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INTRODUCTION
WELCOME TO THE HIGHFIELD COMPANY

Congratulations on reaching the interview
selection stage of the recruitment process.

and

This guide is designed to help you excel at your
interview and help you achieve the ultimate goal:
being offered the job.
We have put this guide together to give you details
on what to expect throughout the process, along with
some advice on interview techniques.
At The Highfield Company, we challenge our
candidates to ensure that they can achieve
everything possible. If you require any further
assistance or information before your interview, you
can get in touch with your consultant at any time.

PREPARE TO BE THE BEST YOU

WE SEE IT ALL THE TIME – GREAT CANDIDATES
BEING PASSED OVER BECAUSE THEY DIDN’T
PREPARE FOR AN INTERVIEW PROPERLY. EVEN
IF YOU DON’T HAVE THE FULL SKILL SET, YOU
CAN STILL LAND THE JOB BY BEING WELL
PREPARED AND ENTHUSIASTIC.
Managing Director, Tier 1 Building Contractor, UK
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INTERVIEW
PREPERATION
RESEARCH

There are several things you should do to prepare yourself fully for your interview. Start by
researching the industry, the company, the hiring manager, and the role.
The Industry- Find out about any recent developments, trends, and changes. This can be found
through search engines like Google or Safari, and on the company's website.
The Company- Familiarise yourself with it's history, the products and services that they offer, their
mission, their purpose, their customers, their culture, their goals and their achievements. This
information can be found on the company's website, in annual reports, news stories, marketing
material, and on their social media.
The Hiring Manager- Look into who the hiring manager is, their role, what their expertise is, and
their past experience. You should be able to find them through LinkedIn, search engines, the
company website, or even ask your recruiter.
The Role- Discover as much as possible about the role and any previous work the team has
completed. This can be found in the job description, on the company's social media, employee
social media, and the company's website.
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INTERVIEW
PREPERATION
BEFORE THE INTERVIEW

Re-read the job description and responsibilities thoroughly. If you have not received this, ask
your consultant at The Highfield Company to send you a copy over straight away.
Familiarise yourself with your CV and think of your career successes. They will be generating
many of their questions based on the information in your CV.
Take time to think of examples you can use to answer anticipated competency based and
technical questions (Take a look at page 10 for advice on how to structure your interview
answers).
Check the location of the interview and plan your journey accordingly. (If your interview is by
phone or video conference, take a look at pages 13 and 14 for advice on how to set up and
prepare yourself).
Prepare a smart and comfortable outfit for the day, and ensure you know the names and job
titles of those that you are meeting.
Have a few questions prepared to ask, even if it is to clarify when you will hear the outcome of
the interview / the next stage etc.
Plan how you are going to introduce yourself. Think about how can you add value to the role.

THE CANDIDATES THAT HAVE STOOD OUT HAD
PRESENCE, KNEW THEIR SUBJECT AND PREPARED
RELEVANT QUESTIONS. THEY UNDERSTOOD THAT
AN INTERVIEW IS A TWO WAY PROCESS.
Managing Director, Civil Engineering Contractor, Africa
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INTERVIEW
PREPERATION
QUESTIONS

Once you’ve introduced yourself and spoken through your CV, you will likely be asked some
common interview questions. Here are some that you should prepare for:
Why are you looking to leave your current job?
What would you consider your strengths to be?
What do you consider to be your areas for development?
What is it that is making you open to move right now?
What are your long term career aspirations?
What is it that you are looking for from your next job?
What is it you are looking for from your next company / employer?
What are your biggest drivers / motivators? And give an example of when this has been most
prominent in you achieving something.

IN ALL CASES CANDIDATES MUST TRY AND
DEMONSTRATE HIGH ENERGY, THE ABILITY TO BE
SUCCESSFUL, THE ABILITY TO WORK WITH OTHERS
AND THE INTELLECT TO DIGEST AND ASSESS
INFORMATION EFFICIENTLY. THEY SHOULD HAVE
EXAMPLES WHICH REVEAL THEIR LEADERSHIP
CAPABILITIES AND MANAGEMENT STYLE.
Group Managing Director, Tier 1 Building Contractor, UK
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INTERVIEW PROCESS
& FORMAT
An interview is a structured two way
communication
process
which
is
designed
to
assess
the
skills,
experience and background of an
applicant in relation to a particular role.
Interviews normally open with broad
questions about your work history,
including your most recent role.
You should know this inside out and be
prepared
to
talk
about
any
responsibilities and experiences you
feel are relevant to the role for which
you are applying.
To prepare for this, think about:
Your current role and the scope of
your duties and responsibilities.
The key challenges in your position
and the ways in which you
overcome them.
Your major achievements
throughout your career, and in your
current role.
How does your experience relate to
the role you are being interviewed
for?
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STAR TECHNIQUE
FOR COMPETENCY QUESTIONS

Competency questions make up a large part of most job interviews and from a
company’s point of view; they allow an objective assessment of a candidate’s
experience and the qualities that make them suitable for the job.
Thankfully there’s a tried and tested technique that will help you to answer these
tricky questions.
These questions usually take a similar format along the lines of “tell me about a time
when…” by which the interviewer is asking you to give an example of a time you have
demonstrated a particular competency or behaviour in the past.
The STAR technique is designed to give structure to your answer, to ensure you are
able to present a relevant and thorough answer.
S – Situation: set the context of your story. Make sure your story will answer the
question you have been asked.
T – Task: outline what was required of you? State what the objectives were and talk
about your specific role in the example.
A – Action: explain what you did and how you did it. Talk briefly about the action
taken and the behaviours you displayed in response to the situation.
R – Result: what happened as a result of your action? Conclude your example with
the outcome and remember to include any feedback or tangible result
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THE MORE COMMON SKILLS AND COMPETENCIES THAT
YOU MAY BE ASKED TO DEMONSTRATE:
SENSITIVTY TO OTHER

ADAPTABILITY
COMMUNICATION

RISK-TAKING

LEADERSHIP
RESILIANCE & TENACITY

ORGANISATIONAL AWARENESS

CONFLICT MANAGEMENT
LEVERAGING
CREATIVITY AND INNOVATION
INTEGRITY

DECISIVENESS

FLEXIBILITY

INFLUENCING

COMMUNICATION
COMPLIANCE

DELEGATION

INDEPENDENCE
DIVERSITY

EXTERNAL AWARENESS

BE OPEN AND HONEST AND BE YOURSELF.
EXPERIENCED
INTERVIEWERS
SEE
THROUGH
EXAGGERATED ACCOUNTS OF COMPETENCE LEVELS
AND CLAIMS OF SUCCESS WHICH ARE OVERSTATED,
ALSO THERE’S NOTHING WORSE FOR BOTH PARTIES
THAN YOUR EMPLOYER REALISING YOU ARE NOT
WHAT WAS EXPECTED IN THE FIRST FEW WEEKS.
Managing Director, Tier 1 Building Contractor, UK
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TELEPHONE
INTERVIEWS
COVID-19 has affected the way businesses recruit new candidates. While a
small number of business are still holding face-to-face interviews, the
majority of organisations are unlikely to do so until the pandemic comes to
an end. Because of this, it's now more important than ever to make sure
that your telephone and video interview skills are up to scratch.
There is a tendency to expect that less preparation is required for a
telephone or video conference interview, but an interview is still an
interview, even if you aren’t physically going somewhere for it. You need to
be as well prepared and well-presented as you would be for a face-to-face
interview.
Even without Covid-19, interviews by telephone or video conference are
sometimes the only viable way to conduct an initial interview, particularly if
interviewing for an overseas role for example.
Telephone
Here are some key things to keep in mind during your call:
Smile – it’s true; people can hear your smile. Always try and remain
smiling throughout the conversation. It will help you sound positive,
upbeat and more involved in the conversation.
Have your CV to hand – It is highly likely that the interviewer on the
other end of the phone will have a copy of your CV with them, so it is a
good idea for you to have it as a reference too.
Write down any questions you have – A huge advantage of the
telephone interview is that you can refer to your own notes, have
prompts and questions you want to ask noted down. Make sure you
have a pen and paper with you for the call!
Try and avoid noisy backgrounds when taking part in a telephone or
video conference call - you may struggle to be heard.
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VIDEO
CONFERENCE
INTERVIEWS
ZOOM / TEAMS / SKYPE
Ensure you have tested Zoom (or any
other programme you are using)
beforehand to avoid any technical
difficulties with microphones and/or
cameras. It is quick and easy to test it
out. It is also worth ensuring you have
a sensible username; it is not a bad
idea
to
quickly
create
a
new
professional sounding account if you
need to!
Dress the part – fairly obviously the
advantage video conference calls have
over telephone calls is visibility; so treat
your dress code as you would a face to
face interview.
Think about your location – Try to
create a clean, neutral background
with good lighting. Avoid noisy public
areas where possible.

“ENSURE THAT YOU KNOW WHAT YOUR CV SAYS!”

MANAGING DIRECTOR, TIER 1 INTERNATIONAL PROJECT MANAGEMENT CONSULTANCY
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AFTER THE INTERVIEW
You will receive feedback on your interview as soon as possible from your
consultant at the Highfield Company to let you know whether you have
been successful or not.
If you are successful, your consultant will be in contact to discuss the
next steps with you.
If you are in need of any more information, or have any unanswered
questions then please get in touch with a member of our team on
+44 (0) 1962 397777
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GOOD LUCK!

THE HIGHFIELD COMPANY
29 CARLTON CRESCENT
SOUTHAMPTON
HAMPSHIRE
SO15 2EW
+44 (0) 1962 397 777
INFO@THEHIGHFIELDCOMPANY.COM

