
Keep applying for jobs and
sending out your resume

Don’t stop looking for other roles

Email or call if you haven’t heard
anything within 1 week

Be persistent and polite
in all follow-up dealings 

Prepare your referees
to be contacted

Do the take home
task if requested

Say thank you to your
interviewer/s by name 

Ask your prepared questions and
leave a good impression

Be engaged in the conversation and
don’t overshare personal information

Be polite and don’t say negative
things about former employers

Be confident and set the stage.
Take your time with unexpected

or unusual questions

Switch off your phone

Don’t be late, or arrive too early

Actively reduce your stress

Get a good night’s sleep

Plan how you’re going to get to your
interview so you arrive on time

Pack anything you have been
asked to bring, including
your resume or portfolio

First impressions count, so dress
in clean, professional clothing

Prepare some basic
interview answers

Find out a bit about the
company by doing research

Know your prospective employer

After the interview During the interviewBefore the interview

How to prepare for a job interview, ace the most common 
interview questions and follow up well to make the best 

impression and get the job.

The skills you’ll need to prepare for a job interview
Your Open Colleges interview cheat sheet

Interview Preparation



“I know that I do have shortcomings, but I feel 
that communication with my managers is the best 
way to overcome any negatives arising from 
these, as if I am aware of a problem or an issue, I 
put my whole attention into rectifying it.”

“During my last role I demonstrated my ability to 
multi-task effectively; with keeping several 
high-profile client campaigns on the go at one 
time. Simultaneously, I was involved in the 
pitching of Global Company’s new ABC 
campaign, while I also had direct responsibility for 
X and Y clients in the Asia Pacific region.”

“I have always enjoyed good relations with my 
co-workers and I have many recommendations 
from past colleagues on my LinkedIn profile, from 
several of my recent roles. I held a position on the 
Corporate Social Responsibility board in my last 
job, where I worked with a small team of 
volunteer staff to bring innovations to the 
company boacompany board.”

“I have a personal goal to be at Strategic Account 
Management level within the next five years, and 
I have experience working with major global 
brands and cultural icons. I see Company X as the 
best avenue to help me realise my professional 
goals. I am attracted to the workplace lifestyle 
and the culture of this company.”

“I’ve always been attracted to the brand and 
culture and brand of Company X, and I’m 
particularly drawn to the fact that Company X is 
an innovator in the marketplace. I’ve also been 
very impressed at your Leadership program, and I 
was responsible for coordinating a similar group 
within my last role. I consider myself a team 
playeplayer.”

“After a period of budgeting review there were 
some cutbacks and re-structuring, and 
unfortunately I was one of dozens of 
redundancies. Rather than stay with the company 
in a role I felt had limited capacity for growth, I 
decided to pursue other career avenues. I still 
have a great relationship with my former direct 
report.”report.”

“I’ve been working in management-level 
marketing positions for over five years now, for 
global and local brands. I have been dealing with 
high-profile stakeholders, both in account 
management, planning and campaign execution. 
In my last role, I was responsible for managing a 
team of six people, covering everything from 
design to strategdesign to strategy.”

Another good question to prepare in advance, what 
this question really means is, “I want to see how you 
will respond to a difficult question under pressure.” 
The trick here is not to be too negative, but not to 
give a dishonest response such as, “I’m a workaholic” 
(unless you are!). Try to offset the negative with a 
positive.

Again, this is a great question to think about in 
advance. Think of three or four major elements of your 
personality that make you a stellar employee, and try 
to give two concrete examples of work you’ve 
done in a previous role. Keep your answers short, 
there’s no need to waffle on for a long time. 

This is a time to indicate that you are a team player 
and that you get on well with colleagues. This is not a 
time that you should be airing any gripes or speaking 
ill of the culture of your last workplace. Use this 
moment to talk about how you are easy to get 
along with. 

This should be directly related to the last question. 
Any research you’ve done on the company should 
have led you to the conclusion that you’d want to 
work there. After all, you’re at the interview, right? 
Put some thought into this answer before you have 
your interview, mention your career goals and 
highlight forward-thinking goals and career plans.

This is an essential chance to demonstrate that you 
have been doing your research, so again, don’t make 
your answer too long; keep it short and simple and 
try to pull out a piece of information that 
demonstrates that you have done some deeper 
research into the framework of how the company 
runs. Demonstrate interest and industry knowledge.

Again, make sure your answer is upbeat. Highlight 
what you have been doing since, and focus on your 
goals moving forward, rather than on any problems in 
your last role. Do not lie about why you left your role, 
but pre-prepare your answer to paint yourself in a 
positive light.

A common starter question, this is a great way of 
getting the interview going. Although it may seem like 
a ‘soft’ question, it’s really a loaded phrase to show 
how you think on your feet, summarise yourself and 
relate to the interviewer’s personality. Keep your 
answer short (two or three sentences) as well as
upbeat and positive.

“What are your
weaknesses?”

“What are your
key strengths?”

“What would your previous
co-workers say about you?”

“Why do you want to
work at this company?”

“What do you know
about the company?”

“What was the reason you
left your last job?”

“Tell me about yourself”

Example AnswerHow to RespondInterview Question

Here are 7 of the most common questions 
you’ll hear at an interview, how to respond 

and a sample answer for each.
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