zoom) and a strong 
and reliable internet connection. Remember you may need to 
download additional software to support the meeting, and this 
can take time to download.  You’ll also need a reliable a fully 
functional laptop or computer with a strong enough internet 
connection to sustain video streaming.

In the 15 to 30 minutes before your interview, check your internet 
connection again and sign into the video meeting provided 
by the company or interviewer. Turn on the microphone and 
camera to ensure everything is in working order in time for the 
interview to start.

Never attend a virtual interview on a mobile phone.



Remember your surroundings
Choose a quiet area and set up your computer in front to the 
most neutral background you have.  Ideally choose a blank 
wall or a room without a lot of distracting clutter.  Plan how 
you will sit so that you are not too close or too far away from 
the camera.  As a guide, you should ensure there’s a bit of 
empty space on the screen above your head and that your 
upper chest and shoulders are visible inside the frame.  Turn 
off your phone in the same way as you would for a face-to-
face interview and limit any distractions.  Ensure other family 
members or those who share your home are aware that you 
are not to be disturbed whilst the interview is taking place.

Be early
Technology can fail so it’s always advisable to be ready early 
for a virtual interview.  This should leave you sufficient time to 
resolve any technical issues that may arise before the interview 
can begin.  Prepare your computer by closing unnecessary 
windows and tabs and ensure you are logged into the video 
conferencing platform being used.  If possible, turn off all 
computer alerts so that they don’t distract you during the 
interview.

Body Language
Virtual interviews limit the ability to communicate with body 
language so it’s important to remember to always sit up 
straight and greet your interviewer with enthusiasm.  Smiling 
and giving a confident wave and maintaining eye contact can 
all help to build rapport.

Closing the interview
At the end of the interview, thank the interviewer for their time 
and tell them you are looking forward to hearing from them in 
the same way you would after a face-to-face interview.  As with 
face-to-face interviews, it’s a good idea to send a follow-up 
email. This should be sent within 24 hours of the interview and 
should thank the interviewer for their time whilst letting them 
know you’re available if they have any additional questions. 

After the interview:
If are not offered the job - be positive - this is a chance to learn 
from your experience.  Remember to ask for feedback on your 
interview performance and think about the questions you 
found difficult to answer or the things that did not go so well 
that you could learn from for next time.

If you’re offered the job - let the company know in good time 
whether you would like to accept the offer. You can also agree 
a suitable start date, keeping in mind any notice period you 
may have with an existing employer and confirm anything you 
need to bring on your first day.

If you decide not to accept the job, decline it politely and thank 
the organisation for the opportunity.  Keep in mind that you 
may want to work for the organisation in the future.



Boost your earning potential with the IAAP
The International Association of Accounting Professionals 
(IAAP) exists to create a global community of aspirational, 
entrepreneurial, highly qualified and successful finance 
professionals by providing training, support and continuing 
development throughout their career.

Operating across the globe in countries as diverse as China, 
India, Malaysia, New Zealand and Singapore, the IAAP opens 
the door to a wealth of international career opportunities.

It awards professional qualifications worldwide, giving 
aspiring business professionals global recognition for the 
very best financial skills. Plus, its membership offers anyone 
anywhere the opportunity to gain international status while 
boosting earning potential.

Benefits of an IAAP Membership

• Letters after your name

• Guidance documents / videos to support your career

• Member benefits with discounts from our partners

• Discounted courses

Come and visit us at

www.iaapuk.org

Tel: +44(0)208 938 3040

Come and follow us on
LinkedIn
Instagram 
YouTube


